Reporting & Remittance

Explained

How to use the DocuPet reporting functionality and an explanation of our remittance process.
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Overview

Within the DocuPet system, several reports are available to track and monitor
sales volumes, revenue, and support remittance.

Additional performance-based reports are also available to help provide insight
into overall program performance, including visibility into new license sales vs.
renewals. Reports can be generated based on your preferred time zone.

Customized Reporting
e |f customized reports are needed to support monthly or daily operational
or financial requirements, these should be shared in advance of launch so
they can be developed accordingly. Customized reports will be delivered
via a designated Dropbox folder rather than through the DocuPet system.
e Additional customized reports may also be developed post-launch.
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Reporting Access

Access to the available reports is specified by user permission levels. The reporting tiers available include:

) @ é R s / N
AT S @{

Vendor access Municipal access Performance access
Ability to view sales and remittance reports Ability to view all sales and remittance Additional access to view templated
with results limited to assigned vendor. reports across the community. performance reports.
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An Administrative Access Needs template is provided to partners to complete prior to launch so we can set
up accounts for anyone who requires system access.

Post-launch, partners have the ability to create, edit, and remove administrator access as needed.
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Report Types ‘ -} :

® Vendor Sales Reports: These reports can be made available to specific
users based on vendor permission levels. For example, an individual
team member or veterinary clinic can access their own vendor report
for reconciliation purposes.

® Organization Sales Report: This report provides a comprehensive view
of all license sales processed across all vendors. It can be filtered by
jurisdiction, date range, and time zone.

e Organization Remittance Report: This report outlines sales collected by
DocuPet that will be remitted to the organization, less any applicable
contract fees. It should be reviewed monthly by the individual
responsible for approving invoices to ensure accuracy and
completeness.

e Performance Reports: These reports help to illustrate overall program
performance and provide insights into new licensing rates vs renewal
rates.
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Vendor Sales Report

® All DocuPet partners, along with any approved third-party vendors, can
be granted access to DocuPet’s secure Reporting Application.

e |[f you see this symboI= on the reporting page, it indicates that you
have Vendor Report access. This means you can view sales and
remittance reports for your assigned vendor, which can be helpful for
daily reconciliation.

e Vendor Sales Reports display transactions for any vendor you've been
granted access to, which may include DocuPet, your organization, or a
third-party vendor such as a shelter. In some cases, access may be
limited to only your own transactions.

= For step-by-step guidance and a video tutorial, check out the full
resources here.



https://docupetsupport.zendesk.com/hc/en-us/articles/5515248134427-Vendor-Sales-Report-Overview
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Organization Sales Report

e All of DocuPet’s partners, along with any approved third-party
vendors, may be granted access to DocuPet’s secure Reporting
Application. o

e If you see thissymbol =™  on the reporting page, it indicates that
you have Organization Sales Report access. This means you can
view all sales and remittance reports for your jurisdiction. These
reports include all transactions associated with and made on
behalf of your organization, and are organized by vendor name.

& For step-by-step guidance and a video tutorial, check out the full
resources here.
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Organization Remittance

Having Organization Remittance Report access means you
can view all sales and remittance activity for your
organization. This includes:

® Product sales and associated fees
® Remittance totals
® Detailed transaction breakdowns by product and vendor

This access allows your team to efficiently monitor revenue,
track licensing activity, and reconcile accounts.

& For step-by-step guidance and a video tutorial, check out
the full resources here.
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Remittance Considerations

e Remittance “invoices” are not generated or sent until the 15th (or previous business day if the 15th falls on a
weekend or holiday) of the following month. This allows for our team to review and prep the various reports as well
as allows time for any changes to be made prior to the month closing out ex. Cancelled orders, refunds etc.

e The invoice will be sent to the provided contact’s email from billing@docupet.com. It is the contact’s responsibility
to verify the invoice by accessing the Remittance Report available through DocuPet.

® The invoice must be sighed and returned to billing@docupet.com. Payment will not be released until a signed copy
is received. Funds are typically released within 15 days of sign back.

e Any refunds issued by DocuPet for funds already remitted to the organization will be billed back on the next
month'’s invoice.

O Note that refunds are not reflected in the remittance reports via the online system.

Receive invoice Verify via online Return to Funds will be
from DocuPet's  remittance billing provided within
finance team report invoice @docupet.com 30 days
is accurate

|21.H
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Performance Reports

e All of DocuPet’s partners and any staff members of their
choosing may be provided access to DocuPet’s secure
Reporting Application.

e |If you see this symbc @ when in the reporting page it
means you have “Organization Performance Reports”
access. This means that you have the ability to view overall
program performance and insights into new licensing rates
vs renewal rates.

& For step-by-step guidance and a video tutorial, check out
the full resources here.
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Refunds

DOCUPET CORP.

888-517-7352 Attention:
e While refunds are relatively uncommon, they may occur for S —
orp.
reasons such as an incorrect license type being purchased, a pet 15 Techology Piace, Sute 1
. . L. . East Syracuse, NY 13057
passing after a license is issued, or duplicate purchases.
. : ate: January 15, [ e —— . T 0|
e Any refunds issued by DocuPet for funds already remitted t0 the  pee e vonsyprocessingrees  [Standoarees ETTOE
organization will be billed back on the following month'’s invoice, — [roe Perod December2024

Invoice Number: Refunded Licenses* $44.00
e Refunds are not reflected in system reports; however, DocuPet’s

Total Invoice Amount  $3,713.05

*Not reflected on online report

Billing Team will provide a separate report with the invoice R
o o . License Fee Revenue Collected by DocuPet $57.467.05
outlining all refunds issued. i BobaFae $371305
e |tisimportant to note that remittance reports and invoices may Eobdsiol umariredt o oo
not match if refunds have occurred. The invoice total will reflect s

Signature:

the remittance amount minus any refunds.

Name:
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Refund Requests

For orders that are placed through DocuPet’s credit card processing system
(Stripe) that require a refund, a refund request will need to be submitted
through our Administrative Support Team.

® Partners can complete a simple online form to initiate the refund
process. Once submitted, the request will be sent directly to our team
and processed within 1-2 business days.

® If necessary, our Administrative Support Team will automatically
cancel the order.

® To ensure fast resolution, please provide all required details on the
form to help us process your refund efficiently.

® Alink to the refund form can be found here: Partner Refund Request

For more information on how to process a refund, please refer to this article:
How to Process a Refund



https://form.asana.com/?k=y_Nra8XSnlGhuFHVthtbBw&d=520617164510348
https://docupetsupport.zendesk.com/hc/en-us/articles/4412861874459-How-to-Process-a-Refund
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Reporting Certified

DocuPet Reporting Certified

=1 Course ¢ 22 lessons

e |f you still have questions about reporting in DocuPet, e ook sk Rt e

reporting tool, running reports and
interpreting results. Become an expert in...

check out our DocuPet Reporting Certified course for
additional context.

® In the course, you'll learn where to find reports in DocuPet Free
and how to navigate the reporting section with confidence.
It covers how to read and interpret key reports, including

sales and remittance reports, and explains what the data Course
means and how it's commonly used. DocuPet Reporting Certified

To enroll and become DocuPet Reporting Certified, click the :> m
“Enroll Now” box on the right or use the course link here.

[Zl 6Chapters  := 22Lessons



https://docupet.thinkific.com/products/courses/docupet-reporting-certified
https://docupet.thinkific.com/products/courses/docupet-reporting-certified
https://docupet.thinkific.com/products/courses/docupet-reporting-certified
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Any

Questions?

Contact the DocuPet Team to
find out more.
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