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Empowering pet sitters with technology
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THIS DOCUMENT AND THE RELATED SOFTWARE IS PROPRIETARY AND
CONFIDENTIAL AND IS FOR THE SOLE USE OF FLOOFINS & CO.'S
EMPLOYEES AND ICS

*IMPORTANT NOTE: Whenever you make changes to anything in this software, you
must SAVE it. The SAVE button is at the top and bottom of the screen.
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Log-In

Your login username and password will be assigned to you by your employer. You are free to
change your username and password — please change your password promptly to ensure your
information is kept confidential. Be sure to check the box next to Check if Staff after
inputting your username and password. Then click Login.

LOGIN

If you are an existing client and this is your first time here, please call
the office at 770.573.1778 for your username and password.

Username: |
Password:

("] Check if Staff

| forgot my username or password
Click here to Reqister

Welcome to Olivia's Pet Sitting!

Once you are logged in, you have five tabs across the top of the page to choose from...
Edit Info

My Schedule

My Reports

Users

Visits

MBS

Edit Info Tab

This section is where your personal information such as name, address, and emergency contact
information is held so please be sure it is correct. It also contains the zip codes you service, and
the option to change your user username and/or password. Please change your temporary
password right away. Once you have saved it the boxes will be blank again but the information
is saved.

You can also add or change the dates you are unavailable for assignments because of vacation,
doctor appointment, another job, etc. There are instructions for this later in the guide. _As a
courtesy please notify the office of the date(s) and times you will not be available.




Olivia's Pet Care
We care for your pets in your home!

My Sched. | My Reports | Users | Visits Hello Jane | Logout

Save

* = Required field

% Username: janesmith * Display Name: Jane
* Email: Janesmith@noemail.com % First Name: Jane
New Password: * Last Name: Smith

Confirm Password:

Phone Numbers

* At least one number is required

Work:

Home:

Mobile: 111-111-1111

Emergency:
Emergency Contact
Name:
% Address 1: 1234 Lane Drive Available ZipCodes % Your ZipCodes
Address 2: 30301 =~ 30080
30302 (=) 30081
* city: Atlanta
30303 30082
* . Georgia v 30304
State:| €019 30305
% Zip code: 12345 30306
30307
30308 ~

Mon []Tues [[lwed [C]Thur Fri Sat Sun
Time of day: to Save

(Format: hh:mm am|pm. For all day, leave blank)

Time of day: to Save
(Format: hh:mm am|pm. For all day, leave blank)




My Schedule Tab

This section is where you view your schedule (see example on next page). You can specify any
group of dates you want at the top of the screen.

You will see either a vertical green or red bar beside each visit. A green bar means the visit is
approved. A red bar means the visit is unapproved. If the visit remains unapproved on the day
of service, please call the office to verify that it is valid. PLEASE DO NOT ASSUME
ANYTHING! If you are given dates via voicemail but don’t see them on your calendar or if you
see something on your calendar that you were not aware of please question the office. We can
make mistakes so we want to all work together to avoid any missed visits.

The rate reflected on each visit is that paid to the independent contractor. The total amount
earned during the entire time period is seen at the top of the calendar.

The clock with the box next to it included in each visit is to set a specific time for a meeting or a
visit. If the employer/client has indicated a specific time for completion of a service, this box
will automatically have a time in it to let you know when the visit needs to be completed.
Depending on your employer, you also have the option to use this to number the order in which
you want to complete your visits within a given day. It is just an extra tool to help you stay on
top of your schedule. This info can be set by the sitter or by the office. If you put a time in
don’t forget to save it by clicking the “Save Start Times” at the bottom of the screen.

To view information on a client, click the round blue icon in the respective visit. When you are
done on this page, click Close Window to return to your schedule.

There also may be a little blue notepad directly under the rate of the visit on your schedule. If
you have one of these that means a note has been inserted either by the client or the office for the
sitter. You can hover over it to read it or simply look at the bottom of your schedule and see the
note for that date and specific visit. Please make sure to pay attention to those details as they
may be vital to that visit.

On this screen is a round red icon with a check mark in it. A red check mark means the visit has
not been completed, while a green check mark means the visit has been completed. You will
mark your visits as completed after you have actually completed them. You will do this in the
Visits Tab, which will be described later.

The first visit in a series has a dark green box around it; the last visit has a red box around it. A
single visit in a series has a double green box around it.

DO NOT RELY ON CONFIRMATION E-MAILS TO INFORM YOU OF WHAT VISITS
YOU HAVE SCHEDULED. YOU MUST CHECK YOUR CALENDAR FOR THE MOST UP-
TO-DATE INFORMATION EVERY DAY, TWICE A DAY, OR MORE IF YOU HAVE THE
OPPORTUNITY!!



Review my Appointments

Enter the date range:
(format: mm/ddiyyyy) 5/22/2009 @ to 5/25/2009 @ Continue
. Appointment is not completed. . .
A t t Click to displ
Approved Not Approved Yet o isp;‘:‘llr:f;' Click to mark service(s) as d dilent?nf:fn:{ion

Complete, Enter completion times
© Printerfriendly version
Total of visits from 5/22/2009 through 5/25/2009: $105.31

Friday 5/22/2009 Saturday 5/23/2009 Sunday 5/24/2009 Monday 5/25/2009

Morning Visit Morning Visit Morning Visit Morning Visit
@ J  MiaRowen — "Pet . Mia Rowen — "Pﬁ . Mia Rowen < MiaRowen
Morning Pet I rming it$9.60 rning it$9.€0 Morning Pet I
Si'mmg s9 60@ | ® I Gv) ISitmmg 5960®
- Insulin $2.40 Surcharge: $5.00
Midday Visit Midday Visit Midday Visit Midday Visit
Dinner Dinner Dinner Dinner
Evening Visit Evening Visit Evening Visit Evening Visit
@  AlexFontaine : W) Alex Fontaine : )  Alex Fontaine ; W Alex Fontaine
I?fning Pet $11.04(T) e Ig;/tenmg Pet s11.o4® Ig;ltenlng Pet s11.o4® I‘Es:;enlng Pet s11.04®
' 3 Surcharge: $5.75

9 9 Mia Rowen

Evening Pet $2.680
I Sit G’)

Late Evening Late Evening Late Evening Late Evening
Overnights Overnights Overnights Overnights

512212009, Alex Fontaine, Evening Visit, Evening Pet Sit
Please give pill during feeding.



My Reports

This tab allows you to generate a payroll report for yourself. In the My Reports tab, select
Payroll Report. On the next screen input the desired date range and click the Run Report button.
The total payment due for all visits completed within the specified date range will appear. You
also have the option to export this information to an excel document. For the payroll report you
will see the visit date, client, service and amount for each visit inside the indicated date range.

Olivia's Pet Care
We care for your pets in your home!

Edit Info | My Sched. Users | Visits Hello Jane | Logout

Payroll Report

Enter the date range: ;1900 S RO -
(format: mm/ddlyyyy) 5/1/2009 _@ to 5/31/2009 _@ _

isit Date Client Service Amount]
05/20/2009 Daniella Meiers Mornini Pet Sit $10.08
Total: $10.56

Users Tab

This section contains your client information. You will search for your clients by their first or
last name, or pet name. You will only be able to access clients assigned to you as the primary or
secondary sitter. When the client appears there will be 2 options, a View/Edit link and a Review
link. Click on the Review link to review past appointments for your client in a specified time
period. Click on View/Edit to view the client information. Inside the client profile, there is an
orange button towards the top of the screen titled View My Pets that you click for the pet
information. You can edit any of this information. Remember to SAVE if you make any
changes. Any changes you make will cause an e-mail to be sent to the office, the client and the
primary and secondary sitters. There is a drop-down menu at the top of the screen, Other Client
Actions, which allows you to view visits for that client, e-mail the client, print client info, or edit
pet info.

Edit Info | My Sched. | My Reports Visits Hello Jane | Logout

Manage Users

Manage your client and staff users.

Add new user: m
Search by: @ ciient Fontaine m

User ID# Email Address View/Edit Schedule Review
Alex Fontaine 25028 alexfontaine@hotmail.com View/Edit Review




View/Edit

This is where the sitter, client or office administrator will go to access and manage the client’s
information (basically this is the Customer Profile online).

The more information that is entered here, the more everyone benefits.....it helps your
subcontractors when filling in, it helps us in the office when you are unavailable and we need
information, and it shows the client we are on top of things.

Existing clients have access to their profiles. We encourage them to go online and fill it in,
update it and add as much information as they wish. If they ask you, this is also the section for
the client to enter their credit card information. You will not see this as a sitter, but the client
will see it when they are logged in.

In the View My Pets section, clients can upload their pet’s photos. We love to match a face with
a pet! Any relevant information about the care of the client pets will be found in this section.
Please make sure you keep it up to date with any relevant information you have for caring for the
pet.



Edit Info | My Sched. | My Reports Visits Hello Jane | Logout

--- Other Client Actions - v

oo [l vy

Client ID: 25028
Start Date: 9/15/2007
* = Required field

% Username: alexfontaine

* First Name: Alex

% Email: alexfontaine@noemail.com % Last Name: Fontaine

New Password: Alternate Name:

Confirm Password: SpouselOther: Becky Fontaine
Phone Numbers
% At least one number is required Other Contact
Name Number Has Key
Work: 404-444-4444
Home: 770-555-5555 Emergency Contacts
Mobile: 404-666-6666 Name Number Has Key
1.Becky Fontaine 404-444-4444
2 Jen Smith 404-555-1212
3. Steve Jones 404-555-1212
Service Address Alarm Information
% Address 1: 1234 Nowhere Dr. Location: By Front Door
Address 2: Arm: 11112
% city: Atlanta Disarm: 11111
% state: Georgia - Password:
% Zip code: 30339 Company:
Directions: - Company Phone:
(max 4000 characters)

4

Client Properties

Click here for Google Map 12 Keys on File

SmgeiSes Soss: Candace
Catherine
Has read and agrees to contract
Shannon
[[] Take out trash
oo
Keys: Office-1, Susan-1 Handling trash:
BreakerBox: Basement 1
Water Shutoff: Basement Mail/Newspaper: A
Flashlight: In Basement in left wooden shelf 1
Cleaning Supplies: In Basement underneath workber Parking: in spot #3 ‘

Trashinside: Kitchen pantry




Visits Tab
This section is in two parts.

1. Show New Visits Button

This section shows the new reservations approved by the office and assigned to you for
completion. You must click the box to the left of each visit as confirmation you accept the
assignment. Then you must click on Mark checked visits as confirmed and the office will then
know you have accepted the assignment.

Olivia's Pet Care
We care for your pets in your home!

Edit Info | My Sched. | My Reports | Users Hello Jane | Logout

There are 6 new visits.

| Show New Visits | | Show Uncompleted Visits
Mark new visits as confirmed. Mark visits after you have completed them.

[ Mark checked visits as confirmed ]

Visit Date Appt Name Time Block Client View Appointment
5/22/2009 example Morning Visit Mia Rowen Jane View

|

]

5/22/2009 example Evening Visit Mia Rowen Jane View
o

5/24/2009 example Morning Visit Mia Rowen Jane

<>

‘

<
®
<

Mark checked visits as confirmed ]

2. Show Uncompleted Visits Button

As you complete visits daily, you will login and click the Visits tab to enter this section and
check off your visits as completed. To do this, click the box to the left of the visit (NO MORE
THAN FIVE AT A TIME). Then click Mark checked visits as complete. This information is sent
to the office as an invoice and will be included in the next pay period. The payroll report WILL
NOT INCLUDE visits that have not been marked as complete in this tab.




Olivia's Pet Care
We care for your pets in your home!

Edit Info | My Sched. | My Reports | Users Hello Jane | Logout

There are 6 uncompleted visits.

| Show New Visits | ( Show Uncompleted Visits
Mark new visits as confirmed. Mark visits after you have completed them.
[ Mark checked visits as complete ]

Visit Date Appt Name Time Block Client Sitter View Appointment
5/22/2009 example Evening Visit Mia Rowen Jane View
=
5/22/2009 example Morning Visit Mia Rowen Jane View

‘

5/24/2009 example Morning Visit Mia Rowen Jane View
=

<>

|

Mark checked visits as complete ]




Entering Time Unavailable in PPS

Click on the Edit Info Tab, scroll to the bottom of the screen and look for the heading Exception
Hours. The top half is to indicate an ongoing time-unavailable, e.g. every Monday from 2:00 pm
to 5:00 pm, or every Sunday all day. The second section is to enter specific dates unavailable.

The time you enter as unavailable affects your employer’s ability to schedule you for visits.

To book out an entire day or longer, simply enter in the date(s) you will be unavailable. No
specific time needs to be entered. If you are only unavailable for a specific time frame, indicate
the time of day you are unavailable.

Don’t forget to hit the SAVE button when you are done.

[CImon [V Tues [Clwed ¥ Thur [CFri [[]sat [[]sun
Time of day: 2:00 pm to 5:00 pm Save
(Format: hh:mm am|pm. For all day, leave blank)

5/27/09 [12) o 530009 2)

Time of day: to Save
(Format: hh:mm am|pm. For all day, leave blank)

Current Exceptions

Check AllUncheck Al

Date Day of Week Start Time End Time

IMPORTANT: As a courtesy, please phone in or email your time unavailable
to the office in addition to entering it in PPS as the PPS software does not
notify the office that you have entered time unavailable.

Emails

You will get an email for your daily schedule late the night before just as a reminder. The title
will say Pet Sitting Schedule.

You will get other emails such as the following:



Pet Appointment Summary - Chicago - 9/13/2007 to 9/16/2007

This email will contain the client reservation. It may be approved or unapproved if something is
pending. You may get more then one of these so remember this is just a notice and you are NOT
to rely on this for scheduling. Your calendar is where you will be looking for the service you will
be doing.

Cancelled Appointment

This will be sent out if an appointment has been canceled BUT please remember that this is only
a notice and sometimes clients or the office cancel appointments that were made in error and if it
is on your schedule then you are to complete the service.

Client's information has changed

This is an important email as it lets you know that either the client or office has updated a client
profile. You need to be sure to note the info changed or added, i.e. alarm codes and phone
numbers.

Client's pet information has changed
This email is also important because it may contain routine changes such as feeding, medication,
and/or activity so please pay close attention to detail.



