Teacher User Guide

1. Sign Up

To register, open the app and select ‘Register’ at the bottom of the screen.
1.1. Add a profile picture.

1.2. If you know the agency access code, enter it here.

1.3. Add your First and Last name.

1.4. Enter your email address.

1.5. Enter your mobile phone number.

1.6. Select password and re-type it.

1. Sign Up...continued

1.7. Select your main subject.

1.8. Read and accept the ‘Terms and Conditions’.

1.9. When all fields are filled, the ‘Register’ button becomes active. Click to
finish the registration.

2. Login

2.1. Enter your registered e-mail and password.

2.2. Click the ‘Log In’ button.

2.3. If you have forgotten your password, select ‘Forgot
Password’. A new password will be sent to your e-mail.

3. Side Menu

Click on the 3 parallel lines on the top left to reveal the side menu.
3.1. Add Agency: Enter here the Agency Access Code that was given
to you. Remember – it is case sensitive.

3.2. All Agencies: A list of the agencies you are connected with,
along with their contact details.

3.3. Map: See your position on the map and access Citymapper and
Waze.

3. Side Menu...continued

3.4. Profile: Change your personal details, picture or password.

3.5. Location: It is set to ON by default, select to set the Location OFF.

3.6. Terms: Takes you to the ‘User Terms and Conditions’ for the
Supply Clouds app.

3.7. Log Out: Click to log out and exit the app. You will need to log in
again the next time you open the app.

4. Main Dashboard

All jobs appear here in real time.
4.1. Click on a new job [status: unread] to see details of the job.

4. Main Dashboard...continued

There is information on:
4.1.1. The subject.
4.1.2. The agency that submitted you.
4.1.3. Start date and time.
4.1.4. The school address.

4.2. Select ‘Continue to message agency’ to access instant
messaging between you and the agency consultant.

4. Main Dashboard...continued

4.3. Click on the map to see the location
of the school.

4.4. Select Citymapper or Waze whilst on
the map to get navigational instructions
to the school address.

5. Notifications on the Dashboard

All notifications for jobs are colour-coded and inform you on the status
of the job.
5.1. Open: The job hasn’t been assigned to any teacher by the school yet.

5.2. Assigned: The job is assigned to you. You will also receive e-mail
notification. No need for further action, just be at the school at the
designated date and time. Follow the steps 4.1 – 4.4 to see the job details
and access the navigation tools to guide you to the school.

5.3. Assigned Elsewhere: A different teacher was assigned the job.

5.4. Complete: The job has been completed.

6. Decline a Job

6.1. To decline a job, ‘slide’ the job notification to the left.
The red ‘Decline Job’ button appears.

6.2. If you are sure you want to decline the job, click on the
button and select ‘yes’. The school will not be able to assign
the job to you.

6.3. You can decline a job you have already been assigned
to. Follow steps 6.1 and 6.2. The school and the agency will
be notified that you declined.

Frequently Asked Questions

Q1: Can I be connected to more than 1 agencies?
A: Yes. Just go to the ‘Add Agency’ page (step 3.1) and add the code of the agency you want to connect to.

Q2: Do I need to accept to get assigned a job?
A: If you are being put forward by the agency, the school assumes you want the job. You don’t need to accept, but
you can decline the job at any stage – while it is open or assigned to you. You can decline a job up until the last
moment. Please be informed about the school scheduling and notice periods before declining a job.

Q3: When I’m trying to add my picture, the app stops working.
A: This is usually a permissions issue on Android phones. Please make sure you grant all permissions to the Supply
Clouds app, in order to benefit from its full functionality.

Q4: How can I grant permissions to the app?
A: On your phone go to Settings > Installed Apps > Supply Clouds. From here you can access the app
permissions, please allow the app permissions for Location, Storage, Telephone and Camera (where applicable).

