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Purpose 
 
The purpose of this guidebook is to help you understand how to effectively manage plan 
renewals. As plan revenue builds year-over-year, client retention is a key component of any 
successful wellness program. We’ll introduce you to the tools available inside of Petly Plans and 
address the automated features of the software designed to save your staff time. We’ll also take 
an in-depth look at renewal status by type, how plan changes impact renewals, and provide best 
practice recommendations along the way.  
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Compliance with Local and State Governance 
Depending on your local or state governance, you may be required by law to notify your pet 
owners prior to the automatic renewal of their wellness plans. Make sure to research the laws in 
your locale so your practice is prepared to comply. 
 

Running a Renewal Report 
The first step is to run a Renewal Report in Petly Plans. This report will allow you to see all plans 
that are scheduled to complete within any given month, along with their renewal status. The 
Petly Plans software default setting for this report is set to the current month, however, this can 
easily be adjusted, using the drop-down feature to change the report perimeters as needed.  
 

Best Practice Tip: We recommend that you plan to run a Renewal Report at the beginning 
of every month, for the following 30 to 60 days out. This will position you to stay ahead of 
upcoming renewals and allows you ample time to contact pet owners with questions that arise, 
as needed. 
 
How to Locate This Report: 
Path – Menu > Reports Tab > Wellness Plans > Plan Renewal Status by Month 
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Understanding Plan Renewal Functions 
While Petly Plans defaults each new plan enrollment to automatically renew, renewal status can 
easily be changed based on the needs and circumstances of your pet owners. In this segment, 
we’ll explore different renewal types, their functions, and scenarios in which these functions 
could apply. *Use of these functions will require Administrator or Manager level user access on 
the Petly Plans website. All functions can be accessed by locating the active plan and selecting the 
Plan Administration button on the middle right section of the screen. Speak with your manager 
for permission to access these functions. 
 

 

Manually Configure Renewal – The use of this function changes the plan type or optional 

items, upon renewal. For example, you may have an adult canine on a Gold Plan scheduled to 
automatically renew within 90 days. The pet owner may want to upgrade this plan to the next 
plan tier, Platinum, to obtain additional services. In this case, you would need to configure the 
renewal plan manually. Remember, all plans automatically renew into the same plan tier, except 
generally in the case of puppy/kitten to the lowest adult tier. You would also use this function to 
add or remove optional plan items to the renewal plan.  For example, Fluffy is on a Canine Gold 
plan, which is set to automatically renew into Canine Gold. Based on the doctor’s 
recommendation, Fluffy will need a T4 Thyroid test next year. Because the T4 is not included in 
the included base items for the Canine Gold, you would need to manually configure the renewal 
to add the T4 to Fluffy’s plan for next year.      
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https://petlyplans.freshdesk.com/support/solutions/articles/246562-manually-configure-the-plan-for-the-next-renewal-term


Set Plan to ‘Do Not Renew’ – This function is used to disable the plan from automatically 

renewing. For example, you may have a pet owner who is moving out of state and will no longer 
visit your practice. The pet owner’s payments will continue to automatically draft until the plan 
ends. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reenable Automatic Renewal – This function is used to turn the automatic renewal back 

on. This could be utilized when a plan was mistakenly disabled, or a pet owner changes their mind 
and wants to continue with their plan. This function must be performed prior to when the existing 
plan completes.  
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https://petlyplans.freshdesk.com/support/solutions/articles/247206-stop-an-in-progress-plan-from-auto-renewing
https://petlyplans.freshdesk.com/support/solutions/articles/126407-enable-an-automatic-renewal


Activate Renewal Early – This function can be used if a pet needs services that have been 

used on the current plan that will not be available again until the plan renews. Renewing a plan 
early will not change the actual plan renewal date.  You can only use this function within 60 days 
of the plan’s actual renewal date. Also – if the pet’s plan was paid in full, you will need to manually 
initiate the annual payment, as the plan will no longer be able to draft automatically on the actual 
anniversary date.  
 

 
 

 

Convert Renewal Plan’s Payment Configuration – This function is used to change a plan’s 

payment configuration from ‘Paid in Full’ to ‘Monthly Payments’ or vice versa. This option is 
available beginning at 60 days prior to the renewal date and remains available until the day 
before the plan renews. Be sure to review the ‘All Other Plans’ tab and view the renewal plan 
you’d like to update.  If the pet owner wants to change the payment configuration after the 
renewal has already processed, the plan would then have to be cancelled and a new plan set up 
in its place. This results in the practice being charged a new plan fee.  
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https://petlyplans.freshdesk.com/support/solutions/articles/244634-start-the-upcoming-renewal-plan-early
https://petlyplans.freshdesk.com/support/solutions/articles/246566


Reviewing Paid in Full Plans 
We recommend when running your renewal report, you also apply report filters so you can look 
at all paid in full plans and plans set to renew. This will allow you to reach out to any pet owners 
who have paid in full plans set to renew. You can then confirm whether they would like to 
continue to pay in one lump sum or convert to a monthly payment schedule.  
 

How to Review Paid in Full Plans 
 

Path – Menu > Reports Tab > Wellness Plans > Plan Renewal Status by Month – While viewing 
the ‘Plan Renewal Status by Month’ Report, click the ‘Edit Report Filters’ button. This will display 
a screen with a series of options. Check the box for ‘Paid in Full’ under the header, ‘Plan Payments 
Configuration’ then click the ‘Generate Report’ button.  
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Reviewing Plans with Add-On Items 
We also recommend applying report filters to review any plans that have add-on options included 
in them.  This ensures add-on’s are carried over into the plan renewal.  
 

How to Review Plans with Add-On Items 
Path – Menu > Reports Tab > Wellness Plans > Plan Renewal Status by Month – While viewing 
the ‘Plan Renewal Status by Month’ Report, click the ‘Edit Report Filters’ button. This will display 
a screen giving you a series of filter options. Check the box for ‘Plans with Added Items’ under 
the header, ‘Added Items’ then click the ‘Generate Report’ button.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Best Practice Tip - Create a reminder in your client communication software to automatically 

alert the pet owner their plan is renewing.  
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Additional Resources 
The Petly Plans Helpdesk is an excellent resource for learning more about managing plan 

renewals. Click your name in the upper righthand corner of your Petly Plans website and select 

Helpdesk to view and search assets, based on topic. 

 
▪ Stop an In-Progress Plan from Auto Renewing  

▪ Enable an Automatic Renewal  

▪ Manually Configure the Plan for the Next Renewal Term  

▪ Change a Pay-in-Full Payment Structure to Monthly Payments  

▪ Start the Upcoming Renewal Plan Early  
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https://petlyplans.freshdesk.com/support/home
https://petlyplans.freshdesk.com/support/home
https://petlyplans.freshdesk.com/support/solutions/articles/247206-stop-an-in-progress-plan-from-auto-renewing
https://petlyplans.freshdesk.com/support/solutions/articles/126407-enable-an-automatic-renewal
https://petlyplans.freshdesk.com/support/solutions/articles/246562-manually-configure-the-plan-for-the-next-renewal-term
https://petlyplans.freshdesk.com/support/solutions/articles/246566-change-a-pay-in-full-payment-structure-to-monthly-payments
https://petlyplans.freshdesk.com/support/solutions/articles/244634-start-the-upcoming-renewal-plan-early

