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What this tutorial covers 

A tour of the controller console: signing in, finding your way around, the fleet, the rota, messages, 
records and reports, the Team window (regular shifts, swaps, documents, training, stages) and the 
admin tools. For logging jobs see the tutorials on adding a job and phone jobs; for alerts see 
welfare and safety. 

1. Signing in 

Open your group's Artery address (Map view) or the same address with /index2.html 
(Dashboard). Choose your name, type your password and sign on. Signing on makes you the duty 
controller: volunteers see your name in their portal, and alerts that go to "the duty controller" come 
to you. 

Admins: two-step login 

If you have turned on two-step login, after your password you are asked for the 6-digit code 
from the authenticator app on your phone (or one of your backup codes). See section 11. 

 

2. Two layouts, the same features 

Switch between them with Map / Dashboard at the top. The Dashboard shows cards and today's 
numbers; the Map view centres on a live map of riders and sites. Both have exactly the same 
features. Pick whichever suits your screen. 

 
The Dashboard: today's numbers, the job board (Needs you / Moving / Done today) and the Active Fleet. 
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The Map view: the fleet and active jobs on the left, live positions on the map. 

Across the top: the activity feed (what is happening right now), the speaker button for spoken 
alerts, View (light/dark theme, lock the console) and Tools. 

 
The Tools menu. 
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3. The fleet 

Fleet shows every rider on shift with a status you can read at a glance (✓ FREE, ● BUSY, ⏸ 

BREAK), their vehicle, how much job time they have done this shift and this week (to share the 
work fairly), and any safety badge: running late, SOS, home safe. 

 
The Fleet view. 

• Volunteers normally sign themselves on in their portal. To sign someone on for them, use 
Sign On Rider. 

• Click a rider's card for their menu: put them on a break, send them to base or a location, see 
their next of kin, or sign them off. 

• Vehicle allocation: give a rider one of the group's bikes or cars for their shift. It is recorded 
against every job they do and clears when they sign off. 
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Sign On Rider. 

4. Following a job 

Once a rider has accepted a job its card shows ✓ ACCEPTED, a progress line (accepted → 

collecting → delivered) and the expected arrival time. Riders sign at collection and delivery on their 
phone; each step is time-stamped. Click the job number for its details and timeline. 
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The board after a rider accepts. 

5. The rota 

Shift Rota shows four weeks in 4-hour blocks. Click a block to book a rider or driver, + add under 
Controllers to book a controller. Controllers can book or remove anyone's shift; volunteers can 
only add or remove their own in their portal. 
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The rota. Amber "Needs cover" shows a volunteer who can't make their shift. 

• Can't make it: a volunteer marks their shift Needs cover rather than deleting it. Another 
volunteer taps Take it, or you press Cover… and choose someone. A vehicle booked with 
the shift goes with it. 

• Cover needed (admins): set how many riders and controllers each block needs. Short blocks 
then show in red (e.g. 1/2), for you and for volunteers. 

• Short notice: a shift starting within 24 hours that is removed or put up for cover alerts the 
duty controller. 

6. Messages (💬) 

Volunteers can message Control from their portal, with photos. Whoever is on the desk can read 
and answer any conversation. A red number shows unread messages. Conversations between two 

volunteers are listed too (marked 👁): you can read them but not post in them. Everything is 

logged. 
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Messages on the console. 

7. History and reports 

• History: every completed job. Filter by period or your own From/To dates, search by job 
number, rider or location, and export a printable report, CSV or Excel. An admin can correct a 
record or add a past job; the original is never overwritten. 

• Trends & reporting: how many jobs, how quickly they move, and what the runs cost against 
a commercial courier (the money your volunteers saved). Each figure says how it was worked 
out. 
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Job history. 

 
Trends & reporting. 
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8. Handing over to the next controller 

• Tools → Handover note: leave a note (e.g. "the fridge on Ward 4 is broken"). It stays pinned 
on every console until a controller taps Acknowledge. 

• Tools → Shift snapshot: a plain-text summary of right now (riders, active jobs, jobs done 
today) to paste into a handover message. 

 
A handover note. 

9. If Artery is down 

Tools → If Artery is down (print) prints a two-page plan for carrying on with phones and paper: 
who to ring, running jobs on paper, keeping riders safe by hand, and putting the paper jobs back in 
afterwards. Print it now and keep a copy by every control phone. Your group's data is also copied, 
encrypted, off the server every night. 

10. The Database Manager (admins) 

Database holds your volunteers, controllers, locations, vehicles and rates. From here admins add 
people (portal passwords are issued automatically), print or email volunteer cards, make photo ID 
cards, issue ward codes, and import or export spreadsheets. 

Button on a 
volunteer's row 

Use it when 

Reset password They have forgotten the password they chose. They go back to the 
code on their card. 

New code Their card is lost, stolen or has been seen. They get a brand-new 
code, the old card stops working, and every phone they are signed in 
on is signed out. Artery then offers to email or print them a new card. 
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Button on a 
volunteer's row 

Use it when 

Remove access They have left the group, or must not use Artery for now. Their 
password stops working and they are signed out; their records are 
kept. Give access back undoes it. 

Remove Deletes the record itself. Use Remove access instead for someone 
who has simply left. 

 

 

 
The Database Manager. 

Protected accounts 

The main Admin account cannot be deleted, and other admins cannot change its password. 
This is deliberate. 

 

11. Two-step login (admins) 

An admin account can change everything, so a stolen password alone shouldn't be enough. Tools 
→ Two-step login (admins) → Turn on: scan the code with an authenticator app (Google 
Authenticator, Microsoft Authenticator, Authy, 1Password), type the 6-digit code it shows, and write 
down or print the 8 backup codes. 
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Turning on two-step login. 

• Lost your phone? Use a backup code, then make new codes or turn it off and on again with 
the new phone. 

• Another admin who has lost theirs: the main Admin presses Reset (lost phone) next to their 
name. 

• If the main Admin is locked out, whoever runs your server uses reset-admin.sh, which sets a 
new password and switches two-step login off. 

12. The change log (admins) 

A running record of who did what and when: jobs created, assigned, edited, cancelled and closed; 
riders signed on and off; confirmations and declines; rota changes; database changes; location 
notices shown. It is your "what happened on that shift?" record. 

 
The change log. 
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13. The Team window: regular shifts, swaps and time away 

The people side of the group is under Tools → Team. Each part has its own tab. 

• Regular shifts: for someone who does the same shift every week or every other week. 
Choose who, the day, the times and when it starts. Artery puts the shifts on the rota eight 
weeks ahead and keeps it topped up. A single week can still be taken off as normal. Stop 
takes the future ones off; past ones stay in the record. 

• Swaps: volunteers swap shifts between themselves in the portal, and nothing changes until 
the other person accepts. Here you see the ones waiting and the recent ones, and can 
cancel one that is waiting. A swap starting within 24 hours is flagged to the duty controller. 

• Time away: planned leave. Volunteers add their own, or you add it for them. Their regular 
shifts are left off the rota for those dates, and one-off shifts in that time are marked as 
needing cover. 

 
Setting up a regular shift. 
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Swaps volunteers have arranged. 

14. Notices, and documents people must read 

• Noticeboard: post a notice for everyone, volunteers only or controllers only. Pin important 
ones, set a date to take them down, and tick the box to send it to people's phones. 

• Documents: policies, forms and guides, for everyone or controllers only. For a policy people 
must read, tick Everyone must confirm they've read it. Volunteers tap I've read it in the 
portal, and the list shows Read by 1 of 7. Click it to see who hasn't. 

• Remind the N who haven't sends a phone nudge to just those people. Artery also reminds 
them by itself, every week by default and at most three times (change it on the Reminders 
tab). 

• When the policy changes, Ask everyone again. Everyone confirms again; the old 
confirmations stay on record. 
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A must-read policy: who has confirmed, who hasn't, and the Remind button. 

15. Training, stages and reports 

• Training: an admin or training officer sets the training your group uses, how long it lasts and 
who needs it. Any controller clicks a volunteer's box to record it. Green is in date, amber runs 
out within 30 days, red has run out or is missing. 

• Stages: new people can be Applicants (no booking shifts yet), then Trainees, then Active. 
Sign off as active checks the training their role needs and tells you what is missing. You can 
still go ahead on purpose; it goes in the change log. Anyone never given a stage counts as 
active. 

• Reports: the next two weeks of cover, how well shifts were filled, training running out, and 
people joining. Each one downloads as a spreadsheet. 
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Stages: applicants, trainees and active volunteers. 

 
Reports: the blocks short of people over the next two weeks. 
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16. Permissions, subject access and card designs (admins) 

• Tools → Permissions: give a controller one or more extra jobs without making them an 
admin: Rota manager, Training officer, Volunteer records or Reports and audit log. It 
works straight away, and so does taking it off. 

• Tools → Their data (GDPR): when a volunteer asks what you hold about them, choose them 
and press Gather their data. Send them the readable page (it prints or saves as PDF). 
Passwords and other people's details are left out. Read it before you send it, and delete your 
copies afterwards. 

• Your own ID card design: Volunteers → ID cards → Use our own card design. Upload 
your card artwork, drag each detail onto its space, preview, and save. 

 
Permissions: extra jobs for a controller. 

17. End of your shift 

1. Leave a handover note if the next controller needs to know anything. 

2. Optionally Export CSV in the Fleet view for a copy of the shift's completed jobs. Everything is 
archived on the server anyway. 

3. Sign Off. 


