Manager To-Do List:

Keep on top of the important tasks Managers need to action. The to-do list ] /“)\
will give you easy access to complete the following: worldwide —
swimschool.com

1. Mark a user’s answers to a text question, including the ability to mark ‘Not
Yet Competent’ and give feedback before sending back to the user to complete

2. Sight documents a user attaches to the competency, check the expiry date and approve

3. Check over, complete and approve electronic forms a user has submitted. You may also send a
message to the user if they need to supply you with more information

~,

: # Home it Develapment Sile Aye
w Users Groups Courses Modules
m To-Do List
StausFiller | A Status - JooFiter: | AbkoTypes  |v| Date Range: 1 -]
Sasrch Shaw 10 ] enies
4 CFD
JobType = Lser * Element Name Status © LockedBy © Completed By ©  Job Crested = Actions
@ Foms
m & At B Graet Hurley m;ﬁm:‘“‘f [ oot Back | Richaed Hendricks. 22 Jul 2019 6:40 M
. W Ovganisation Type'3 Form {User 1o ) :
B Rebeeta Clak i [ 1 402 hctiomed | 22 Jul 2019 6:38 PM Actions «
% Lcances
Z Fo B George Daly mz’m‘:‘“"’ - [ oskos | Richard Hendricks. 6 Jul 2019 230 PM
B Contrachors = Fhid Yaemick Piivacy Legislation == Richasd Hendricks: 30 Jun 2019 1248 P
3 3ita isitors =z Evan Gaie Marual Handing Courss = Richard Hendricks 06.Jun 2019 116 PM
A i @ Greg Cifford First did (5 Lches | Ben Holt 0540 2019 350 P st u
® Kyl Prior = Richard Hendricks 05 Jun 2019 256 FM
& Graei Hurly o= Ben Holt 05 Jun 2019 245 PM Aetioes

January 2020



g
v
=
-
ud
S
v
o
<)
Z

Manager To-Do List Continued:

The platform will notify the manager by email when an item is added to - /‘\_/\
their To-Do List and will notify the user if they need to action again. It's worIQWIdeh‘I/\
now so simple for managers to keep up to date with their tasks! swimschool.com

Manager Home
* agereiisn.
@ Nedden
742 120 28 95
o Couses
Users. Groups Courges Madules
Z Compaimen
B B
W R To-Do List
W by © | ensrr | s - e Mo e B g ] o
| Reparts
Sawch sew 3 ) ves
* o
b Ty ser Elemment Narms: S Lecked By Cangleted By ob Cooated . Actions
® B rome
8 itan ] SrantHuiey :::Jm“m Richand Hensricks 220 T SAEN
B Ovnistion " Tpe B Fom fier to
C - ackves] Coure picanss [10e enad 22003570 40P demms
9, L
Typa 1o e
W Chams 2 Nanpy Ak Costse dpicason LS P ek
L r] Frvd vaimich rivicy Legilates. = Fichund Haedticks
158 G ey 4 Evun il Mamaivanding Gt [ 1 Fishad Hoesiicks
0 ek = aregbfled Fortan == BHst
- e Py == Fachwd Hendrickn
- G My = Ll & Nodies
= b Type Usar Elomir Kame Buhs Loched By Compheled By Jeb Erested
B tompeimon Type 3 Fom (Userfo. ”
B Geart Hurlgy ooy e == ichard Homdricks 2004 2019 420 PM
B by
B Resorom & Felsecta Clast el [ 114 e | 22 0 2019 638 M Bt
) - B Ao Corsn gieaton
B Loy
Trpe 2Fom (laer1a
1o Regarts B Beange Dy Adni) iaia o= Richard Hendricks 18 2019 231 PM
* o -
® re & Fred Yamick Privacy Legisiion =3 Hichard Honvdricks 30 0 2919 1246PM
B b @ Eaan i Marual Handing Course Liam ik Richird Hediicks 640309 116
x ® Goeg Ctand Fst Al ek | Bentoit 0540 2010 350 PH Actons «
B Licances
* Ch = Hyle Priot == Richard Hendricis 0540 2019 256 PM
& G
® Geant Husley o Benhint 0500 2019 243 MY o &
B o vt
= @® Micol Aebirts [ 110 o | 05 40 2079 233 FM Actan «
o b
* Gocrgs ey [ 11 b 4.2 2019 9.6 4k Aok o
o B Previnis . 2.3 |4 (5|~ |8 e

January 2020



Multiple Positions:

Each staff member can now be assigned more than one position. This expands on the
release of assigning users to multiple departments.
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For example, a staff member can be listed as Swim Teacher and also be appointed

as a Lifeguard.
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Administrator Tab:

A filter has been added to the Administrators tab to separate current administrators to . Q
past administrators. ° worldwide ——

swimschool.com
Benefit: Streamlining and simplifying the admin view, making the navigation of the page
more user friendly and flexible.
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Group Tab: View Standard Admins with access to the group

An additional action has been added where you can view the standard administrators
that have access to a group and its users.
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Benefit: Ensure that the right administrators are gaining access to your user groups.
With this information, in a simple step, you can add and remove administrators to a group.
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Group Tab: View Standard Admins with access to the group
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Adminstrators for group Sales:

Joan Lesley
Dave Wilson

Adminstrators for group Sales:

Joan Lesley
Dave Wilson
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Organisation Tab - Adding Addresses:
Add both a physical and mailing address for your organisation.

Benefit: Organisations can now add and update their physical and mailing
address when this changes.
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Additional Featured Enhancements:

Updated Browser Compatibility: Now works across multiple browsers . %\
including Internet Explorer 11. worldwide

swimschool.com

= % n Richard Hendricks + \\
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Teams:

Through your “Organisation” nav, click actions to create a new Team. Add a Team leader . &:
and link as a child or parent to other organisation Teams. worldwide
swimschool.com

Benefit: As many companies group their staff into teams with team leaders, this feature
provides a better way of monitoring staff by mirroring your organisation’s structure.
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Assign Users to Multiple Roles:

When creating a new user or editing a users details an administrator can now add the 9\
user to multiple “Positions”, “Departments” and “Teams”, just like “Groups”. worlqwide —
swimschool.com

Benefit: Staff now days wear multiple hats. This new feature allows you to understand
all of the staff members’ needs and appropriately provide access to training material,
compliance, eForms and resource libraries.
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Admin and Date Time Stamp:

Now see when you created and updated your Organisational structure, via the 9\
Organisations Tab, when looking at departments, locations, positions and teams, you worlqwide —
can see who created and updated, as well as the date and time it was done. swimschool.com

Benefit: When you have a number of administrators managing the system, you now
can track who and when new structural additions or changes are made. You can go
straight to the source to understand the changes being implemented.
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New Automated Reports:

For Supervisors and Administrators - Competency Users Not Compliant 4‘
Through the Administrators tab, when you click on Actions and choose Reports, there is work!wwef
’ ' swimschool.com

now a new automated report called Competency Users Not Compliant that can be set up.

Benefit: Some compliance is not mandatory or does not require a complete by date. This new
report allows you to understand which employees are not compliant to specific competencies.
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Start & Finish of Employment Dates:

When setting up a new user, you can now add their start date and when you edit a @‘\
user via the actions button, you can also set their Finish date. worlqwide —
swimschool.com

Benefit: To ensure that a staff member has completed all the relevant compliance for
their employment history, we now track their employment start and finish dates.

m & Users | Edit User Live
m Sers
*Edit U
! # Groups c? |t Ser
* Administrators
Joan Lesle & ACTIONS ~
: & Modules y
l ' O Courses
& Competencies
m iz
m B Resources
M Library 2
First Name Joan
|-|- i Sopets .
Forms Last Name Lesley
B Jobs & Projects
. Username joan lesley
I Organisation
Email michelle@ditasolutions.com
m @, Licences
& Contractors Employee Number 1234
Visitors
Telephone 0404111222
6 Help =
Positions  Sales Executive
Location Benson House x -
Departments(s) x Sales
Start Date 11 February 2015 Li]
Finish Date 30 September 2019
Allow Self-Edit

January 2020



