
UMCARES How To Guide 

Step-by-Step Help 
 

 

Log-in Page: Enter log-in and password and click “log-in.”  If you’ve forgotten either your log-in or password, click the 

links below the log-in area. 

 

 

      

 

 

 

 

 

 

 



 Once logged in, this is the landing page: 

 

 

 

This is the landing page once you’ve logged 

in.  You’ll see any announcements and 

notifications here.   

Along the left side, you will see under 

“Active Tracks” a link to direct you to your 

track. 

You can also direct yourself to your profile 

by clicking “Welcome..[your name]” along 

the top grey bar. 

 

By clicking on the underlined “Welcome ..[your 

name]” along the top grey bar, you’ll be taken to 

your profile. 

You can access your Tracks by clicking the 

“Mentors & Tracks” link in the column to the left. 

If you need to edit any of your personal 

information or update your photo, click the edit 

link in the middle column, located under your 

name/photo. 



 

Mentors & Tracks: 

 

If you are editing your personal information 

and forget to click save [outlined in red], you 

will see this burgundy message in the upper 

right corner.  This is where you will see “error” 

messages.  These messages will prompt you to 

take an action. 

Click to close. 

Here is where you will see both previous and current Tracks.  All tracks that were previously in Pathways will show 

as “Historical” ahead of the rest of the title. 

All current UMCARES tracks will begin with GP. 

By clicking “open” on the right of the bar of the particular track, you’ll be taken to the steps within the track. 



Steps:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Depending on what track you are assigned, these 

steps will all look different.   

Click on each individual step to follow the 

instruction and complete the step. 

 



Safe Gatherings example: 

 

 

Click on the step. 

Select the information and answer 

questions. 

When finished, make sure you click save. 



 

 

Once saved you will see a 

message like this. 

Click to close. When you are finished, complete the step.   

Click on “Change Status” 

Select from drop down menu. 



 

 

Select Complete. 

Click Confirm. 



 

 

 

You will see that the step is marked as complete to the left. 

You will see a burgundy message in the upper right, sending an e-mail that the 

step has been completed. 

Once completed, this 

is how it will look on 

the step page. 

You’ll see a check mark 

icon to indicated 

completion. 



How to upload a file: 

 

 

When a step requires a document to be uploaded, you’ll 

see near the bottom of the page. 

Click on the “Add File” button. 

Next, select “Amazon S3 File.” 

You can then use the browse feature to 

select a file from your computer.   



 

 

 

Once a file is selected, the name will 

automatically fill with whatever the file is named. 

 

Once uploaded, click “Save.” 

Once you have saved the file, it will look like this. 

You can use these links to 

Edit, Open, or Delete. 



Using an Assist File (Downloading a File): 

 

 

You’ll find the Assist Files about mid-page.  To 

use/download an assist file for completing a step:   

Click “Open.” 

A new tab will open, as well as 

a pop-up window. 

Select Open. 



 

Files will open in a Word document.   

You can save, e-mail, print, however you choose to 

pass the document along to be filled out and 

returned to you. 


