
Memos and Files for ACOs 

Memos: 

1. Search for your person by putting their name or address in the search bar and press enter.  
Then, choose the person tab and click on the ID for the correct person.  

 

 

2. In the person's profile, click on the MEMO/FILES TAB to view any memos or files in the 
profile.  Click on the small arrow next to a memo to expand to see the full memo.  

 
 
 
 
 
 
 
 
 
 
 
 

3. To add a memo,  click the green + icon next to Memos. This will open a pop-up (tip: make 
sure your pop-ups are not blocked!).    



 
 

4. Choose the type of memo you wish to enter.  For ACOs these are almost always general 
person notes.  

 
 
 

5. Then choose your subtype. A “Pop-up Alert” will pop up and require acknowledgment by 
every user who opens a person's profile.  



 
 

6. Enter your memo and click SAVE.   

 
 
This is how pop-up memos appear when you open the person’s profile 



 
 

Dog Memos follow the same series of steps, just under the dog’s profile.   

 

FILES:  

Viewing a File:  

1. To VIEW a file in a dog or person’s record,  Click on the download icon at the right side of the 
screen in the row of your desired document.    

 

2. This will DOWNLOAD the document to your computer.  To view it you must click on the 
Download to open it.  

 



 

To UPLOAD a file:   

1. You can upload .pdf, .doc, .docx, .jpg and a few others.  If your file won’t upload, it may be 
too big OR the file name has a disallowed character in it. Avoid non-letter and non-number 
characters in your file’s name.  
 

2. Click on the green + icon next to FILES, to get a pop-up which allows upload of your 
document 

 
 

3. Name your document clearly, so that other users will know what it is.   Choose your Type 
and Subtype.  Then click on Select Files, choose your file and click UPLOAD.  

 
 

4. Once you’ve clicked UPLOAD, the pop-up will disappear and the document will then appear 
under FILES in the person (or animal) record.  

 


