Pe
PetExec’s Owner Portal/Mobile App - Setup Guide

This document gives step by step instructions on how to setup the owner
portal/mobile app. This set up needs to be completed whether you are
using the owner portal or the mobile app or both.

If you are currently using the Owner Portal then your business is ready to
use the Mobile App.

If you are not using the Owner Portal and want to launch either the portal
or the mobile app then we recommend completing these steps for both.
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Identifying the products and services for the owner portal/mobile app

PetExec has the ability to show only selected products and services. So, first we need
to figure out which Products and Services should be shown to owners.

1. From your main menu, select Products & Services - Maintain Products or
Services

2. Search for the items you wish to mark and simply check the Show to owner box

Maintain Products or Services @

Search for Product / Service

Search Criteria Search

There were 68 services found matching ™. Results are shown 50 at a time.

Search Results

1 2 next

Show

- to Boarding
Service Name Type SKU Sort Order Price Qty On-Hand Taxed? Owner Add-On
Edit Delete | 1 mile hike - w/ package Dog Walks | 1 | | 10.00 | | 0 | No IZ/
Edit peiete | 112 Day Daycare Daycare | 2 | | 2000 | | 0 | No IZ/
Edit Delete lg::ys - Happy Dog Suite Med - 2 Ezic;gg | 1 | | 450,00 | | 0 | No I:/
i 10 Full Day - Daycare Package Daycare 0 0 0 No [ ]
Edit Delete Pchoges | | | 180.01 | | | J
i 10 Half Day - Daycare Package Daycare 50.00 0 No ]
Edit Delete FC | 1 | | 150.01 | | | I_/
Edit Delste 2 week boot camp Boarding | % | | 5000 | | q | No I:/
e PR e P S ey R TS S _everrr g P
Notes:

e |[f you are adding or modifying individual items, the Show to Owner checkbox
corresponds to the “Make Available to Owners2” checkbox. When checked,
the item will be visible in the owner portal/mobile app. When unchecked, the
item will not be visible in the owner portal/mobile app.

Make Available to Owners = Show to Owner

e The Boarding Add-on section will show all items marked as Show to Owner,
except service type = boarding and/or daycare. For example, a grooming
item marked as “Make Available to Owners” will be available for grooming
appointment requests and for boarding add-on as well.
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Application Preference Settings for Owner Portal/Mobile App

It is important to decide what functionality your owners will be given access to. The
relevant application preferences can be found by going to the main menu >
Company Preferences - Application Preferences - Owner Portal Category. There are
a lot of options, so be sure to review the options and choose the settings that best fit
your business. Some of the preferences will add/remove buttons from the owner
portal/app. Others will prevent owners from scheduling if certain criteria are not met.
Application preference settings here will affect both the owner portal and mobile

app.

Maintain Preferences @

Category Filter
‘Owner Portal v |
Category Preference Status Values

Owner Show Menu Options on Owner Dashboard J

Portal When selected, will show available menu options as buttons on the owner's Dashboard

Owner Disable Scheduling if No Temperament Test

Portal Only allows scheduling of pets for Daycare and Boarding that have the "Passed Temp Test?" checkbox selected

Owner Disable Owner Scheduling if Vaccinations are Expired

Portal When selected, owners will not be allowed to schedule Daycare or Boarding if any of the REQUIRED vaccinations
are set to expire on or before the scheduled date(s).

Owner Future Dates Only

Portal When selected, will not allow the owner to schedule boarding, daycare, grooming or scheduled services until the Hours M
selected duration has passed.

Owner Enable Boarding Schedule For Owners W .

Portal Enables / Disables Boarding option that allows owners to schedule or request their own boardings based on the Schedule Boarding M
selection to the right.
Option A - Displays Boarding Requirements and # Rooms Regquired
Option B - Displays Boarding Services table (Service, Qty/Day, # Pets, # Rooms) Option A N

Owner Require a Boarding Deposit

Portal

When selected, an owner scheduled Boarding will have a "Pending Deposit” status until owner applies a Boarding 50
Deposit or the Admin marks it as Active. This preference is only in effect if the "Schedule Boarding” option above Percenta v

is selected. Select the type (dollar or percentage) and enter the required amount.

A i B I e i I e el o B P g

Owner

Furce Uwners to Sign Contract #2

Back to table of contents

Portal When selected, will add a note to the Dashboard if the owner did not sign Contract #2 and redirect owners to sign
the contract on registration
Owner Force Owners to Sign Contract #3
Portal When selected, will add a note to the Dashboard if the owner did not sign Contract #3 and redirect owners to sign
the contract on registration
Owner Show Paw Points
Portal When selected, will show accumulated Paw Points in the Modify Owner screen
Update Preferences
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Customized Messaging for the Owner Portal

PetExec allows you to customize your owner portal with messages, instructions,
and/or owner notes. (These message options are currently not available in the
mobile app).

a. Owner message — design your own by going to your main menu - Company

Version 3

Preferences - Maintain Company Info> Owner Message
The owner message is a general message for all owners to see when they log
into the owner portal.

PetExec Training Hello Susie Jones!
Today is: 01/11/2019 Log Out

Welcome Packmates!
This message can be customized to fit your business's style.

Use this space to provide customized messaging to your Pet Owners/Clients. For example, business hours, contact information, business policies or important announcements. You can include
images or alogo as well

This information can be updated in Company Preferences-->Maintain Company Information-->Owner Message

Owner
Message.
Images can
also be
included .

Your Company

DOG DAYCARE

. Owner Instructions for each module: You can add detailed instructions so

that owners know your policies/expectations when they schedule/request an
appointment. Add instructions, details regarding add-ons,
cancellations/deposits/sign-in/pick-up/scheduling policies, and/or any
messages/instructions— design your own for each module by going to your
main menu > Company Preferences - Maintain Company Info>Owner
instructions for each module are at the bottom of the page. Here is an
example of the Owner Boarding Instructions.

Back to table of contents
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Request a Boarding @

Please select the appropriate "Boarding Requirement” for your pet. Feel free to choose from our Boarding Add-Ons to customize your pet's stay and make them feel right at

home! Add any notes so that we are sure to provide the serles just like you would at home.

By entering this reservation you are "requesting” a boarding. We will centact you to confirm your pet's boarding stay!

Ny

Select t

Reagan (Boxer)

Roxy (Mixed Breed)

he Pets

Owner Boarding

4]

Select Appointment Details

Date (mm/ddyyyy) HEnd Date (mm/dd/yyyy)

- |/ul’ R W P

NP ey =sus N [ e

c. There are instruction fields for each of the modules: boarding, daycare,
grooming, group training and scheduled services. These instruction fields are
displayed in the owner portal at the top of the request/schedule screen for
each service type. These messages (with the exception of group training)

are only displayed in the owner portal, not the app.

d. Owner specific notes — Add custom messages for owners to see when they
login to the owner portal. Unlike the owner message above, which is
general message to all your owners, these owner notes, are added to the

owner's record in PetExec and are owner specific.

e The note can be added by going to the owner menu->Owner notes

Owner

= Jones, Susie

Version 3
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555 South Drive

City, VA 99999

Cell: 719-555-1212 0
33-444-5555 [
Work: 999-999-9999
Email: 2 Emal
Emergency Contact: Joy /
838-999-7777

eneral Contract
Boarding Agreement
Read-Only Notes
Advisory: Frequent
Cancellations
Last SMS Sent:
10/16/2018 06:00 AM

M Map it!

Modify Owner

Owner Pre-Payment

Owner Purchase
HW‘

Future Services

Owner Credit Cards

Owner Custom Pricing

Owner Notes

Add a Pet

Email History

Recurring Billing

SMS History

1/14/19
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e Add the note and click on the Show Note to Owner box. Images can

be added as well by clicking on the insert/edit image button.
Owner Notes for Susie Jones @

Note Details
Note
Edit Insert View Format Table Tools
B UEEZEEIE-E

= Formats

00 %

=il

& 2 | Verdana 11pt A

Roxy and Reagan are having a great time, enjoy your vacation and we will see you when you get home!

20 WORDS

Show Note to Owner Update Note
@

e This is what this note will look like when the owner logs in to the portal.
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PetExec Training Hello Susie
Today is: 01/1172019

Welcome Packmates!
This message can be customized to fil your business's style.

Use this space to provide customized messaging to your Pet Owners/Chents. For exampie, business hours, contact information, business pokcies or important announcements. You can include
images or a logo as well

This information can be updated in Company P W Company Infor

Messago

Your Company

DOG DAYCARE

Personal Notes from PetExec Training
o '

Owner specific
note added to the
owner record and

selected "show to
owner".

PetExec Training Menu Options

Account Details Services Packag

chages
& Personal Info »o Request a Boarding Time % Boarding Package History
W Petinfo = Modify Boarding Time & Daycare Package History

e i
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Login Credentials for Owner Portal/App

Owners must have an owner record in your PetExec system with a username and
password to be able to login to either the Owner Portal or App.

Option1: Owner is in your system, but needs login credentials.

If the owner has a record in your PetExec system you simply assign a username and
password on the modify owner page:

Owner Information
Active Owner Advisory First Name # Last Name %
|
Freguent Cancellations v Susie Jones
Highlight Color Text Color for Highlight Username
Password Password (Again)
Password (if needed) Password (if needed)
Additional Owners
Address ¥ Address 2

We recommend using their email address as their username. Once credentials have
been created, an owner can use the reset password function to create their own
password and login to the owner portal. Click for details on the password reset
function.

Option 2: Create login credentials for all your owners, and communicate in mass with
all your customers.

If you want to create login credentials for ALL the owners in your system, Tech support
can do that for you. Contact us at techsupport@petexec.net, it takes just a few
minutes. Our team will generate usernames for all owners in your system with a unique,
valid email address; this email address will be set as their username. They will be
assigned a system generated password. Passwords are never displayed in the owner
record for security reasons.

You can then generate an email blast to all your owners/clients announcing the
launch of the Owner Portal/App. Provide them the link to the login page
(https://secure.petexec.net/login.php) and advise then that their username is the
email address. Instruct your owners to complete the “Forgot Password?2” steps to reset
their password, and they will be able to login.
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http://docs2.petexec.net/content/pdfs/PetExec_password_reset.pdf
http://docs2.petexec.net/content/pdfs/PetExec_password_reset.pdf
mailto:techsupport@petexec.net
https://secure.petexec.net/login.php

Option 3: Login credentials for new Clients who are not currently set up in your PetExec

system:

If the owner record has not been created in your system, you can add owners yourself
or Owners can create their own by using your company’s unique link located in
Company Preferences - Application Preferences - Miscellaneous category.

)

Maintain Preferences @

Category

Miscellaneous

Category

Preference

Filter

Status Values

Miscellaneous

Miscellaneous

Look & Feel Template

Date Format for Date Picker and Date Fiel

Your unique URL will Peacock
be displayed here:

mm/dd/yyyy
Miscellaneous Add New Owner URL
Use this URL to add to your website if you want to allow your customers to fill in their own
information.
Miscellaneous Enable Occupancy Restrictions ’
et s When selead. 4" inbance peLOcCUna™«imiis wille gnforged basgié op the getailghe. s, > _,f / it A | e

The Web Developer's Guide will give you or your web developer the steps on how to

add this URL to your website.

An email is automatically sent to the Company Email address located in Main Manu->
Company Preferences - Maintain Company Info to notify that a new owner has

registered.

Sample Email: Customer

From: PetExec Administration <no-reply@petexec net=
Date: Thu, Nov 1, 2018 at 7:58 PM

Subject: New Customer

To: PetExec Administration <techsupport@petexac net=

name and their email
address are displayed. bob vila/

Version 3
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The Following customer added themselves to the PetExec system:
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http://docs2.petexec.net/content/pdfs/WebDevelopersGuide300.pdf

Notes:

e Usernames must be unique and are case sensitive. We recommend using an
email address.

e The username and password will allow your owners to login to the owner
portal as well as the mobile App.

e Resetting passwords is easy! Click on the Reset Password button right on the
login window (https://secure.petexec.net/login.php). Click for details on the
Forgot Password function.

Confirm your settings

Now you're ready to take a test drive in the owner portal and/or mobile app! It is
important to confirm your setup, so take it for a test drive before you let your owners in.
You also want to train your employees and owners, so this step is critical.

1. Create a test owner. (This can be done either with the unique link or by creating it
with your employee account. Choose whatever method you plan to use or better
yet, test both by creating 2 test owners, one via each method.)

2. Login as the test owner. (Remember everyone uses the same link to login:
https://secure.petexec.net/login.php)

3. Test all the functionality you enabled, try requesting/scheduling an appointment for
each of the service types you have created. (Yes, all of itl You want to be
confident in how it works.)

4. Be sure to follow up by confirming from an employee login. Can you see the
appointmentse Where do you approve requestse Etc

Here's a fip: Login as a PetExec employee/administrator from one browser (i.e.
Chrome). Login as a pet owner/client form a different browser (i.e. Firefox). Using two
different browsers, you can be logged in as both at the same time. Make changes on
the admin side, and refresh the owner side to see those changes.

Consider Business Processes

We know everyone's business is unique and now that you have configured and
tested, you are ready to create business processes to help you incorporate this piece
into your everyday work flow.

For example if you have your application preferences set to “request” services, how
will you manage those requests?

Back to table of contents

http://www.petexec.net/ Copyright 2016 PetExec, Inc. All Rights Reserved



https://secure.petexec.net/login.php
http://docs2.petexec.net/content/pdfs/PetExec_password_reset.pdf
https://secure.petexec.net/login.php

Want help? Our Golden Paw Coaching program can help guide you, so if you have
questions or need addifional assistance; give us a bark, we'd be happy to help! For
more information, visit Golden Paw Coaching or call us at 888.738.3935 ext. 3.
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