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Understanding Shelterluv IDs and Previous Shelter IDs 

Shelterluv automatically assigns an ID to every dog. These are of the form: 
POM-A-<number>. For example, “POM-A-1234”. “POM” is short for 
Peace of Mind; “A” is short for “Animal”. Whenever a new animal is 
recorded in Shelterluv, the number part of the ID is increased by 1. The ID 
appears on the top-right of the dog’s profile page:


We typically refer to only the numeric part of the dog’s Shelterluv ID, so we 
would typically say Silvia’s ID is 1605. This ID is used to uniquely identify 
the dog throughout Shelterluv.


Shelterluv also supports a second type of ID, called the Previous Shelter 
ID. For dogs that were in POMDR’s care before POMDR started using 
Shelterluv, the Previous Shelter ID is a six-digit number that has some 
leading zeroes, e.g. “001234”. These numbers come from a system called 
iShelter that POMDR used before it started using Shelterluv.


For a while this was POMDR’s only use of Previous Shelter ID. But now 
(starting with dog #2384), all new dogs have a Previous Shelter ID as well 
as a Shelterluv ID. For simplicity’s sake, we wanted to only have one ID 
number, but in practice that didn’t work well.


So all dogs have a Shelterluv ID, but not all dogs have a Previous Shelter 
ID. When a dog has both kinds of ID, the Previous Shelter ID is the number 
that appears on the dog’s collar tag. Both of these numbers are shown in 
search results and other such lists:
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For dogs that do have both IDs, you have to be careful to use the right one 
for the right purpose. For example, dogs that have both IDs and are still in 
foster care will have the older Previous Shelter ID number on their POMDR 
collar tags. The section below called “How to find a dog’s record by ID 
or other info” explains how to look a dog up from either of its ID numbers.


When you’re looking at a dog’s profile page, the Previous Shelter ID is 
shown in the left column, near the bottom: 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How to find a dog’s record 

Most often you will look up a dog by name. But if you are trying to look up 
a dog by other info, go to the section of this document called “How to 
find a dog’s record by ID or other info”. If you do know the name, follow 
these steps.


1. Visit https://www.shelterluv.com and log in to your Shelterluv account (if 
you’re not already logged in).


2. At the top of the page, make sure the Animal radio button is selected 
(has a dark dot in it):


3. Type the dog’s name in the Search field and hit Return (or click the 
magnifying glass). In the simplest case, if you spell a dog’s name 
exactly right, and that dog is currently being fostered or otherwise in 
POMDR’s custody, the dog will show up as the only result of the 
search:
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4. But sometimes you might spell a current dog’s name wrong, and the 
search will fail. For example, you might type “Carly” because you didn’t 
know that her name is spelled “Karly”. In that case, a screen like this 
will appear:


5. You probably won’t realize that you spelled her name wrong, but if your 
search fails, the first thing to try is to uncheck “show exact spelling 
matches only”. This will re-do the search (more slowly), looking for 
dog’s whose name is “close enough” to what you typed. In this case (as 
of today), you would get results like this:


￼  of ￼6 131



6. Another reason that your first search might fail is that the dog you’re 
searching for is not currently in POMDR’s custody. A common case is 
when you want to search for a dog that has been adopted. The initial 
search will fail in this case. For example, if you search for “Zorro” you’ll 
initially get no results:





7. If you uncheck “show in custody animals only” the system will search 
again (more slowly) through all of the dogs that were ever in POMDR’s 
custody. Note that many of the dogs that were adopted before POMDR 
started using Shelterluv will not have a photo: 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8. Now you have found a dog named Zorro, but you realize that this isn’t 
the Zorro you were looking for! This dog is a Border Collie, and you 
wanted to look up info about the Miniature Pinscher named Zorro. Just 
like with “Carly”, when you don’t find the dog you were looking for, you 
should try unchecking “show exact spelling matches only”. In this case, 
the system will now look through all dogs that were ever in POMDR’s 
custody, and won’t require an exact name match either:


So many Zorros! Many POMDR dogs have longer official names than the 
one you most often hear. Others have been called two different names so 
their official POMDR name includes both, such as “Walt aka Blue”. In any 
of these cases the fast initial search won’t find the dog, so you have to 
uncheck the “show exact spelling matches only” checkbox to find the dog.
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How to find a dog’s record by ID or other info 
These steps are for when you are trying to find a dog’s record but you 
don’t know the dog’s name. If you know the name, use the section of this 
document called “How to find a dog’s record”.


1. Visit https://www.shelterluv.com and log in to your Shelterluv account (if 
you’re not already logged in).


2. At the top of the page, make sure the Animal radio button is selected 
(has a dark dot in it):


3. Click in the little bitty arrow just to the left of the magnifying glass 
button:


4. This brings up a pop-up window with the choices to search for a dog by 
its Shelter ID (Shelterluv ID), Microchip#, or Previous Shelter ID. If 
you know the Shelterluv ID, enter it here in the Shelter ID field. Or if you 
know the microchip number, enter it here.
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5. Dogs that came into POMDR’s care after the time when POMDR started 
using Shelterluv (some time in 2019) but before dog #2384 have a 
Shelterluv ID but do not have a Previous Shelter ID. But dogs before 
that, and dogs after that, have both. See the section called 
“Understanding Shelterluv IDs and Previous Shelter IDs” for details. 
You can search for a dog by its Previous Shelter ID (the number that 
appears on the dog’s collar tag) here if you know that but don’t know 
the Shelterluv ID. Note that if the number starts with 0’s you must 
include them when filling out the Previous Shelter ID field or Shelterluv 
won’t find the dog.


6. If you still haven’t found the dog, because you don’t have the name, 
Shelterluv ID, microchip number, or Previous Shelter ID, click on 
Advanced Search to get even more options:


7. From this Advanced Search form you can search by various additional 
criteria including color, status, sex, age group, etc. 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How to look up info about a dog 
The first step in looking up info about a dog in Shelterluv is to find the 
dog’s record. The most straightforward way to do this is to search for the 
dog by name, as explained in “How to find a dog’s record”. We will start 
here where we left off, with Zorro Pin. Search until you find his record, then 
click on his name:
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Basic information about the dog is shown on the Profile screen that is 
initially displayed: 

￼ 


Sometimes important information is shown in colored “pop-up memos” 
that look like little colored sticky notes near the top of the page:
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Sometimes there is enough information in pop-up memos that part of the 
page can be obscured. If this gets in your way, you can click the little gray 
X in the upper right corner of the pop-up memo to make it go away. It will 
reappear the next time this page is visited, so you haven’t made a 
permanent change.


More information is stored under the various tabs. For dogs that left 
POMDR’s custody before we switched to Shelterluv, almost all of the 
information is stored in the tab called Memos:
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Dogs that were in POMDR’s custody when the switch to Shelterluv 
occurred or later should have a memo of type “History” that includes 
accounts of communications between POMDR and vets, foster parents, 
prospective adopters, etc:


Dogs that were adopted before the switch to Shelterluv might not have a 
memo of type “History”. If not, look for a memo of type “Dog History from 
iShelter”. This has the same kind of information, but has no changes more 
recent than when we started using Shelterluv. Note that this memo should 
never be edited by anyone; it is meant to include only the exact text that 
came from iShelter.


Many memos have too much text to fit in the displayed box. To see more 
of the text, drag down on the resize indicator in the lower right corner. This 
will make the box bigger. For very long memos you might need to make 
the box bigger, then scroll the page up, then make the box even bigger, 
etc. Note that this trick might not work in all web browsers, but it does 
work in Safari and Chrome at least. 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How to get a list of dogs missing microchips 
In order to make sure all microchip info has been entered into Shelterluv, 
it’s good to regularly create a list that shows all the dogs that are missing 
microchip info. This section explains how to do that.


1. Move the mouse to the gear icon near the top-right corner of the 
screen, then choose Analysis & Reports from the menu that appears.


2. Click on Custom Reports.


3. Click on Select a Report type and choose Entities 
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4. Check the checkbox called Current snapshot 

5. Click Add Rule 

6. Check the checkbox called Customize Report Columns 

7. Click the little folder symbol next to Animal Information to bring up a 
list of all the different bits of info about an animal.


8. In the list, check Animal ID, Animal Name, and Microchip Number 
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9. Click the blue Run Report button at the bottom-right of the page.


10. The first time you do this, you might get a message complaining that 
your browser is blocking your pop-ups. It looks like this in Safari:


If you get this message, follow these steps to allow Shelterluv to use pop-
ups. (These steps are for Safari on Mac; the steps will be a little different if 
you use a different browser.)


A. Click in the Safari menu and choose Preferences…

B. Click on Websites at the top of the window

C. Click on Pop-up Windows in the list on the left side of the window

D. Find “shelterluv.com" in the list on the right, and choose Allow 

Now you can close the Preferences window and click the blue Run Report 
button again.
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11. A page called View Report will now appear. It will start out in order by 
Animal ID. Click the Microchip header so that it is reordered by 
Microchip number.


Now all the dogs with no microchip number will be listed first, with a dash 
in the Microchip column. There are buttons to export this report to Excel or 
to a PDF file if you want. 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How to add a person


Before a dog can be assigned to a foster home or an adopter or taken in 
from a guardian, that person must be represented in Shelterluv. We keep 
most of the information about these people in Little Green Light (LGL), and 
we use the LGL ID number to identify the person definitively, since more 
than one person might have the same name.


1. Look up the person in LGL. You will need to get their LGL ID later. If the 
person is not yet in LGL, first enter the person in LGL, then come back 
to step 2 here.


2. Click People on the search bar in Shelterluv and search for the full 
name of the person you want to add. Be sure the name exactly 
matches the name in LGL — a good way to do this is to copy the 
name from LGL and paste it here.


3. If the person is already in Shelterluv, great, use them. But confirm it is 
the same person first by checking LGL account numbers or comparing 
dogs they have adopted or cared for. Ensure that Shelterluv has the 
address, email, and phone number by adding them if necessary.


4. If the person does not exist, then look for a green Add New+ button 
above the list of found people, or (if no people at all were found) look 
for a create a new person link. Click the button or the link.


5. Enter the person’s first and last names exactly as they appear in Little 
Green Light. Also add their exact address, email, and phone number 
from LGL. If they have multiple phone numbers in LGL, try to use a 
mobile/smart phone number.


6. Click the blue Save button. A new person record will be made.
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7. Click the link titled Update Previous IDs or View History.


8. Copy from LGL the person’s ID# and insert it in the Previous Shelter 
ID section, then add “LGL “ in front. If you start by typing “LGL”, be 
careful that auto-complete doesn’t fill in some other ID. Leave 
Previous Shelter ID Type alone. You can select “Peace of Mind Dog 
Rescue” for the Previous ID Issuing Shelter.


9. Hit Save 

10. If you know the new person wants to foster dogs in the future, click the 
Attributes tab and check the Willing Foster checkbox. Ignore the 
Foster Profile window that appears (you can close it with the X in the 
upper right corner, or click the gray Close button).  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How to intake a dog that came from a shelter 

1. Click the + on top of the page, just to the right of the word Shelterluv

2. In the IN column, click Transfer


3. Click the blue Add button next to the shelter the dog is coming from 

4. Click New Transfer From
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5. Fill out the Transfer In panel as follows:

- Intake Information section:


• You can ignore Intake notes 
• Set the Current Status to No Foster Groups. This prevents the dog’s 

info from being sent to other rescue groups for now.
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- Biological Information section:


• Enter as much biological information you can gather from the kennel 
records. 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- Identifying Information etc

￼ 

• If there is a microchip number listed, include it. Otherwise leave it 

blank.

• Click the big + under Photo & Video and choose a photo from your 

imported photos. For more details, see the section of this document 
called “How to add photos”.


• Under Memos, change the Type to History and enter the dog’s 
behavior evaluation. That should come from Allison/Kalman/Gina


6. Click the blue Create Record button

7. Go to “see animal’s records” to verify the information you just input is 

correct

8. Now we’ll add the initial Status memo. Click on the Memos tab.

9. Set the Type to Pop-up.
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10.For the Memo text, type “Status: ”. If you know the date of this dog’s 
intake exam, include that too. (Otherwise, just leave it as “Status: ”, and 
it will be filled in later.)


11.Click the blue “POST” button to create the new memo. It should now 
appear at the top of the dog’s record, looking like this:
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How to intake a dog that was surrendered by their 
guardian  

1. Select the People option next to the search bar

￼ 


2. Search for the surrendering guardian’s name

3. If the person appears in the search results, select them and go to step 

4. But often the person will not be there yet, so follow the steps in the 
How to add a person section of this document to add them. This 
should leave you on the person’s profile page.


4. Click on the Animals tab.

5. Check if the dog is already listed on this page. If it is already listed, go 

to step 10. If it is not already listed, continue to step 6.


6. Click the blue Add Animal button

￼ 

7. Click Owner Surrender

8. Click the underlined word here in the blue prompt 

￼ 

9. Enter all the information you have about the dog and click Finish at the 

bottom of the form.

10.Now we’ll add the initial Status memo. Click on the Memos tab.

11.Set the Type to Pop-up.
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12.For the Memo text, type “Status: ”. If you know the date of this dog’s 
intake exam, include that too. (Otherwise, just leave it as “Status: ”, and 
it will be filled in later.)


13.Click the blue “POST” button to create the new memo. It should now 
appear at the top of the dog’s record, looking like this:


You are done with the case where the dog was not already in Shelterluv


14.This is the rest of the case where the dog was already listed. Click the 
green Select button on the right side of the line representing the dog to 
be surrendered.


15.Choose Owner Surrender from the pop-up menu.


16.The Select button is replaced by a gray Complete Surrender button. 
Click that button.


17.Up comes the Intake - Owner Surrender form. Fill out Intake Sub-
type, Intake Date, Location, and Status. If the dog is going to remain 
with its previous owner, set the location to With Previous Owner and 
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the status to either Previous Owner Holding Awaiting Foster or 
Previous Owner Holding Through Adoption.


18.Check that the other automatically-filled information is correct.

19.Click Finish at the bottom of the form.

20.If the dog is going to remain with its previous owner, add a Pop-up 

memo to the dog’s record that explains the situation, like this one: 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How to intake a dog that is being returned to POMDR 

Returned dogs are dogs that were previously adopted out by Peace of 
Mind Dog Rescue and for whatever reason are now coming back to our 
program.


1. Do a People search at the top of a Shelterluv page to find the 
surrendering guardian. They should appear in the search results since 
they have already adopted from us. 


2. Click the person’s name to go to their profile


3. Click the Animals tab to see all dogs they currently have


4. Find the dog in question, and click the green Select button on the right 
side of that row


5. Choose Return from the drop down menu. This will take you to a 
“confirm return” page


6. Process the dog into Shelterluv like you would for an intake of a dog 
that was surrendered by their guardian


7. Check if the dog has a “Status:” Pop-up memo. If not, create one like 
you would for an intake of a dog from the shelter or surrendered by its 
guardian.
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How to intake a bonded pair of dogs


1. For the first dog, start by following the instructions for “How to intake 
a dog that was surrendered by their guardian” or “How to intake a 
dog that came from a shelter” 


2. Add a Pop-up memo to the Dog’s Profile that says “Bonded Pair with 
_____” so it’s easy to identify who their partner is. 


3. Upload a photo of the dog by itself to be used for identification 
purposes and upload the set of photos of the bonded pair as well.  


4. Make sure the thumbnail on the main Shelterluv landing page is of just 
the one dog to identify them, as follows:


1. Go to the photos section of the dog’s profile


2. Check “cover photo” on a photo of the dog by itself but DO NOT 
check “publish” because that determines which photos go to 
rescue groups and we want the dogs represented as a bonded pair 
on rescue groups. 


3. Check “Publish” for all of the photos of the pair of dogs that you 
would like sent to rescue groups. When you are done, the photos 
should be configured like this:
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5. Click on the “Processing” tab, then click “Attributes”, then check the 
box for “Bonded”. That will add a green “bonded” tab to their main 
profile page. 


6. Repeat steps 1 - 5 for the second dog.


￼  of ￼31 131



How to enter a dog’s silver tag ID number


Each dog taken into POMDR’s care is given a silver tag with a unique ID 
number to wear on its collar. This can help with identification if the dog is 
every lost and then found. For a while, this ID number was the same as the 
last four digits of the Shelterluv ID (e.g., for a Shelterluv ID of “POM-
A-1234” the silver tag ID number would be “1234”). Starting with dog 
#2384, this is no longer the case; now the two numbers are different.


Now, every time you put a new silver tag on a dog, you must enter the ID 
number from the silver tag into the dog’s record. Here are the steps:


1. Go to the dog’s record, and click [Add ID] near the bottom of the page.
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2. Enter the ID number on the silver tag into the Previous Shelter ID field. 
Leave the Previous Shelter ID Type field empty. Select “Peace of Mind 
Dog Rescue” as the Previous ID Issuing Shelter, as shown here:
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How to add photos


Photos in a dog’s record are used in a few different ways. They are used 
within Shelterluv for recognition at a glance. They are used to print out 
kennel cards for dogs being housed. And they are sent to other rescue 
groups to help get the dog adopted.


1. Start with one or more high-resolution, high-quality .jpg files. You can 
create one by exporting from the Mac’s Photos app, or maybe a foster 
home will send you one. If you don’t have any high-quality photos, use 
the best photos you have. (It’s better to have a bad photo than no 
photo at all.)


2. Find the dog’s record, following the steps in the section of this 
document called “How to find a dog’s record”.


3. Click on the dog’s name to show the details of the dog’s record.

4. Click on the dog’s photo underneath their name to bring up the Media 

Manager window. (If the dog doesn’t yet have any photos, there will 
be a line drawing of a dog where the photo would otherwise be. Click 
on that.) Here’s what it looks like when there is a single photo:
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5. Click the blue Browse button and choose the new photo (that you 
selected back in step 1) from your computer’s file system. Alternatively, 
you can drag a photo and drop it onto the Browse button.


6. The chosen photo will appear in the middle of the Media Manager 
window. Shelterluv stores all photos as squares, so often there will be 
some extra hunks of the original photo on the left and right, or top and 
bottom. You can drag the photo around to best position the square. 
You can also zoom in closer by dragging the little blue handles on the 
corners and sides of the square. If the photo is sideways or upside 
down, click the blue rotation arrows beneath the photo until it’s 
oriented correctly.


7. When you’re happy with the appearance of the square part, click the 
blue Add button. The now-square photo will appear at the bottom of 
the window along with any others that were already there.


8. Each dog has one “cover photo”, which is used within Shelterluv as 
the standard picture of the dog, and also shown more prominently on 
other rescue groups. The ideal cover photo would be an appealing full-
body image. Look over the photos for this dog and click Cover Photo 
for the best one. 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9. Choose which photo(s) to publish to rescue groups like PetFinder. They 
typically use no more than three, so look through the photos and 
choose up to three good ones and then check Publish for each of 
these (uncheck any older ones that were previously checked but aren’t 
as good as the new ones). The cover photo should be one of these 
three, unless none of the photos including the cover photo are good 
enough to publish. In this example, the new photo has been made the 
cover photo and published, and the old photo is not published 
because it isn’t good enough. If the only photos you have aren’t very 
good, uncheck Publish even if that means that no photos are 
published.


There are additional steps required to publish a dog’s info to other rescue 
groups, as explained in the section of this document called “How to add a 
dog to rescue groups”.


If you want to delete a photo from Shelterluv, click the red X to the right of 
the Publish checkbox, and click OK to confirm. Normally you don’t need 
to delete old photos though, you can just uncheck Publish to make sure 
they don’t get sent to rescue groups. 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How to add videos


In addition to photos, videos can be added to Shelterluv and sent to other 
rescue groups. Adding videos is very similar to adding photos.


1. Put the video in POMDR’s YouTube account. Only videos from this 
account can be added to Shelterluv.


2. Find the dog’s record, following the steps in the section of this 
document called “How to find a dog’s record”.


3. Click on the dog’s name to show the dog’s record.

4. Click on the dog’s photo underneath their name to bring up the Media 

Manager window. (If the dog doesn’t yet have any photos, there will 
be a line drawing of a dog where the photo would otherwise be. Click 
on that.)


5. Click on Videos. 

6. In another browser window or tab, navigate to POMDR’s YouTube 
account and find the video in question. Get the shareable link for the 
video, and paste it into the text field in the Media Manager window.


7. Click the blue Add button. 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8. If the dog is adoptable (as is the usual case when you are adding a 
video), check Publish beneath the image of the newly-added video. 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How to add a dog to rescue groups


In Shelterluv, “rescue groups” means other organizations that can display 
info about POMDR’s dogs to help get them adopted, such as PetFinder. 
When a dog first comes to POMDR, they are set with a No Rescue Groups 
property so that their incomplete info isn’t published to these other groups 
yet. These are steps for making their info complete enough, and actually 
publishing the info.


1. Do an Animal search at the top of a Shelterluv page to find the dog in 
question, then click on the dog’s name to go to their profile page.


2. Add publishable photos of the dog: Click on the existing photo or icon 
on the top left of the page and add full resolution photos. Be sure to 
select Publish for each photo you want to publish. For more details on 
how to create photos and decide which ones to publish, see the 
section called “How to add photos”


3. Click Cover Photo on the photo that should be the main photo 
featured on the rescue group websites.


￼  of ￼39 131



4. Go to the Memos tab on the dog’s profile page.

5. Look for an existing memo called Kennel Card / Web Site Memo. If it 

doesn’t exist, make a new memo of type Kennel Card / Web Site 
Memo Copy the dog’s bio from the POMDR website and paste it here, 
then click Post. 

6. If the Kennel Card / Web Site Memo does already exist, verify that it’s 
up to date. If not, click Edit, then copy the dog’s bio from the POMDR 
website, delete the current text, paste the text you copied, then click 
Update.


7. Go up to the tabs and click on Processing. if the dog’s Current Status 
is set to No Rescue Groups (from foster) or No Rescue Groups 
(from shelter) then they are not viewable on rescue groups. Choose 
the appropriate status (e.g. Awaiting Foster or In Foster Home 
(regular)) to cause the dog’s info to be published to rescue groups. 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How to remove a dog from rescue groups


In most cases when a dog is adopted or has passed away, they will 
automatically be removed from Rescue Groups when their outcome is 
processed. Occasionally, we will need to remove a dog from Rescue 
Groups, but they won’t have an outcome to record yet. For instance if they 
have a behavior issue or have been lost temporarily, and we need to make 
them not adoptable until we figure out a plan for them. Here are the steps 
to do that.


In these cases, Go to the dog’s record. Click on the “processing” tab, and 
click on the box that says “current status”


1. Do an Animal search at the top of a Shelterluv page to find the dog in 
question, then click on the dog’s name to go to their profile page.


2. Click on the Processing tab.

3. For Current Status, select either No Rescue Groups (from shelter) or 

No Rescue Groups (from foster). (Only one of these choices will be 
available, depending on the dog’s current status.)
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Which dogs are published to other rescue groups? 

Whether a dog’s info is published to other rescue groups (PetFinder, etc) is 
controlled entirely by the dog’s current Status. Here are the current set of 
statuses. The Publish column shows whether dogs in this status are 
published to other rescue groups or not.


In Foster Statuses
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In Shelter Statuses 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How to add attributes and disclaimers for a dog 

1. Look up the dog in Shelterluv (follow the steps in the section of this 
document called How to find a dog’s record).


2. Click the dog’s name in the search results to go to their record. 

3. Click the Processing tab, then click Attributes. You will see a list of 

potential attributes.


	 ￼ 

4. For each attribute that is appropriate for this dog, click the checkbox. In 

some cases (e.g. Bonded), that’s all you do, and you can move on to 
the next attribute. In most cases, a screen will pop up that lets you 
supply more information. For example, if a dog needs a bite clause, you 
would click Behavior and then enter text similar to the following 
picture, then click Save to Animal’s Disclaimers.


	 ￼ 


Note: Some of the attributes are included as disclaimers on the adoption 
contract. These attributes are marked with the ￼  symbol.


Note: Some of the attributes include standard text that you can edit as 
appropriate for this dog. These attributes are marked with the ￼  symbol. 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When and how to change a dog’s name 

Dogs can get several different names after they first come to POMDR. The 
initial name either comes along with the dog or is assigned by the office 
staff. This name is used when the dog is entered into Shelterluv and is also 
entered into the POMDR DB so that it appears on the POMDR website. 
Let’s call this the POMDR Name.


Sometimes a foster parent will start using a different name for the dog. 
Let’s call this the Foster Name. When this happens, the dog’s name in 
Shelterluv should be changed to “POMDR Name (aka Foster Name)”.


After the dog is adopted, it will have a permanent name, which might be 
the POMDR Name or the Foster Name or something else. We’ll call this 
Permanent Name. If the dog is being seen at our clinic, the dog’s name 
should be changed to incorporate this name, as follows:


If the permanent name is different than the foster name and that’s different 
from the POMDR name, use “Permanent Name Adopter’s Last Name 
(was POMDR Name aka Foster Name)”. If any of the names are the 
same, you can leave them out, e.g. “Permanent Name Adopter’s Last 
Name (was POMDR Name)” or “Permanent Name Adopter’s Last Name 
(was Foster Name)” or just “Permanent Name Adopter’s Last Name”.


Example: Dog is initially named Ruffles but foster calls him Bailey and 
adopter Jane Doe calls him Yappy. Final name in Shelterluv would be 
“Yappy Doe (was Ruffles aka Bailey)”. If the foster continued to use Ruffles 
and the adopter Jane Doe calls him Yappy, the final name in Shelterluv 
would be “Yappy Doe (was Ruffles)”. And if everyone including the adopter 
called him Ruffles the final name in Shelterluv would be “Ruffles Doe”.


To make these changes:


1. Look up the dog in Shelterluv (follow the steps in the section of this 
document called How to find a dog’s record)


2. Click the dog’s name in the search results to go to their record 

3. Click the green Edit Record button
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4. The green button’s title will change to Exit Edit Mode and a little pop-
up reminder will appear:


	 ￼ 

5. Click on the name, which now has a dotted underline.


	 ￼ 

6. Click the green Exit Edit Mode button to save your changes.

 

￼  of ￼46 131



How to update basic info about a dog 

1. Look up the dog in Shelterluv (follow the steps in the section of this 
document called How to find a dog’s record)


2. Click the dog’s name in the search results to go to their record 

3. Click the green Edit Record button


4. The green button’s title will change to Exit Edit Mode and a little pop-
up reminder will appear:


5. At this point all of the displayed information can be directly edited.


The most commonly changed information includes the dog’s name, 
Microchip Number and Microchip Issuer, weight, and Altered in Care.


If you click on Altered in Care, you’ll get a form to fill out. If you supply the 
info at the bottom of the form, a spay/neuter certificate will be 
automatically created and added to the attachments.
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To edit the weight, stay in Edit Mode and click the Medical tab, then click 
Medical Summary if it isn’t already highlighted:


Then click on Weight, enter the new weight, and click Update.


6. When you’re done making the desired changes, click the green Exit 
Edit Mode button.
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How to add notes to a dog’s history 

History memos detail all the internal notes for a dog from day one. These 
are really helpful to understand the full picture of the dog and should 
always be shared with fosters and adopters. 


The clinic will email their “Patient Notes” or laymans’s terms for exams, 
rechecks and procedures they saw that day. They usually send these after 
you’ve taken off for the evening so look for it first thing when you come in. 
Those updates need to be in Shelterluv and communicated with the foster. 
Add the update for each dog to the history memo and communicate the 
update to the dog’s foster (by email, text, or phone.) Here are the 
instructions for adding them to SL.


This is an example of what the clinic emails look like:

  

￼ 


1. Copy the memo for a dog (in this example, Sam Sam)
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2. Look up the dog in Shelterluv (follow the steps in the section of this 
document called How to find a dog’s record)


3. Click the dog’s name in the search results to go to their record 

4. Select the Memos tab


5. Scroll to see if there is a memo whose type is History. (You will not be 
adding this as a stand alone medical memo.) You may see Dog History 
from iShelter. DON’T ADD THIS TO THAT MEMO. Those are historical 
and should not be touched. If you find an existing History memo, go to 
step 7. If you don’t, don’t panic. Just go to step 6.
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6. Creating a History memo if there isn’t one already: 
• Paste your text that you copied from the clinic email into the Memo box 

and select History for the Type.

• Before the text you just pasted, type the date the memo was sent 

followed by the person who sent the update.

• Put quotation marks around the text you pasted.

• Put your initials at the end:


￼ 

• Click Post 

7. Adding to an existing History memo: 
• Find the history memo (there should only be one)

• Click Edit to have access to all the internal notes on the selected dog. 

• Scroll all the way to the bottom (these updates are chronological with 

the oldest being at the top). 
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• Enter the date, person who wrote the memo, the memo with quotation 
marks around it, and your initials:

￼ 

• Click the Update button.


Any conversation you have about this dog (with a foster, adopter, staff, 
clinic) should be added to this history memo too. Use the same format and 
include all responses.
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How and when to use medical memos 

Medical memos are used primarily for the vet staff. They check these 
before a client comes in. They don’t read the history memo, so you have to 
make sure that relevant medical info is in a medical memo. You add the 
post procedure check up responses from the follow up call as that is 
directly pertinent to the clinic staff. Those should be short and succinct. 


template: Post Procedure F/U “Copy/Paste what the foster says”-Your 
Initials


example: Post Procedure F/U “Peppermint is eating and drinking fine after 
procedures. A little lethargic but not concerning”-AZ


If there is anything concerning, let the clinic know and see what they 
advise. The clinic staff don’t consult this that frequently. If there are other 
medical issues that the vet should see when they come in, put it as a 
Medical memo AND in the History memo. 


￼ 
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How to add an attachment 

Most documents about a dog are stored as attachments to the dog’s 
Shelterluv record. This includes adoption contracts, bite clauses, etc. But 
there are a couple of categories of exceptions:


• Medical records from the POMDR Boand Clinic are stored elsewhere in 
the dog’s Shelterluv record, so they should not be added as 
attachments.


• LGL forms are stored in LGL in the records of the people who filled them 
out. (Intake Questionnaires are stored in both places: the originally 
submitted forms are stored in LGL, but annotated copies are uploaded 
to the dog’s Shelterluv record.)


Here are instructions for storing a document as a Shelterluv attachment:


8. Make sure the document is in one of the allowed formats, which are: 
plain text (.txt), PDF, Word document (.doc or .docx), JPEG (.jpg 
or .jpeg), or PNG. If it is in some other format, convert it to one of those 
formats (on a Mac, anything that can be printed can be saved as a PDF 
by bringing up the Print dialog and using the PDF drop-down menu).


9. Save the document on your desktop and name it using this format: 


[Dog name] [document type] - [originating clinic/shelter if applicable] 
[most relevant date]


This file name will be the name of the attachment in Shelterluv. You 
can’t edit the name once it has been uploaded. (If you make a 
mistake in the name, delete the uploaded file and then upload again 
with the corrected name.)


example document types: shelter records, Intake TAFS, labs, X-rays, 
annotated Intake Questionnaire, Guardian Surrender


example locations: SAS, MCAS, SPCA, SCCAS, Cottage, Steinbeck
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example names:

Lula Intake TAF 9-9-19 

Lula Recheck Form 2-11-20

Lula Rabies Cert - Cottage exp. 9-8-20 

Lula Kennel Card - SAS 9-8-19 

Zissou Intake Q with notes 9-8-19

Zissou OAC 9-8-9

Zissou Adoption Contract 9-8-19

Cousteau Patient Chart - Cottage 9-8-19 

Cousteau Shelter Records - SAS 9-8-19 

Cousteau Completed TAF - Steinbeck 9-8-19

Lula Xrays 2-1-20

Lula Glacier Peaks Allergy Test Results 10.26.19


10.Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


11.Click the paper-with-clip icon on the right side of the dog’s profile 
(under their ID number)


12.If other documents were previously uploaded, you will see them listed 
here. They are in chronological order from when they were uploaded. 
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13.Click Add Attachment, which will bring up the Add Attachments dialog 
box:


14. Either drag your file onto the Choose Files box, or click Choose Files 
and select your file from the dialog that comes up.


15.Click the blue Save button


16.If you are uploading multiple documents, you can repeat steps 6-8, or 
you can do multiple files at once in step 7.


17.If you accidentally uploaded the wrong thing, just find the document 
you uploaded and click the x next to it to delete it. 
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How to enter vaccination info 

Entering vaccination info helps us keep track of expired vaccines. When 
vaccinations are entered in Shelterluv, we can print them out to show proof 
in a much more professional way too. 


Vaccine records can come in 3 different ways: from shelter records, from 
previous medical records or from the POMDR Boand Clinic. All of these 
can be entered the same way.


1. Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


2. Click the Medical tab 

3. Click the Vaccines tab

￼ 

4. Click the blue Complete vaccine button. This brings up a dialog box, 

which starts like this:
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5. Enter the date that the vaccine was given. It’s important to do this 
before choosing from the Quick fill menu.


6. Click in the Quick fill drop down menu to see a list of vaccines:


7. Choose the right vaccine from this list, with these considerations:

• If DHPP or Rabies was given, and we have proof that the dog also 

received an earlier dose of this same vaccine, then choose the “3-year” 
option. Otherwise choose the “1-year” option.


• The first time Canine Influenza is given, choose the “First Time” option. 
All subsequent times choose “Booster and Annual”.


8. Most boxes will auto-populate for you when you select the vaccine 
from the Quick Fill list. Fill in the other boxes as follows:


• Lot #: write the serial number. You will not always have this, but enter if 
you do. If you do not have the lot number, enter 0000.


• Product expiration date: If you have the expiration date, enter it here, 
otherwise just enter the date the vaccine was given. 


• Vaccinated by: Enter the name of the vet who administered the 
vaccine, if known. Otherwise enter the name of the vet clinic (e.g. 
“Peace of Mind Dog Rescue Clinic”). 


• For Rabies vaccinations, enter “n/a” for Rabies tag #. If the vaccine 
was administered somewhere other than the POMDR Clinic, select 
Another Vet for the Supervising veterinarian.


9. Click blue Save button

10.Double-check that all info was entered correctly. 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How to create a prescription 

Only authorized people should create prescriptions.


1. Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


2. Click the Medical tab

3. Click the Treatment button


4. Click the blue Schedule Treatment button.


5. A “Schedule treatment” form will appear. Fill in at least all of the fields 
marked with red stars (those are the required fields), and click the blue 
Save button. The prescription will appear at the bottom of the page. If 
you’re ready to print the label for the prescription, follow the steps in 
the section of this document called “How to print a prescription 
label”.
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How to print a prescription label 

Shelterluv allows you to print the little sticky labels that wrap around 
prescription bottles. For mysterious reasons (don’t get me started), this 
only works right in the Chrome browser. So make sure you’re using 
Chrome when you do these steps, or the text won’t fit on the printed label.


1. Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


2. Click the Medical tab

3. Click the Treatment button


4. Find the relevant prescription at the bottom of the page, after the 
Treatment sheet. If the relevant prescription doesn’t exist yet, follow 
the steps in the section called “How to create a prescription” and 
then come back here to finish the printing steps.


5. Click the vertical ellipsis (three dots) on the right side of the relevant 
prescription to get a menu of options.


6. Choose Print Label from the menu of options.


￼  of ￼60 131



7. A new window or tab will open that shows the label and also a small 
Print Label button. Click the Print Label button.


8. Some printer information will appear to the right of the label. If you 
don’t see this printer information, maybe you’re using some web 
browser other than Chrome? You have to use Chrome to print labels. 
Make sure the Destination is set to DYMO LabelWriter 450, then click 
the blue Print button. 

￼  of ￼61 131



How to refill a prescription 

These steps are for refilling a prescription that was previously created for 
this dog. To create a new prescription for this dog, follow the steps in the 
section of this document called “How to create a prescription”.


1. Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


2. Click the Medical tab


3. Click the Treatment button


4. Find the relevant prescription at the bottom of the page, after the 
Treatment sheet.


5. Click the vertical ellipsis (three dots) on the right side of the relevant 
prescription to get a menu of options.


6. Choose Edit from the menu of options.
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7. An “Edit treatment” form will appear. The form will show the previous 
values for this prescription. Change anything that needs changing, 
which is typically only the Date due and perhaps the Amount in 
container.


8. Click the blue Update button at the bottom of the form. The form is 
quite tall, so you’ll have to scroll down the page to find the Update 
button.


9. If you’re ready to print the refilled prescription label, follow the steps in 
the section of this document called “How to print a prescription 
label”.


Note that you can see a history of all refills of a prescription, as follows:


1. Follow the steps above, through step 5.


2. Choose Show Edits from the menu of options. A little window will pop 
up that shows past refills.
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How to get a summary of recent intakes 

1. Move the mouse over the gear icon in the top right of any page


2. Select Analysis & Reports


3. Adjust the Begin Date and End Date for Animal Intake as desired. 
We often look at one month of data at a time.


4. Click Run Report on the Animal Intake line. A spreadsheet of intake-
related info is displayed. From here you can click the blue Print button 
if desired. 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How to print a list of all currently fostered dogs 

1. Click on the big “Shelterluv” text in the top-left of any page.


2. A list of dogs appears, ordered by intake date (most recent at top). But 
this isn’t necessarily a complete list yet. 


3. Scroll down to the bottom of the page. A little “loading” indicator 
appears at the bottom left, and then more dogs will be added to the 
list.


4. Repeat step 3 until the “loading” indicator no longer appears.


5. Now the list is complete. You can now print like you would with any 
browser page: File -> Print from the menu bar, or Command-P.
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How to print a Kennel Card 

1. Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


2. Click the paper-with-clip icon on the right side of the dog’s profile 
(under their ID number)


3. After the Attachments section you will find the System Generated 
Documents section.


4. Click the printer icon next to Kennel Card (or click the email icon if you 
want to email it instead). See also the section called “How to print, 
share, and send medical records”. 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How to print, share, and send medical records 

1. Go to the dog’s record in Shelterluv (you can follow the steps in the 
How to find a dog’s record section of this document).


2. Click the paperclip-on-page icon on the right side of the page, beneath 
the dog’s ID number.


You will see a list of Attachments (files, typically medical info, that were 
previously attached to this dog’s record) followed by a list of System 
Generated Documents. The rest of this section describes some of the 
various ways you can export this information.
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To print an attachment:


Click on the teal-colored attachment name, and the file will open in a new 
window. From there you can choose Print from the Mac’s File menu (or 
just type Command-P).


To print a Kennel Card or Complete Medical History from the POMDR 
Boand Clinic:


In the list of System Generated Documents, click on the printer icon to 
the right of Complete Medical History.


This will show the medical history in a new window. From there you can 
choose Print from the Mac’s File menu (or just type Command-P). Note 
that this is the medical history from the POMDR Boand clinic only. Medical 
history from other clinics will be stored as attachments. Also note that we 
don’t use the item called Treatment Sheet History. 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To share a single attachment in email: 

In the Mail program, create a new message. Then you can press-and-drag 
from the teal-colored attachment name to the Mail message window. This 
will put a link to the attachment in the Mail message. The email recipient 
can click this link to see the attachment’s details (which they could then 
print if desired). You can do this repeatedly to share multiple attachments 
in the same email.


To share multiple attachments in email at once:


Click the Email attachments “button” in the top-right of the gray header of 
the Attachments list:


This wlll bring up a window with a checkbox next to each attachment’s 
name:
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Check the ones you want to send. Type an email address in the text field 
at the bottom of the window, and then press the blue Send Mail button.


To share a Complete Medical History or other System Generated 
Document in email:


Click the Email icon next to the name of the System Generated Document 
you want to share:


This will bring up a little window asking for an email address:


You could just enter the recipient’s email address here and click Send 
Mail. However, this is usually not the best choice, because the email that 
gets sent is pretty generic. So typically you should instead enter your own 
email address here. Then you will receive the generic email. From that 
email you can copy the document and paste it into an email to the desired 
recipient, typically as part of a longer conversation. Here’s what the initial 
email looks like:  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How to print (or just read) behavioral memos 

1. From the dog’s record, click on the paperclip icon, look under System 
Generated Documents, and click on the printer icon across from 
Memos. You might have to scroll past a bunch of attachments before 
you get to the System Generated Documents section.


2. The types of memos will be sorted in alphabetical order (e.g., 
Behavioral before Medical). Within each type the memos will be from 
newest to oldest. Just print the pages you need or read the reports you 
need to read. 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How to process moving a dog to its initial foster home 

These instructions are for processing a dog being moved to its initial foster 
home. If a dog is already in a foster home and moving to a different foster 
home, follow the instructions in the section titled How to process moving 
a dog from one foster home to another.


1. Select the People option next to the search bar

￼ 


2. Search for the name of the foster person.

3. If the person appears in the search results, select them. If the person is 

not there, follow the steps in the How to add a person section of this 
document to add them. If the dog will be fostered by an organization 
(e.g. Dawg Gone It), use the name of the person at that business who is 
the primary contact for the dog (e.g. Stephanie Sleckman). This should 
leave you on the person’s profile page. 

4. Select the Attributes tab and make sure Willing Foster is checked. 
This will cause the person to show up as a possible foster when you 
record the location change.

￼ 


5. Select the Animals tab  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6. Click Add Animal and select Foster from the dropdown list


7. This will bring up a page listing all the dogs currently in POMDR’s care. 
The dogs that are located at the clinic (that is, the dogs without a 
current foster home) will have a green Foster button on the far right 
side:

￼ 


8. Locate the dog in question, and check what it says in the Status 
column. You will use this in the next step.


9. Click Foster and select the appropriate status for them, with the 
following considerations:


• If you know the dog is a hospice dog, then choose Hospice.

• Otherwise, if the status was No Rescue Groups (from shelter) then 

choose No Rescue Groups (from foster). These statuses are used for 
dogs that shouldn’t be published online (yet), typically because good 
photos aren’t yet available but occasionally for other reasons. The 
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Adoptions Coordinator will update that when they publish the dog 
online.


• Otherwise, if the status was something else and there isn’t a high-
quality photo of the dog then choose No Rescue Groups (from 
foster).


• Otherwise, choose In Foster Home (regular), unless you have a 
specific reason to use one of the other foster statuses.


10.If the following notice comes up, click Proceed. (You can first check 
Don’t show this warning any more too. That will stop this window 
from showing up any more for this person, though it might still show up 
for other people.)


11.Click the gray Complete Foster button.

12.To ensure that these steps worked properly, go to the dog’s profile 

page and make sure the correct foster name appears next to the dog’s 
photo.
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How to process moving a dog from one foster home 
to another 

These instructions are for processing a dog being moved from one foster 
home to another. If a dog is being sent to its initial foster home, follow the 
instructions in the section titled How to process moving a dog to its 
initial foster home.


1. Select the People option next to the search bar

￼ 


2. Search for the name of the new foster person.

3. If the person appears in the search results, select them. If the person is 

not there, follow the steps in the How to add a person section of this 
document to add them. This should leave you on the person’s profile 
page. 

4. Select the Attributes tab and make sure Willing Foster is checked. 
This will cause the person to show up as a possible foster when you 
record the location change.

￼ 


5. Search for the name of the current foster in the people search bar

6. Click their name (they will already be in Shelterluv with an account.)

7. Click the Animals tab
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8. You will see a list of dogs associated with this person. Each of their 
current foster dogs will be included, with a green Select button on the 
right. Click Select for the dog in question.


￼ 


9. If you don’t know the Shelterluv status of the dog in question, click the 
dog’s name to visit the dog’s profile page. On the right of the picture 
will be a green tag with the status (usually either In Foster Home 
(regular) or No Rescue Groups (from foster)). Remember this status 
because you’ll need it in a few steps. Now click your browser’s Back 
button to return to the list of dogs as shown in step 8.


10.Choose Return Foster

11.Click Complete Foster Return. This will take you to a form to fill out.


￼ 

12.Fill in the date returned. If you’re filling this out in advance, you’ll have 

to use today’s date, because Shelterluv won’t let you use a future date 
here.


13.Under Intake into choose Foster
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14.Under Foster Parent start typing the new foster’s name. Choose their 
complete name from the list that pops up below where you are typing. 
(It will appear in this list if Willing Foster was checked back in step 4.)


15.Under Current Foster, select the appropriate status, with the following 
considerations:


• If the previous status (as noted in step 9) was In Foster Home (from 
foster) and the new foster home will have the dog for a limited, 
predefined time, then choose status In Foster Home (temp).


• Otherwise, if the previous status was In Foster Home (temp) and the 
new foster home will have the dog indefinitely, then choose status In 
Foster Home (from foster).


• Otherwise, use the same status that you noted in step 9, unless you 
have a specific reason to use one of the other statuses.


16.If the following notice comes up, click Proceed. (You can first check 
Don’t show this warning any more too.)

￼ 


17.Click Finish.
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How to process moving a dog from a foster home to 
the clinic 

Sometimes a dog is sent to the POMDR Boand Clinic or another 
veterinarian’s office for more than two days. Follow these steps to record 
that kind of move.


1. Search for the name of the current foster in the people search bar

2. Click their name (they will already be in Shelterluv with an account.)

3. Click the Animals tab

4. You will see a list of dogs associated with this person. Each of their 

current foster dogs will be included, with a green Select button on the 
right. Click Select for the dog in question.


￼ 


5. Choose Return Foster

6. Click Complete Foster Return. This will take you to a form to fill out.


￼ 
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7. Fill in the date closest to when the dog did/will go to the clinic. (If the 
date is in the future, you need to use today’s date, because Shelterluv 
won’t let you enter a future date here.)


8. Under Intake into choose Shelter

9. Under Returned to location, choose Boand Clinic. 
10.A new choice will appear beneath Boand Clinic, labeled —Select—. 

Click here and choose Suite or Wall Kennel / Wire Cage, whichever is 
appropriate for this dog.


11.Under Status Upon Return, make an appropriate choice

12.Click Finish.
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How to process changing a dog’s location when no 
foster home is involved 

Use the following steps when a dog is moved from one location to another 
without any official foster home being involved. For example, a dog might 
move from a suite in the Boand Clinic to a prospective adopter’s home, 
before it is officially adopted. It is important to reflect these moves in 
Shelterluv so we can keep track of where each dog is at all times.


1. Start by going to the dog’s Profile, either by searching for the dog’s 
name or by following a link elsewhere.


2. Click the green Edit Record button.


3. Click on the location, displayed near the top of the page, which is now 
underlined.
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4. Click on the text under the word Location to and choose one of the 
top-level locations. The choices are Boand Clinic, Boarding, Vet, 
With Previous Owner, and With Prospective Adopter


5. If the location you just selected has sublocations, the word —Select— 
will appear. Click on that word to choose the appropriate sublocation.


6. Click the blue Update button.

7. Click the green Exit Edit Mode button. 

￼  of ￼81 131



How to process returning a dog to their owner 

Use these steps for the case that an owner surrenders their dog to 
POMDR, but then for some reason changes their mind and wants their 
dog returned (before it has been adopted to someone else).


1. Start by searching for the name of the original owner to whom the dog 
is being returned.


2. In the search results, click the teal Add button on the right side:

￼ 

3. Choose Return to Owner / Redemption. This will bring up a list of 

dogs:

￼ 


￼  of ￼82 131



4. Find the dog in question by scrolling or searching in this list, then click 
the green Return to Owner button. 


5. Choose either Never Became a POMDR dog or Owner able to take 
back, depending on whether the dog officially became a POMDR dog.


6. At this point you might get a series of “check-out” screens. If so, just 
click the Next button on each one until there are no more.  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If you see this signature screen, check the checkbox so that you can get 
past it.


7. You are done! If you go to the dog’s page now, it should say 
Redeemed next to the dog’s photo:
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How to change a dog from Helping Paw Pre-intake to 
POMDR dog 

Every once in a while you might be partway through intaking a dog as a 
Helping Paw dog when its status changes and you want to make it a 
regular POMDR dog instead. Here’s what to do.


1. Follow the steps for How to process medical care payments, 
choosing the item named No Charge Checkout. This will clear the 
pre-intake state.


2. Now follow the steps for How to intake a dog that was surrendered 
by their guardian to make the dog a POMDR dog.
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How to mark a dog as Adoption Pending 

The Adoption Pending status is used for dogs that have been transferred 
from a foster home to the prospective adopter’s home, but the adoption 
has not yet been finalized. The steps below are used for that case, and 
some of the steps are used for the case where the dog has not yet been 
moved to the prospective adopter’s home.


1. Find the dog in Shelterluv and go to their profile page.


2. If the dog has not yet been moved to the prospective adopter’s home, 
click on the Processing tab and change the Current Status to “No 
Rescue Groups (from foster)”, so the dog will stop appearing on 
other rescue groups. Then skip to step 12. Otherwise continue to step 
3.


3. Click on the foster’s name directly from the dog’s page. In this example 
we are marking Mr. Max adoption pending, so I click on Maddie Palma 
in baby blue and go to her profile page. 


￼ 


4. Once at her account, I click on the Animals tab and it should show her 
fosters and adopted dogs. Mr. Max is there and we click on the green 
Select button.


￼ 

5. Click on Return Foster
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6. Click on Complete Foster Return. This brings up a Confirm Foster 
Return page, as shown below.

￼ 


7. Enter the date on which the foster was returned.

8. Leave Intake into set to Shelter.

9. Set Returned to location to With Prospective Adopter.

10. Set Status Upon Return to Pending Adoption (from shelter).

11. Click Finish, which will return to the dog’s profile page.


12. Click the Memos tab. 

13. Add a memo with this template: “Pending adoption with [adopter 

name] as of [date]”. For example “Pending adoption with Carrie Nikitin 
as of 12/21/19”. Set the memo type to Pop-up. If the dog hasn’t 
moved to the prospective adopter’s home yet, use the date that the 
dog is expected to move (if known).


14. Check whether the adopter already has a Shelterluv account. If not, 
add one, following the “How to add a person” steps elsewhere in this 
document.
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How to place a dog on Adoption Hold 
We use Shelterluv’s Adoption Hold mechanism for the case when a 
prospective adopter takes the dog home but has not yet formally adopted 
it (including not yet paid).


1. Make sure the potential adopter already has a record in Shelterluv, or 
add one (see How to add a person section).


2. Go to the Shelterluv page for the new adopter (maybe you just created 
it in step 1; otherwise find it by searching for the person’s name).


3. Click the Animals tab (3rd from the left).


4. Click the teal Add Animal button, which will bring down more options:


	 ￼ 


5. Click Place Adoption Hold. This will bring up a list of all dogs upon 
which an adoption hold can be placed.


6. Find the dog of choice by searching for their name. At the right side of 
the entry for this dog will be green Hold button. Click that button.

￼ 
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7. The Hold button has now been replaced by a Checkout button. Click 
the Checkout button. This will bring up the Adoption Hold screen, 
which initially looks like this:


	 ￼ 


8. Click on —Select— under New Status and choose the appropriate 
status, which will be one of the two starting with “Trial Adoption”. If you 
want the dog to continue to be included on other rescue groups, pick 
the “publish” option. If you don’t want the dog to be included on other 
rescue groups, pick the “don’t publish” option.


9. Check No expiration. (We don’t use the automatically-expiring hold 
feature.)
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10. Check No charge. (We don’t charge any money when an adoption 
hold is placed.) The screen should now look something like this:


	 ￼ 


11. Click Finish. The dog is now on Adoption Hold. If you navigate to the 
dog’s page in Shelterluv you will see “On Hold: <prospective adopter’s 
name>”. The dog is now on hold until it is either adopted or the hold is 
released.


	 ￼ 

 

Note: To release a hold without marking the dog as Adopted, navigate to 
the page for the person who has the dog on hold, click the Animals tab, 
and click the green Release button for that dog. You will then have to 
choose a new status. 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How to mark a dog as Adopted 
1. A dog may be getting marked adopted directly from a foster, or marked 

adopted from a pending adoption (that is, the new adopters already 
have the dog, and we just need to finalize the paperwork). In either 
case, make sure the adopter already has a record in Shelterluv, or add 
one (see How to add a person section).


2. Go to the Shelterluv page for the new adopter (maybe you just created 
it in step 1; otherwise find it by searching for the person’s name).


3. Check on the person’s Profile to enter their address, email, and phone 
number are entered. If not, please edit the information and add this 
information from LGL.


4. Click the Animals tab (3rd from the left).


5. Click the teal Add Animal button, which will bring down more options:

￼ 


6. Click Adopt. This will bring up a list of currently available dogs.


7. Find the dog of choice by searching for their name. At the right side of 
the entry for this dog will be a teal Adopt Now button. Click that 
button, and then click the small blank area bar that appears below the 
Adopt Now button (it’s a bug in Shelterluv that there’s no text here).
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8. Click the Checkout button. This will will take you to a page called 
Shopping Cart that shows all the pending transactions (typically there 
will only be one transaction, which is the adoption you are in the 
middle of):


9. Find out whether the adopter will be paying with credit card or with 
cash/check. If they are paying with a credit card, skip to step 12. If 
they are paying with cash/check, continue to step 10. 


10. Fill in the Special Discount field with the same value as the Price (we 
do this trick in order to capture the adopter's digital signature without 
charging anything to a credit card). The transaction will be marked 
FREE on upcoming screens that the adopter sees. You should make 
sure they know that it isn’t actually free.


11. Click Pay With Shelterpay, then click “Choose a reason”, then click 
“Shelterpay with cash/check (100% discount)”, then click Continue.


12. Click Pay With Shelterpay. This brings up an Add Donation screen, 
which we ignore. Just leave the fields blank and click OK. 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13. Next is the How Will You Process Transaction? screen. If the adopter 
has a smart phone and they are willing/able to finish the process on it, 
fill in their smart phone number and click the blue Text Link button. 
The smart phone number might be pre-filled if Shelterluv already 
knows their number (but you might want to make sure that the pre-
filled number is a smart phone and not a home phone or whatever). If 
you do type in the number yourself, start it with “+1”. If you don’t, a 
message will tell you to do so. Once you have clicked Text Link, you’re 
done with initiating the adoption process, and you can skip to step 17.


14. If you made it to here, you must not have a smart phone number for 
the adopter, or for whatever reason you think it’s better for them not to 
use their smart phone. Click on Customer has no phone, which will 
take you to the Review screen in a new tab or window (next page): 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15. If the adopter is not physically present, you can send them the URL of 

this Review page, and they can finish the process on their computer/
iPad/whatever. To do this, click in the URL field at the top of the 
window, and then use Copy (Command-C). The URL will look similar to 
the following picture. Then paste it into a new email message. Use an 
email subject like “Adoption agreement for Grandpa Joe”. Send it to 
the adopter’s email address. Now skip to step 17.
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16. If the adopter is physically present, you can save a little time by 
finishing the process on the same computer you are using to run 
Shelterluv. On the Review page, just click Next and then go through 
the next few screens with the adopter, up to and including the screen 
in which credit card payments are made.


17. Now the adopter has either finished the Shelterpay process or you’re 
waiting for them to finish it. When they have finished their part of the 
process, a little notification will appear saying “so-and-so has finished 
checkout” and providing a link to the Shopping Cart Manager. You can 
also manually check the status at any time by choosing Shopping Cart 
Manager from the menu that appears under the cart icon near the top 
right of the screen. 


All of the underway Shelterpay transactions that you have initiated 
will appear in a list. When the adopter has finished their part, a 
Complete Transaction button will appear on the line for that 
adoption.
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18. Click the Complete Transaction button. If the adopter chose to cover 
the processing fees, a “Donation Added” screen will appear informing 
you how much they donated, and you can click OK to continue.


	 	 ￼ 


19. Next you’ll see an Add Memos screen. We don’t usually add anything 
here, so click “Continue”.


	 	 ￼ 


20. Next you will be asked what materials to provide the adopter. Click the 
“Select All” checkbox above the Email column. This should select all of 
the following:


• Receipt

• Adoption Contract

• Rabies Vaccine Certificate

• Disclaimers (if any)

• Spay/Neuter Details

• Complete Medical History

• Microchip Info

• Free Vet Exams (Monterey Co.)

• Free Vet Exams (Santa Cruz Co.)
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21. Now check whether there is a Rabies Certificate from the POMDR 
clinic, or whether instead there is a non-POMDR Rabies Certificate or 
other proof of rabies. (There must always be some proof of rabies 
vaccination.) If there is a Rabies Certificate from the POMDR clinic, 
skip to step 24. Otherwise continue to step 22.


22. Uncheck “Rabies Vaccine Certificate”, because if you leave it checked 
in this case, the adopter will receive an empty or partial certificate, 
which is useless.


23. Prepare an email (outside of Shelterluv) addressed to the adopter. 
Attach the non-POMDR Rabies Certificate or other proof of rabies.


24. Make sure the adopter’s email address is filled in at the bottom of the 
list of materials in Shelterluv. Hit Complete and then OK at the 
“Transaction completed” screen. Don’t forget to collect the check or 
cash if they didn’t pay by credit card!


25. If you prepared an email in step 23, send it now.


Note: Once a Shelterluv adoption process has started, an entry will appear 
on the Shopping Cart Manager page representing this adoption. This will 
remain until the adoption process is completed. If something gets messed 
up in the process and you want to start over, or abandon the adoption 
altogether, this is the place to do it. The Shopping Cart Manager page will 
usually show up near the end of the adoption process, but in case it 
doesn’t or you close it and then want to re-open it, you can always bring it 
up by following the instructions in step 17 above. 

Note: When marking a dog adopted that is being adopted by the foster, 
it’s useful to start by making the dog’s status In foster to adopt. This will 
prevent the dog’s info from appearing on websites of other rescue groups. 
Then go to the foster’s page and follow all the steps above. 


Note: We have a volunteer who will set the follow-up call in LGL.


Note: Shelterluv’s help center has a good page that goes into more detail 
about some aspects of processing adoptions. You can find it here: https://
help.shelterluv.com/hc/en-us/articles/115002871448-How-do-I-process-
adoptions-and-other-transactions- 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How to transfer a dog to another organization 

1. Mouse over (or tap on a mobile device) the big + sign in the header


2. Click Transfer in the OUT column


3. Find the appropriate organization in the list and click the blue Add 
button.


4. Choose New Transfer To

5. A page listing all current POMDR dogs will appear. Find the 

appropriate dog and click the green Transfer Out button.
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How to mark a dog as Deceased 

Only Carie or a vet staff member should do this.


1. Go to the dog’s record.

2. Click the Medical tab.

3. Click the blue Mark Medical Outcome button.


4. Choose either Unassisted Death in Custody or Euthanasia 

￼  of ￼99 131



5. An Outcome form appears. Fill in the Date of Death.  

6. The Memo type is auto-filled to Deceased. In the Memo section, add 
any relevant info.


7. Click the blue Save button. 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Overview: Tracking & invoicing medical care for non-
foster animals 
Most of the animals receiving medical care via POMDR are foster dogs. 
POMDR covers the medical costs for foster dogs, so in those cases there 
is no need for an invoicing process. This section is an overview for how 
medical care is tracked and invoiced in Shelterluv for other animals, the 
ones that are not POMDR foster dogs. Animals in this category include:

• Helping Paw client dogs and cats

• Staff/Board dogs and cats

• Dogs and cats from AFRP or other partnering organizations

• Adopted dogs whose medical care has been sponsored or is being paid 

by the adopter

• Community Care dogs and cats

• Animals whose medical care is being handled by POMDR because they 

were injured by a POMDR dog


There are four aspects of tracking and invoicing medical care for these 
animals:

1.	Creating a Shelterluv record for the animal (and owner if necessary).


This is only done once for each animal. If the animal does not have a 
Shelterluv record, follow the steps in the section called “How to add a 
non-POMDR animal to Shelterluv (for medical care)”. If you’re not 
sure whether the animal in question is in Shelterluv yet, first follow the 
steps in the section of this document called “How to find a dog’s 
record” (even in the cases where the animal in question is not a dog).


2.	Specifying the non-POMDR animal’s category

	 This is only done once for each animal. Typically you would do it just 

after creating a Shelterluv record for the animal. But in some cases the 
animal is already in Shelterluv, but this step hasn’t been done yet, in 
which case you need to do it now. The steps are in the section of this 
document called “How to specify the category for a non-POMDR 
animal”.
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3.	Adding medical info to the animal’s Shelterluv record.

If POMDR has access to old vet records, those records can be added 
to Shelterluv any time after the animal’s Shelterluv has been created. 
Also, when an animal is treated at the POMDR Boand Vet Clinic, the 
vets there will update Shelterluv with info about procedures and 
medications. This is handled for non-foster animals in exactly the same 
way as it is for POMDR foster dogs.


4.	Processing payments for medical care. 

This is covered by the section of this document called “How to 
process medical care payments”. 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How to add a non-POMDR animal to Shelterluv (for 
medical care) 
See the section called “Overview: Tracking & invoicing medical care for 
non-foster animals” for information about when to use these steps.

1. Obtain this information about the animal:

• Name (note that the animal’s name will be entered a special way, 

described below in step 6A.)

• Breed

• Color

• Gender

• Weight

• Age/birthdate

• Altered or not


2. The animal might be coming from a person (e.g., a Helping Paw client 
or volunteer), or it might be coming from a partner organization. If it is 
coming from a person, go on to step 3. If it is coming from a partner 
organization, skip to step 8 below.


3. Find the record for the animal’s owner, or create one if the animal’s 
owner is not already in Shelterluv (following the steps in the section 
“How to add a person”).


4. Click the Animals tab.

5. Click the blue Add Animal button near the top. Choose Service Intake 

from the menu that appears.

6. The following text will appear above the list of animals (if any): “Select 

the animal for the service intake. Don't see the correct animal? Click 
here to create a new one and complete the intake.” Since these steps 
are for the case where the animal isn’t already in the system, you will 
always have to click the word “here”. Do that now.


7. Now skip to step 10 below.

8. Find the partner organization in the list of partner organizations. You 

can find this list by clicking on the big word Shelterluv at the top left of 
the screen, then clicking on the PARTNERS tab.


9. There are two choices for how to start creating the new animal. In the 
list of partners, you can click the blue Add button on the right side of 
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the row, and then choose New Service In. Or, you can click on the 
partner’s name to go their record, then click on the SERVICE IN tab, 
then click the green New Service In button. (Note that in this case you 
will see a list of all the service intakes that have ever occurred from this 
partner.)


10. A new window or tab will open containing the Service Intake form. Fill 
the form out, as follows:


A. For Intake Sub-type select Medical Care

B. For Intake Date put the current date, even if the actual medical care 

will be later. Shelterluv won’t let you put a future date here, but 
when the actual medical care occurs the correct date can be 
supplied.


C. Leave Condition at Intake alone; it’s not required and not helpful 
here.


D. For Intake Into select Shelter

E. You can leave Intake Notes empty.

F. For Location select Boand Clinic and then on the next line (which 

will appear only after you select Boand Clinic) select Suite or Wall 
Kennel / Wire Crate, whichever is appropriate for this dog. Note 
that the animal is not actually going to this location yet; the location 
won’t be put in the animal’s record until the actual intake when the 
medical care is about to occur.


G. For Current Status select Pre-Intake Helping Paw (for Helping 
Paw animals), Pre-Intake Staff/Board (for POMDR Staff/Board 
animals), Pre-Intake Community Care (for Community Care 
animals), or Pre-Intake non POMDR (for any other cases).


H. Fill out the rest of the form with the animal’s info (from step 1) as 
you would for any other type of intake, except that we handle the 
name specially here: For Staff/Board, Community Care or Helping 
Paw animals, enter the animal’s name with the guardian’s last name, 
e.g. “Zeta Rua” or “Dulce Fernandez”. For partner organization 
animals, enter the animal’s name with the organization name as if it 
were the animal’s last name, e.g. “Sabrina GoCat” or “Juliette 
AFRP”. 


I. Click the Finish button at the bottom of the long form.
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You have now completed the “Pre-intake”. The animal’s record is now 
available so you can add vet info, etc. This is kind of a weird one-time 
state that lasts until you click the green Complete Intake button when it is 
actually time to process the medical treatment. Until then, the location will 
show as “N/A”, which is strange but you can ignore it.

If you do click Complete Intake before the medical treatment is being 
processed, the animal will appear on the “home page” list of POMDR 
dogs, which is confusing so we want to avoid that. If this happens, follow 
the steps in the section below called “Oops, I accidentally did an Intake 
instead of a Pre-intake!”.

The next step is to make a pop-up memo for the non-POMDR animal’s 
category. See the next section in this document, called “How to specify 
the category for a non-POMDR animal” 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How to specify the category for a non-POMDR animal 
See the section called “Overview: Tracking & invoicing medical care for 
non-foster animals” for information about when to use these steps.

1. Go to the animal’s profile page

2. Click the Memo tab

3. From the Type menu, choose Pop-up 

4. Now type in the category of non-POMDR animal, one of the following 
(ideally you would pick these from a list but Shelterluv doesn’t provide 
a way to do that):


• Helping Paw - Needs Charges

• Sponsored Care - Needs Charges

• Staff/Board - Needs Charges

• Community Care - Needs Charges

• Partner Organization - Needs Charges


5. Click Post to finish creating the pop-up memo. 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How to process medical care payments/completion 

See the section called “Overview: Tracking & invoicing medical care for 
non-foster animals” for information about when to use these steps.


Note that we do not use Shelterluv’s medical care payment process for 
sponsored dogs that are currently in foster care (because we can’t figure 
out a way to do that; otherwise we would). Carie handles these cases 
separately.


1. In order to process medical care for any animal, that animal has to be 
in Shelterluv. Follow the steps above in the section called “How to add 
a non-POMDR animal to Shelterluv (for medical care)” to make sure 
the animal is in Shelterluv.


2. Go to the Shelterluv record for the animal in question.

3. Look to see if there’s a green Complete Intake button to the right of 

the green Edit Record button.


4. If there is no green Complete Intake button, and the medical care is 
for an animal that was injured by a POMDR dog, there’s nothing more 
to do for the medical payment processing, since we don’t charge 
anyone for that case. You’re done with these steps, skip the rest of 
this section. Otherwise go on to step 5.


5. If there is no green Complete Intake button, skip to step 8 below. 
6. If there is a green Complete Intake button, the animal currently has a 

“Pre-Intake” status, and you should press the button. 
7. A form named Complete Your Intake will appear. Fill it out as follows:


A. For Intake Date enter the current date. (If you click in the field 
before typing, the current date should appear; otherwise you can 
click on the calendar icon and then the current day.) 


B. For Location pick Boand Clinic 
C. A new field will appear after Location. Pick Suite or Wall Kennel / 

Wire Crate, whichever is appropriate for this dog..
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D. Pick the appropriate New Status as follows:

• If this is a Staff/Board pet, pick Service Staff/Board

• If this is a Community Care pet, pick Service Community Care

• If this is a Helping Paw pet, pick Service Helping Paw

• If this is an adopted dog whose medical care is sponsored, pick 

Service Sponsored Adoption

• If this is any other non-POMDR animal, such as an animal from 

AFRP or another partnering organization, or a dog that is being 
treated for injuries caused by a POMDR dog, pick Service non 
POMDR


E. Click Complete
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8. In the animal’s record, click the History tab and then click Caretakers. 
This will show the person or partner organization associated with the 
most recent Service In. If the caretaker was a person, continue on to 
step 8. If the caretaker was a partner organization, you’re done with 
this section, and you need to start with the steps in the section 
called How to finish processing medical care for an animal in a 
partner organization. The next screenshot shows an example like 
this, where the animal’s previous caretaker was a partner organization:

￼ 

9. You are now in the case where the animal will be returned to a person 

(not to a partner organization). Click on the person’s name in the list of 
caretakers to go that person’s record.


10. On the person’s record, click the Animals tab. A list of animal 
interactions associated with that person will appear, ordered from most 
recent to longest ago. Often there will be multiple lines with the same 
animal.


11. Click the green Select button for the animal in question. (Only the most 
recent interaction with this animal will include the Select button.)
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12. Select Service Intake. A form named Intake - Service will appear. 

13. Some parts of the form should be filled in already. Finish filling it out as 

follows:

A. For Intake Sub-type pick Medical Care

B. For Intake Date enter the current date. (If you click in the field 

before typing, the current date should appear; otherwise you can 
click on the calendar icon and then the current day.) 


C. You can ignore Condition at Intake

D. For Intake Into pick Shelter (should be automatically chosen).

E. You can ignore Intake Notes

F. For Location pick Boand Clinic

G. A new field will appear after Location. Pick Suite or Wall Kennel / 

Wire Crate, whichever is appropriate for this dog

H. Pick the appropriate Current Status as follows:


• If this is a Staff/Board pet, pick Service Staff/Board

• If this is a Community Care pet, pick Service Community Care

• If this is a Helping Paw pet, pick Service Helping Paw

• If this is an adopted dog whose medical care is sponsored, pick 

Service Sponsored Adoption

• If this is an animal from a partnering organization, or an animal that 

is being treated for injuries caused by a POMDR dog, pick Service 
non POMDR


I. Scroll down to the bottom and click Finish.

J. If any required Biological Information is missing, you will be 

prompted to fill it in. Do so and click Finish again.

14. A small dialog box will appear with a confusing title, as shown below. 

Click Go to Person Record.
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15. In the Animals tab on the person record, click the green Service Out 
button:


16. Click Clinic Discharge. This will replace the green Service Out button 
with a gray Complete Outcome button. Click that button.


17. A small dialog box will appear called Outcome Memo. Text you enter 
here will be recorded in the animal’s list of memos. It is helpful to enter 
a brief phrase describing the animal’s vet visit, such as “Dental” or 
“Fixed broken leg”. Type appropriate text and click Save.


18. You’ll now be at a page that lists all available services and medications 
and their prices. For each medication or service that the animal 
received, click the green Add to Cart button. There are three prices to 
choose from for each item (POMDR Discount, Courtesy Discount, 
Community Discount). For Staff/Board and Helping Paw pets, choose 
the items that end with “POMDR Discount”. For partner organizations 
and sponsored care pets, choose the items that end with “Courtesy 
Discount”. For any Community Care pets (POMDR Alumni, their 
siblings or volunteers’ pets), choose the items that end with 
“Community Discount.” After you click the Add to Cart button, it will 
change to a gray Checkout button. If the animal received more than 
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one instance of a particular medication or service, just click Add to 
Cart once — you will be able to specify quantity later. If you 
accidentally add a wrong item, don’t worry now, you will be able to 
remove it later.


19. When you have added all of the medications and services to the cart, 
you’re ready to go to the Shopping Cart page. If there are any gray 
Checkout buttons visible (they all act the same), you can click one of 
those. Otherwise, click on the shopping cart icon and then click 
Current Cart, as shown here:


20. Now you’re at the Shopping Cart page. From here you can remove 
anything that you accidentally added in step 11. Also, you can change 
the quantity of anything that the animal received more than once.


21. If the animal was injured by a POMDR dog, then we don’t charge 
anything, but we still have to go through this process once to get the 
injured animal into the system. In that case, For each line item in the 
Products section of the shopping cart, note the price and put that 
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same price in the Special Discount column. This will zero out all the 
charges.


22. If you are preparing an invoice that will be paid through Shelterpay, 
skip to step 35. Otherwise, you are creating an invoice that will be 
handled through a journal entry, and continue to step 22.


23. When everything looks right, click the Continue With Payment button. 
Do this even if you’re not actually taking payment now, so you can 
create a receipt/invoice. Also do this even if the total charge (due to 
special discounts) is zero, just as part of finishing the checkout 
process.


￼ 	 

24. An Add Donation window will appear. Just click the blue OK button to 

move on. 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25. A Select Checkout Method window will appear. Click the Use 
separate card reader/cash/check option, then click Continue.

￼ 

26. A window will open that asks if you’re sure you’d like to use another 

method for payment, click I understand and still decline to use 
ShelterPay. 


￼ 
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27. A Checkout Options window will appear. Click the blue Complete 
(Paper) button.


28. The Checkout screen will appear, which lists all the sub-transactions 
and shows the total due. If for some reason you want to create an 
invoice without accepting payment at this time, you could print this 
page, because this is the only place that lists all the charges and 
includes a total. You would print this page as you would print any web 
browser page (Print… from the File menu, or Command-P).


29. Beneath the Payment banner click Choose Payment Options  
30. Select Cash from the list that appears 
31. A Cash Information window will appear. Enter the total amount paid 

(which should be the same as the total amount due) in the top field and 
click the blue Continue button. 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32. This will leave you back at the Checkout screen again, now showing a 
balance of $0.00. Click the blue Complete Transaction button


33. An Add Memos window will appear. Text you enter here will be visible 
later in the Purchases tab for the person’s record. Enter the animal’s 
name with a word or three about what was done, for instance “Hershey 
dental”. Then click the blue Continue button. 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34. Up comes a form called Choose materials to provide to adopter. 
Check print to the right of Receipt and uncheck all the other boxes. 
Then click the blue Complete button.

￼ 

35. A new window or tab will open showing the purchase receipt. You 

must then print this page as you would print any web browser page 
(Print… from the File menu, or Command-P). 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36. In the original window/tab (not the extra one from step 34), a 
Transaction completed! message will appear. Just click OK. You are 
done now.


37. If you got here, the invoice will be paid with Shelterpay. When 
everything looks right, click the blue Pay With Shelterpay button. 


	 ￼ 

38. This brings up an Add Donation screen, which we ignore. Just leave 

the fields blank and click OK.


	 ￼ 
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39. Next is the Select Checkout Method screen. The person’s cell 
number should already be filled in. If it is not, you can add the cell 
number. You must start it with “+1”. If you don’t, a message will tell you 
to do so. (If you had to add the cell number, that means the person’s 
contact info is missing in Shelterluv. When you are done with this 
transaction go to their Shelterluv record and fill in the address, email, 
and cell phone number or else their pet’s microchip won’t be registered 
properly.)


￼ 


40. Click the blue Text Link button. Once you have clicked Text Link, 
you’re done with initiating the payment process.
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41. You can also copy a payment link which can be emailed to the client 
by choosing the Copy Link option.

￼ 

42. This will generate a link that you can paste into an email or text 

message:


￼  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43. When they have finished their part of the payment process, a little 
notification will appear saying “so-and-so has finished checkout” and 
providing a link to the Shopping Cart Manager, which you should click. 
You can also manually check the status at any time by choosing 
Shopping Cart Manager from the menu that appears under the cart 
icon near the top right of the screen.


	 	 ￼ 

44. In the Shopping Cart Manager screen, all of the underway Shelterpay 

transactions that you have initiated will appear in a list. When the client 
has finished their part, a Complete Transaction link will appear in the 
Action column for that transaction. Click the Complete Transaction 
link.


	 ￼ 

45. Next you’ll see an Add Memos screen. We don’t usually add anything 

here, so click Continue. 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46. Next you will see a screen called “Choose materials to provide to 
adopter” (never mind that this isn’t about an adoption). Uncheck 
everything except the Print checkbox on the far right of the Receipt 
row, then click the blue Complete button.


	 	 ￼ 

47. The receipt will now appear in a new window or tab. You can click the 

Share icon (box with upward-pointing arrow) and email it to the 
person. Include the dog’s name in the email subject, like “Receipt for 
Snuffly’s vet care”. (We don’t use Shelterluv’s built-in email mechanism 
because they mention adoption, which this isn’t.) Now the transaction 
is complete.


	 	 ￼  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How to finish processing medical care for an animal in 
a partner organization 

These steps are used only when you’ve reached step 8 in the previous 
section (How to process medical care payments/completion), and you 
saw in the list of previous caretakers that this animal came from a partner 
organization rather than from an individual. Here’s a repeat of the 
screenshot from where we were at step 8:

￼ 


1. Click on the name of the partner organization in the Caretaker list to go 
to that organization’s record.


2. Click on the SERVICE OUT tab.

￼ 

3. Click the green New Service Out+ button.
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4. A list of animals appears. Find the animal in question, using the Search 
field if necessary.

￼ 

5. Click the green Service Out button on the right side of the row for that 

animal.

6. The Service Out window appears. For Outcome Sub-type, choose 

Clinic Discharge (which might be the only choice). For Transfer Point 
of Contact, choose whatever name appears in the list.


	 	 ￼ 

7. Click the blue Save button. Where the green Service Out button was, 

it should now say “success”. (The Status at this point might still say 
“Service non POMDR”, but that is just a bug in the display. If you 
refresh the window or navigate to the dog some other way, you will see 
that the status is now really “Service Out”.)

￼ 

8. Note that there was no opportunity to process a payment in these 

steps. This is because Shelterluv doesn’t currently have direct support 

￼  of ￼124 131



for payment from a partner organization. If you’re not charging the 
partner organization, then you are done. If you do need to charge 
the partner organization, you have to now follow the workaround 
suggested by Shelterluv. The next few steps tell you how to do this 
workaround. Shelterluv’s description of the workaround is here: https://
help.shelterluv.com/hc/en-us/articles/360056963711-How-do-I-create-
a-transaction-for-a-Partner-organization-


9. First, there must be a Person record that represents the partner 
organization. Note that this is not the same as the existing Partner 
record which you used in step 1 (etc) above. If these steps have been 
followed before for this partner organization, then this Person record 
should already exist, otherwise you have to create it. The name of this 
Person record should be the exact name of the Partner record as the 
first name, and “(Partner)” as the last name. For example, “Hitchcock 
Road Animal Shelter (Partner)”. So find or create this Person record 
now.


10. Navigate to the Purchases tab of the Person record that you found or 
created in step 9.

￼ 

11. Click the blue New Purchase button.

12. Now finish up the same way you would if you were charging an 

individual for medical treatments, as described in the section titled 
How to process medical care payments/completion starting at step 
18. 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Oops, I accidentally did an Intake instead of a Pre-
intake! 

The section above called “How to add a non-POMDR animal to 
Shelterluv (for medical care)” gives steps for telling Shelterluv about an 
animal that is going to receive medical care in the future. The intention is 
that the animal is left in a “Pre-Intake” state, so that additional info about 
the animal can be added to its record, but it is not listed with animals that 
are actually currently in POMDR’s care.


But sometimes those steps aren’t followed quite right, and you end up 
doing a Service Intake instead of a Pre-Intake. If this happens, the animal 
will be listed along with animals in POMDR’s care, with one of the 
“Service” statuses:




This section lists the steps to recover from this. In short, you do a Service 
Out, and just Cancel/Next through all the screens.
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1. Go to the page for the person whose animal this is. One way to do this 
is to click on the animal’s name in the list shown above, then click on 
History, then click on Status (if necessary), then click on the link to the 
Associated Person’s name.


2. Click the Animals tab.


3. Click the green Service Out button on the line for the animal in 
question.
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4. Choose Clinic Discharge. The Service Out button will become a 
Complete Outcome button.


5. Click the Complete Outcome button. An Outcome Memo dialog will 
appear.  

6. Click Cancel (or Save, it doesn’t matter). You’ll see a list of possible 
charges.


7. Click No Charges.
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8. An Add Donation dialog will appear. Click OK (or click the X in the 
upper right corner, it doesn’t matter which).


9. Click Complete Transaction.


10. An Add Memos button will appear. Click Continue.

11. A Choose materials to provide to adopter dialog will appear. Click 

Complete.


12. A Transaction completed! dialog will appear. Click OK. This will leave 
you at a screen about the non-transaction that just didn’t occur, but no 
worries, you are now done. The animal is in the system as Healthy in 
Home, and later you can do a Service Intake at the appropriate time. 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How to see current prescriptions for a dog 

All medications that POMDR’s vets prescribe are recorded in Shelterluv in 
a standardized way. (Note that this isn’t true for medications prescribed 
outside of the POMDR Boand Clinic.) Follow these steps to see them:


1. Go to the dog’s record (follow the steps from “How to find a dog’s 
record” if necessary).


2. Click the Medical tab.


3. Click the Treatments tab.


A list of all currently prescribed medications will appear. 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How to find past records of medical care payments 

Medical care payments for Staff/Board/Volunteers animals, Helping Paw 
animals, sponsored animals, etc. are normally dealt with by following the 
steps in the section called How to process medical care payments. But 
occasionally you might want to go back and see this payment info later on. 
Here are the steps to do that.


1. Go to the record of the person who made the payment (e.g., the staff 
member or the Helping Paw client).


2. Click the Purchases tab. The list of past payments will appear here.
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