
 

 

 

How to Create a Horse Rider 

Assessment and Send them 

to a Specific Person or 

Email Group. 

 

 

Role: Feedlot Livestock Admin 

 

 

 

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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Creating an Email Group - Step 2: Click Groups 

On the left-hand side, click the ‘Groups’ tab on the side bar 

panel.  
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Creating an Email Group - Step 2: Click Add 

In the top right-hand corner, click the add button to create an emailing group. 
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Creating an Email Group - Step 3: Enter the details of the Group 

Fill out the details relating to the group. 
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Creating an Email Group - Step 4: Adding People 

Use the search function to look for people and click the search button once you have 

finalised your search. Then click the + button to add that person to your emailing group. 
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Creating an Email Group - Step 5: Finalising the Group 
Once you have finalised your emailing group, click save. 
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Editing an Email Group - Step 1: Click Groups 
On the left-hand side, click the ‘Groups’ tab on the side bar 

panel.  
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Editing an Email Group - Step 2: Editing the Email Groups 
If you want to add or remove people from the email group, click the blue pencil button 

and edit the details. 
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Downloading a Horse Rider Assessment Form -  

Step 1: Click the Horse Rider Assessment Tab 

On the left-hand side, click the ‘Horse Rider Assessment’ tab 

on the side bar panel. 
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Downloading a Horse Rider Assessment Form -  

Step 2: Click Horse Rider Assessment Form. 
In the top right-hand corner, click the blue Horse Rider Assessment Form Button. 
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Downloading a Horse Rider Assessment Form -  

Step 3: Downloading and Printing the Form 
A new tab will open where you can save or download the 

horse rider assessment form. 
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Entering a Horse Rider Assessment -  

Step 1: Click the Horse Rider Assessment Tab 
On the left-hand side, click the ‘Horse Rider Assessment’ tab 

on the side bar panel. 
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Creating a Horse Rider Assessment - Step 2: Click Add 

Click the add button in the top right-hand corner. 
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Creating a Horse Rider Assessment - Step 3: Entering the details 
Enter the details for the horse rider assessment. 
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Creating a Horse Rider Assessment - Step 3a: Entering the details (Adding a 

Horse) 
Enter the horses name and click enter to search for it. Once the horse is displayed, click 

the select button to enter it into the form. 

 

 

 

 

Once selected, the horse’s name will be locked into place. (As below)  
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Creating a Horse Rider Assessment - Step 3b: Entering the details (Adding a 

Person) 
Enter the person’s name and click enter to search for it. Once the horse is displayed, click 

the select button to enter it into the form.  

 

 

 

 

Once selected, the person’s name will be locked into place. (As below) 

 

 

 

 

 

  



Page 19 of 30 

Creating a Horse Rider Assessment - Step 4: Finalising the Assessment. 
Once finalised, either click save and download result, save and email result or save. 
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Blacklisting a Horse 

If you want to blacklist a horse because they have become too dangerous to ride, you can 

click ‘Blacklist this horse’ in the bottom left-hand corner.  

 

 

 

 

 

 

Under the horse management section, the horse will then display as blacklisted. 
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Blacklisting a Horse (Option 2) - Step 1: Search for a horse 

Alternatively, search the horse in the horse management section. 
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Blacklisting a Horse (Option 2) - Step 2: Expand the Horses Details 

Expand the horses’ details using the + button next to their name. 

Then click edit.   
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Blacklisting a Horse (Option 2) - Step 3: Change Blacklisting Status 

Under the Horses Details, change blacklisted from ‘No’ to ‘Yes’. Then Click Save.  
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Emailing the Horse Rider Assessment 

You can Email the result by clicking 

the email group you want it sent it to. 

This can be done by the tick box 

next to the group. 

Alternatively, you can type an 

email in the text field. Once typed 

press enter. 

The email address will then lock 

into place. 



Page 25 of 30 

Downloading the Horse Rider Assessment 
If you click ‘Save and Download Result’ the assessment will save and then a new tab will 

open where you can download and print the assessment. 
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Filtering the Horse Records Menu - Filtering by Horses 

When clicking group by horses in the filter menu, it will show per horse and how many 

assessments they have done.  
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Filtering the Horse Records Menu - Filtering by Person 

When clicking group by Rider in the filter menu, it will show per person and how many 

assessments they have done. 
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Filtering the Horse Records Menu - Filtering by Record 

When clicking group by Record in the filter menu, it will show per record with the horse 

and the rider of the assessment.  
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How to Reassess a Person and Horse - Step 1: Click Reassess 

Under the reassessment date, click the three lines and the plus button to create a 

reassessment for that specific horse and person. 
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How to Reassess a Person and Horse - Step 2: Enter the details for the 

assessment 

Enter the details for the next assessment and once finalised, click save, save and email or 

save and download. 


