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Animal Shelter 
Home Page Register Now Link

Admin or 
Staff?

Register 
Org Now? AdminOrg already
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Edit
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Set-up Step 1:
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Set-up Step 2:
Primary Admin Info

Set-up Step 3:
Additional Admins

Set-up Step 4:
Add All Shifts

Set-up Step 5:
Invite Users by Email

Edit or 
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Welcome 
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Administrator Task #1 — Complete the Set-Up Interview
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Home Page

Administrator Task #2 — Log In to System
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Admin 
Home Page

Administrator Task #3 — Change Your Account Details

My Account

Change Details

Help

Change Password

Log Out

Disable Account

Secondary Navigation

Email

Address

First Name

Phone Number

Last Name

ICE Name

ICE Phone Save 
Changes? Yes

No

Confirmation of 
Changes



Admin 
Home Page

Administrator Task #4 — Change Your Password

My Account

Change Details

Help

Change Password

Log Out

Disable Account

Secondary Navigation

New Password

Confirm New 
Password

Save 
Change?

Yes

No

Confirmation of 
Changes



Admin 
Home Page

Administrator Task #5 — Disable Your Account

My Account

Change Details

Help

Change Password

Log Out

Disable Account

Explanation of disabling account. Disabling an 
account does not delete the account from the 
system. At any time the account can be enabled. 
All posts made with the account within the 
forums are still visible.

Note: There must be a minimum of 3 
administrative users. You cannot disable an 
admin account if it leaves less than 3 admin 
account users. You can convert an existing 
volunteer/staff user to an admin user, or add a 
new admin account in the “Users” link from the 
primary navigation.

Error Message: Cannot disable admin account. Disabling this admin 
account will leave less than the minimum required admin accounts. 

Disable 
Account?

Disable 
Account?

Admin 
< 3

Yes

Admin 
> 3

No

Confirmation of 
Disable

Secondary Navigation



Admin 
Home Page

Administrator Task #6 — Watch Tutorial Help Video

My Account Help Log Out

Tutorial Videos FAQ Page

Secondary Navigation

Choose 
Tutorial 
Video

Video 
1

Video 
2

Video 
3

Video 
4

Video 
5

Video 
6 Play Video



Admin 
Home Page

Administrator Task #7 — Log Out of System

My Account Help Log Out

Secondary Navigation

Animal 
Shelter

Home Page



Admin 
Home Page

Administrator Task #8 — Approve/Decline to Pending Shifts

Schedule

Pending Shifts

Users

Calendar

Shifts System Preferences Forum

Approve All 
Shifts?

Approve 
Individual 

Shift?

Yes

Yes

No

No

Shift Approval 
Confirmation

Approve shifts individually

Email confirmation is sent to user’s with newly approved 
shifts. This email is automatically sent from the system.

Approve all shifts



Admin 
Home Page

Administrator Task #9 — View Next Month’s Calendar

Schedule

Pending Shifts

Users

Next Month Link

Calendar (Current)

Shifts System Preferences Forum

Next 
Month Calendar 

Page



Admin 
Home Page

Administrator Task #10 — Manually Add a User to a Shift

Schedule

Pending Shifts

Users

Shift to Fill

Volunteer 1

Volunteer 2

Volunteer 3

Volunteer 4

Volunteer 5

Cancel

Calendar (Current)

Shifts System Preferences Forum

Add user 
to shift?

Add Vol. 4 
to shift?

Which
user?Yes

Yes

No

No

Confirmation of 
Filled Shift

Email confirmation is sent to user’s with newly scheduled 
shift. This email is automatically sent from the system.

The confirmation of 
the new manually 

added shift will be 
given in two formats 

on the Calendar 
Page. There is a 

written confirmation 
message and a visual 
confirmation with the 

selected volunteer’s 
name listed on the 

space for the manually 
selected shift.



Admin 
Home Page

Administrator Task #11 — Manually Remove and/or Replace a User from a Shift

Schedule

Pending Shifts

Users

Calendar (Current)

Shifts System Preferences Forum

No

No

NoNo

Shift you want to 
remove user from

Remove 
user?

Add 
another 

user?

Confirm
removal?

Yes

YesYes

YesWhich
user?

Add Vol. 2 
to shift?

Volunteer 1

Volunteer 2

Volunteer 3

Volunteer 4

Volunteer 5

Cancel

Confirmation of 
substituted Vol.

Confirmation of 
removed Vol.

Email confirmation is sent to user’s with newly scheduled 
shift. This email is automatically sent from the system.



Administrator Task #12 — View User Details

User Listing

Select Specific User

Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

User Details



Administrator Task #13 — Convert an Existing Account to an Admin Account

User Listing

User 
Details

Edit 
User

Edit User Form

Contact 
User

User
Permissions

Disable 
User

Enable 
User

Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

Select Specific User

Name

Email

Address

Phone

ICE 

Type of User

No

Change to 
admin?

Submit
changes?

Yes

YesConfirmation of 
Account Changes



Administrator Task #14 — Send User an Email from System

User Listing

User 
Details

Edit 
User

Contact 
User

User Contact 
Form

User
Permissions

Disable 
User

Enable 
User

Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

Select Specific User

Your Name

Your Email

MSG Subject

MSG Content No
Send 

message?

Yes Message Sent 
Confirmation

Email sent 
through system



Administrator Task #15 — Change User Permissions

User Listing

User 
Details

Edit 
User

Contact 
User

Schedule 
Permissions

User
Permissions

Forum 
Permissions

Disable 
User

Enable 
User

Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

Specific User

Minimum
Hr/Month

Maximum
Hr/Month

Online
Cancel?

Allow 
Posts?

Allow 
Post

Edits?

Allow
Post

Deletes?
Types of

Shift

Submit 
changes?

No 
Min Yes

Yes

Yes NoNo 
Max NoAll

Confirmation
Permission ChangesNo



Administrator Task #16 — Disable User

User Listing

User 
Details

Edit 
User

Contact 
User

User
Permissions

Disable 
User

Enable 
User

Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

Specific User

Note: You are about to disable a user’s 
account. This will prevent this user 
from accessing the system. It will 
allow the account to be enabled at a 
later date by the administrator. This 
user’s posts will remain in the system 
forum.

NoYes Disable 
user?

Confirmation
Disabled Account



Administrator Task #17 — Enable a Disabled User

User Listing

User 
Details

Edit 
User

Contact 
User

User
Permissions

Disable 
User

Enable 
User

Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

Specific User

No

Yes
Enable 

disabled 
user?

Confirmation
Disabled Account



Administrator Task #18 — Invite a New User to System

Current User Listing Pending Users Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

User’s Name

User’s Email

Message 
(Optional)

No

No

NoYes Yes

Yes

Send 
invite?

Invite 
more 

users?

Send all 
invites?

Confirmation of 
Sent Invites



Administrator Task #19 — Approve/ Decline Pending User Account

Current User Listing

Set User 
Permissions

Pending Users

Review User Details

Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

No

No

Yes

Yes

Yes

Continue 
approval 

steps?

Email 
user with 
reason?

Submit 
approval?

Confirmation 
Account Denial

Confirmation 
Account Approval

Email confirmation 
is sent automatically

Email user to explain why account was 
not approved, and offer explanation of 

how to become approved to use system.



Administrator Task #20 — Add New Admin User (Does not currently have an account)

Current User Listing Pending Users

Set Permissions

Manually Add User

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Invite New User

Admin

Yes

Yes

Type of 
account?

Create           
account?

Set
Permissions?

User’s Name

Email

Address

Phone Number

ICE Name

ICE Phone

Password

Password 
Confirm

No

No

Confirmation 
New Admin Account



Administrator Task #21 — Delete Existing Shift

Add Shift

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Existing Shifts

Specific Shift Details

Delete

Yes

Yes

Delete 
shift?

Confirm 
delete?

No

No

Warning: Deleting this shift will 
completely remove it from the 
system. This action cannot be 
undone.

Confirmation 
of Shift Delete



Administrator Task #22 — Add a New Shift

Add Shift

New Shift Form

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Existing Shifts

Add 
new 

shift?

Shift Name

Start Time

End Time

Day(s)

Reoccurring, or 
only one time?

Type of Shift

Type of User Yes

No

Confirmation 
of New Shift



Administrator Task #23 — Create a New Forum Post

Schedule Users Shifts System Preferences Forum

Admin 
Home Page

Volunteer Log

Add New Post

Shelter Updates

Previous Posts

Date

Subject

Message

Submit
new
post?

YesNo

Confirmation 
of New Post



Administrator Task #24 — Edit a Forum Post

Schedule Users Shifts System Preferences

Edit Post Delete Post

Forum

Admin 
Home Page

Volunteer Log

Add New Post

Shelter Updates

Previous Posts

Specific Post

Date Edited

Subject

Message

Submit
change 
to post?

YesNo
Confirmation 
of Post Edit



Administrator Task #25 — Delete a Forum Post

Schedule Users Shifts System Preferences

Edit Post Delete Post

Forum

Admin 
Home Page

Volunteer Log

Add New Post

Shelter Updates

Previous Posts

Specific Post

Confirm 
delete?Yes No

Confirmation 
of Post Delete

Warning: Deleting 
this post will 
permanently remove 
it from the system. 
This action cannot 
be undone.


