2. Jobs page...continued

2.4 You can add a new job by clicking
‘Add New Job'

2.5 To delete the job, click'/Remove
Job'

2.6 To edit the job, click ‘Edit"

Note: This ‘Select Teacher’ button is
used on the next page for selecting a
teacher for a job.



3. Select a Teacher

3.1 On the‘Jobs’ page, click on the

SUBMITTED TEACHERS

‘Select Teacher’ button.

Select a teacher Job 93¢
3 teachers have been submitted so far. Please select a teacher to assign the job to them

George Testing E

Checks
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3.2 You will see all the teachers
submitted. The agency checks and
the CV/Vetting form are at the teacher

‘‘‘‘‘‘

profiles.

Markos Psarros

3.3 Click on the green‘Select’ button MY/ACCOUN .
9> Unseen @Q @RTW @08 or ooy

next to the teacher’s profile to assign
them the job.

[Note: The seen/unseen icon under
the teacher’s profile states whether
the teacher has seen the job in his
mobile or not. It doesn't affect their
availability]
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4. Map page
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4.1 Teachers appear as pins on the
map.

4.2 The pin shows the teacher’s
last location (refreshes every 30
seconds).

4.3 Next to their picture on the right
is information about the teacher and
an Estimated Time of Arrival to the

school.



5. Agencies page

5.1 To add an agency, click‘Add
Agency’on top.

5.2 To remove an agency, click at the
‘minus’in the agency’s box.

L, 01234567890
[NOte:ThIS fUnCtlon Is fOf EXECUtIVe E4 glenn.thorsen+agencyl@supplyclouds.com ‘> @
Management use only]

. 01234567890

E4 glenn_thorsen+agency3@supplyclouds.com @

. 01132 003710

= Stephanie.croxford@hays.com @

YOUR AGENCIES

. 01234567890

4 glenn.thorsen+agency2@supplyclouds.com

L0114 2171556

K4 deborah henderson@hays.com

. 01642 243503

A lindsay.bell@hays.com



6. My Account page

MY ACCOUNT 6.1 Edit your contact details on this
page.
= SCHOOL NAME
(test) Mastermind School 1
= ADDRESS 6.2 To change the ‘Default Job
W41PD
ADD JOB (4] Submission Deadline’, write down
. 0 in the box the time you wish it to
. default to (e.g. 30 minutes, 2 hours,
a CIE ;a'. TELEPHONE
01234567890 1 day etc.)
MY NT & WEBSITE
' = SCHOOL USER 6.3 Change your password at the
Glenn Thorsen bOX belOW.
i port? E-MAIL

ew Tutorials glenn.thorsen+school1 @supplyclouds.com

DEFAULT JOB SUBMISSION DEADLINE

6.4 Click‘Save Changes’at the
bottom of the page.

CHANGE YOUR PASSWORD

If you would like to change your password, please also complete the boxes below. Leaving
these boxes blank will retain your current password.

EXISTING PASSWORD

PASSWORD

REPEAT PASSWORD



7. Support Options & Cache Clearing

Clearing your Cache

Google Chrome:

1. Click on the Chrome menu (the 3 vertical dots on the upper right corner).
2. Select Settings and scroll to the bottom of the page to select Advanced.
3.In Privacy and Security, select the last option > Clear browsing Data.

4. There, tick the box at Cached images and files and click the Clear Data button at the bottom.

Internet Explorer:

1. Click on the gear icon on the upper right corner.

2. Go to Safety and select Delete Browsing History.

3.Tick the boxes Temporary Internet Files and Cookies and click on Delete at the bottom.

4. If the problem persists, click the gear icon again and select F12 Developer Tools. Select Cache from the top
options and click on Clear Browser Cache. Select Yes in the dialog window.

Support Options

Click'View Tutorials’ for support videos.

Click'Submit a ticket’to report a problem.




8. Executive Reporting & FAQ's

8.1 Executive Reporting

We will conduct weekly reports that will be shared to you and the
Executive Management team. The reported data will include:

Usage (total number of posted and completed jobs).
Agencies invited and used.

Jobs left on processing.

Agencies and schools assigning teachers outside the platform.

8.2 FAQ’s

Q1:1can’tlogin to the dashboard, my username or password do not work.

A: You need to clear your browsers cache. Refer to the Support Options page.

Q2: 1 have logged in but the dashboard doesn't load properly and | can’t select
some options.

A: It is again a cache issue. Please refer to the Support Options page.
Sometimes, logging out and then in again solves the issue.

Q3: 1 don't have much time in the morning for emergency cover. What can | do?

A: You can set the Default Job Submission Deadline to something that covers
your emergency supply needs, e.g. 30 minutes or 1 hour. This way, when posting
urgent jobs, you can be quicker because you won't have to set a deadline every
time.

Q4: 1 post new jobs but the agencies do not submit teachers.

A:Try increasing the Submission Deadline so that the agencies have more time
to submit candidates. Additionally, make sure you select all available agencies
when creating a new job, to increase the chances of getting teachers.

Q5: | posted a job but no teachers appear to have been submitted.

A: Sometimes you will need to refresh the page in order for the teachers to
appear. Press ‘F5’on your keyboard and look for the ‘Select Teacher’ button at
the bottom of the Jobs’ page.



Best Practice

« School users can create shortcuts of the school dashboard on their mobile devices, phones or tablets, to have the ability to post jobs whenever
needed, from anywhere they may be. (See videos on the ‘School Dashboard Tutorials’ page.)

« Create a shortcut on the Home Screen or a bookmark you can access easily, inside the Web Browser, for quick access to the Dashboard on your
desktop or laptop computer.

+  Our data shows that more than 90% of the ‘problems’aren’t real problemes, it is just confusion and misunderstanding between users when
going outside the platform.

«  More than 90% of what appears to be a bug or a technical issue, is in fact related to users not clearing their internet browser cache frequently
(once a week). Please refer to section 7 in the User Guide and our Tutorial videos for a guide to clearing the browser cache, when experiencing
issues like inability to log in or the dashboard not loading properly.



