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Documentation Summary & Purpose

This Training Guide serves as the external ‘How To Guide’ for users. This document is in
addition to in person training which is hosted by the Fynn team.

This is intended to be a ‘live’ document and newer versions will be updated periodically.

Version Author Date

1 Gabby D’Amico 8/1/2022

2 Molly Snyder 9/21/2022

3 Molly Snyder 1/26/2023
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Account Access

New and existing users will log into Fynn using the same URL. An account will only need
to be activated upon the first login.

Fynn Account Activation

1. An email will be sent to the user’s email on file.

a. The sender will be from: noreply@fynn.io

2. Click on the link provided in the email to activate your account and set a password.

3. Enter the activation code provided in the email.

4. Create a new password and select Save.

5. Keep the login credentials in a secure location.

Logging Into Fynn

1. Type https://galerie.fynn.io into your web browser

2. Enter the username provided in your account activation email and the password
you set while activating your account.

3. If you have forgotten your password, select the Forgot Password button to receive
an email (to the account associated with your login) with further instructions.

4. Select the Login button.

5. If you cannot log into the account, please email support@fynn.io with a brief
description of the issue.

Forgot Password?

Your account will lock after three wrong password attempts. After 30 minutes, you will be
able to enter your password or use Forgot Password to change your password.

If you are unable to remember your password after two attempts, please follow the forgot
password steps to avoid being locked out of your account. If you are locked out, please
email support@fynn.io and a member of our team will assist you.
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Navigating Fynn

Fynn users with client admin permissions will arrive at the Fynn Navigation Menu upon
login.

Fynn Navigation Menu

1. After logging into Fynn, the Fynn Navigation Menu will appear.

2. Select the Fynn logo at any time to navigate back to the Fynn Navigation Menu.

3. Select continue underneath Credentials to access the User Management module.

4. Select continue underneath Community to access a Fynn Community.

a. If you have access to multiple communities, select Continue underneath the
desired community on the Community Selector page.

b. Select Community Selector to navigate back to the Community Selector
page to access a different community.
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c. If you have access to a single community, you will land on the Dashboard
page of the community.

5. Select continue underneath Configure to access Building and Care Type settings.
The Fynn team has configured these settings for your community. You will not
need to adjust any settings in Configure at this time.
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User Management

Only Client Administrators have access to the User Management settings. With these
settings, an admin can create a new user, edit an existing user, and control access as
needed.

How to Create a User

1. Select Continue underneath Credentials.

2. The Account Management page will appear.

3. Select the blue Add User button.

4. Complete the necessary fields.
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5. When Job Title is selected, access permissions are shown. An overview of the
available Job Title/Roles is included at the end of this Section.

6. Select the blue Save and Add Another button to add the user and to continue
adding additional users OR select the blue Save button to save the user and exit
back to the account management page.

7. After a user has been created, the user will receive an email with an activation link
and activation code. The activation code will expire and need to be sent after 15
days.

How to Edit or Deactivate a User

1. In the Account Management page, select the desired user.

2. To edit details:

a. Select the Edit Details button.

b. Edit desired fields.

i. All fields are editable except email address. The email address
cannot be edited after the account has been created.

c. Select Save.
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3. To deactivate a user:

a. Select Deactivate Account.

b. ln the Deactivate Account pop-up, re-assign open tasks to a desired user
by selecting the drop-down arrow.

c. Select Deactivate Account.

How to Resend an Activation Email or Activate a User

1. In the Account Management page, select the Filter icon.

2. Select the invited filter under status.

3. Select or search for the desired user.

4. To resend the activation email, select Resend Activation Email.
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5. To activate the user manually, select Activate Account.

Troubleshooting: A User Does Not Accept Activation Email within 15 Days

1. Select the Activate Account button shown above.

2. Select the Deactivate Account button.

3. Select the Reactivate Account button.

Troubleshooting: A User is Locked Out of Their Account

1. If a user incorrectly enters their password 3 times, they will receive a message that
they have been locked out of their account.

2. The User must wait 30 minutes and then they can either:

a. Re-enter their correct password

b. Select the Forgot Password button to reset their password

3. The user may also reach out to a client admin to unlock their account prior to the
30 minute window. If this happens, the client admin should:

a. Select the User from the Account Management page.

b. Select Resend Activation Email.
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Overview of Roles and Access in Fynn

All newly created Users must be assigned a Role in Fynn. The available roles and their
associated permissions for your community are:

● Client Admin� The Client Admin role has Admin access to all Modules in Fynn.
Most importantly, this role can add and remove users to Fynn. Typically, this role is
assigned to the Community’s Executive Director and/or Business Office Manager.

● Wellness Manager� The Wellness Manager role has Manage access to the
Marketing, Care and Resident Modules in Fynn. This means users with this role
can access and edit records, including updating the Status of a Resident to
Pending Discharge and/or Discharged and creating/updating Resident Service
Plans. This role also has View access to the Reporting Module. Typically, this role
is assigned to the Community’s Wellness Director and/or Memory Care Manager.

● Resident Care Coordinator� The Resident Care Coordinator role has Manage
access to the Marketing, Care and Resident Modules in Fynn. This means users
with this role can access and edit records, including updating the Status of a
Resident to Pending Discharge and/or Discharged. and creating/updating Resident
Service Plans. This role also has View access to the Reporting Module. Typically,
this role is assigned to the Community’s Resident Care Coordinator.

● Med Tech� The Med Tech Role has Manage access to the Care Module. Users
with this role can sign-off and complete ADLs, Shift Change Notes, Incident
Reports and Progress Notes. This role also has View access to the Resident
Module so they can see certain details of a Resident’s Profile and Print the Face
Sheets, as necessary.

● CNA/Caregiver� The CNA/Caregiver Role has Manage access to the Care Module.
Users with this role can sign-off and complete ADLs and Shift Change Notes. This
role also has View access to the Resident Module so they can see certain details
of a Resident’s Profile.

● Marketer� The Marketing role has Manage access to the Marketing and Resident
Modules in Fynn. This means users with this role can access and edit Lead
records and update Resident profiles for onboarding, as necessary. This role also
has View access to the Community Module so that they can see unit occupancy
details. Typically, this role is assigned to the Community’s Senior Living
Specialist(s) and/or Sales/Marketing Team

● Move-In Coordinator� The Move In Coordinator role has Manage access to the
Marketing and Resident Modules in Fynn. This means users with this role can
access and edit Lead records and update Resident profiles for onboarding, as
necessary. This role also has View access to the Community Module so that they
can see unit occupancy details. Typically, this role is assigned to the Community’s
Move In Coordinator(s).

If you have a need for a Role that is not listed above, or unsure of which role to assign to a
user, please reach out to support@fynn.io and someone from our team will assist you.
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Dashboard and Tasks from the Dashboard

Dashboards are configured and shared based on the users’ role. If a user cannot see the
Dashboards as expected, reach out to support@fynn.io for assistance.

View Tasks on the Dashboard

1. Select Continue underneath Community.

2. Select the desired community on the Community Selector page if you have access
to multiple communities.

3. The Dashboard will appear.

Filter Tasks on the Dashboard

1. Select the Filter Icon.

2. Filter tasks by Priority, Tasks, Association, Due Date, and/or Assigned To.

pg. 11

mailto:support@fynn.io


Create a Task from the Dashboard

1. Select the + Add Task button next to filters on the right side of the page.

Complete a Task from the Dashboard

1. Select the drop-down arrow on a task.

2. Select the blue check mark.

pg. 12



pg. 13



Tasks from the Tasks Module

Tasks are used to notify the user of what needs to occur each day with the exception of
ADLs. ADLs are not included in the Tasks module. The Tasks module gathers all tasks,
regardless of task type or on which page the task is created, and places them in a single
view for the user.

Tasks created, completed, or edited in the Tasks module will reflect the changes made
throughout the application.

Create a Task from the Tasks Module

1. Select the Tasks module on the left side of the screen.

2. Select the blue Add Task button on the right side of the Tasks page.

3. Complete the necessary fields on the Add Task pop-up.

Edit an Existing Task

1. Select the task you want to edit.

2. Select the Edit button on the right side of the page and edit fields as necessary
including task type.

3. Select Save.

Complete a Task

1. Select the task to mark as completed.

2. Select the blue Complete button on the right side of the page.

pg. 14



Community

View a Community

1. Select the Community module on the left side of the screen.

2. Select the desired community.

View Community Occupancy

1. Select the desired community.

2. Select Community Details.

3. View details such as occupied units and total residents.
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View Units and Unit Occupancy

1. Select the Community module.

2. Select the desired community.

3. Select Units.

4. To search for a desired unit, scroll and/or use the buttons to navigate to additional
pages at the bottom of the screen.

5. Select the desired unit.

6. Unit information �Occupancy Number, Occupants, etc.) will display on the
right-hand side of the screen.

a. If a unit is occupied by a resident: Resident, Care Type, and Resident Name
with a link to the Resident Profile will be displayed.

b. If a unit has a Unit Deposit: Lead, Care Type, and the Lead Name with a link
to the Lead Profile will be displayed.
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Reports

View a Report

1. Select the Reports module on the left side of the screen.

2. To view ADL Reporting, select ADL Reporting underneath Care.

3. To view Community Census, select Community Census underneath Community.
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ADL Reporting

1. ADL Reporting will automatically populate to today’s date. Change the start date
and/or end date and select Update to change the dates in the report.

2. To filter the report, apply Status, Exception, and Level of Assistance filters using
the Filters button.

3. Additionally, select the Scheduled ADLs, Completed ADLs, and Incomplete ADLs
boxes to filter the view.

4. Select any of the column headers (such as Resident Name) to sort the report by
that field.

5. Select the export icon to download a .csv file to view or print.
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Community Census Report

1. The Community Census Report includes information on all Residents in the
community, including the Resident’s: status, care type, room number, and a name
and date of their last service plan.

2. To filter the report, apply Resident Status or Care Type filters using the Filters
button.

3. Select the print icon to print the report.
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Summary of Other Modules

Leads

Leads are used by the Sales and Marketing teams to track and engage with prospective
residents. Prospective residents are tracked as leads from initial engagement until they
are converted to a resident.

Sources

Sources used for Sales and Marketing, like Professional Contacts or Professional
Organizations, or sources used to track resident medical information are tracked in the
Source module. Any updates made to a source here will be reflected throughout the
application.

Within the Source module, referral history and tasks related to sources can be accessed,
as well.

Care

The Care module holds all details regarding ADL completion, Shift Changes, Incident
Reports, and Progress Notes. This is the only area where users can complete ADLs.

Residents

The Residents module holds all details regarding resident demographic information,
service plans, ADL overviews, assessments, completed Shift Changes, and Incident
Reports.

Community

The Community module holds all details regarding buildings, floorplans, and units. If you
need adjustments made to a community, please contact us at support@fynn.io
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Need Help?

If a user experiences technical difficulties, try these troubleshooting tips.

Troubleshooting Quick Tips

1. Refresh the page.

2. Log out of Fynn. Log back into Fynn.

3. Restart your browser.

4. Clear cache.

a. On your computer, open Chrome.

b. At the top right, click More .

c. Click More tools Clear browsing data.
d. At the top, choose a time range. To delete everything, select All time.
e. Next to "Cookies and other site data" and "Cached images and files," check

the boxes.
f. Click Clear data.

Email Support
Fynn’s support team is here to help! Email us: support@fynn.io
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