Quick Start Guide to DutyMan

DutyMan is the software that we’ll be using for administering club duties, and
although it’s new to the Royal Forth Yacht Club, it’s fairly widely used by othersailing
clubs to maintain theirduty rosters.

Although DutyMan may look a bitdaunting whenyou first log on, it’s actually very
simple to use. The online helpisexcellent, and the DutyMan website has a number
of videos explaining certain features at http://dutyman.biz/keyfeatures.aspx

This Quick Start Guide is based on the Online Help which can be accessed from the
‘How do | ..."” menuitemwhenyou login.
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Fig. 1 — Accessing Online Help

It might be helpful if you printed this document so that you don’t have to switch
between the DutyMan applicationand the online help whenyou first start using it.

Logging In

Before you can do anything in DutyMan you needto login. This isso that DutyMan
knows whoyou are, and so it can show you information about your own dutiesand
helpyou request duty swaps.

You have been sent a welcome email containing your DutyMan log in name and
password. Please check your SPAM folderifyou can’t see thisemail. The sender of
the email is ‘DutyMan on behalf of Royal Forth Yacht Club’ (or it may show as
"donotreply@dutyman.biz’).



http://dutyman.biz/keyfeatures.aspx

If you do not have this email, click the ‘Yes, please...” buttonin the Need a log in
reminder? Box (Fig. 2), then follow the on-screeninstructions.

Log in here to access information about
your duties, arrange duty swaps, and
update your contact details.

Meed a log in reminder?

Yes, please...

Name
Simon Peakman

Password

Fig. 2 — Log in Reminder

To login:
EITHER:

Clickon thelinkin the email that you were sent, enteryour password into the
Password box, and then click .

OR:

1. To find the Royal Forth Yacht Club Sailing Calendar click go to the
following page: http://www.dutyman.biz/linkfinder.aspx

Click on the ‘Find Your Duty Roster’ button on the left hand side of the
screen, enter ‘Royal Forth’ (withoutthe quotes!) into the text box and
click on the ‘Search Button’. Then follow the on screeninstructions.

2. Inthe right-hand panel type your DutyMan log in name from the
welcome email, into the Name box

3. Type your DutyMan password into the Password box and Clickkd

NOTE: Your Password is case sensitive (butyour username is not)

Once you’ve loggedin you may see that parts of the roster are highlighted in RED.
Highlightingin red indicates when you have a duty;

o Incalendarviewifa month is highlighted this meansthat you have a
duty in that month;


http://www.dutyman.biz/Dutyman6forgot.aspx?id=R0001752
http://www.dutyman.biz/linkfinder.aspx

o ifa dateis highlightedthenyouhave a duty on that date;

o ifan eventis highlighted thenyou have a duty in that event.

The Duty Roster

The information shown inthe Calendar View and List View is exactly the same; they
differonlyin the way thisinformationis presented.

Calendar View shows the months covered by the current duty roster in the left-hand
panel. The centre panel showsthe dutiesfor the currently selected month, date or
event.

List View displaysthe roster as a sequential list of dutiesin chronological order either
as a continuouslist or splitinto pages of approximately 30 duties.

Confirming Duties

To confirmall your duties, use the Confirmtab in the right-hand panel of the roster
page (Fig3) and follow the onscreen instructions:

Confirm Attendance

aluoH

If vou are sure that you can do all
yvour duties click the button below.

Your duties will be marked with a2 ¥

@ send me reminders

) 1 don't need reminders

Confirm All

sazjunios || dems &na |

To confirm an individual duty first
display it in the roster, expand it by
clicking [il, then select one of the
Confirm options.

Fig. 3 — Confirm all Duties

To confirman individual duty find the duty that you want to confirm in eitherthe
calendar or the list, and expand your duty by clicking on the adjacent i



Choose either ‘Confirmed; no reminders’ if you do not need reminding,
or ‘Confirmed;send reminders’to continue to receive reminders by email (see Fig.4)

Sat 30 Apr 2011 Opening Regatta L-E:.
Race Officer 12:00 tba j—
Race Officer (assistant) 12:00 tba [4—
Royal Forth Driver 12:00 tba [—
] Safety Boat Driver 12:00 Simon Peakman &

) confirmed; send reminders

@ confirmed; no reminders
@ Not confirmed
Swap wanted \

)

Click to add this duty to your MS Qutlook

calendar or Personal Information Manager
12:00 tbha

Safety Boat Assistant

Fig. 4 — Confirm Individual Duty

Note that you can also requesta swap for a duty from here —more on that below
though.

You can print all your duties, or exportthem to an iCal format file by selecting the
Export tab inthe right-hand panel of the roster page.

Export

Use these functions to copy details
of your duties to your computer.

Loy

include past duties

ang |

j=

List duties in printable format

@ Create an Excel spreadsheet

Jasjunjop, | dewm

Create 3 CSV file

m Receive all your duties in
iCalendar format as an email
attachment. The email
contains instructions for
importing the attachment into

your Personal Information
Manager such as M5 Outlook.

uguosy |

Alternatively you can copy an
individual duty directly into
your PIM by expanding it in

the roster and clicking <

Fig. 5 — Printing or Exporting Your Duties



Full instructions are provided on screen, orin the email generated.

Volunteering for Duties

This is the part we really want you to read! To see what dutiesrequire volunteers
open therosterin eitherList or Calendarview. Any duty that doesn’t have someone
allocated will be marked in the right hand column with one of the following symbols:

EITHER:
4
- Unallocated duty
OR:
__h Swap required
w preq

To volunteerfora duty the Volunteertab in the right-hand panel of the roster page
and follow the on-screen instructions

Volunteer

You can volunteer for duties
marked:

[ |

wm volunteer wanted for an
unallocated duty

[

awoH

]
wmm SwWap wanted 5
Mote that duties for which you ,
volunteer are in addition to those =
already allocated to you. 2

To volunteer:

S_t—::ll:-:-ct the duty by clicking its i
or wem symbaol

Fig. 6 — Volunteers Urgently Required!



Swapping Duties

If you’ve beenallocated a duty, and you cannot perform that duty, then you will
needto find someone to swap with or to do the duty for you.

To swap a duty, selectthe Duty Swap tab inthe right-hand panel of the roster page
and follow the on-screen instructions.

Request a Duty Swap

How reguesting a duty swap works

Find your duty that you want to
swap and click its "' button

aloH

E Select duties (maximum 20) with
which to req_uest a swap by clicking
their ¥ or ra= symbaols

or

dewms A3ng

o]

Fig. 7 — Requesting a Duty Swap

You can select multiple candidatesfor a swap request. If you tick the ‘Mail me a
summary’ box (fig 8) before submitting your swap requests, DutyMan emailsyou
details of your swap request, including the names and dates of people withwhom
you have requested a duty swap. Alternativelythe Activity Log alsolists your swap
requests.

E] mail me a summary [l
T ———

Fig. 8 — Keeping track of your swap requests
You can also add a message to swap requestsifyou wish.

NOTE that if you receive a swap request, and you’re happy to do the duty but don’t
want to swap, simply VOLUNTEER for the duty (see above and Fig. 6)

Finally ...

If you have any problems please don’t contact the Club office —you can either
contact Simon Peakman at simon.peakman@blueyonder.co.uk orSarah Robertson
on sarahrobdob@blueyonder.co.uk forhelp. Alternatively give usa call on the
numbers inthe Club Handbook.
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