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Location  
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If you would like further assistance on how to use Horse Records, feel free to 
contact us using the details below:  

 

 

07 3038 1081  

info@horse -records.com  
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1. Login to Horse Records using your unique Horse Records Username and Passwords.  
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Adding a Person - Step 1: Click the P eople Tab  
On the left -Ñ¯æÀ ýÒÀÃĳ »àÒ»Ý ăÑÃ ŒPeopleœ ă¯º ëæ ăÑÃ ýÒÀÃ º¯ù

panel.  
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Adding a Person - Step 2:  Click the download button  
In the top right -hand corner  of the page  of the people management tab ĳ »àÒ»Ý ăÑÃ ŒPerson 

Registration Form œ ºćăăëæĲ 
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Adding a Person - Step 3:  Downloading the person registration form  
Once clicked, the PDF will automatically download which you can save or print.  

 

 

 

 

NOTE: Căœý Òåöëùă¯æă ăÑ¯ăthe person  

enter s all  the details into the form so 

that feedlot livestock admin can fill in 

the information into horse records.  
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Adding a Person - Step 4:  Starting the process  
In the top right -Ñ¯æÀ »ëùæÃù ëÌ ăÑÃ ö¯ÍÃ ëÌ ăÑÃ öÃëöàÃ å¯æ¯ÍÃåÃæă ă¯ºĳ »àÒ»Ý ăÑÃ Œ ÀÀœ

button.  
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Adding a Person - Step 5:  Searching for a Current Horse Records User  
uýÒæÍ ăÑÃ ŒdÃùýëæ NëëÝćöœ Ìćæ»ăÒëæĳ đÃ »¯æ ýÃ¯ù»Ñ Ìëù ¯ öÃùýëæ ćýÒæÍĴ 

a. Person ID 

b. First and Last name  

c.  Mobile  

d. Email.  
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Adding a Person - Step 6: Displaying Search Results of Current Users  
The search will display partially hidden results based on your search. If the hidden details 

match the persons details, you can click the button to add the person to your location.  

 

A pop -up menu will display prompting you to select what role you would like to allocate to 

this öÃùýëæĲ Yæ»Ã ÌÒæ¯àÒýÃÀĳ »àÒ»Ý ăÑÃ ŒýÃæÀ ¯»ăÒĐ¯ăÒëæ àÒæÝœ ºćăăëæĲ 
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Adding a Person - Step 7: Resending the Activation Email/Text  (Current User)  
On your dashboard, if the user has not yet accepted the login request, you can resend the 

request via email or SMS  by first clicking the three dots and then resending the request . 
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Adding a Person - Step 8: Activation Email (Current User)  
The user will receive an email to add their details to your location.  

The user can either link the role to thei r current login or create a new login for the location.  

 

 

  



Page 12 of 32 

Adding a Person - Step 9: Adding a New Horse Records User  
If you search for the user and they cannot be found, fill out the details associated to the 

person and then click next.  

  

 



Page 13 of 32 

Adding a Person - Step 10: Displaying Search Results of Current Users  
After you click next, it will display a result of potential current horse records users that 

may match the details that you have entered. If none of these results match your person, 

»àÒ»Ý ăÑÃ ùÃÀ ŒæëæÃ ëÌ ¯ºëĐÃ å¯ă»ÑÃýœ ºćăăëæ Òæ ăÑÃ ºëăăëå ùÒÍÑă-hand corner to continue.  
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Adding a Person - Step 11: Sending an activation to the users contact.  
A screen will display to finalise the results of the person. At the bottom of the page, it will 

prompt you to select the role you want to add to this person and what contact (i.e. mobile 

or email) you want to send the activation request to.  
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Adding a Person - Step 12: Activation Email (New User)  
The person will receive an activation link via their email or mobile depending on which 

option you select.  
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Adding a Person - Step 13: Activation the  new ćýÃùœý account  
The person will be directed to a page where they can create their username and 

password. Once entered, the person will be added to your location and the person will be 

able to use Horse Records freely.  
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Adding a Person - Step 14: Confirming the persons account activation  
Once the user has created their username and password, their username will display and 

it will show that their account is now enabled.  
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Adding a Person - Step 15: Resending the Activation Email/Text  
If the user has not created their account, you can r esend the request to their email or 

phone number by clicking the email or text message buttons. If you want to revoke the 

request, you can click the minus button.  
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Editing  a Person - Step 1: Click the people tab  
On the left -Ñ¯æÀ ýÒÀÃĳ »àÒ»Ý ăÑÃ ŒdÃëöàÃœ ă¯º ëæ ăÑÃ ýÒÀÃ º¯ù

panel.  
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Editing  a Person - Step 2: Searching for the person  
Use the search function in the top right -hand corner to find the person you want to edit.
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Editing  a Person - Step 3: Editing their details  
Once you have found the person, click the blue pencil button to edit their details.  

 

Once opened, edit the persons details and then click the green save button
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Adding a Horse  - Step 1: Horse Tab  
Once the person has been added to the location, you can 

now add their horses to the person. To start this process, On 

the left -Ñ¯æÀ ýÒÀÃĳ »àÒ»Ý ăÑÃ ŒBëùýÃýœ ă¯º ëæ ăÑÃ ýÒÀÃ º¯ù

panel.  
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Adding a Horse  - Step 2: Adding the horse  
In the top right -Ñ¯æÀ »ëùæÃù ëÌ ăÑÃ ö¯ÍÃĳ »àÒ»Ý ăÑÃ Œ¯ÀÀœ ºćăăëæĲ  
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Adding a Horse  - Step 3: Removing Feedlot Livestock Admins Details from the 

form  
Your details will pre -enter into the horse owner and person responsible f ields.  

 

 

 

 

 

 

To remove your details from the form  (so you can enter the users name) , click on your 

name and then click clear.  
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Adding a Horse  - Step 4: Searching for the person  
Type the öÃùýëæœý name in horse owner and responsible person section, type in the 

öÃùýëæœý æ¯åÃ ¯æÀ öùÃýý ŒÃæăÃùœ ăë ýÃ¯ù»ÑĲ qÑÃÒù æ¯åÃ đÒàà ÀÒýöà¯ė ¯æÀ »àÒ»Ý ăÑÃ ýÃàÃ»ă

button to enter them into the form.  

 

Their name will then lock into the text field. (As Below)  
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Adding a Horse  - Step 5: Saving the horses details  
Once you have finalised the details of the horse, click the green save button.  
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Adding a Horse  - Step 6: Confirming the horse has been added.  
Under the persons details, you will then see the horse under the persons associated 

horses.  

 

 

  



Page 28 of 32 

Editing  a Horse  - Step 1: Horse Tab  
If you want to edit the details of this horse because you may 

have entered them incorrectly, on the left -hand side, click 

ăÑÃ ŒBëùýÃýœ ă¯º ëæ ăÑÃ ýÒÀÃ º¯ù ö¯æÃà



Page 29 of 32 

Editing  a Horse  - Step 2: Searching for the horse  
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to edit . 
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Editing  a Horse  - kăÃö ĪĴ 4Ėö¯æÀÒæÍ ăÑÃ ÑëùýÃýœ ÀÃă¯Òàý 
4Ėö¯æÀ ăÑÃ ÑëùýÃýœ ÀÃă¯Òàý ćýÒæÍ ăÑÃ Ţ ºćăăëæ æÃĖă ăë ăÑÃÒù æ¯åÃĲ 
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Editing  a Horse  - Step 4: Expanding the persons  details  
Yæ»Ã ėëć Ñ¯ĐÃ ÃĖö¯æÀÃÀ ăÑÃ ÀÃă¯Òàýĳ »àÒ»Ý ăÑÃ ºàćÃ ŒÃÀÒăœ ºćăăëæ ëæ ăÑÃ ÑëùýÃĲ 
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Editing  a Horse  - Step 5: Editing and saving the details of the horse.  
4ÀÒă ăÑÃ ÑëùýÃýœ ÀÃă¯Òàý ăÑÃæclick the green save button.  

 


