Papercourt Sailing Club
Guidance Notes for DutyMan
Getting Started
DutyMan is a web-based duty rostering management system which enables members to:-

· view the roster online

· be reminded of their assigned duties

· confirm availability

· facilitate duty swaps 

DutyMan provides full training and help, both online and via email. It is easy to use and the following summarises the key points to getting started. To access DutyMan use the link provided in the Welcome email sent by DutyMan or use the link from the Papercourt website www.papercourt-sc.org.uk/duties/duties.php. You will then be able to view the roster and access the DutyMan online help.

To access the full functionality of DutyMan such as updating your email and contact details or confirming and swapping duties you will need your username and password or the “quick login” link which will have been emailed to you by DutyMan. If you do not have this information click on the “Need a login reminder?” link on the DutyMan home page. 

How do I learn how to use DutyMan?
For answers to frequently asked questions look at the “How do I” option in the top line menu.

How do I find my duty dates and confirm or swap a duty?
Duties are assigned to any members over the age of 16 and if you are in a family membership each member of the family will have a unique username and password. Once you have logged in your duty dates are easy to find, highlighted in red. Look at the “What do you want to do next?” menu on the right of the screen or at the vertical menu bar on the right of the screen to confirm or swap duties.

Where do I find information and security codes for my duty?
You are able to view general information and security codes relating to your duty date by clicking the “i” information button to the left of your red highlighted duty. A number of options are available in the “What do you want to do next?” menu on the right of the screen. This includes a useful facility to print all your duty dates together with general information and security codes (these codes are subject to change so please ensure you have the latest version prior to carrying out your duty). 

What do the symbols mean?
Each duty has an assigned symbol which indicates whether the duty has been confirmed or if someone is looking for a swap. The menu option “What The Symbols Mean” at the top of the page gives further information.

Can I change my email and contact details?
The Profile option in the top line menu gives the opportunity to change your email and contact details. Please note: if you use the Alternate email address this will only be used by DutyMan. It is not currently available to the club membership system or our email circulars for club news.

Useful links and where to go for help
Papercourt website www.papercourt-sc.org.uk
DutyMan  www.dutyman.biz/dmmain.aspx?id=P0001675
Help and training on DutyMan and Duties, contact Lynne Jones at marketing@papercourt-sc.org.uk 
1
DutyMan Guidance Notes version 1.0 LJ26.8.10

