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It you still require assistance, contact support on: 0800 955 2472 V20



Logging In

This guide will walk you through how to log in on
the app.

(D Enter your mobile
number.

) Enter your PIN into the
PIN field.
Press the eye to see
the PIN you type.

(3 Press Log In.

Tick Remember me for

immediate log in. I:I

Press Forgotten Pin to get
a new PIN sent via text.

If you still require assistance, contact support on: 0800 955 2472 V2.0



Applying

This guide will walk you through how to apply
through the app.

(D Press Applu.

@ Press OK.

Your Company Code is
given to you by your
employer.

) Fill out the boxes and
press Begin
Application.

To proceed with your application, fill out the
information on each tab.

It you still require assistance, contact support on: 0800 955 2472 V20




Confirming a Shift

This section of the guide will show you how to
confirm a shift that has been allocated to you.

You will receive @
notification like this,
detailing the shift.

(D Find the shift on the
Schedule page.

) Select the shift, and
on the menu that |
appears press
Confirm.

If you still require assistance, contact support on: 0800 955 2472 V2.0



Confirming a Shift

@This pop up will
appear.
Press Confirm.

Booking On/Off

This topic covers the process of booking on and
off of a shift.

(D Select the relevant
shift.

(@ Select the shift, and
on the menu that
appears press
Book On.

It you still require assistance, contact support on: 0800 955 2472 V20



Booking On/Off

All upcoming shifts
appear here.

The date of the shift. [ 1

Scheduled shift times :l

and times attended
are here.

Details of the shift are I:l

here.

It you still require assistance, contact support on: 0800 955 2472 V20



Ad-Hoc Shifts

Ad-Hoc shifts allow you to create a shift if you
are within the vicinity of a site.

This guide will walk you through creating one.
Ad-Hoc Shifts are useful for covering a shift.

@ On the Schedule page, press on the Plus

button.

@ Press Yes.

(3 Press OK.

[ ]

It you still require assistance, contact support on: 0800 955 2472 V20



In App Welfare

You can confirm your welfare through the app.
Do this 15 minutes before the hour otherwise the
system will contact you.

@ On the Schedule page, press on the Heart

button.

@ Enter your D.O.B in
the DD/MM/YY

format. ——
(3 Press Ok. [ ]

(@) Press OK.

[ 1

It you still require assistance, contact support on: 0800 955 2472 V20



This covers the functions of the main pages and
important icons throughout the app.

This opens the Main Menu.

This is the page Title.

This creates an Ad-Hoc Shift.

This records an Audio File.

This lets you Confirm Welfare.

Press this three times to Trigger Duress.

This will Log Out of the app.

It you still require assistance, contact support on: 0800 955 2472 V20



Navigating

Schedule is your upcoming
shifts.

Notifications and Shift historu.
Request leave here.

View and query your pay here.
Fill out incident forms here.
See your position on a map.

Your details are changed here.

Policy documents are found and
read here.

It you still require assistance, contact support on: 0800 955 2472 V20



This tab gives you all of your notifications and
shows your previous shifts worked.

(D Select History from

the main page [ ]

@The History page will
show your
Notifications.

@ Press the Briefcase icon to go to your Work

History.
L]

(@ Work History shows
your previous shifts.

Only shifts that are booked On/Off
successfully appear in Work Historuy.

It you still require assistance, contact support on: 0800 955 2472 V20



Absences

This section will help you Request Leave.
(D Select Absences

fromthemainpage. [ ]

@ Press Yes to Request
Leave.

[ 1

(3 Choose your Dates.
The date picker in iOS looks like this.

[ 1 [ 1
[ 1 [ 1

It you still require assistance, contact support on: 0800 955 2472 V20



Absences

(@ Select the type of
leave you require.

[ ]

Your leave has now been requested.

Your request will appear on the Absence page
pending approval.

I

It you still require assistance, contact support on: 0800 955 2472 V20



Payment Advice

This part will show you how to access Payment
Advice, and how to query your pau.

(D Select Payment

Advice from the main I:l

page.

Payment Advice shows a breakdown of the
latest pay period. You can see the Pay Run,
Hours Worked and the Gross Pauy.

(@ To query the period,
press on it.

(3 To view the shifts,
you can press View
shifts to query, then
press Query Period.

It you still require assistance, contact support on: 0800 955 2472 V20



Payment Advice

@ Fill out the query ]
with the maximum
amount of
information.

Then press on the
Save icon.

The Payroll Department will contact you as
soon as they can.

It you still require assistance, contact support on: 0800 955 2472 V20



Occurrences

This section goes over how to fill out incident
and occurrence forms.

(D Select Occurrences

fromthemainpage. [ ]

(@ Choose a Form from
the list.

3 You will then see a
list of questions.

Press on the

questions to answer
them.

It you still require assistance, contact support on: 0800 955 2472 V20



Occurrences

(@ Fill out every
question on the form.

A Green Tick
appears on a
question when it is
completed.

(B When all questions have answers, save the
form by pressing the Save Icon.

[

It you still require assistance, contact support on: 0800 955 2472 V20



Occurrences

(®) A notes pop up will appear. If you need to
add notes press Yes.

[

@ Input the information you want and press OK.

[

When this is done, a message will appear saying
the form has been submitted.

It you still require assistance, contact support on: 0800 955 2472 V20



This section goes over how to use the Location
page.
(D Select Location from

the main page [ ]

The Location feature
shows the site and your
location.

This locates you on the
map.

This locates your
colleagues on shift.

This highlights any
outstanding tasks.

If you still require assistance, contact support on: 0800 955 2472 V20



User Details

This section goes over how to update your User
Details on the app.

(D Select User Details

fromthemainpage. [ ]

This is the User Details
page.

You change all details
from here.

@ This is the Personal
Information tab.
Change your main
information and
contact details here.

It you still require assistance, contact support on: 0800 955 2472 V20



User Details

(3 To access other sections of the User Details
Press on the relevant tab below.

(@ Press on the
Employment Refs
tab.

Press Add
Employment
Reference.

@ Fill out employment

details. I:I

Once complete,
press Save.

If you still require assistance, contact support on: 0800 955 2472 V20



User Details

() Press on the
Personal Refs tab.
Press Add Personal
Reference.

@ Fill out the reference

details. I:I

Once complete,
press Save.

It you still require assistance, contact support on: 0800 955 2472 V20



User Details

Press on the
Address History tab.

Press Add Address.

(9 Fill out the address

details. I:I

Once complete,
press Save.

It you still require assistance, contact support on: 0800 955 2472 V20



User Details

Press the More tab.
You can Update
Documents or
answer Additional
Questions.

() Press on a
document to choose
it or to take a photo
of it.

(2 Once everything
is complete, press
More, then Finish
Application.

Press Update
Information.

All of your details
are now saved.

If you still require assistance, contact support on: 0800 955 2472 V20



Documentation

This section goes over how to read and sign
Documentation.

(D Select Documentation

fromthemainpage. [ ]

) Select a document
to view and sign.

[ ]

(3 Select Yes to view
the policuy.

(@ Read the document
and press Sign.

(®) Sign the document
and then press Save.

I

It you still require assistance, contact support on: 0800 955 2472 V20
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