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Login to Horse Records using your unique Horse Records Username and Passwords. 
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Adding a Movement Location -  

Step 1: Click the Movements Tab 
On the left-hand side, click the ‘Movement Locations’ tab 

on the side bar panel. 
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Adding a Movement Location - Step 2: Click Add 
Click the add button in the top right-hand corner. 
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Adding a Movement Location - Step 3: Enter the Details 
Entered the details for the location and click the save button in the bottom right-hand 

corner once you have finished.   
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Editing a Movement Location – Click the Pencil Button 
To Edit the Location, click the blue pencil button on the on the location you want to edit.  
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Moving a Horse/s on Someone's Behalf -  

Step 1: Click the People Tab 
On the left-hand side, click the ‘People’ tab on the side bar 

panel.  
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Moving a Horse/s on Someone's Behalf - Step 2: Search for the Person 
Use the Search function in the top right-hand corner to find the person you want to 

move the horses on behalf of.   
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Moving a Horse/s on Someone's Behalf - Step 3: Expand their Details 
Once you have found the person, expand their details using the + button next to their 

name.   
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Moving a Horse/s on Someone's Behalf - Step 4: Select a Horse 
Once you have found the person, expand their details using the + button next 

to their name.   



Page 13 of 67 

Moving a Horse/s on Someone's Behalf -  

Step 5: Create Movement Details 
Once you have found the person, enter the movement details for the horse and 

then click save.  
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Editing a Persons Details-  

Step 1: Click the People Tab 
On the left-hand side, click the ‘People’ tab on the side bar 

panel.  
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Editing a Persons Details- Step 2: Search 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 Persons Details- Step 3: Click the blue pencil button 

Once you have found the person, click the blue pencil button to edit their details.  
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Editing a Persons Details- Step 4: Edit Details and Save 
Once opened, edit the persons details and then click the green save button. 
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Adding a Role to a Person -  

Step 1: Click People Tab 
On the left-hand side, click the ‘People’ tab on the side bar 

panel.  
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Adding a Role to a Person - Step 2: Click People Tab 
Use the Search function in the top right-hand corner to find the person you wish to move 

the horses on behalf of. 
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Adding a Role to a Person - Step 3: Expand the Person’s Details 
Once you have found the person, expand their details using the + button next to their 

name. 
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Adding a Role to a Person - Step 4: Click the Blue Shield 
Click the blue shield plus button to add a role to the person. 
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Adding a Role to a Person - Step 5: Choose a Role to Add 
Once opened, click the drop-down button and select a role for the person.  

Once finalised, click the add role button. 

  



Page 23 of 67 

Adding a Role to a Person - Step 6: Confirming the Role has been 

added 
Once finalised, the new role will display under the persons associated logins. 
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Removing the Role from a Person. 

Click the three dots on the persons role you want to delete. An option will display where 

you can delete the role. 
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Removing a Person from Your Location - 

Step 1: Click the People Tab 
On the left-hand side, click the ‘People’ tab on the side bar 

panel.  
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Removing a Person from Your Location - Step 2: Search for the Person 
Use the Search function in the top right-hand corner to find the person you wish to 

remove. 



Page 27 of 67 

Removing a Person from Your Location - Step 3: Expand the Person’s 

Details  
Once you have found the person, expand their details using the + button next to their 

name. 
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Removing a Person from Your Location - Step 4: Click End and Confirm 
Click end on their location and once you are happy to continue, click confirm. 
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Confirming Removal has Occurred- 

Step 1: Click the People Tab 
On the left-hand side, click the ‘People’ tab on the side bar 

panel.  
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Confirming Removal has Occurred -  

Step 1: Change filter to show past users 
In the top right-hand corner, using the filer button click the drop-down menu. Then click 

past, to your past users. 
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Confirming Removal has Occurred - Step 2: Find Past User 
Search for the user and they will display under the past users. 
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Adding a past person back to your location -  

Step 1: Expand past users’ details 
Expand the users’ details using the plus button next to the person’s name. 
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Adding a past person back to your location -  

Step 2: Press Link Again 
Under the persons, linked locations, click the ‘link again’ button to add the 

person back to the location. Then press c confirm. 
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Resetting a Person’s Password - 

Step 1: Click the People Tab 
On the left-hand side, click the ‘People’ tab on the side bar 

panel.  
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Resetting a Person’s Password - Step 2: Search for the Person 
Use the Search function in the top right-hand corner to find the person you want to reset 

their password for. 
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Resetting a Person’s Password -  

Step 3: Expand the Person’s Details and click the lock 
Once you have found the person, expand their details using the + button next to their 

name. Then click the lock button. 
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Resetting a Person’s Password -  

Step 4: Select a Contact to Send Reset to 
Once clicked, a pop-up menu will display which will allow you to choose which 

contact you would like to send the reset password link to. 

  

1 2 

Then Click Send. 

3 
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Resetting a Person’s Password - Step 5: User Receives Notification 
An email or text will be sent to their contact with a reset link. 
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Resetting a Person’s Password - Step 6: Resetting their Password. 
Once clicked, a pop-up menu will display which will allow you to choose which 

contact you would like to send the reset password link to. 
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Merging a Horse – Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar 

panel.  
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Merging a Horse – Step 2: Searching for a Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to merge. 
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Merging a Horse – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Merging a Horse – Step 4: Click Merge 
Click the red actions button to expand the options then click merge. 
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Merging a Horse – Step 5: Searching for the Horse to Merge 
Use the search function to find the horse you want to merge the original horse with. Then 

click the tick button to attach the horse and then press next. 
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Merging a Horse – Step 6: Selecting the Correct Details 
Use the Merging function to select the horses’ details that are correct for this horse. 
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Merging a Horse – Step 7: Selecting the Correct Details 
Use the merging function to merge which vaccinations, assessments and movements to 

merge. Once finalised, click confirm. 
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Setting a Horse to Pasture –  

Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar 

panel.  
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Setting a Horse to Pasture – Step 2: Searching for a Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to set to pasture. 
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Setting a Horse to Pasture – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Setting a Horse to Pasture – Step 4: Click ‘Set to Pasture’ 
Click the red ‘Actions’ button to expand the options then click set to pasture. 
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Setting a Horse to Pasture – Step 5: Confirm 
Once you’re happy to continue, click confirm to set the horse to pasture. 
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Selling a Horse – Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Horses’ tab on the side bar 

panel.  
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Selling a Horse – Step 2: Searching for a Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to set to sell. 
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Selling a Horse – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Selling a Horse – Step 4: Click Set Sold Status 
Click the red ‘Actions’ button to expand the options then click set to sold status. 
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Selling a Horse – Step 5: Finalising Details 
Once you’re happy with the details included for the horse, click save. 

Alternatively, if you want to send the new owner the horse details, click ‘include buyers’ 

details’ in the bottom left-hand corner.  
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Selling a Horse – Step 6: Adding Buyers Details 
You can use the search function to search for the person to transfer the horses’ details to. 

Select the person using the select function and once finalised, click save. 

 

Additionally, you can click the tix box down the bottom of the page to send the horses 

movement details with the horse.  
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Selling a Horse – Step 7: Dashboard Notification 
The horse will sit in transfer on the seller’s dashboard until it has been approved by the 

purchaser. If the seller wants to cancel the transfer, they can simply click the red x button. 
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Selling a Horse – Step 8: Buyers Email Notification 
Once the transfer request has been sent, the new owner will receive an email with a link 

where they will be prompted to login and accept or decline the horses’ details. 
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Selling a Horse – Step 9: Buyer Confirmation 
Once the purchaser has confirmed the horses’ details are correct, the new owner can 

press the accept button. 
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Creating a Death Report – Step 1: Click the Horse 

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

panel.  
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Creating a Death Report – Step 2: Search for the Horse 
Using the Search Function, Search for the horse (by either horse name, stable name or 

microchip) that you want to create a death report for. 
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Creating a Death Report – Step 3: Expand the Horses Details 
Expand the horses’ details using the + button next to their name. 
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Creating a Death Report – Step 4: Click Death Report 
Click the red ‘Actions’ button to expand the options then click death report. 
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Creating a Death Report – Step 5: Enter Details 
Enter the details, cause of death and then click save. 
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Changing between locations –  

Step 1: Click the Horses Tab 
On the left-hand side, click the ‘Change Role’ tab on the side 

bar panel.  
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Changing between locations – Changing and Setting Locations as Default 
A menu will appear which will allow you to choose 

between the location and your role at the specific 

location 

 

 

 

You can switch between roles and set a certain role as 

your default when you login. 

 

 

 

Once you tick the ‘set as default location and role’ 

button, click the ‘switch’ button to finalise the change. 

This means when you login, this will be the location that 

you will login to automatically.  

 


