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A tour of the console, the fleet, the rota, records and admin tools

For: controllers and admins

Artery v4.00 - October 2026

The screenshots use a made-up group, Wychwood Blood Bikes. Every name, hospital and phone number in them is
fictional.
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Artery tutorial: Controller features - v4.00

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.

Jane Smith en route to Wych...
b Sarah Jones v3:86 . W Map @ 4 (& Vew-v Tools ~ Sign Off
awaiting acceptance from...

0 Dashboard 6 4 2 0

Good evening, Sarah Jones! .

# CreateNew Job (z) %, Phone Job ©  Sign OnRider (2)

= JobBoard (2 4 jobs o Active Fleet (2 6 riders
® NEEDS YOU ® MOVING &% Jane Smith R1
3 « BUSY  Bike
Wby NE) 12.4 0 jobs unde
J08103Pm5m 23:0: IRETEE FRJL U RUNNING LATE 26m
© 3 (7} 3x Human Donor Breast Milk @ Jobs: 2m this shift (1job) - 2m in
(Pasteurised) 7 days
Sherwood Royal Infirmary — Neonatal Unit —
Donor Milk Bank
e
. : &% Tom Walker R2
%) Assigned: Tom Walker (R2) = BUSY  Bike
¥ Tom Walker ACCEPTED - 22:04:13 2 @ RUNNING LATE 15m
15 MIN LATE reaching the pickup (expected @ Jobs: 2m this shift (1job) - 2min
22:01) — your call: ring Tom Walker, give more 7days
time, or reassign
[©]
=) Priya Patel D1
v FREE | Car
@ @ Jobs: 2m this shift (1 job) - 2m i
Sync Status 7 days
J \
I J0s105 @18m  42mi ‘ &% Dave Hughes R3

The Dashboard: today's numbers, the job board (Needs you / Moving / Done today) and the Active Fleet.
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Artery v3.86 Sarah Jones - L% M Dashboard ? 2)  Viewwv Map view v Tools v End Shift

2 awaiting acceptance from Priya Patel — Trentside Community Hospital — Outpatients — Wychwood General Hospital — Pathology

W Wvechwood General Hospital — Patholoav — Sherwood Roval Infirmarv — Haematoloav — awaiting a rider

Holmfirth

&% Jane Smith AeWMane

= BUSY ) Bike X Fitto fleet =2 Rotherham _/iaitby
@  RUNNING LATE 25m A &S eld

® Jobs: 2m this shift (1job) - 2m in 7 davs

Dronfield

® NEEDS YOU . e ux Lincoln

NortfiHykehar

+ Assign / change vehicles

6 Artery Logistics

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.

L4 Wychwood General Hospi... .
Sarah Jones v3.86 (L N'"T A [ Dashboard (7) x (z) View ¥ Tools v sign Off
@ URGENT — Tom Walker h...

{ ;‘ Assigned: Priya Patel (D1) Job history

@ Dashboard A NOT ACCEPTED — Priya Patel, 15 min -
rider reminded — consider ringing = Trends & reporting

[ contmpickup J 2 unassion |

R4
Handover note

o £ Shift snapshot m
© avort § 5 it (1job) - 1min
og
“ ~
e— R S [ Hospital requests jnown J
o
= © 4 (7) 4x Blood Samples (Test
Tubes/Vials) . :
‘D Riverside Medical Centre — Wychwood  Locatons dlreclory [ i

General Hospital — Pathology
Smith (R1)

@ 24 MIN LATE reaching the delivery — please
ring Jane Smith .

If Artery is down (print)

3

ift:Omin7

w Two-step login (admins)

e
)

8

¥ what3words directory

&% Volunteer Porial

Database Manager

/ @ Help

J08104 @6m M8mi

© 3(7) 2x Blood Samples (Test
TubesfVials), 1x Urine Samples

Wychwood General Hospital — Pathology —
Sherwood Royal Infirmary — Haematology

#t (1jok 8 Close W Cancel d
Sync Status

The Tools menu.

Page 3



Artery tutorial: Controller features - v4.00

3. The fleet

Fleet shows every rider on shift with a status you can read at a glance (v FREE, e BUSY, 1i
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.

k Wychwood General Hospl...

SarahJones v385 g | |pGENT — Tom Walker h... et @ 4 @ vewv | Toolsv | Signoff
@ &b Dave Hughes R3 @ &% Sophie Green R5
+ FREE = Bike + FREE Bike
& Jobs: Om this shift - 0m in 7 days
@ Jobs: Om this shift - Om in 7 days
%, 07700 900107
%, 07700900104

o Vehicle Allocation

Jane Smith — none — v
Tom Walker — none — ~
Priya Patel — none — v
Dave Hughes — none — v
Sophie Green — none — v

Sync Status
2.8 B ExportCSV & Clear List

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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Rider Sign On &

Ben Clarke

Cancel

Sign On Rider.

4. Following a job

Once a rider has accepted a job its card shows v 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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Dashboard

Sync Status

5. The rota

Sarah Jones v3.388

(&) Assigned: Priya Patel (D1)

A NOT ACCEPTED — Priya Patel, 14 min -

rider reminded — consider ringing

[c )3

J08102H ®4m  21mi
© 4 (7) 4xBlood Samples (Test
Tubes/Vials)

Riverside Medical Centre — Wychwood
General Hospital — Pathology

2) Assigned: Jane Smith (R1)

@ 23 MIN LATE reaching the delivery — please
ring Jane Smith

(2)

J0g104 ®5m  M8mi
@ 3 (2 2xBlood Samples (Test
Tubes/Vials), 1x Urine Samples
Wychwood General Hospital — Pathology —
Sherwood Royal Infirmary — Haematology

d: Dave

5 mi, bike|

=

Jane Smith en route to Wych...

I Map

@ Dashboard

The board after a rider accepts.

Artery tutorial: Controller features -

o=

@)

View v Tools v Sign Off

&% Amy Ash R4
¥ FREE | Bike

@

@ Jobs: Om this shift (1job) - Im in
7 days

&% Sophie Green RS
+ FREE  Bike

@ @ Jobs: Om this shift - Om in 7

days

v4.00

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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_  awaiting acceptance from...

Sarah Jones v3.86 (L N'ETA M Dashboard (z) = (z) View v~ Tools v Sign Off

M Wychwood General Hospi...

& Shift Rota & B Export CSV

To add your own shift, please use the Volunteer Portal.

Volunteers
50ct-110ct 2026 m
L
Mon 05/10 Tue 06/10 Wed 07/10 Thu 08/10 - Today Fri 08/10 Sat10/10 Sun1
+add +add +add +add +add +add
Trends Sar... X Sar.. X Sar... X Sar... X Sar.. X Sar... £ Sa
Shift Rota +add + add +add
dd dd dd dd dd dd
add +add add dd dd dd
&% Jane Smith X &% Tom Walker x &% Priya Patel X
add add +add
e p— e % Dave Hughes % & Amy Ash x &% Ben Clarke X St
&% Tom Walker x & Priya Patel X &% Dave Hughes X & @
+ add +add +add add +add aca
& Priya Patel = /A Dave Hughes % & Amy Ash 2 s Amy Ash X &% Ben Clarke x &% Sophie Green X o Ji
+ add +add +add & &
#% Dave Hughes X & Amy Ash X &% Ben Clarke X
dd add dd
& Ben Clarke X e - & Jane Smith X &To
[ Cover ]
add ] add
&% Sophie Graen X & Jane Smith x &% Tom Walker X &P

Sync Status 6

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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] Wychwood General Hospi...

® URGENT — Tom Walker h..

Sarah.Jones v3.88 (L N'ETA M Dashboard

View v Tools v Sign Off

“0 Job History ©

Last 7 Days Last 2 Weeks Last Month All Time dd/mm/yyyy O o dd/mm/yyyy =B Show these dates

Search by job ref, rider, location...

© 2 jobs A 7.2 total miles 282 1 riders £ £1.80 running cost % E£36.12 saved vs courier
History
Tre Last 7 days
Today — 8 October 2026 2
Shift Rota
Jo8106 Elmfield Surgery — Wychwood General Hospital — Pathology
22 % Amy Ash <3 Volunteer Portal (Created by Sarah Jones) &+ Volunteer Portal (Created by Sarah Jones) 3.6mi
& 2x Blood Samples (Test Tubes/Vials), 1x Urgent Prescriptions / Forms [ Collect from the back office — ring the t
Jo8101

Elmfield Surgery — Wychwood General Hospital — Pathology

3.6mi
% Unknown 43 &

2x Blood Samples (Test Tubes/Vials)

Sync Status

Job history.

URGENT — Tom Walker h... .
SarahJones v3.86 ® [ BVPSS M Dashboard [ERGRNE LENNEINNR" " A% Tools v Sign Off
Jane Smith en route to Wych...

|~ Trends

Last3 Last 12

i dd/mm/yyyy 0O
Months Months This Year All Time

CCTLL A =l Show these dates

2 7 £36.12 £1.80 1

History

Trends
Jobs per month

Busiest days of week Busiest hours

Sync Status
Busiest locations

Eimfield Surgery I :
Wychwood General Hospital — .. [N

Volunteer leaderboard

Amy Ash 1 36

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.

Sarah Jones v3.86 Jane Smith en route to Wych... I Map @) 4= (3) Viewv Tools v Sign Off

0 Dashboard 6 4 2 0

Fleet Good evening, Sarah Jones! .

# CreateNew Job (z) %, Phone Job & Sign OnRider (2)

= JobBoard (2) 4 jobs s Active Fleet (2 6 riders
® NEEDS YOU ® MOVING &% Jane Smith R1
\ « BUSY Bike
g © 12.4 o jobs underwa
sostos- () EE . T I
© 3 (7} 3x Human Donor Breast Milk @ Jobs: 2m this shift (1job) - 2m in
(Pasteurised) 7 days
Sherwood Royal Infirmary — Neonatal Unit —
Donor Milk Bank
e .
Picku se &% Tom Walker R2
%) Assigned: Tom Walker (R2) = BUSY  Bike
v Tom Walker ACCEPTED - 22:04:13 & GRUNNING LATE14m
14 MIN LATE reaching the pickup (expected @ Jobs: 2m this shift (1job) - 2m in
22:01) — your call: ring Tom Walker, give more 7 days
time, or reassign
[©]
& Priya Patel D1
[ ] o
CCEPTEL coL 5 LIVEREL + FREE | Car
Sync Status 7 days
J \
[ J0s105 @17m  42mi ‘ &% Dave Hughes R3

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

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

Artery tutorial: Controller features - v4.00

Remove access

Remove

Sync Status

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.

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

Jane Smith en route to Wychwoo... B B
Admin v3.86 . . I Map (z) 4= (2) View~ Tools v Sign Off
awaiting acceptance from Priy...

H Database Manager ©
‘ B Import from spreadshest || & Export to spreadsheet | (7)

= Save Database

Volunteers Controllers Locations Vehicles Rates
Add Volunteer (7
Name Callsign
NOK Name NOK Phone
Volunteer phone (mobile) Email (optional) — to email them their portal card

HOME LOCATION (OPTIONAL — ENABLES "SEND HOME")

Home postcode (e.g. NG18 2AB) — sets a rough map location

Home area / town (auto-filled from postcode; editable)

COMPLIANGE (OPTIONAL — AMBER WHEN DUE WITHIN 30 DAYS, RED WHEN OVERDUE)

DBS EXPIRY ADVANCED RIDER EXPIRY
dd/mm/yyyy ] dd/mm/yyyy

INSURANCE EXPIRY INDUCTION / LAST ASSESSED

dd/mm/yyyy [m] dd/mm/yyyy [m]

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.

Page 11



Artery tutorial: Controller features - v4.00
r M
i Two-step login (= X

Admin accounts can change everything in Artery, so a stolen password
alone shouldn't be enough. With two-step login on, signing in as you
also needs a 6-digit code from an app on your phone (Google
Authenticator, Microsoft Authenticator, Authy, 1Password...).

You'll get 8 backup codes for if your phone is lost — keep them
somewhere safe, away from the phone.

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.

Admin v386 awaiting acceptance from Priy... m Map QuliFHTNEVR (7)) 4 (7)) View v Tools v Sign Off

B Database Manager ©
‘ B Import from spreadsheet || & Export to spreadsheet | ()

= Save Database

Volunteers Controllers Locations Vehicles Rates
Database
Add Volunteer ()
Name Callsign
NOK Name NOK Phone
Volunteer phone (mobile) Email (optional) — to email them their portal card

HOME LOCATION (OPTIONAL — ENABLES "SEND HOME")

Home postcode (e.g. NG18 2AB) — sets a rough map location

Home area [ town (auto-filled from postcode; editable)
COMPLIANCE (OPTIONAL — AMBER WHEN DUE WITHIN 30 DAYS, RED WHEN OVERDUE)
DBS EXPIRY ADVANCED RIDER EXPIRY
Syne Status dd/mm/yyyy u} dd/mm/yyyy

INSURANCE EXPIRY INDUCTION [ LAST ASSESSED

dd/mm/yyyy m} dd/mm/yyyy m]

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.

28 Team %

& stages [El Regular shifts Swaps gy Time away » i ® Training il Reports

= Their data @ R

Set up the shifts people do every week (or every other week). Artery puts them on the rota eight weeks ahead and keeps it topped up. Anyone can
still take a single week off the rota as normal, and weeks they're away are left off.

Add a regular shift
‘Who As Day How often

! Tom Walker v} ‘ Driver V\ ‘ Saturday v‘ \ Every other week

Starts For Starting Ending (optional)

| o800 | | Bhours ~| | 13/10/2026 B || dd/mmiyyyy

That is 08:00-16:00, as 2 rota blocks.

Note (optional)

| e.g. covers the Tuesday night run to the QE

Add to the rota

WHO WHEN

Jane Smith Every Tuesday, 20:00-04:00

Rider Covers the evening run

Setting up a regular shift.
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28 Team 5

&/ Stages [l Regular shifts & swaps  gu Time away » i ® Training J Reports

= Their data @ Remi / Permissions

Volunteers can swap shifts with each other from the portal: one offers, the other accepts or says no. Nothing on the rota changes until it's accepted.
A swap starting within 24 hours is flagged to the duty controller. To move shifts yourself, use the rota as normal.

Waiting for an answer (0)
None.

Recent (last 60 days)

Jane Smith =  Tom Walker Family wedding that weekend” Swapped
Fri 16 Oct 20:00-24:00 Sat 17 Oct 20:00-24:00

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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28 Team 5

® Training i Reports

&/ Stages [l Regular shifts & swaps gy Time away »

= Their data @ Remi Pl issions

Add a document
File (PDF, Word, Excel, PowerPoint, text or a picture, up to 8 MB)

| choose file | No file chosen
Title Group it under (optional) Who can see it

| e.g. Lone working palicy | | e.g. Policies || Everyone

| Everyone must confirm they've read it (volunteers tap "I've read it" in the portal)

[] ...and send a notification to their phones
Upload

POLICIES

Lone working policy Everyone . Change Remove
PDF - 1KB - Admin - o
Readby1of7 hide

Not confirmed yet (6)

Amy Ash, Ben Clarke, Dave Hughes, Priya Patel, Sophie Green, Tom Walker

Confirmed (1)

Jane Smith 13 Oct 26

Asking since 13 Oct 26. Confirmations from before then are kept on record but don't count

Remind the 6 who haven't IS EITHVREER T ‘ with a phone notification

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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28 Team 5

&/ Stages [l Regular shifts Swaps g Time away » i ® Training il Reports

= Their data @ R

Where each volunteer is in joining. Anyone not given a stage counts as active. Applicants can't book themselves onto the rota until they're trainees.
Signing someone off as active checks the training their role needs (set up in the Training tab). To record someone leaving, use Remove access in the
volunteer list.

m‘ Applicants (1) || Trainees(1) || Active(s) |

Amy Ash Applicant Training 0 of 1
Rider since 13 Oct 26

Starttraining | Signoff as active |

Ben Clarke Trainee Training 0 of 1

Rider since 13 Oct 26 ‘ Sign offasactive || Back to applicant

Training their role needs
Blood handling X not done
History

13 Oct 26 Trainee (Admin)

Stages: applicants, trainees and active volunteers.

28 Team 5

% Stages [l Regular shifts Swaps g Time away &+ i ® Training il Reports

= Their data @ R

Worked out from the rota, the cover your group needs (@ Cover needed on the rota), training records and volunteers' records. Downloads open in
Excel or any spreadsheet.

Cover for the next two weeks | 1 Download (CSV) |

68 of 92 blocks are shart, 76 more people needed in al
Wed 14 Oct 08:00-12:00 Riders/drivers 1of2

Wed 14 Oct 16:00-20:00 Controllers 0of1
Thu 15 Oct 08:00-12:00 Riders/drivers lof2
Thu 15 Oct 16:00-20:00 Controllers 0of1
Fri 16 Oct 08:00-12:00 Riders/drivers 1of2

Fri 16 Oct 16:00-20:00 Riders/drivers 0of1

Fri 16 Oct 16:00-20:00 Controllers 0of1

Sat 17 Oct 08:00-12:00 Riders/drivers lof2
Sat 17 Oct 16:00-20:00 Controllers Dof1
Sat 17 Oct 20:00-24:00 Riders/drivers 0of1
Sun 18 Oct 08:00-12:00 Riders/drivers 1of2
Sun 18 Oct 16:00-20:00 Riders/drivers Dof1
Sun 18 Oct 16:00-20:00 Controllers 0of1
Mon 19 Oct 08:00-12:00 Riders/drivers 0of2
Mon 19 Oct 08:00-12:00 Controllers 0of1
Mon 19 Oct 12:00-16:00 Riders/drivers 0of1
Mon 19 Oct 12:00-16:00 Controllers 0of1

Mon 19 Oct 16:00-20:00 Riders/drivers 0of1

Mon 19 Oct 16:00-20:00 Controllers 0of1
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.

28 Team 5

&/ Stages [l Regular shifts Swaps g Time away » i ® Training il Reports

= Their data @ Remi # Permissions

Give a controller one or more extra jobs without making them an admin. Each tick opens only the tasks listed below. Saving the Database Manager,
controller logins, ward codes, wiping history and the card design stay with admins. A change works straight away.

Rota manager Set how many people each shift needs, and the shift reminders.

Training officer Change the list of training your group uses. (Every controller can already record training.)

Volunteer records Portal codes (reset or new code), remove or give back access, print and email portal cards, and (D cards: photos, member numbers,
printing. Not an admin's own record.

Reports and audit log The change log, and the setup spreadsheet export (it has personal details in it)

CONTROLLER ROTA MANAGER TRAINING OFFICER VOLUNTEER RECORDS REPORTS AND AUDIT LOG

Admin Admins can already do everything.
Admin

Sarah Jones {13}
Controller

Sarah Jones can now: Rota manager,
Volunteer records.

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.
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