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What is the School Portal?

The School Portal is an area created for schools, colleges and other educational settings to view and download
vital supply staff safeguarding information. On the portal, you can also action supply staff's timesheets,
allowing us to pay and charge correctly and on time each week.

On the portal, there's also a ‘Supply Diary’ which gives you a calendar-based overview of the supply staff
booked in to work, when they are booked in to work, which role they will be performing and confirmation of the
shift charge rate.

Account registration

Your nominated school contact will receive an email similar to the example below. They will then be required to
click on the link provided and choose a secure password.

Wz, GBS smart.
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Important information about our new
School Portal...

Enter a new password for test@schoolportall.com.

Make sure to include at least:

(O 8characters
() 1letter

(O 1number

HiDan. * New Password

Vision for Education. ABC Teachers and Smar Teachers' new onine School Por has been
i Ip you sscuraly manage Lozl i
unique fink.  wihich ponal

On the School Partal you will be able to:

- nd dis
e i * Confirm New Password

- manage your tmasheets.
To getstarted, please go b: Sehool Portsl

Usemarme:

We'd recommend making sure your unique login page is saved s & favourite it your brawser, as this
will make it =ssier fo sccess and manzge 2Ny future bockings, For futher support please download
ur School Poral User Guide below

DOWNLOAD LINK: School Portsl User Guide

Hind regards,

Vision for Education, ABG Teschers & Smart Teachers

e | o abe-teachy K k Password was last changed on 11/08/2021, 08:16.

abc .smart.

Site selector

Sites are specific locations where the candidate is confirmed to work. Most schools will have one site to choose
from at this stage, however we do work with many schools and colleges that have more than one site.

e ADC smart. o

woucanion  feachers Teacwens

UAT Test School - Dan 2

@ sites (1)
Site Name Street Address City Postal Code
Demo School - NE1 1AA Gateway House, Gateway West Greenfinch Way, Ne N, le Upon Tyne NE15 8NX v

View All
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Supply Diary

The Supply Diary provides you with an overview of all the shifts that are confirmed to take place at your school/
sites. Using the buttons on the right-hand side, you can select between a daily, weekly or monthly view, or

select to view by supply worker.

Please be aware that our system only allows you to view 28 days at a time, so if you have confirmed a member
of staff to work for more than 28 days in the future, those shifts will only appear as time goes on. Please note,

the start and end date of your booking will be included in your email confirmation, but if you have any queries,
please speak to your Consultant.

Weekly view

\"&;;. abc smart.

Demo School - NE1 1AA

Supply Diary
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E Demo School - NE1 144

Supply Diary
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Timesheeis
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Worker view

“:1;.::;;.. abc smart. ©

Demo School - NET 1AA

Supply Diary  Timeshesls

<1 Aug 2021 . R Day Waak Manth
August 2021
Workers Man 0% Tua 10 Warl 11 Thu 12 Fri11 Sat 14 Sun 15
a 0 (6] B 2]
Canel Rutladge (Tast UAT) B30 130 00 - 1000 030~ 1530 &30 - 1530 b - 15:34 00 - 1000
A47T107RAEE UAT Tast Rigta - Dan Tutor - Dnlng AT Test Roda - Dan UAT Tast Riota - Dian Tutar - Doing
E180000 £3500 EAB0 0 E120.00 E35.00

Supply staff safeguarding information

To view a suppy worker's safeguarding information, click on their name within your ‘Supply Diary". This will open
anew tab.

vm%u g&bmrs '.sm:.r.t.'

E Mr. Daniel Rutledge (Test UAT)

Safeguarding Information  Safeguarding History

w Custom Links

Single Central Record detailTest

v |dentity
MName Maftienal Insurance #
Mr. Daniel Rutledge (Test UAT)

Date of Birth
25/041985

Address
1 Test Street NE1 1AB

~ Qualifications

Candidate DFE Number Qualification Verfied Date
nannnnn NARMAINI

As well as being able to view supply worker's safeguarding information, you can also download their Single
Central Record and a Booking Confirmation (if required). These are located in the ‘Custom Links' drop down

Safeguarding Information  Safeguarding History

~ Custom Links

Single Central Record
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Supply worker’s safeguarding history

In the 'Safeguarding History' tab, you can view which compliance checks have been completed in order to clear
that supply worker for work and when each check was

Wz, 900 smart. N
| wome |

E tr Daniel Rufledge (Test LIAT)
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The "'Timesheet' tab allows you to select a pre-set list of shifts and approve, query or reject timesheets either on
a shift-by-shift basis, or in bulk if preferred.

Pre-set shift list views
In the dropdown (usually labelled ‘Recently Viewed' initially) you can select one of the following list views:

o Unapproved Timesheets ALL (displays all timesheets outstanding, this will be right up-to-date, so you can
action timesheets on the day the work took place)

e Unapproved Timesheets This Week (displays unapproved shifts of which scheduled dates fall within this
current week)

e Unapproved Timesheets Last Week (displays unapproved shifts of which scheduled dates fall within last week)
o Approved Timesheets ALL (displays all timesheets that have been approved)
o Approved Timesheets This Week (displays approved shifts of which scheduled dates fall within this current week)

o Approved Timesheets Last Week (displays unapproved shifts of which scheduled dates fall within last week)

If you choose to action timesheets on a Friday afternoon, you would select ‘Unapproved Timesheets This Week.
If you action your timesheets on a Monday for work completed the previous week, you would select ‘Unapproved
Timesheets Last Week'

Demo School - NE1 1AA

Supply Dlary  Timesheets

‘-sg Recently Viewed + | #

n ram;

| @ Timeshesls

\ hed Start Time w  Schedubed End Time w | Site w
Appeovad Timesherts

Approved Timesheets Last Wask
Approved Tanesheets This Week
Unapprovad Timashasts
Unapproved Timesheets Last Week

Unappraved Timesheets This Wask

Version 1| August 2021 Page 4 of 6



Actioning timesheets

Timesheets can be actioned on a shift-by-shift basis. To do this, in the ‘Action’ field of the relevant shift,
double-click and select your action (Approved, Rejected or Queried). If the user chooses to Reject or Query the
timesheet, a comment must be left in the ‘Comments’ field next to the ‘Action’ field.

Both of these actions can be completed in bulk by ticking the relevant shifts using the tick boxes to the left.

Please remember to press SAVE to confirm any changes or actions.

Action field
Vs 9B

B0C hat

smart.

Demo School - NET 144

Eupply Diary  Timashests

E Urapproved Timasheets This Week = #
f erme ¢ Sorled by Teacher Hame « Filemed by Allshills - 5 mone fibers appled « Updsbed o Tew seconds syu
Taachar Mama T

~ | Srhool Name:

Dianial Rutladge (Tast LIAT) UAT Test Schonl - Dan 7 - Site

2 Daiz] Rullzdge (Tesl UAT) UAT Test School - Dan 2 - Sike
3 Daniel Hulledge [ Teal UAT) UAT Tesl School - Dan 2 - Sit
l Danlal Rutlacga (Test LAT) UAT Test Schonl - Dan 2 - Sita
§ Danial Rurladga (Tast LIAT) UAT Tast School - Dan 7 - Sita
[ Daniz] Rullzdge (Test UAT) Deme School - NET 148

Action Options

Schaduled Tima

CAMERN2 1 030 - 15

11008/2021 0&.30 - 15,

1232021 083 - 15

1032021 030 - 15

14MAR021 0800 - 10

1032021 0900 - 10

I

30

30

an

on

Lili}

w

Farecast Charge .~ Action ~

[

GEP 15000

SEP190.00

GEP 190.00

GEP 5500

GEP IGO0

BEP 3500

2, Search this list ..

Comment

-

[y

Shife Name -

SHFT-157603

SHFT-197605

SHF T-197 606

SHFT-197607

SHFT- 197636

SHFT-197672

E_.] Dema School - NE1 14A

Supply Diary  Timesheets

Unapproved Timesheets This Week = | #
& B selected

*  Teachei Name T W | Schaol Mime

w  Danisl Rutledge (Test UAT) UAT Tost School - Dan 2 - Ste
»  Dranisl Rutledgs (Test UAT) UAT Test School - Dhan 2 - Sie
- Daniel Rutkedge (Test UAT) UAT Test School - Dan 2 - Site
»  Daniel Rutledige (Test LAT) UAT Test Schood - Dan 2 - St

Dianiel Rutledge (Test UAT) UAT Test School - Dian 2 - Site

» Danisl Rutledge (Test UAT) Dema Schaol - NE1 144

Bulk select shifts to action
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Demo School - NE1 1AA

Supply Tlary  Timesheets
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3 | Danicl Autladge (Tast LIAT) LIAT Tez=2 Schacd - Dan 2 - Sita
4 | Danlel Rutladge {Tast UAT) UAT Tezz Schaol - Dan 2 - Site
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~ | Schadiled Time
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Example of a ‘Queried’ comment (must be provided if shift is rejected or queried)

Ve gBC smort o

Wochen

Home

Demo School - NE1 1AA

Suppily Diary Timeshests

[E] unapproved Timesheets This Week v | #

BB+ St by Taache: Hame « FiBered by Al 55 « & mors Bter apphed « Usdated 7 mnutes sge 3. Seaech thiss Ind ®- o 7

Teaches Name T W | School Name W | Scheduled Teme | Forecast Chaige ... v Aclion v | Comment v | Shilt Name w

1 Dianiked Suthadige (Tast UAT) LJAT Test Schoai - Dian 2 - Site CADERI21 0830 - 1530 GBP 150 0D Quarad l Dariel Srished saly 8t Tpem. please amsed e

2 Daied Rutiadge (Test LIAT) UIAT Test Schoal - Dian 2 - S 110872021 08:30 - 1530 GBP 150,00 it
Diaribel Rrutieige (Test UIAT) AT Test Schoal - Din 2 - Site 122021 0830 - 1630 GBP 150,00 SHFT-19TEOR v

‘ Daiel Rutindge (Test UAT) AT Test Scheel - Dnn 2 - Site 13082021 0830 - 1530 GEP 500 SHFT-197T607 v

5 Dariied Rutheige (Test UAT) AT Test Schoed - Dian 2 - Site 14BE021 05:00 - 1000 GBP 3500 SHET-197636 -

8 Danied Futiodge (Test UAT) Demo Schoal - KET 14A 10E2021 05:00 - 1000 GBP 3500 SHFT.1GTET2 -

Example of a ‘Rejected’' comment (must be provided if shift is rejected or queried)

wee QDC smart. 2]

ST TEacwrEs

Demo School - NE1 144

Supply Dizry  Timeshesets

B Unapproved Timesheets This Week - #

& itams « Sartad by Taacher Nama « Fitsrad by Al shifts - 5 mare Abacs applad - Updatad a few seconds age Q. Search this list.. o |
Teacher Name T w | Srhaal Nama % | Scheduled Time ~ | Forecast Charge ...~ | Action w l Comment | Shift Mame e
1 Danlel Rutkedge (Test LIAT) UAT Test Schoal - Den 2 - Site D002 08:30 - 15:20 GEP 19000 Rejsciac Dianiel did not work ths day
2 Daniel Rulledige (Tesd UAT) UAT Test Scisool - Dan 2 - Site 082021 0830 - 1530 GEP 190.00 p
k] Daniel Rutledge (Test LAT) UAT Test Schocl - Dan 2 - Site 120a2021 08:30 - 15:30 GEP 190.00 EHFT 137606 L
4 Danigl Rutkadga (Test LIAT) LAT Test Schonl - Dan 7 - Sila TIMAZ021 0830 - 15:30 GEP 55 00 SHFT-187607 -
& Danlel Ruteogs (Test LIAT) UAT Test Schanl - Dan 2 - St TAMEZI21 09:00 - 10:00 GBP 35.00 SHFT-15T636 *
B Daniel Hutkedge (Test UAT) Leaimed School -HET 144 AUDERE02T 019:00 - 10:00 GEP 35.00 SHE 114962 A4

Please remember to press SAVE to confirm any changes or actions.

Supply Diary  Timesheets

E Unapproved Timesheets Last Week »

5 items selected O, Search this list.. B S
~  Worker Name “~ | Rota Name | School Name ~ | Scheduled Time ~ | Charge W | Action w | Com... W ‘ Shift Name ~

1 | Daniel Rutledge (Test UAT) UAT Test Rota - Dan Dan Demo School - NE1 1AA 01/11/2021 08:30 - 10:15 GBP 40.00 Approved [ #] SHFT-198104 v

2 | Daniel Rutledge (Test UAT) UAT Test Rota - Dan Dan Demo School - NE1 1AA 02/11/2021 08:30 - 10:15 GBF 40.00 Approved SHFT-198105 v

3 .~ Daniel Rutledge (Test UAT) UAT Test Rota - Dan Dan Demo School - NET 144 03/11/2021 08:30 - 10:15 GBP 40.00 Approved SHFT-198106 v

4 .~ Daniel Rutledge (Test UAT) UAT Test Rota - Dan Dan Demo School - NET 144 04/11/2021 08:30 - 10:15 GBP 40.00 Approved SHFT-198107 v

5 | Daniel Rutledge (Test UAT) UAT Test Rota - Dan Dan Demo School - NE1 1AA 05/11/2021 08:30 - 10:15 GBP 40.00 Approved SHFT-198108 v

Save
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