
Quick Start Guide - Admin

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:
¢ƘŜ ǇŜǊǎƻƴ ǿƘƻ ǊŜŎŜƛǾŜǎ ŀ ¦ǎŜǊΩǎ ŜǎŎŀƭŀǘƛƻƴ ƳŜǎǎŀƎŜǎ ƛŦ ǘƘŜȅ 
have not checked in.This could be a manager or buddy.

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

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

PIN:
The 4 digitcode that a User needs to enter 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
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Administrators 
cancreatenew 
Groupsby clicking on 
Add thenchoosing New 
Group inthe Groups 
and Userssection of 
the dashboard

Enter a name in the 
red boxthen choose a 
default strategyfor this 
Group and a 
defaultSupervisor.
Enter theTimezonefor 
thisGroup.
You can also set up an 
AutoStart for this 
Group (Please 
seeinstructions for 
User set up).
When finished click on 
the green tick.



Creating New Supervisors and Users

Note: We recommend you create the 
Supervisors first then the Users.
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Administratorscan 
createnewUsers
by clickingon Add 
thenchoosing 
NewUser in 
the Groups and 
Userssection of 
the dashboard.

9ƴǘŜǊ ǘƘŜ ¦ǎŜǊΩǎ ƴŀƳŜ ƛƴthe first 
two boxes.Enter¦ǎŜǊΩǎ ŜƳŀƛƭ 
address inLogin (Username) 
box. Create a password forthem 
and enter in bothPassword 
boxes.Select aGroup for the User 
from the Drop downbox. (Youcan 
always createanother one if 
needed).Finally choose thecorrect
Time zone:(Europe/London) for 
the UK

This section shows you how to add a single user. See the end of the 
document for how to BULK add users.
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Next Click on the Type tab:
Lone working permissionmust be 
ticked toenable the user to start / 
stop lone workingsessions in the 
app. You must choose a PIN 
number for eachUser and enter 
this in both PIN boxes.Thisis 
what the User will use to confirm 
they aresafe and end sessions 
within the app If you are creating a 
Supervisor and they donot use 
the app do not click the 
LoneWorking Permission box (so 
this does not gotowards your User 
count).

Next Click on the Contact tab:
9ƴǘŜǊ ǘƘŜ ¦ǎŜǊΩǎ ŜƳŀƛƭ 
address.This is usedto send 
notifications to them.Enter the 
¦ǎŜǊΩǎ ƳƻōƛƭŜ ƴǳƳōŜǊ ƛƴ 
PrimarySMS box.This is used for 
sending SMS alertmessages to 
them. (The Secondary contact 
details are not oftenused unless 
the User has additional devices.)



NOTE: It is not necessary to complete this information for a 
Supervisor if they do not use the app.If they do use the app, you 
need to ensure that they have another contact from the list and do 
not inherit as escalation messages would go to themselves.
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Next Click on the Alert tab:
Choose a Default Strategy from the 
drop-down menu.This is how 
often you want theUser to check 
in.
Choose a Default Supervisor for the 
Userfrom the drop-down menu.If 
you chooseNone/Inherited this will 
pick the defaultSupervisor from 
the Group, the User isattached to.

Click on the Auto Start tab if you 
would liketo set up automatic 
starting of the app forthe User.This 
is useful if they are forgetful orthey 
do consistent shifts.
Enter a description in the green box 
ςin thisexample the session will 
start automaticallyevery day (Mon 
to Fri) at 8AM.
Then click on the + sign.
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NOTE: Whilst this is a useful tool for regular working patterns it can 
become cumbersome to administer as you need to add exclusionsby 
clicking on the exclude dial and then choose all the days the User will 
not be working (i.e. Bank Holidays and personal holidays).If you do not 
keep this up to date the app will start as usual even if the User is not 
working.
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Click on the START dial and then 
the Advanced tab.
Enter the time you want to start 
in Hours and Minutes.Leave day 
of Month with ?. In Day of week 
addday numbers (Sunday is day 1 
so 2-6 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 
only in2019)
Click on the Add button.

You can delete a User by clickingon 
the drop-downmenu next totheir name 
on the Dashboard andchoosing Delete 
User.

Finally Click the tick in the 
bottom right-handcorner and the 
User isset up.



Creating a Strategy

Strategiesenable you to set up custom lone working rules: how 
often to check-in, whether GPS should be captured and escalations 
(who to contact when the user is late checking-in). This candepend 
on the risk associated to the lone worker roles (jobs) in your 
company.
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/ƭƛŎƪ ƻƴ ΨAdd StrategyΩto 
create a newstrategy.

Theglobeicon (whenblack) indicates that 
thisƛǎ ŀ ΨƎƭƻōŀƭΩ όpublic) strategy thatcan 
not beedited, you can howeverclone 
these (by clickingthe edit button 
(pencilicon), then scrolling tothe 
bottomΧ

The primary email and SMScontactdetailsare used when a 
loneworking session isactiveand theuser has not checked-in on 
time. Additionallythe secondary contactdetails are useful for 
scenarioswhere the user might have apersonal device that they 
can becontacted via in emergencies.

ΧAny strategy can becloned(including 
the public strategies).



Strategies
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Default strategiescan be assigned to a user, group and/or company.These are 
inherited, forŜȄŀƳǇƭŜ ƛŦ ȅƻǳ ŀǎǎƛƎƴŜŘ ŀ ŎǳǎǘƻƳ Ψ²ŀǊŜƘƻǳǎŜ ǎǘǊŀǘŜƎȅΩ ǘƻ ŀ ƎǊƻǳǇΣ 
then all users in that groupwill inherit that strategyςunless the user has a specific 
strategy that overrides it.

The precedence is UserGroup Company
LǘΩǎ ŀŘǾƛǎŜŘ ǘƻ ǎŜǘ ŀ ǎǘǊŀǘŜƎȅ ŀǘ ƎǊƻǳǇ ƭŜǾŜƭΣ ǎƻ ǘƘŀǘ ǘƘŜ ǎǘǊŀǘŜƎȅ Ŏŀƴ ōŜ ŎƘŀƴƎŜŘ ƛƴ 
one placethen everyone in the group willpickupthat default strategy.If you 
require more granularcontrol, then set it at user level.

How frequently thelone 
worker needs tocheck-in to 
the app,typically 
hourly(depends on the risk) Give the Strategy 

ameaningful name sothe 
Users understandwhat they 
should do.

TheGPS(map) feature can 
drainǘƘŜ ōŀǘǘŜǊȅΣ ǎƻ ƛǘΩǎ 
advised to notset this too 
frequently, topreserve the 
lone-workersbattery.

TheAdd buttonwill add 
abutton to 
the MyTeamSafeapp.

You should define a specific Strategy for a 
Panicsituation. For this strategy you need 
to click thePanic button. this will add a 
panic button to theMyTeamSafeapp. 
Optionally you can also turnƻƴ ǘƘŜ ΨshakeΩ 
mode, which requires the lone-worker to 
shake the device three times quicklyto 
activate the panic strategy.
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Anescalationindicates what must be done when the lone worker is late 
checking-in. You can target messages to the lone worker or supervisor,to 
their mobile app(push notifications), email, or text (SMS).Each message 
can be fully customisedvia templates.

Choose 
whenescalation
should occur

Choose how 
the escalation 
will be sent

Choose who the 
escalationshould 
be sent to

Public strategies will 
containprepopulatedmessag
es but you canchange these 
to suit yourrequirements by 
choosinginformation from the 
insert field

You can add another 
method ofsending 
information for 
thisescalation by clicking 
Add Action(i.e.also send 
a Push Notification).
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This is an example of the latecheck in 

escalation (after thegrace period has 

expired).

The Supervisor gets an email anda text 

message letting them knowthe User is 

late and gives them alink to their latest 

GPS location

The User also gets a 
Pushnotification to let them 
knowtheir Supervisor has 
beeninformed

When you have completed 
the setupof the Strategy 
click the green tickand this 
will save it and it is ready 
for use.



Lone Working Dashboard

The Dashboard gives an overview of all the lone workers and their status
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Besides eachUser namethere 
is a symbol thatshows you 
what kind ofphone they are 
using(Android or Apple)

When a lone worker has started a 
loneworking session, the administrators 
cangraphicallysee how long before they 
aredue to check-in and whether they are 
lateand whether escalations have 
occurred(push notifications, email, text / 
SMS)

The Pencil symbol allows youto 
edit information.The 
Flagsymbol shows you a map 
of where the Users are.

These symbols 
representwhere the 
User is (if youwish to 
use the 
FireRoster).Green = 
On site,Amber = Off 
site and Grey= Absent

The above information shows 
the User status (i.e.SAFE), their 
batterylife in % (57%) and the 
strategy theyare using.It also lets 
you know whenit last recorded the 
battery status.
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