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GLOSSARY

ADMINISTRATORS:
The people who manage the Account and sets up all the Users
and Strategies.

USER:

A lone worker who uses the app.

SUPERVISOR: o i

¢KS LISNARZ2Y ¢K2 NBOSAQSa | ! a

have not checked inThis could be a manager or buddy.

GROUP
A team of people typically using the same lone working Stratec
and have the same Supervisor.

STRATEGY

Defines how often a lone worker needs to check in and the
escalation rules associated with this.(who gets notified and
how).

PIN:

The4 digitcode that a User needs émter intothe app to
confirm that they are safe or when they want to end a lone
working session.
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Creating New Groups

(& Administration

Web & Mobile Application Management

¥ Groups & Users

v v v
Company Group Full Name Login

iHillgarld Gy Vit 4

v
Default Supenvisor

ces
a® Group Management

Create Group & Set Default Behaviour

B Information X Auto Start

Company

Hillingar Ltd

Group Name

Group name is required
Default Strategy €&

None / Inherited

Default Supervisor @

None / Inherited

Timezone @

Europe/London

v
Edit

/Administrators \

cancreatenew
Groupsby clicking on
Add thenchoosing New
Group inthe Groups
and Usersection of

\the dashboard /

énter a name in the\

red boxthen choose a
default strategyor this
Group and a
defaultSupervisor.
Enter theTimezondor
this Group.

You can also set up an
Auto Start for this
Group (Please
seeinstructions for
User set up).

When finished click on

Qhe green tick. /
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Creating New Supervisors and Users

This section shows you how to add a single user. See the end of the
document for how to BULK add users.

v
Full Name

@ )

Administratoran
createnewUsers
by clickingon Add
thenchoosing
. NewUser in
the Groups and
Userssection of
the dashboard.

\_

iHillingar Ltd ~ ®Edil Company ~ YFi +add

v v
Login Default Supervisor Edit

J

Note: We recommend you create the
Supervisors first then the Users.

Create user details & notification behaviour
Inf O Typ ¥ Contact L Alert ™ Auto Start
Forename Surname
leas : se
Users f required Users surname is re quired
Login (Username)
Ple
Users emai | address is re quired
Passwor d Confirm Passwor d
Users password is required Please re-confirm the password
Group Timezone (]
Select Group " Europe/London
Please select a group

/9yﬁ SN 6 KS 'thaBsNIa
two boxes.Enter! & SNX&a SY|I
address irLogin (Username)

box. Create a password fthem
and enter in botHPassword
boxes. Select a&roup for the User
from the Drop downbox. (Youcan
always creatanother one if
needed) Finally choose theorrect
Time zone(Europe/London) for

X /
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Aext Click on the Type tab: \

&User Management

Edit user details & notification behaviour

i Info [ Type = Contact L Alert ® Auto Start

Company Administrator

Lone Working Permission

On-site list Permission

New PIN Repeat PIN

& User Management

Edit user details & notification behaviour

i Info O Type &= Contact L Alert X Auto Start

Secondary Email

/Next Click on the Contact tab:\

\the User has additional devicey

Lone working permissionust be
ticked toenable the user to start /
stop lone workingessions in the
app. You must choose a PIN
number for eaclser and enter
this in both PIN boxesThisis

what the User will use to confirm
they aresafe and end sessions
within the app If you are creating a
Supervisor and they dwot use

the app do not click the
LoneWorking Permission box (so
this does not geowards your User
count).

9YGSNI 0KS ! aSNQ:2
address.This is usetb send
notifications to themEnter the
PASNQE Y20AE S Yo
PrimarySMS boxThis is used for
sending SMS alemessages to
them. (The Secondary contact
details are not oftemsed unless

Admin Quick Start 05/01/2021 4



& User Management mext Click on the Alert tab:
Choose a Default Strategy from the
drop-down menu. This is how
e © " Bl often you want theJser to check
Default Strategy © | n.
21 Ghekin, Esclate 20minGPS ’ Choose a Default Supervisor for the
DefutSpenisor O Userfrom the dropdown menu. If
None / nerted ; you chooseNone/Inherited this will
pick the defaulSupervisor from
oo the Group, the User etached to.
v

NOTEIt is not necessary to complete this information for a
Supervisor if they do not use the adpthey do use the app, you
need to ensure that they have another contact from the list and di
not inherit as escalation messages would go to themselves.

&User Management
Gick on the Auto Start tab if yoh
©Tpe @ Cow 0 Mt X Adosun would liketo set up automatic
starting of the app fothe User.This

is useful if they are forgetful they
do consistent shifts.

Enter a description in the green box
¢ in thisexample the session will
start automaticallgvery day (Mon

to Fri) at BAM.

Q\en click on the + sign. /
(v ] «]

Global Exclusions
Global exclusions (acro

8 AM Auto start Mon-Fr{ +
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i Info O Type = Contact L Alert ® Auto Start

© User-specific; overrides all 'company’ or 'group’ auto-start rules CIiCk On the START dial and then

- the Advanced tab.
Enter the time you want to start
- ‘ in Hours and MinutesLeave day
] of Month with ?. In Day of week
_ addday numbers (Sunday is day 1
_o . so 26 is Mon to Fri)Leave Month
with * and enter Year in Year box.
The details you have created
will appear above these boxes (At
“ 08.00AM Monday through Friday
e only in2019)

6 : 2ome 1% 2019 08:0
Click on the Add button
:
Advanced expression 22-01-2019 08:00
m 23-01-2019 08:00 -

0008 ?* 2-6 2019

NOTE Whilst this is a useful tool for regular working patterns it can
become cumbersome to administer as you need to add exclubypns
clicking on the exclude dial and then choose all the days the User will
not be working (i.e. Bank Holidays and personal holiddyg)u do not
keep this up to date the app will start as usual even if the User is not
working.

R You can delete a User by clickamy
@@ User Management .
amectexiisenbiive the drop-downmenu next taheir name
) . on the Dashboard anthoosing Delete
— User.
‘mm[‘,a\ Fx{.ms‘xnf‘, . ) : P , Edit B
Finally Click the tick in the 2 History
bottom right-handcorner and the i N
User isset up.
M Stop Session hd

n 1 Delete User
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Creating a Strategy

Strategiesnable you to set up custom lone working rules: how
often to checkin, whether GPS should be captured and escalation:
(who to contact when the user is late checkimg This candepend
on the risk associated to the lone worker roles (jobs) in your
company.

[ £ A OAdd Strafeg@d

o create a nevstrategy.

Theglobeicon (wherblack) indicates that
thisA a | puBIQ fratdgy tiiatcam
not be edited, you can howevetone
these (by clickinthe edit button
(pencilicon), then scrolling tthe

bottomX

« The primary email and SM6éntactdetailsare used when a
loneworking session ectiveand theuser has not checked on
time. Additionallythe secondary contadtetails are useful for
scenariosvhere the user might havepgersonal device that they
can becontacted via in emergencies.

X Any strategy can beloned(including
the public strategies). kel

F



Strategies

ﬁ)efault strategiesan be assigned to a user, group and/or comp@hgse are \
za

hourly(depends on the risk) = Give the Strategy
N A\\/4 ameaningful name sthe
Freq. Of User Updates Strategy Name Users u nderStanWhat they
2 Hours 7 2hr Checkln, Escala should do.
GPS Accuracy GPS Frequency in Minutes (Android) (TheGPSmap) featu re can \
Medium v ——————

draint KS O 0uSNE]Z
Each platform handles location differently. Android enables you to specify how fi adVISed tO noset thlS too
try to use - both combined affect battery usage. i0S only lets you specify the targ frequently topreserve the
1
When there's no data connection the location is discarded until a subsequent sa I
one-workersbattery.
Android - High = GPS if available, otherwise uses Cell/Wifi/Passive. The frequenc& y )

i0S - High = 10m, Med = 100m, Low = 200m accuracy and ignores the frequency slider. ]

Mobile Options
= Show on mobile 1.Check-In every 2 hrs &d Panic « Shake to trigger
A mis

_ /"You should define a specific Strategy fora
TheAdd buttonwill add Panicsituation. For this strategy you need

abutton to to click thePanic button. this will add a
the MyTeamSafapp. panic button to theMlyTeamSafapp.
5 Min Push (with 1 action rule). Optionally you can also tuthy  8hiék&® |¥

mode, which requires the longorker to
shake the device three times quictdy
) > Minutes suinfush -\ gctivate the panic strategy. / 5

If Late By Escalation Rule N

inherited, forfSEI YLX S AF &2dz daA3ySR I Od 2
then all users in that groupill inherit that strategy, unless the user has a specific
strategy that overrides it.
The precedence is UsgGroupz Company
LGiQa FR@OAASR G2 aSd + adNraGS3ae +d 3NI
one placehen everyone in the group widickupthat default strategylf you
Qequire more granulacontrol, then set it at user level. /
rHow frequently thdone h -
worker needs teheckin to
the app,typically trategy
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Anescalatiorindicates what must be done when the lone worker is late
checkingin. You can target messages to the lone worker or supentor,
their mobile apgpush notifications), email, or text (SMEach message
can be fully customiseda templates.

J
10 mins late EMAIL (with 1 action pskes A+ X
Choose
If Late By Q whenescalation
_ . should occur
10 Minutes
Action Type A Choose how
Email v the escalation
will be sent
Choose who the X Remove
escalatiorshould
be sent to +Add

) Message
Users Primary
rF'y

<p>Hello {name}</p>

Users Secondary <p>You have 20 minutes to respond to MyTeamSafe, before your supervisor is
Supervisor Primary notified. Please use app, or send a text to MyTeamSafe with the phrase SAFE and
your 4 digit PIN (i.e. SAFE 1234)</p>
Supervisor Secondary <p>If you do not respond that you are a safe then:</p> v
Insert Field ¥ + Add Action = Remove Action
\ (You can add another )

Public strategies will
~ | containprepopulatedmessag
es but you cachange these
to suit yourrequirements by
choosingnformation from the
insert field

- J

method ofsending S
information for
thisescalation by clicking
Add Actior(i.e.also send
\ 2 Push Notification). Y,
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30 mins late EMAIL/TXT (with 4 action rules).

If Late By

30 Minutes

Action Type

Email

Users Primary
Users Secondary
Supervisor Primary

Supervisor Secondary

Action Type

Sms

Users Primary
Users Secondary
Supervisor Primary

Supervisor Secondary

Action Type

Push

Escalation Rule Name

30 mins late EMAIL/TXT

Additional Email Recipients

Specify email address
% Remove

+ Add

Message

<p>Hello {supervisorNa
<p>{name} is 30 mins |3
are safe.</p>

<p>Email: {email} </p>

Insert Field v

Additional SMS Recipients

= a4

¥ Remove

+ Add

Message

escalation (after thgrace period has
expired).

The Supervisor gets an email antdxt
message letting them knaothie User is
late and gives themlank to their latest

@PS location

/This is an example of the latieeck in \

J

MyTeamSafe ESCALATION; {name}, {sms}; Location: {gpsSummary}

Insert Field v

4+ Add Actiop — Remove Action

The User also gets a

Pushnotification to let them

Push notification message length should be restricted to a ma|

substituted and could increase the message length further tha)
received by the mobile device could be truncated, you are advi
important information at the beginning.

When you have completed
the setupof the Strategy
click the green ticknd this

34).

will save it and it is ready

for use.

Vn

knowtheir Supervisor has
beeninformed

ION. Hello {name}. Your supervisor has now been notified.
ntact {supervisorName} immediately Mobile:{supervisorSms}
ail}. You can still send an SMS with the phrase SAFE and your 4

<+ Add Action — Remove Action
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Lone Working Dashboard
The Dashboard gives an overview of all the lone workers and their :

Besides eacbdser namehere

Is a symbol thashows you
< what kind ofphone they are

using(Android or Apple)

2N

~N /"When a lone worker has starteda
loneworking session, the administrators
cangraphicallysee how long before they
strategy theyare using.lt also lets aredue to checkn and w_hether they are
you know wherit last recorded the late and whether e_s_cale_ltlons havg
occurred(push notifications, email, text /

\battery status. y, \SMS) /
/Trhese symbols \

< representwhere the

User is (if yowish to The Pencil symbol allows ytou
use the edit information. The

On site Amber = Offiin olick sart 050172021\ Of where the Users are.
\site and Grey Absery

/The above information shows
the User status (i.6SAFE), their
batterylife in % (57%) and the




