Staff Phone Guidance

The introduction of mobile phones to the Service will allow

communication between staff and line management, send and receive emails,
use resourcelink for submitting leave requests/overtime claims as well as
carrying out vital e-learning and video training.

This booklet provides information and guidance regarding your work phone

and apps.
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Please use this when you have queries regarding your phone or when you
encounter any problems before contacting your line manager as these answer
most common problems.

Your devices will come with a charger cable and plug, in the event of you
needing a replacement of either please speak to your line manager.

Please remember these mobiles are for work related tasks only and as such
related policies and behaviours must be kept to.
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Phone Overview

Name:

Your Phone Number is:
Your phone IMEI number is:

Your Email address is:

Pin: You have to have a PIN set up for securing the phone, you will have set a
PIN during initial device set up and you must remember this.

Below are screens that you will see when the device is locked and unlocked.

This screen is currently locked (note the
padlock icon above the time). To start
unlock process swipe up from the centre
of the screen and you will be prompted to
enter your PIN and click OK).

€

Once PIN has been correctly entered the
screen will now be unlocked as shown

below.

e To access all your phone’s
Apps, including Settings,
swipe up from the centre of
the screen
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Below is a screenshot of the typical layout of our staff’s work phones.

Your Homepage will be set up automatically, with the key apps you will be

using.

Intranet/Intranet
Welsh v: Look up
CCC policies, latest
news and useful
information.

Resourcelink:

This app is where you
can view payslips,
enter leave requests (if
applicable to contract)
and enter timesheets
for additional hours
worked.

Launche... Maps

Teams:

This app is where you can make audio
or video phone calls (useful if you
need to show your area manager
something), send messages to
colleagues or area manager and open
documents.

Settings: To edit any
particular setting such as
battery, WIFI set up,
check data usage, etc.

+/- buttons: To
increase / decrease
volume and
brightness.

Power Button: To

Switch your Phone
on and off, hold
down the button.

Outlook (Work
Email):

Through this you will
be able to
communicate with the
Service such as your
supervisor and
colleagues. We also
send out important
Newsletter and
updates via email.
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QUICK FIXES

Resource Link:
To contact the Resource Link Team, call 01267 246193

You can now view the Council’s intranet on any device...including your work phones. Use the
link below and select MyView or select the Resourcelink icon on your work phone.

http://ourpeople.carmarthenshire.gov.wales

Network / Sim Issues

If you are experiencing any signal issues such as being unable to make a call, or having no
data please turn your phone off and take out your Sim Card, re-enter it and switch your
phone back on.

Email Password

If you require your email password, you will need to call I.T on 01267 246789. Once
you have got through to someone on the |.T Helpdesk, please state that you work
within the cleaning service and that you need your password. If they do not have
your password, please ask for a non-expiry one to be created.

Mobile System Updates

Please make sure your phone is as up to date as possible, if you see the below notification,
please follow the steps to download and install it during your Downtime. Please also ensure
you connect to the Wi-Fi to avoid mobile data usage.

Download options [ ;

Dewnload size; 555 MB

Ghoase how you'd like to download this update:

) Wi-Fi only
@ Both Wi-Fl and mobile networks

I = Continue I
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http://ourpeople.carmarthenshire.gov.wales/
https://play.google.com/store/apps/details?id=com.microsoft.office.outlook&hl=en_GB

<

Wi-Fi Guide

Your Mobile Device has a limited Data amount, to ensure you have enough
Data whilst undertaking e-learning/training please connect to Wi-Fi whilst
using your Work Phone at home or at your place of work.

To minimise the amount of mobile data used up please connect to the Wi-Fi
when carrying out E-Learning and virtual calls or training via Microsoft
teams/zoom.

Please see the below instructions if you are unsure on how to connect your
phone to Wi-Fi.

If you are still unable to connect to the Wi-Fi after trying the above, please try
connecting in a different room, where the Wi-Fi connection may be better.

If you are completing any online training at home, please remember to
connect to your home Wi-Fi to minimise the use of Data, providing this is
available to you.

To know how much mobile data you have used (and to set a limit) there is
guidance in the next section on this.

Step by step process using the Samsung Handset

Please follow the steps on the next page on connecting to a WIFI signal:
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Step Image Guide

1. From your Home Screen, swipe up to r S g

access all your Apps and select
“Settings”

c

2. In Settings, select “Connections”, and w0E wean
then select “WI-FI”. This will switchon | > @ @® < comectons a
WI-FI so that your phone looks for any il =il SR i

vect to WikFi networks.

available WI-FI signals. Blueocth

«) Sounds and vibration Connect to nearby Bluetoath devices
Sound mode, Ringtone, Volume
NFCand payment Y
a Notifications an pey «©
" Block, allow, prioritise
Flight mode
Display Turn off caliing, messaging, and Mobile

Brightness, Home screen data.

-E

Wallpapers and themes
mes, Icons

Wallpapers, The:

Mobile networks
Lock screen Data usage
Sereen lack type, Clock style

SIM card manager
Biometrics and security

ace recognition, Fingerprints, Privacy Maobile Hotspot and Tethering

Accounts and backup
Accounts More connection settings

1} ) < n O <
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3. Swipe the icon onto “On” and the
switch will show as blue to indicate on.

4. Select the Wi-Fi you would like to join
and enter the password (this will be
on the back of you Wi-Fi box), and
then press “Connect”

- Bluetooth

NFC and contactless payments

Flight mode

Mobile networks
Data usage
SIM card manager

Mabile Hotspot and Tethering

More connection settings

130E0 Meae
1210 -y
< Wi-Fi  Wi-FiDirect Advanced < cccpublic
Password
........... .{ an
CCCpu.bllc Auto reconnect ()
AVATaDIE NETWOrKS Advanced

=a  cccstaff

= Sirgar Wi-Fi Carms

+ Add network

5. You are now Connected. This icon in
the box will show you are connected.

)

G Lt

50@0

CM Mobile  Play Store Google: Outlook
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Limiting Your Mobile Data Usage (to avoid
mobile data over-usage)

In order to avoid additional charges for exceeding your mobile data usage (which is
2GB), you can either;

1. Switch off mobile data and use your workplace/home WIFI for using the apps
or browsing the internet. Turning on mobile data if the workplace/home WIFI
is not providing network access and turning off when finished using the
device.

2. Setalimit so that no further mobile data is used when you reach that limit.
This may have been done on set up so refrain from changing this.

Switching off mobile data

This can be done quickly via the “quick icons” menu when you drag the screen down
from the top of the screen (drag two times to expose the full menu as shown below). In
this menu you can turn off mobile data just by pressing the “Mobile data” button, which
changes from blue to shaded (on to off).

ek

Tue, 16 November

[l

Wed, 17 November

Devices Media evices Media

Sound BI wto rotate

NOWTVHTH Sound Bluetooth Auto rotate luetooth A
3G

|‘: A
-~
i

Flight Torch Mobile Mobile
mode data Hotspot

Power saving Location Nearby Share  Eye comfort.
mode shield

Power saving Location Nearby Share  Eye comfort
mode shield

- This device belongs to your organisation @ k- This device belongs to your
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Or you can view the mobile data usage (and set a limit) by going into Settings.

Step

1. From your Home Screen, swipe up
to access all your Apps and select
“Settings”

2. In Settings, select “Connections”,
and then “Data usage”.

Image Guide

.V.
l
i
M
o
-
o
5

Al

s

1BNVE' 0 WE e 13206 @ (]
Settings a @ < Connections Q
.= Connections Wi-Fi
Wi-Fi, Bluetooth, Data usage, Flight mede Connect 1o Wi-Fi network:
o Bluetooth
o) Sounds and vibration Connect to nearby Bluetoath devices
Sound mode, Ringtone, Valume:
NFC and payment
a Notifications on e «©
slock, allow, prioritise
Flight mode
Display Turn off calling, messaging, and Mobil
Brightness, Home screen dat;
w  Wallpapers and themes
T \-,Gwpgﬁ Themes, loons Mobile networks

Lock screen

Sereen lack Lype, Clock slyle

Biometrics and security

Face recognition, Fingerprints, Privacy

Accounts and backup
Accounts

1 ) <

Data usage

SIM card manager

Mobile Hotspot and Tethering

Maore connection settings

n @] <
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The next screen will show you how much
mobile data you have used in the current
period (default period is 1% to last day of
current month).

3. You will also be able to turn off
mobile data by swiping the mobile
data switch from right to left (blue
square).

4. Select Data saver and proceed to
step 6.

5. Select Billing cycle and data
warning and proceed to step 7.

10

27.60 M B of mobile data

1 Nov - 30 Nov

Data saver
off

Mobile data
Access the internet tl -L-Jg\‘ your mobile
netwaork

6. Selecting Data saver will help
reduce mobile data, this should be
set to on by swiping the switch
icon left to right (red). Then return
to previous page by pressing the
backward arrow (blue).

Mobile data only apps

Set apps to always use mobile data,
your phone is connected to Wi-Fi

Mobile data usage
27.60 MB used 1-30 Nov

Billing cycle and data warning
1st day of each month

| Wi-Fi

Wi-Fi data usage
57 GB used 20 Oct —

e |

Data saver helps cut down your data usage
by preventing apps from using data in the
background.

Turn on now

Allowed to use data while Data saver is
on
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7. Billing cycle and data warning
screen where you can change the

date period to reflect your billing ||
periOd, .' Setdatawarning «

You can also set a data warning (to || Data warning

warn you that you are approaching -

your contract mobile data limit) Mobilecat il e tumed of when the specfed ()
and a data limit to ensure no

further mobile data is used once
you reach the limit.

The screen on the left shows the
default settings, you can change
these by selecting the area or
turning on/off.

8. For the data warning, if off, swipe
the switch to “on” (blue square).
Then to change the warning size,
press the data warning (red
square) to pop up the menu and
keypad, you can now change to a
size of your choice (e.g. 1.5GB).
Then press “Set” and the warning
has now been changed.

Data limit

Data warning

14
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9. For the data limit, if off, swipe the
switch to “on” (blue square). Then
to change the Data limit size, press
the data limit (red square) to pop
up the menu and keypad, you can
now change to a size of your
choice (e.g. 2GB).

Then press “Set” and the limit has
now been changed.

. 1st day of each month

12

Start billing cycle on

Set data warning n“'

Data warning
1.50 GB

Set data limit -
Mobile data will be tumed off when the specified =\

limit is reached I

ta limit i

Data limit

2

Cancel
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Installing a new App

Steps

1. Swipe up and go onto your full App menu.

Select PlayStore.

Once in Playstore, scroll down and select the App.

Select Install.

It will take a few moments to download onto your phone. Once
installed, you will find it on the full App Menu on your Phone.

vk wn

i Q Sear_ch il

(BIB]C]
WEATHER

Articulate Mobile  BBC Weather QField for QGIS
Player 4.4 A5%

Adobe Acrobat Hgle Chiome:  AutoCAD - OING

geader Edit PDF B Viewer & Editor
41

Microsoft Ap uron  Health &

Authenticator Cymr egN\ elsh  welkbaing Wales

I Installed 42%

l@

Dataset Trade ArcGIS Surveyl Q CM Mabile
Waste 18 Y
i 42>
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=
Phone Battery Saver Guidance

It is important that your phone has enough battery life to see you through your
shift. To help ensure this we have put together this hints and tips guide.

Please remember to check your work phone battery before your shift starts
and put it on charge when required.

Power Saving Mode
To switch on this mode, see the below images:

1. Pull down from the top of your phone screen to reveal the quick icons
and click on the icon “Power Saving Mode”.

2. Once selected, the icon will turn blue and you should notice the screen
dims a little.

14:12

Tue, 16 November Tue, 16 November

Devices Media Devices Media

6 0 9 @ NOWTV HTH Sound Bluetooth Auto rotate

NDWTVHTH Sound Bluetooth Auto rotate
0 — Flight Mobile Mobile
- data Hotspot

Torch Mobile Mobile
data Hotspot

i
e Power saving Nearby Share  Eye comfort
¥ mode shield

Nsarhy Share  Eye comfo
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Hints and Tips

Other ways to save your battery include:

1. Turning your Bluetooth off (if on and not required). Refer to previous
page and when quick icons are shown, deselect the Bluetooth icon so it
goes from highlighted to shaded.

2. Close all windows when not needed. Press the three horizontal line icon
which appears bottom left of the screen (circle icon in image below).
Then click “Close all” (square icon in image below).

14:20 @ »

Search

Settings

Samsung account
a Connections

m Sounds and vibration

Notifications

Display

G} Wallpaper

Close all

~r 000
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INTRANET / RESOURCE ACCESS

You can now view the Council’s intranet on any

device...including your own personal laptops, computer,
tablets and work phones.

Mewmw‘ld e

Making it easier to keep you informed about what’s going on in
e your workplace at any time.

. e http://ourpeople.carmarthenshire.gov.wales

Wy Pensio®

. Mnensiv®

Should you have any issues accessing the intranet, please contact
your area manager.

Add Link to Homepage:

To add a link to the homepage of your chosen device...

1. Click on the right top corner (the 3 dots),
2. Select “Add to Home Screen”,

. Next you will have the option to rename the app if you'd
like,

4. Select “Add Automatically”,
5. An attachment to the link will now be on your phone
(swipe left as this may appear on a different page, to

where your current apps are) — It will look like the image in
Find in page

this box.
2l Add to Home screen
o D You will now be able to go directly to the Our People Page via
Des!
Translate. th|s Ilnk.
e From this link you can also access your Resource Link which is
powered by(‘.hm\ — titled ”My VieW”

The link will appear like this on your phone. You may have to swipe (€]

to the left page from your homepage to find where it has been P
places.

Ein Pobl ::
Our People
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Resourcelink Guidance

Using the OurPeople link located on the homepage of your mobile phones you
will be able to access your Resourcelink, the staff intranet as well as the public
CCC website.

ResourcelLink will all you to:

How to Log On

1. Click on the OurPeople Link on your homepage

2. Select “My View”

Access your Payslips, request

Track your Annual Leave/Sickness,

Update your Personal Details

Submit annual leave and unpaid leave requests

Submit additional work/overtime claims (appendix A page 38)
Upload and access important documents relating to you.

Q

Ein Pobl ::
(0]1]¢ Peop__[e _

POBL_ _
‘E)UB PEOPLE

EAD

Fy Mhensiwn My Pension

Gwefan y Cyngor Council Website
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3. Enter your Log In details I
yngor Sir Gar
e Username = your employee number Cezr:s"czm':én*y
e Password
Welcome.
Once you have entered the above, press “Log In”, you will be Please enter your login details:
asked to enter the answer to your selected security question. your username

e Security Question ‘ ‘

your password

If you are having trouble logging in or have forgotten your

password, click on the “forgotten your password” link. —

> Forgotten your password?

\ Basic Overview

Dashboard:
This is the homepage of you Resourcelink, here you will be able to
see essentials such as: Welcome ELERI
e your Payslips,
e Annual Leave Holiday
¢ and if applicable your Authorisations (Line Managers
function only) Authorisation

Pay Documents
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Menu:
Click on the 3 lines in the top left corner, here you will be able to

19

dccess your: Toggle menu

Logging Out:
To log out (or change the language to Welsh) click on the three dots
in the top right corner.

Personal Details

Other Absence (Sickness etc.)
Holidays (Booking and Reviewing your Annual Leave)
cpase . Dashboard

Expenses (submitting travel claims etc.) _

My Forms (e.g. Declarations of gifts / interests etc.) Personal Details v

Training History Other Absence %
Holidays v
Expenses v

Irregular Claims

Historic Pay Docs

Delegation & Responsibility

View My Details

Security Settings

About MyView

@ Change to Welsh (CYM)

® Sign Out

Top Tip: Make sure your Chrome App is up-to-date, to check this open your
PlayStore, select the Chrome App, if an update is due, it will either say
“update” or “download”, click these.

Extra Help: If you come across any problems that you are unable to solve
yourself, contact the ResourceLink Team on:

e resourcelink@carmarthenshire.gov.uk
e ORcall 01267 246193
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Outlook Guidance

When you receive your work mobile phone, you will already be logged into
your outlook account. The outlook app allows you access your work email
account, improving communication and access to information and updates.

The below provides a brief overview of what the app will look like, along with
some quick fixes and information.

The Basics:

e The App will be on the homepage of your mobile, click on it and you will
go straight into your main (focused) inbox.

Click here to access other
folders such as your Sent Items,
Deleted etc. as well as Help &
Feedback and Privacy Settings

Your emails are defaulted to appear
in date order. They will display the
sender, date received and the
subject header. Click on the
individual email to open.

/l

Search your inbox (and emails you
have sent) here, entering either a

name, date or key word to filter it
down

Yosterday
Helen Smith Vbl
Ymogynghaoriad Allstrerythuero Rhan

i ar raf athan Maorgan, Penna

This week

Wendy Tromans
MNeges gan Cyfarwyddwr Adran Cymuneda

Last wesk

v
&

Lianne Jones :
Cynhadledd Rhithwir Staff yr Adran Cymun

I B i
Anrraryl Fawh Deodch am Tymy

Helen Smith
*MEW* Hate Crime & Mate Crime Train

Gweler y neges isod a dilymwch y cyfar

Shaun Rhodes
orary Environmental Protecti

Gaod

ing all Please see below mess
F ! ==
.1__':‘ E':"

Click on the “Other” inbox to
access emails that might be
considered Junk/Spam.

Top Tip- sometimes emails are
filtered to the “Other” inbox by
accident, if you can’t find an
important email, check here.

Filter: this will allow you to add
filters to your inbox to make it
easier to find a specific email.

To write an email click here

To access your work
calendar, click here
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A Closer Look:

Writing an Email:
To write a new email, | Reply to an email you have received, open the email, at the bottom
click on the blue icon | select reply to reply to the sender or forward the email on to someone
else.

*If more than one person is copied into the email, you will have the option to
“Reply to All”, please make sure you only reply to the people that are needed.

Reply
" :-'ft:':':|j..' Forward
—
Edit recipients
The following will appear:
Enter the name of the person you
would like to email (the directory -
system will filter potential names To > Enter a brief description of the
for you) ' email here e.g. Training or Annual
Subject
If you are replying directly to an I Leave Request.
email, the name will be entered for If you are replying to an email, this
you. | : will automatically be filled.
Galullook Tor -'.'|_'_:_ 1kt
|
|

Searching:

Enter you email here.

Top Tip- remember to sign off with You can also add attachments: e.g.
your name, job role and a contact documents, pictures etc. if needed.

number/email if applicable. .
Top Tip- make sure the attachment

is the right size, otherwise it may
take longer for the email to be sent.
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The Search tab will allow you to search for a specific email, your calendar
event, a contact and recent files. Simply enter key words into the search bar or
see the recommendations which will show your most recent work.

Search

)
el

Contacts » Create -+
'
See all
comacts
Recommended
Trending Lianne Jone
TM_COM Teams Rhaglen Vir
asat 19 04 2021 Conference
DWHNERS Programme
EBit
NLEX DOCX
Files »
ﬂl o [
Staff Consulta... Feadback and. Sear
106 KB 121 KB 48 KL

Calendar:

To view your calendar, click on the bottom right tab. Here you will see a
breakdown of your day, as well as being able to look forward into the week
and add in blocks such as meetings, focus times etc.

Date Range

TODAY - WEDNESDAY 30 JUNE |

Your Schedule oe00

08:30 L
08:30 ® Health & Wellbeing Fa

0300 interviews

Add an event
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Additional Information:

To access more information such as you Sent emails, Help & Feedback or the
edit your Outlook Settings, select your icon or picture, the below screen will
appear.

Fﬂm Favourites

G Inbox

Emails you have Sent

— b ' < ant
Or
— '-." Deleted

Recently Deleted

Inbox

®
Help & Feedback .
i

Fixing Problems and Top Tips:
Before escalating the issue to your area manager try the below solutions first.

Accessing your Emails:
On occasions your phone will log you out of your Outlook app. To log back in
simply enter your email password.

e If you have forgotten your password, ring |.T Helpdesk on 01267 247789,
you will need to provide the following: your name, that you are a
member of the Residential Care Service, and request a non-expiry
password reset.
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Problems receiving or sending emails: -
e Make sure you have good signal and Data (preferably 3G or

4G) or are connect to Wi-Fi.

— Check out the Wi-Fi Guidance for more details.
e Clear your Cache Data (see instructions below)

Instruction Photo
1.Swipe up from the Home Screen

2.Scroll down to “Settings”
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3.Select “Apps”

Accounts and backup
Manage accaunts + Smart Swich

Advanced features
Zide key

Digital wellbeing and parental
controls

aantime « Az timers + Bedime made.

Battery and device care

Storage + Wemary + Device protect

General management
Language and ke

Accessibility
Telkiack - Maono awdio -

Software update
Downosd and instal

4.Se|ect ”OUtIOOk” Je.wgvv 8 il 97% 8

< Apps

S5 My Files
. 2099M8

Office

1713

One Ul Home
4.0 ME

OneDrive

Note
98

Qutlook
394 WD

Phone
240148

PowerPaint
241 WE

QuickSupport
046 13 it

5. Select “Storage”

App notifications

Permissions

Storage
366 MB used in ir

Data usage
132 MB used since 28 Nov 2019

Battery
19% use since fast full charge
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7.Select “Clear Cache”

8.Close down all Apps and re-open your Outlook
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Microsoft Teams Guidance:

Logging on through your Laptop/Computer:

Teams will automatically open and log in.

Logging onto the App:

1. Open the App from
your main menu and
click Sign In

elcome to Microsoft
| Teams! A happier place
| forteams to work
together.

2. Your work email will appear,
click on it. You may be asked to
enter you email password, if
you do not have this please call
IT.

e

Email Here

L gov.uk

3. “APlease Wait” message will
appear.

4. This screen will appear,
click Continue.

Your organization protects
data in this app. You might
need to set some things
up to access your work or
school data.

Learn more about app
protection,

@ Recently connected
@ Device is supported

~ © FEverythingsuptodate

5. These three pages will appear, click Next on the first 2 and Got It

on the last.

Next

Next

6. You are now Logged In

You'll find notifications here

Stay on top of relevant activity, such
as mentions, likes, and iy
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Joining a Meeting: From your Mobile App
Join by link

If you have the app, select Join Microsoft Teams Meeting in the meeting invite
to open the app and join the meeting.

Join from calendar

Select Calendar on the bottom of the app to see your meetings. Find the
meeting you want, and then select Join

Meetings
? Marketing meeting
¢ 8:30am - 9:30 am O m
% Contoso / Marketing

Making a Call:

Click Video Call or Audio Call to call someone from a chat. To dial a number, click Call on the left and
enter a phone number. View your call history and voicemail in the same area.

Video Call

Audio Call

et sadsy ta pan foi the canferance?
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Further Help:
If you need any help navigating Teams on your phone, follow these steps:

1. Click on the top left 2. Scroll down to Settings. 3. Select Help &
Feedback

F ©  Beright back

Off work
| © Away
=8 L
S ‘ 5  Resel status

-

You'll find notifications here

1 @ Sel status message

Notifications

e On

Stay on top of relevant activity, such
as mentions, likes, and replies.

corner

4. Select Help 5. The following tab will open, here you can search what
you need help with:

Support v

Microsoft Teams help &
learning

e A Q o]

Gel started  Teams & ch.. Notification. Chat

& 0O )

Meetings 8 Files Apps & ser

Help

{)- Suggest afeature

& Report an issue
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Zoom Guidance Z00m

Some of your training is now taking place via the Zoom App.

The app has now been installed to your work devices, however if you cannot find it on your
main menu or are a Samsung user you will have to instal the app by going into PlayStore.
Click Here for instructions.

Using the App
1.When you open the app the below screen should appear. There is no need to sign in or
sign up if you just want to join a meeting. Please DO NOT sign up or sign in.

12:33 3 wA091%

o

Start a Meeting

Start or join a video meeting on the go

Join a Meeting

Sign Up Sign In

2. Tap onto ‘Join a meeting’. On the next screen a keyboard should appear. Type in your 9-
digit or 10-digit join code (without dashes) at the top where it says in grey ‘Meeting ID’

12:24 O va090%

< Join a Meeting
123 456 7890

Join with a personal link name

Y8

Join Meeting

Don't Connect To Audio

Turn Off My Video

]
4
7

=T S I N
@&
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3. Optional: below the words in blue ‘Join with a personal link name’ you should see your
smartphone’s make/ name displayed. Tap on that and enter your name:

1" 090%

Join a Meeting
123 456 7890

Jpin with a personal link name

Joe Bloggs

Join Meeting

Tap on the blue ‘Join Meeting’
button when you are ready.

Don't Connect To Audio

Turn DY hdw Vidan

G Bloggs  Blogger Bloggers &
gwertyuiop
asdfgh j kI
& zxcvbnnmg@

nza T @ EN - DE

4. A new window will pop up: Click on ‘l agree’. In the next pop-up window click ‘Allow’
(your smartphone may ask slightly different questions or in a slightly different order)

To use Zoom, you need
to agree to the Terms of
Service and Privacy Policy. [¢] Allow Zoom to

take pictures and

Terms of Service record video?

Privacy Policy

| Dlsagree
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Actif App

Chwaraeon a Hamdden / Sports & Leisure
The Actif App allows you to access the Sports & Leisure portal. Through the app you will be
able to access information about your local leisure centre, book classes (in person and
online sessions) as well as managing your membership.

The App will allow you improve your physical wellbeing at any time and any location.
Getting set up:
When you first open the app you will be asked to select your leisure centre, this will then be

your default setting going forward. You will be able to add other centres and swap between
them if needed.

Either search or scroll through the options, and the select.

Search Club

Q, Actif X

Actif Community
Carmal

nshire, Liansteffan Road . ;A]«
Carmartheni g E
Leisure Centre r

Actif Cymunedau +

Sir Gaerfyrddin, Heol Llansteffan
Amman Valley Leisure Centre
armmanford, Margaret Strast

Rhydygors thoclo —

Google

< | AMMAN VALLEY >
Canolfan Hamdden Caerfyrddin
Caerfyrddin, Heol Liansteffan CARMARTHEN
Canolfan Hamdden Castell LEISURE CENTRE
Newydd Emlyn
Sir Gaerfyrddin, Castell Newydd Emlyn
Canulfgn Hamdden Dyffryn Aman OPENING HOURS
Dyffryn Aman, Stryd Marged
Canolfan Hamdden Llanelli CENTRE OPENING HOURS
Llanelli, Park Crescent endey ro Friday &:300m - 9:30pm

Saturday and Sunday  8:00am - 6.00pm

My Centre:

Once selected, your selected centred will be come the homepage. Here you will be able to
access information and make bookings.
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0w s B 1437 0w g ® a7

Click here to add another centre <«
and amend notifications

cammarthen Leisure. B Click here to access News
swon | wsow ek and information related
to your classes

Carmarthen Leisure... B

RACQUET JUNIOR
SPORTS ASTROTURF ACTIVITIES

This will show you information BODK R FITHESS ELASS

relating to the centre e.g., opening
times and facilities

ouUTDOOR INDOOR ONLINE ON-
FITNESS CLASSES FITNESS CLASSES DEMAND CLASSES

NEWS This will show you what
you have booked.

Tt *you will need to login to
] FAQ 9@ arpHELP @
acaur : - see these.

SPORTS ASTROTURE ACTIVITIES o o o

BOOR A FITNESS CLASS
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|.T Support Guidance

Contacting |I.T

You can contact the I.T Helpdesk in two ways, firstly you can ring 01267 246789 or you can
log a call via the I.T Helpdesk link.

To make it easier and quicker to access the link, first add it to the homepage of your mobile
phone. See the instructions below:

Add the |.T Support link to your Homepage

Step 1: Click on the OurPeople link,
already set up on your work device

and select the Intranet

ol 5=,
G

5iN POB
()UR PH)PLL

Ein Pobl ::
Our People

Step 3: This will take you to a new
page, if required select Log In or
Enter your details. This will take
you to the following page, click on
the three dots in the top right
corner:

B 0 W = 1539

£ @& ‘marthenshire govwales E)

Step 2: Click on the Menu to the top left of the Intranet page and select I.T

Support and select Log a Support Call

=8 W 4 R 1543

)} @ ‘marthenshire.govwales (&

Step 4: Select “Add to Home
Screen”

S Mew incognito tab
» 4D History

. Downloads

o Baokmarks

L0 Recent tabs

< Share.

7] Addto Home screen

] Desktop site ]

< (o] m]

The I.T Support Link is now saved to your phone: -
(1t will automatically go on to the second page, swipe left from the homepage to find it. To move it to e
your front page, hold it down and drag back to the left.) CCCICT

IT SUPPORT

4:20pm on Friday. @106 451

Step 5: Click “Add”

Add to Home screen

"' bCC ICT Corporate Self Servi

Cancel Add

And then “Add Automatically”

Add to Home screen
Touch & hold to place manually

CANCEL | ADD AUTOMATICALLY
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Basic Layout:

This will show if there is already an issue |.T are addressing, click the “Add Me” if you
1) Homepage are experiencing the same issue

MY OPTIOMNS AFFECTED BY THI5 KNOWM ISSUE, ADD YOURSELF HERE

Home Ma. Description

Frequently Asked Questions 21247 11:45am - 1/7/21 - Network connectivity issues effecting a large num_.. [EABLELE

Report A Problem

Make A Request MY COUNTS

Useful Links >
My Logged My Logged My
/ Calls o Requests pprovals o \
If you are a link
Number of Calls you have A/ manager, click here
logged (whether by phone or Number of requests you have logged, such as a new to approve any
through this) — clicking on the app, hew account etc. (whether by phone or through requests made by
box will provide details of each this) — clicking on the box will provide details of each your staff.
call. call.

Fi tly Asked ti . . L.
fequently Asked Questions For any problems with the phone, click this link to

follow the steps to get it checked by IT services (see
Make A Request next page for overview).

Useful Links v - .
Make a Request — where this is to make certain

Intranet IT Support requests, such as access to an app which is not
available on the play store to be installed on your
mobile phone.

4

Report A Prablem

Reset A Bitlocker Pin

Konica MFD Help

Register For Password Reset —)

Reset Your Password Requ...

If you cannot remember your Windows login
password then click here to request a password
Install Your Own Software reset.

Quarantined Emails
MyView - Resource Link

Intranet
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2) Reporting

a Problem

36

From the homepage, click on “Report a Problem” to log any issues you are experiencing. The

following form will

Enter your name and a
contact number.

appear:

THIS FORM IS FOR REPORTING ANY IT ISSUES, FAULTS, SOMETHING ISN'T

WORKING AS IT SHOULD

YOUR CONTACT INFORMATION

Start typing

If you are logging an issue on
behalf of someone else, tick the
box. Boxes will then appear and
ask you to enter this person’s
details.

Telephone

) Tick here if the above contact details are incorrect or working from a different location

¥ IS THIS FOR SOMEONE ELSE?

- Please tick this box if you are logging this or

behalf of another user

If you are reporting an issue with
a laptop enter the 4 digit
number on the red label on the
device.

¥ CALL INFORMATION
What does the call relate to? - Please click inside the box and press Enter, then double click to select an
a

Option *

Please Select

Computer Name if applicable

4—_

Start typing.

Impact *

Can you carry on working (Fault only)

Individual

Select whether you are able to
continue working or not.

/Ablc to continue working
escription *

Attach File

[EEEERCE Mo file chosen

Add detail about the issue
and attach any screenshots
for extra detail. Then submit.

[ [ oo

x;/'

Select how you would like
to be contacted. And
whether an in-person
drop-in session is required

Click on the 3 lines to see
the drop-down list and
select the option that most
suits your issue.

Select one of the options:

T

e Individual

e Team

e Building

e Organisation
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