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CYCLEREADY TRAINING MANAGEMENT
PRODUCT OVERVIEW

MANAGING THE DELIVERY OF CYCLING PROFICIENCY
COURSES

CycleReady Training Management is a web-based course administration and online booking solution
that is used to manage the delivery of cycling competency courses, including the DfT Bikeability scheme
for schools and both one-to-one and group-based adult courses.

LogIn

Enter your email and password then click 'Log In'.

Email

Password

Login

Forgot password? Click here to reset t.

BIKEABILITY

CTM provides a range of features to support Bikeability scheme administration.
e Schools can request Bikeability courses through an online enquiry form.

e Cycle training team leaders are alerted when new course requests are received. They can then
contact schools to schedule mutually agreeable dates, which are logged in a CTM calendar.

e A Team Leader assigns the required number of instructors to a course, based on the anticipated
number of pupils and instructors’ availability, which is recorded in a CTM calendar.

e Schools add pupils to courses and identify any special requirements.
e Schools can pay for courses online.

e Instructors record pupil-specific assessment information following a course. Schools can then
download pupils’ assessment forms and hand to them to pupils with associated certificates.
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BIKEABILITY USERS

CycleReady includes separate interfaces and functionality for course administrators, schools, team
leaders and instructors.

Schools Team Leaders
Request courses Schedule courses
View courses Allocate Instructors
Register pupils Monitor completion

Access resources

Administrators Instructors

Record availability
Monitor allocation
Update progress

Manage users
Manage resources
Produce reports

Schools
School users can:
e View all courses currently requested, currently booked and previously completed.

e Complete and submit online course request forms to the relevant team leader and deputy team
leader(s).

e Register pupils on courses and add any special requirements for that pupil.
e Pay for a course.

e Access standard digital resources, such as Bikeability Logos and pro-forma letters, and access/save
school-specific digital resources.
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CycleReady

LATEST NEWS School Dashboard

. Hello ashchurchy

Zero Bookings -

New term dates for Ashchurch Primary

i Here you will find all present and future bookings for your schoal. If

you’d like to view all the bookings for your school, see the footer

link below.
End of year invoices required. Please g

them uploaded before the end of the

finaneial year.

Update your contact d Mal
‘we can contact you at all time:

Add Pupils to Bookings

The table below shows all future bookings. To start assigning pupils click the Assign link from the booking.

Note: a booking contains one or more sessions. When you assign pupils to a booking you ultimately assign them to every ses|
that booking. Assigning pupils to sessions is not available,

Ashchurch Primary School

Hello

Course Date Start Time Pupil(s)
Zero Bookings
5 Notifications - 17 Resources
29 Wade, Jane This section shows the total number of resources currently availabls

4
A —— both public resources (these are resources used by every school) a
resources (these are resources available to you only).
Testing Notification #2 « Private Resouces: 0
01

. -
There are several ways to pay for a beoking. Click here for further in

Wade, Jane + Public Resouces: 17

Wade, Jane Toviewopen a public resource, or to add, amend or delete a private resource,

Wade, Jane Make Payments

09/11/2

School: Dashboard

CycleReady

LATEST NEWS View Resources

Click here to go back to your dashboard.

@ Heloashchurc

Mew term dates for Ashchurch Primary Zero Private Resources
ol. Update your diari

required. Please
them uploaded before the en

- Browse...
financial year.

Add Resource

To add a new Private Resource you must first select it using the Browse button. Once selected click 'Add Resource’. The file must be unique (e.g. name).

L1c tlatt 172012 A,

Name size Type Select
Zero 'Private Resources',

17 Public Resources
Name size Type Select
Cycle Intructors - Mileage Claim Forms.xlsx 478
Hours Claim Form Cycle Training_New March 2017-2018 xlsx 24KB
Incident Form.docx 83KB B
L1 A5 Pupil Feedback.docx 157KB B
L1 Booking Form 2017-2018 xlsx 193KB

1un 2t I |

School: Resources
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Bike ability Instructors

Bikeability Instructors are allocated to teams in geographical areas and they can:
e Record their availability for courses.

e Record the attendance of pupils on courses.

e Update their personal detalils.

CycleReady

LATEST NEWS Instructor Dashboard

Booking-Sessions (Top 5) = Your unavailability

or Ashchurch Primary . :
As you are assigned to booking-sessions from your Team Leader, the

Your next 5 booking-sessions (if available) are shown below. For more information - N i
meaning you will not get assigned to provide a booking-session if yol

about the booking-session click the 'more’ link. If you have no booking-sessions
assigned, firstly make sure your availability is up to date then secondly, contact your « Click here to set your unavailability.

Team Leader so they can assign you to unassigned booking-sessions.

financial year.

Mote: it is assumed that you are available week days (Monday - Friday) for both

16:00) sessions - every week of the year. It is your responsibility to set your una
Update your contact de

‘We can conts at all t

Pupil Assessment

To make a pupil assessment, select the Booking from the list below a

One Notification - Make Payments

Talbot, Emma 09/01/2018 There are several ways to pay
Hello to all my team - happy new year!

Instructor: Dashboard

CycleReady

LATEST NEWS Assessment

Click here to go back to the previous page, or click here to go back to your dashboard.

Pupil
The following pupil(s) were assigned to booking:

them uploaded before the end + Id:4FBE122F
financial year. « Created On: 14/08/2017

+ Created By: david.wilkes@clarity-ltd.co.uk
+ School: Ashchurch Primary School
+ Course: Level 2

To assess a pupil select them from the list and click *Select’.

Pupil Smith, Suzy (25/08/2010)

Pupil Assessment

Level 2 Assessment

Number Qutcome Status Comm

1 Level 1 bike control

2 Starting a journey on road

Instructor: Pupil Assessment Screen
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Team Leaders

Each geographical area has a Team Leader, who is an Instructor with additional responsibilities. Team
Leaders manage the course lifecycle (e.g. scheduling courses, assigning Instructors to courses and
monitoring completion). They also manage Instructors and liaise with schools to schedule sessions.

CycleReady

LATEST NEWS

e 19 Sessions 8 Notifications

ries. There are 19 Sessions for Tewkesbury (which includes all Sessions past & present). To view a There are 8 Notifications for Tewkesbury. To view these conversations or to |
calendar of all Sessions, or to view existing Sessions; book a new Session, click the 'Sessions' comments click the 'Notifications' button below.
button below.

Team Leader Dashboard

Notifications €

2 Team Instructors

There are 2 Instructors for Tewkesbury. To amend or delete an Instructor, orto add a new
Instructor, click the 'Instructors' button below.

Team Instructors &

© Copyright 2018 Clarity Information Solutions Ltd. All rights reserved.

Team Leader: Dashboard

CycleReady 0 elojol
LATEST NEWS Team Leader Booking
click here to go back to the dashboard, or click here to go back to the previous page.
Tewkesbury
Mon 1 January Tuel Wed3 Thu4 Fris Sat6 sun7
Mon & Wed 10 Thu 11 Fri12 Sat13 Sun 14
Mon 15 Tue 16 Wed 17 Thu 18 Fri19 Sat20 Sun 21
Mon 22 Tue23 Wed 24 Thu25 Fri 26 Sat27 Sun 28
Mon 29 Tue 30 Wed 31 Thu 1 February Fri2 Sat3 Sun4

Team Leader: Calendar of Bookings

Ref [#59509] Issue [v2] Created-By [WD] On [18-Dec-2018] Page 5 of 7



CycleReady Training Management x C LA[:*‘ l TY

. information solutions
Product Overview

CycleReady B welo

Notifications
LATEST NEWS click here to go back to your dashboard.

Notifications

Welcome to the Netifications section. Here you will be able to see all correspondence between yourself and other users of the system. Te use Notifications select the Recipient and all Notifications betw
y will be displayed below. To send a new Notification, enter the message and click Send. They will receive an email for each netification you send (as well as you receiving an email for each response they
them uploaded before the end

financial year. To Ashchurch Primary School (5)

5 Notifications between you (Wade, Jane) and the recipient (Ashchurch Primary School)

Wade, Jane
Testing Notification #1
Wade, Jane
Testing Notification #2
Wade, Jane
Hello!
Wade, Jane
test3
Ashchus
Team Leader: Notification (Dialogue) between Team Leader and School
CycleReady [

My Team
LATEST NEWS cucyk here to go back to your dashboard.

2 Team Members

To add a new instructor to the Tewkesbury team click the 'Add Instructor’ button below. To amend or delete an existing instructor click their name and amend (delete) as appropriate.

them uploaded before the end
financial year.

Talbot, Emma Wade, Jane

Add Instructor

All fields are required. Note: to delete the instructor set the ‘Is Deleted?” flag to “Yes'. This will NOT delete the instructor permanently, rather hold their details for future reference and reporting.

surname

Forename

Email

Telephone

Gender

Is Deleted? No

Team Leader: “My Team” page

Scheme Administrators

Scheme Administrators can:

e Add, amend or delete roles, features, users, schools, etc.
e Run statistical and financial reports.

e Manage standard digital resources.

Ref [#59509] Issue [v2] Created-By [WD] On [18-Dec-2018] Page 6 of 7



CycleReady Training Management
Product Overview

TS CLARITY

information solutions

ONE TO ONE COURSES

Clients Administrators
Register interest online Register interest via phone
Select a geographical area Match clients to Instructors
Receive confirmations, Monitor allocations and
reminders and surveys completions

Report on Trainer fees

GROUP COURSES

Trainers

Claim X clients/month
Agree/record session dates
Schedule additional sessions
Update completion status
Upload completion forms

Clients Administrators Trainers
Book online Create different course types View published courses
Receive confirmations and Schedule and publish courses Declare availability
reminders Allocate trainers to courses Receive natifications when allocated
Receive post-course survey (based on declared availability) Identify clients and confirm attendance
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