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The first thing that the employee will want to do when they initially log into their account 
is to edit the ‘Account Settings’.  

The ‘Account Settings’ selection is located in the upper right hand corner of the 
employee’s login page.  Upon clicking on this selection, a menu will open with all the 
account settings for the employee.

The employee can update and change this information as needed.
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The employee has three menu selections, the ‘Home’, ‘Events’ and the ‘Calendar’ 
menus.

The ‘Home’ menu will provide an overview of the horses boarded on the farm that have 
an event assigned to the employee.  The ‘Home’ menu includes the date and 
completion time of the last maintenance event and the next planned event.

This page also displays a list of ‘Upcoming Events’ scheduled for the current day that 
are assigned to the employee.  The employee can create a ‘New Event’ and assign it to 
themselves or mark it as completed by checking the box next to the date and click on 
the ‘Complete Selected’.

At the top of both the ‘Home’ and ‘Calendar’ menu screens, there is the option for the 
employee to send an alert to another employee or to the Administrative account.  
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To send an alert, click on the drop down bar on Menu item called ‘Select Alert 
Recipients’.  It will provide a list of people that can receive alerts. You can click the box 
for to ‘Select All’ recipients or click on one or more as desired.  

Upon clicking on the desired person(s), a new window will appear where the alert text 
information is entered.  

Click the save button and the next time that person(s) logs into their account, the alert 
will be available for viewing.  They will also receive an e-mail that contains the alert 
message information as well.

  

Employee User’s Guide
 
  Page 4
All Material © of Equine Maintenance, LLC



There are various ways to create an event.  Events are simply tasks that are performed 
that the farm owner or employee want to track.  The most important events to track are 
those that are billable to the customer.  Other examples might be -  cleaning stalls, 
baths, or fly spray application.

One method is to create an event for multiple horses.  At the main menu, click several of 
the boxes to the left of each horse.  Then click on the menu button ‘New Event for 
Selected’.

A new menu will pop up and information about the event should be entered such as Vet 
Visit – Worming.  Then select from the drop down menu whether this event will be a one 
time, daily, weekly or monthly occurrence. If the event is more than once, a start and 
end date can be included.
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Next, enter in the date the event will begin and fill in the time, start and finish.  The time 
information does not necessarily need to be exact but at least enter in an approximate 
time.  

An employee can only assign an event to themselves, so their name will automatically 
show up on the ‘Assigned To’ field.

If this is a billable event, meaning that the customer will incur a charge for the 
completion of this task, check the box next to ‘Invoiced Event’ and enter in the amount 
to be charged. The charge will show up in the monthly invoice for the owner of each 
horse.

Since more than one horse was included in this event example, the software will 
automatically list ‘Multiple’ under the horse selection. If only one horse was selected for 
this event, that horse’s name would appear in the ‘Horse’ selection.

If there were any notes that needed to be captured, they should be entered into the 
‘Notes’ area.  Also, if there is a document to be included, it can attached by clicking the 
‘Choose File’ selection.

Upon clicking ‘Save’, the event will show up under the ‘Calendar’ menu and under 
‘Upcoming Events’ on the Home page if it was scheduled to happen the day the event 
was created.  ‘Upcoming Events’ only show those events that will occur on the current 
day.

The customer will be able to view the event if it is related to their horse and will be able 
to view when the employee marks this task as completed.

Another method for creating an event is to go to the ‘Calendar’ menu page and create 
an event by clicking on the bottom of the page where there is a menu selection for ‘New 
Event’.

An employee can create events and assign them to themselves so that when they have 
a lesson or training event coming up or even if they completed a task that they want to 
track and keep the farm owner and the boarder informed, they can do this from their 
own login account.
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If an employee click on a horse, a menu similar to the one below will appear that will 
provide more details about the horse.

When clicking on the ‘Edit’ button, a new menu opens that provides information about 
the horse.  The employee can update information about the horse as required.  Here is 
where photos and documents can be uploaded.

Under the ‘Notes’ area will be messages submitted from the farm owner, employee or 
even from the customer.  The employee can also create ‘Notes’ which provides an 
additional method for the employee to stay connected with the customer.  Simply click 
on ‘Add Note’ to create a note.
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The calendar menu is available to all customers and employees that have a login 
account.  This feature provides everyone with information on all activities going on, 
when, what, who and where!

Anyone that has an account can create an event and can edit an existing event so that 
a customer can add themselves to any event making it easier to track who is attending 
what event.

The calendar is very easy to use, just select ‘Add an event’ to create a calendar event.
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Once an event has been opened for editing, enter in the information required and 
‘Save’.  

If anyone wants to edit the event after it has been saved to add further information, they 
just need to click on the event in the calendar window and then click on the icon below.

There are many different ways to be creative in displaying the event, such as including 
a website link, adding a photo, ‘happy face’ icons, formatting, repeating events and 
more.  
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One last item to reference is the ‘Support’ selection located in the upper right hand 
corner of the ‘Home’ page.  If you have any questions or feedback you would like to 
share with LaRaedo support, feel free to complete this form and click ‘Send’.

We are happy and eager to hear from you and look forward to answering any questions 
you may have about the software.
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