
Top Dogs System
Migration

User Guidelines



Migration Link

Dear Top Dogs Handler

Grab your glasses and your cuppa tea.  
You will need to refer to these instructions
while you are accessing the new system.

So, either access the system on your phone
and look at the instructions on your laptop.

Or vice versa
Or if you only have a phone, then see if a

friend / family member can help.
Or perhaps print the instruction.

https://topdogsapp-prod.technodezi.co.za/
https://app.therapytopdogs.co.za/


How to reset password



Don’t even try
remembering your
password from eons
ago.  We understand
and we got you!!

On the login screen
click

FORGOT PASSWORD



Now enter your
EMAIL ADDRESS -
it should be the
same one you
always use.  You
know, the email
address you used
for registering with
App.

Make sure there
are no spaces at
the end of your
email address.

Your email address
is your new
username.
 
Once done, click
CONTINUE 

If you have
forgotten your
email address then
phone a friend -
your Area
Coordinator.



We will let you
know that you now
have an email so
hop on over to
your email account
where you will see
an email from Top
Dogs with the title
header

 “Password Reset” 



Click on 

Reset Password



Now you have to
concerntrate.

Clicking on the blue
information button
will bring up the
guidelines.

Set a brand new
secret unique
password following
the password
requirements. 



You will need to
capture your new
secret unique
password twice.  
Once for luck and
twice for
coincidence.

You can write it
down in your secret
diary if you must,
but make sure no
one else reads it.

once

twice



If you click on the
eyeball show
buttons you can see
what passwords you
have typed out to
verify that they are
identical.

Remember, make
sure there are no
spaces after the
typed password.

(Please don’t use
Andreas’ password
as shown here. This
is only an example /
specimen / guide.)

Once done with your
secret unique
password, proceed
by clicking

RESET PASSWORD



Well done!!

You have
successfully reset
your password and
you have been
picked up on the
new System.

The old App can
now retire to the
digital netherland.

To test your
success as well as
that short term
memory, please
click 

LOGIN TO
EXISTING
ACCOUNT.



How to login after reset



Go on, make us
proud :-)

Type in your
username email
address and secret
unique password and
click

LOGIN



Introducing the new System.



Please notice the following: dashboard; dogs; calendar; documents
outstanding; the bell; your profile picture.

For those on a mobile, you will have 3 dots on the far top right side corner to
see your profile.

Depending on your user permissions, you may not see all the menu items
shown here.

If you need a tot of sherry after your cup of tea before you go on, now is the
time, but come back.



For whom the bell tolls?

For handlers, the bell will show the number of confirmed visits to be
attended today. It will also show notices requiring your attention.

For visit leaders and area coordinators, the bell will show notifications or
actions needing attention.



How to edit account details



Click on your profile picture and then click on the EDIT PROFILE gear button.

You will be directed to the page with 3 tabs.



The page with 3 tabs for Account Details, Dogs and Documents will show.

xxxxxxx xxxxxxx

xxxxxxx



Click on the ACCOUNT DETAILS tab.

xxxxxxx

xxxxxxxxxxxxxx



Complete all your personal details.

Your personal information should always be kept up to date.

The QUALIFIED DATE will be captured by the Visit Leader or the Area
Coordinators.

xxxxxxx

xxxxxxxxxxxxxx

xxxxxxx



Dont forget to scroll down.



To note:
Check and set your main operating area.  If you feel this area name is
incorrect please contact your Area Coordinator to assist.

Don’t forget to upload the nicest picture of yourself.  Your doggie
picture is required on another tab called “Dog”.  This tab is only for
those with two legs.



At the bottom of each page scroll right down and always click

SAVE CHANGES

xxxxxxx

xxxxxxx



How to edit dog details



Click on your profile picture and then click on the EDIT PROFILE gear button.

You will be directed to the page with 3 tabs again.



xxxxxxx

xxxxxxx

xxxxxxxxxxxxxx

The page with 3 tabs for Account Details, Dogs and Documents will show.



Now click on the DOGS tab.

And then click on the blue cogwheel and EDIT DOG.



You will see two additional tabs show up - Dog Details and Handler
Details



On the Dog Details tab please note:

Enter the dates for the last and next vaccination.

Inform your area coordinator of your dog's evaluation date.  This date should
be in your file.

The dog status and evaluation date can only be changed by a VL or AC.

Don’t forget to scroll to the bottom of the page and SAVE after each edit.



Upload a profile picture of your dog.

You can upload PDF, JPEG, and PNG images.

Don’t forget to scroll to the bottom of the page and SAVE after each edit.



How to list shared dog details



If your dog is popular and more than one person has qualified from an
evaluation with said popular pooch, you can capture this on the HANDLER
DETAILS tab. 

This is for dogs who are shared out to a non owner handler.

xxxxxxx

xxxxxxx



Click on the green plus sign and an ADD HANDLER popup screen will appear.



On the ADD HANDLER popup, enter the registered email address of the
shared handler which they will need to provide you.

Once done, click the blue tick box if this is permanent arrangement.

Leave the box blank if it is a temporary arrangement.

One done, click on the green ADD button



xxxxxxx

xxxxxxx

xxxxxxx

You will see the shared handler details appear.

Don’t forget to scroll to the bottom and SAVE CHANGES.



The green banner will tell you that you have done something right, so keep
going!!



How to upload documents



Go to EDIT PROFILE and you will be directed to
the 3 tabs page.



The same page with 3 tabs for Account details,
Dogs and Documents will show again.

xxxxxxxxxxxxxx

xxxxxxx



On the DOCUMENTS tab get ready to upload everything.

All documents marked with an asterix * are mandatory**

**If you have qualified many years ago and misplaced the documents due
to Covid brain fog or if the dog has since eaten the documents (it happens)
then please ensure that the ANNUAL VET CHECKUP is uploaded as a bare
minimum.



You can upload PDF, JPEG, and PNG images.  
PDFs are preferable for document uploads.
You can also take clear pictures of the documents with your trusty mobile
phone and upload those documents directly from your photo gallery.

Don’t forget to scroll to the bottom of the page and SAVE after each
document upload.



This is Andreas clearly naming and uploading each document from his
computer files in this case. 

Be like Andreas.

If you have multiple dogs, ensure that the dog names are clearly indicated
on the documents.



Once the document is uploaded, scroll down to the bottom and SAVE
CHANGES.

You will be directed to the ACCOUNT DETAILS tab each time, but simply click
back to the DOCUMENTS TAB to continue with your next upload.



After each save you will notice the uploaded documents being listed.



Remember that document count?

Don’t go there now but as you upload documents, the outstanding document
count will reduce.

Nice work!!




