Using contact files

You can upload files to our server and associate them with a specific contact. Examples might include handouts, forms, or other information given to that
contact and which you want to ensure stays available.

@ Where do | find it?

You can see all Files associated with a specific contact by clicking Files at the top of the contact’s page.

Adoptions (0) Calls (0) Campaigns (0) Submitted Forms (0) Donations (0)

Email History (0) Fosters (0) Groups (0)  Animal Intakes (0)

Journal Entries (0) Inventory Loaners (0) Mest Requests (0) Reminders (0) Sponscrships (0)

User Login Accounts (0)  Volunteer Calls Assigned (0)  Voluntesr Calls Queuss (0)  Voluntser Colony Carstakers (0} Volunteer Jowrnal (0]

Volunteer Hours (0)  Waiting Lists (0)

On this page:

® Uploading files to the server

The following actions are available for Contact Files with the specified service and user roles:

Action = Description Services User Roles

View | Able to view and open contact files Data Contact Add
Management
Web Site

Add Able to upload a new contact file Data Contact Add
Management Contact Admin
Web Site

Edit Able to edit the properties of a contact file Data Contact Admin
Management
Web Site

Delete | Able to delete a contact file Data Contact Admin
Management
Web Site

You can upload any type of file and associate it with a contact for your organization. Remember that volunteers are contacts too, so you may want to
upload a signed volunteer contract and waiver of responsibility. For adopters, the adoption contract can be printed, signed, and a digital copy made to
upload. You may want to upload animal-specific instructions you gave the adopter or foster as a reminder for later, or in case they lose it.

Uploading files to the server

All of these types of files can easily be uploaded and available by clicking the contact's name from the Contact List. Simply click the Upload a File for
this Contact button. A form pops up.

Files Uploaded for - -
« Contacts <-

Upload a File for
this Contact

From the form that opens, click Choose File and browse your computer for the desired file. Once you click a file name, you will see the name replace the N
o file chosen note.



contact* ||
File* || Choose File | No file chosen

Description

Inline * % Yag Mo

You can select to keep the file inline.

1 Important
Most document (including PDF), spreadsheet, and image types are supported.
However, only the following video formats are supported for upload to RescueGroups.org: MPG, MPEG, 3GP, AVI, MOV, MP4, WEBM, FLV,

WMV.
The maximum video size is currently 80 MB.
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* Dec 08, 2023
® animals
® exports
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