
How a Trainer can Fill Out & 

Submit a Post Layoff Report



Screen 1
When you log into the HISA 

Portal, you should land on your 

“My Horses” page. You can 
navigate there from the sidebar, 

as well.



Screen 2
Find the horse you need to fill out

the Post Layoff Report for. 

Click on the three dots below

“Action.”



Screen 3
A drop-down menu will populate.

Click on “Add Post Layoff 
Report.”



Screen 4
The fields will auto populate with

information from the portal, 

including the horse’s name, your

name as responsible person, the

designated owner and the

location. There is also a spot for

contact information.

All of these fields can be edited.

Click “Next.”



Screen 5
This is the section where you list

the reason for the 150 day (or

longer) layoff.

You can also put in a planned race

location and date.

It will also display the horse’s last

race.



Screen 6
The drop-down menu will give you 

common choices, but you can also 

select “other” and explain in the 
provided field.



Screen 7
Once you have filled in your reason, 

and your intended race, click “Next.”



Screen 8
This section is asking for medical 

records from the layoff period.

If your horse is being treated with 

medication, click “Yes,” then click on 
the green lightbulb.



Screen 9
The green lightbulb, called the 

HISA Helper, will generate, from 

the portal, a list of treatments the 

horse has received. If the horse is 

currently on any medications, 

please select those. If the horse is 

on any medications not listed, 

click on “Add Medical Record” 
and follow the prompts

Click “Add Selected.”



Screen 10
If your horse has received Intra-
articular Treatments during the 
layoff period, select “yes” and 
click the Green HISA Helper 
Lightbulb. This will generate, from 
the portal, a list of Intra-Articular 
treatments the horse has 
received. Select all those 
treatments which you can confirm 
are correct. When finished, click 
“Add Selected”

Click “Next.”



Screen 11
Follow the same steps for 

procedures, surgeries and 

shockwave.



Screen 12
If you have knowledge of an Intra-
Articular treatment, procedure, 
surgery, or Shockwave Therapy that 
isn’t on the list from HISA’s 
database, please click “Add Medical 
Record” and follow the steps to add 
it.

If you don’t want to take ownership 
of a particular record, you can click 
on the trash can icon to remove it 
from the report.

Click “Next.”



Screen 13
Add detailed notes about the 

reasons for the layoff. You can 

also add any other details that will 

assist the Regulatory Veterinarian 

in processing the report 

expediently.

Add a document by dragging and 

dropping the file or by clicking to 

add.

Click “Next.”



Screen 14
Review the summary of your 

report.

You will see your answers 

compared to HISA’s records.

Your answers may not necessarily 

match the HISA report. If that is 

the case, you can submit as is, 

review the records again, or click 

back to add a note explaining why 

you did not select certain records.



Screen 15
Then you must click the you are 

affirming that the information you 

are providing is complete, true 

and correct to the best of your 

knowledge.

Click “Submit.”



Screen 16
To view the status of your report, 

click “VIEW” next to the horse on 
your “My Horses” list.



Screen 17
Scroll down to “Post Layoff 
Reports.”

You can view your report and see 

the status.

You can edit a report if it’s still set 
to “Submitted.” A report that is 
marked “Pending” or “Complete” 
cannot be edited.
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