
HOW TO CREATE & MANAGE YOUR

LOCATIONS



On the top left of your dashboard, you will find the menu navigation (       icon on mobile),
scroll down to find the Configuration section, click on Settings > Locations.

Locations

Primary Location
By default there will already be a location listed using the address/phone number that you used
upon sign up.

Use the locations feature if you have animals located at different places/facilities.
Locations can be connected to each animal, and that location would display on the
animal’s profile on the public page.

Additional Location
If you have some animals at a facility that is different than your primary location, click Add Location
and enter the location details and then Save.

Removing a Location
If at any point you no longer want a location, click the red trash can icon to remove it.



If you have animals at a foster home, you can still keep track of their location in your database.
**Fosters’ address and information is never made visible on the public pages of the website**

To add a foster into your dashboard, they must first be listed as a contact. If they have
ever submitted a form or filled out an application, they will already be listed in the
contacts section, or your can manually add a new contact.

To make a contact a foster, click on their name and check of foster under the Roles.

To learn about setting up foster applications for your website, check out our Help
Center.

Located at a Foster

Assigning Locations to Your Animals
In the Primary Information portion of the animal details, you will find Select Location. Any location that
has been added to the Locations portion will be listed, as well as any contact who has been given
foster as a role.



If a location has been assigned, you will see it in your dashboard when looking at your list of animals.

Locations on the Website
If an animal has an assigned location, the location name and address will be listed under the animal’s
photos on their profile.

If an animal has been assigned a foster as the location, the location name and address will NOT be
listed, but it will state that this animal is currently in foster.


