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Welcome

Welcome to iAbacus, the beautifully simple online tool for self-evaluation and planning.

We hope that using iAbacus will be straightforward and intuitive, and any questions you have will be
covered in this user guide. However if you find you need help — feel free to contact us.

Find out more about iAbacus by visiting one of these websites: Global | Scotland | Wales

Read about the model behind the iAbacus here: www.iabacus.co.uk/model

Watch a series of videos about iAbacus here: www.iabacus.co.uk/videos

iAbacus is product of TDK Business Technologies Ltd Page 2 of 131
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Contact Support

We’re here to help. If you can’t find the answer you need in this user guide, please let us know and we’ll

talk you through.

Email: support@iabacus.co.uk

Phone: 0115 929 3419

Live chat: If you're logged into iAbacus and an operator is available, click the button at the bottom right
of the screen that says Live chat. (If an operator is not available you can type in your question and we
will respond as soon as we are available, normally during business hours).

Self-Evaluation and Improvement Plan

the Ofsted School inspection handbook (from September 2021)
15 ﬂ Created by David Jones - You are a contributor



mailto:support@iabacus.co.uk

Quick Start Guide

* This quick start guide will show you how to do the very basics — from logging in to
completeing your first cycle of self-evaluation and improvement planning. Please use the
menu on the left to find out more about each step in the process, including how you can
collaborate with others and create reports to share.

Create your iAbacus® account at www.iabacus.me/create

Complete the form with your details and licence code. (Your licence code should have been given to you
by your school iAbacus administrator. If you do not have a licence code, please contact your school’s
administrator, or contact iAbacus support.)

When you’ve done this, click the arrow at the bottom of the form to continue.

*IAbacus

Create an Account

Please enter your details and choose a password:

First Namo: [
Last oo [
emai:
password Agan: [

Please enter a valid licence code:

&

Create account

You will see a confirmation message that your account has been created. Click the arrow to go into your
Home screen. Most likely it will be empty, like this:


http://www.iabacus.me/create
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iAbacus T O

B¢ 5

Collaborate Export FDF Customise

Click here to start your first abacus

Choose a template.

(More information about choosing a template)

*1Abacus o

N

New Abacus Collaborate Export PDF Customise

New abacus

LI B Choose a template:-

Blank
B[S AT Assurance Framework

*MEW® - Geography Self-Evaluation and Action Flan
Desc ription: *NEW?* - History Self-Evaluation and Action Flan

*NEW™ - Languages Self-Evaluation and Action Flan

*NEW™* - Mathematics Self-Evaluation and Action Plan

*NEW* - Music Self-Evaluation and Action Plan

*NEW™* - PE Self-Evaluation and Action Plan

*MEW™ - Religious Education Self-Evaluation and Action Plan

*NEW?* - Science Seli-Evaluation and Action Plan

*NEW™ - Subject Review and Action Plan (with RAG rating)

*NEW™* - Teacher Self-Reflection and Growth Plan

Ofsted E.ILF - Maintained schools and academies

(Ofsted E.ILF - Mon-association independent schools

Remote Education Provision - DfE Framework

Remote Education Provision - Learners' Trust Framework

Ofsted E.ILF - Further education and skills

Cifctod _ Earl Caroor Framouinrk
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- iAbacus O Account €3 Support
Y
& BN &

MNew Abacus Collaborate Export PDF Customise

New abacus
Template:

Title: Stress at work - School Review and Action Plan
[]'E_?.‘j(_’.[[[_ﬂiﬂﬂ. Based on HSE's Management Standards

®)

Continue

IAbacus®
Terms of Use

Slide a bead.

(More information about making a judgement)

iAbacus is product of TDK Business Technologies Ltd Page 6 of 131
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Reducing Teacher Stress Initiative

II_;I Video Guidance

High Risk Medium Risk Low Risk

Demands @‘D = E E E E E E ’O

Relationships @
Role @
Change @

Advanced Actions:- o

iAbacus is product of TDK Business Technologies Ltd Page 7 of 131
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User Accounts

This section tells you how to create your account, if you don’t already have one, how to log in and how to
update your details.

iAbacus is product of TDK Business Technologies Ltd Page 8 of 131



Create your user account

If you are logging into iAbacus for the first time, you will need to create a user account.

1. Go to www.iabacus.me.

2. On the login screen, click ‘Create an account’.

Please enter your login details
or create an account

Forgot my password

3. On the next screen, enter your details and choose a password.

Enter your licence code, which should have been given to you by your school iAbacus administrator. If
you do not have a licence code, please contact your school’s administrator, or contact iAbacus support.

When you’ve done this, click the arrow at the bottom of the form to continue.


http://www.iabacus.me/

* IAbacus

Create an Account

Please enter your details and choose a password:

First Nomo: [
Last Norme: [
e

Please enter a valid licence code:

Lo coce: Y 1

&

Create account

4. You will see a confirmation message that your account has been created. Click the arrow to go into
your Home screen. Most likely it will be empty, like this:

*iAbacus © ot © st
— N =

Mew Abacus Collaborate Export FDF Customise

Click here to start your first abacus

However, if a colleague has already invited you to collaborate on an abacus, this will appear on your
Home screen:




O Account

B XN

Collaborate Export PDF Customise

Folders: Open all | Close all Order by: fitle | created date | last updated

Bm Home Folder

Select: all | none [T R vialsl P ~

School Self-Evaluation and Improvement Plan

Based on the Ofsted School inspection handbook (from September 2021) [ ]
27/04/22 - 14:15 & Created by David Jones - You are a contributor

New folder

& support




Log in to your account

To log into your account, go to www.iabacus.me.

At the Log in screen, enter the email address you used to create your account and your password, and
click the button at the bottom of the form.

*1Abacus

Please enter your login details
or create an account

©

Forgot my password

If you have forgotten your password, please click ‘Forgot my password’ at the bottom of the form.


http://www.iabacus.me/
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Update your details

You can update your details at anytime by clicking on My Account at the top right of your screen.

O Account &3 Support

'3 X =

Collaborate Export PDF Customise

Folders: Openall | Close all Order by, fitle | created date | last updated

BB Home Folder

Here you can change your name and email, and update your password.

. iAbacus © Account &3 Support

D & B

New Abacus Collaborate Export PDF Customise

Modify your account details

First Name

Last Name:
Emai
Password Agein: [

©

Continue

* Please note, the email that appears in your account details is the email you will use to
log in. Therefore if you update your email, it will also update your log in details.

iAbacus is product of TDK Business Technologies Ltd Page 13 of 131
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Retrieve your password

If you have forgotten your password, go to the log on screen (www.iabacus.me) and click on ‘Forgot my
password’.

Create an account | About

*1Abacus

Please enter your login details
or create an account

passworc

©

Forgot my password

iAbacus®

Terms of Use

Enter the email address you use to log in and we will then email instructions regarding your password.

If you can’t remember the email you used to log in, or you still have problems accessing your account
please contact your school administrator or iAbacus support.

iAbacus is product of TDK Business Technologies Ltd Page 14 of 131
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Create and Complete an Abacus

Your iAbacus comes preloaded with templates that you can use straight away, or customise to suit your
own context. This sections explains the various screens in a template and walks you through the
process. To customise a template, see section 13 — Create and customise an abacus template

iAbacus is product of TDK Business Technologies Ltd Page 15 of 131
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Start with a template

To begin, click on the New Abacus button at the top of your home screen. The first drop down menu you
see is Template. Click the choose a template drop down and a list of templates will appear.

™ iAbacus © Account @ Support

0 o B3 e

New Abacus Collaborate Export PDF Customise

New abacus

eI Choose a template-
Elanlk
B[l AT Assurance Framework
*NEW* - Geography Self-Evaluation and Action Plan
Description: *MEW™ - History Self-Evaluation and Action Flan
*NEW* - Languages Self-Evaluation and Action Plan
*NEW™ - Mathematics Self-Evaluation and Action Plan
*NEW™ - Music Self-Evaluation and Action Plan
*NEW™ - PE Self-Evaluation and Action Plan
*MEW* - Religious Education Seli-Evaluation and Action Flan
*NEW™ - Science Self-Evaluation and Action Plan
*MEW™ - Subject Review and Action Plan (with RAG rating)
*NEW™ - Teacher Self-Reflection and Growth Plan
Ofsted E.ILF - Maintained schools and academies
Ofsted E.LF - Nen-association independent schools
Remote Education Provision - DIE Framework
Remote Education Provision - Learners' Trust Framework
Ofsted E.ILF - Further education and skills

“ifctad _ Earke Maracr Eramouenrk

Once you have chosen your template, you can amend the title and description, if you choose, so that
they are meaningful to your school. If you have multiple folders set up, you can choose a folder for your
abacus.

iAbacus is product of TDK Business Technologies Ltd Page 16 of 131



*iAbacus P (R
= WX o

MNew Abacus Collaborate Export PDF Customise

New abacus

QLR TOIE IR <iress at work - School Review and Action Plan
Title: Siress at work - School Review and Action Plan

DEJSL‘HD“UH. Based on H5E's Management Standards

®)

Continue

IAbacus®
Terms of Use

* The title is what others will see on their home screen if you opt to share the abacus with

them. The description will appear underneath the title, as you see here:

© Account 3 Support

BB S =

Collaborate Export PDF Cuslomise Exit

Order by: file | created date | last ypdated

~

BB Home Folder

Select all | none  EIEEIEREELTES

==f== Stress at work - School Review and Action Plan

Based on HSE's Management Standards
27I04722 - 1435
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Make a '!udgement

iAbacus starts with the intuitive judgement of the professional — that’s you — of where you are now in
relation to where you need to be. To see this, follow the instructions or watch the video at the bottom of
the page.

Once you have retitled and saved a template, it appears as an abacus on your Home screen. To open it
click on the title of the abacus.

O Account &3 Support

oo B3 e

MNew Abacus Collaborate Export PDF Customise

Folders: Open all | Close all Order by. fitle | created date | last updated

BB Home Folder

=l L T Choose an option:- w

: { work - S | Revi | Action P
Based on HSE's Management Standards »

Opeus Academy - Trust Self-Review and Action Plan

Based on the Department for Education MAT Assurance Framework
2710422 - 1439

To make your initial judgement against each area in the left hand column, place your cursor or finger
over the plus sign and drag to the right.

iAbacus is product of TDK Business Technologies Ltd Page 18 of 131
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0 & B S

New Abacus Collaborate Export PDF Customise

Stress at work - School Review and Action Plan

Bt Vvideo Guidance

High Risk Medium Risk Low Risk

Demands @-—-—+G
Control @
Support @
Relationships @
Role @

Change @

Advanced Actions:- e

There may be a further description related to that topic area. You will see this by hovering your cursor
over the name of the area in the left hand column.

g & B3

New Abacus Collaborate Export PDF Customise

Stress at work - School Review and Action Plan

Bt Video Guidance

High Risk Low Risk

Demands l@

This inchedes issues such as workload, work pattemns, and
#ilylife] the work envirenment

Support @
Relationships @
Role @

Change @

Advanced Actions:-

You can always amend your judgement simply by sliding the bead again.

en

iAbacus is product of TDK Business Technologies Ltd Page 19 of 131
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If the template you are using is based on a framework that includes more detailed criteria for each area,
you can see this by clicking the Review Criteria button in the pop up box that appears when you click on
or move a bead.

0 & B X

New Abacus Collaborate: Expont PDF Cuslomise

Stress at work - School Review and Action Plan

B Video Guidance

High Risk Low Risk

Demands @

Control @ =~
Support @ Q , 'G}

) ) Criteria Evidence Analysis Actions
Relationships @—

Rol @ [0l L E Ty (L (T Wl Envter & description for this judgement
e

Change @

Advanced Actions:- o

Once you review the criteria, you may want to adjust your judgement, or you may feel it is correct.

iAbacus is product of TDK Business Technologies Ltd Page 20 of 131



ount ™ Snnnort

B¢ video Guidance Save & Close

A

Evidence

Demands

Check your judgement against the critena and moderate as appropriate

High Risk

The standard is that:

« employees indicate that they are able lo cope with the demands of their jobs; and
*  5yS re in place locally to respond to any individual concems
What should be happening
The organisation provides employees with adequate and achievable demands in relation to the agreed hours of wark
People’s skills and abilities are matched 1o the job demands
Jobs are d ned to be within the capabilities of employees
concems about their work environment are addre:

©

Continue

Once you are done, either click Save and Close in the top right corner, or click Continue to go to the
Provide Evidence screen. You can always come back later and amend what you have done.

The video below shows the process.
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https://player.vimeo.com/video/351650053

iAbacus is product of TDK Business Technologies Ltd Page 22 of 131
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Provide evidence

Once you have made your initial judgement, you can write an evidence statement to justify your
judgement, attach files and include web links to other evidence.

To do this, click on the bead you wish to provide evidence for, and then click the Provide Evidence
button.

= B
Mew Abacus Coliaborate Export PDF Cuslomise

Stress at work - School Review and Action Plan

B Video Guidance

High Risk Low Risk

Demands @

Control ®|=
» o —
Sup::[}(_:[‘t ®.= , "::
Criteria Evidence Analysis Actions

Relationships @—

Oplional Description: [ EiEg Eea g (g ar ey

1€,

Advanced Actions:- o

On the Provide Evidence screen, there is space to type your evidence statement. Below this, you can
attach Word, Excel, PowerPoint or other types of files (bottom left) or links to other websites (bottom
right).

iAbacus is product of TDK Business Technologies Ltd Page 23 of 131



. ! A lﬂ-. Y _STRT. O Account @ Support

B Video Guidance

o —
Q .. © .=
» =
Criteria Evidence Actions

Demands / Medium Risk

Wite an evidence statement to justify your judgement, attach files or enter web-links to other evidence

Altach a file containing avidence Enter a web-link to evidence
Altach a file containing evidence Enter a web-link to evidence
Attach a file containing evidence Enter a web-link to evidence

[ + more attachmenis | [ + more links |

©

Continue

Once you have included your evidence, either click Save and Close in the top right corner, or click
Continue to go to the Analyse Factors screen. You can always come back later and amend what you
have done.

The video below shows the process.
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https://player.vimeo.com/video/351661917

iAbacus is product of TDK Business Technologies Ltd Page 25 of 131


https://player.vimeo.com/video/351661917

OPEUS iAbacus User Manual - 1_en

Analysis

Once you have provided your evidence statement, the next screen allows you to pinpoint factors that
help or hinder, currently or in the future, and to reorder them.

To do this, click on the bead you wish to analyse, and click the Analysis button.

0 & B X

New Abacus Collaborate: Expont PDF Cuslomise

Stress at work - School Review and Action Plan

B Video Guidance

High Risk Low Risk

Demands @

Control ®|= 0
‘ o —
SUF'[:'(.’IT ®|= , "'::
) ) Criteria Evidence Analysis Actions
Relationships @—

[0l L E Ty (L (T Wl Envter & description for this judgement

Advanced Actions:- o

Include the helping factors on the left and the hindering factors on the right. You can reorder them by
clicking on and dragging the arrows to the left of the box.

iAbacus is product of TDK Business Technologies Ltd Page 26 of 131



L]
. 5 h '.-'- Y _THRrT. Y Arronnt ™ Sunport

B4 Vvideo Guidance Save & Close

Qt@

Criteria Evidence

Demands / Medium Risk

= ldentify factors (information, people, circumstances etc that either HELP, or HINDER, currenthy.
= ldentify (future) interventions that may well HINDER the situation.
= Prioritise the likely most effective factors.

Helping -.- Hindering

e tmese # :
.,.. < I
» I &+ N (&
+ I & N (&
* I © < N (&

[ + more helping factors | [ + more hindering factors |

1!5 Drag t @ | Delete

©

Continue

Once you have finished the analysis, either click Save and Close in the top right corner, or click
Continue to go to the Plan Actions screen. You can always come back later and amend what you have
done.

The video below shows the process.
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https://player.vimeo.com/video/351661931
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Plan actions

Once you have made your analysis of the helping and hindering factors, you can start to write your
action plan.

To do this, click on the bead you wish to create an action plan for, and then click the Actions button.

0 & B X

New Abacus Collaborate: Expont PDF Cuslomise

Stress at work - School Review and Action Plan

B Video Guidance

High Risk Low Risk

Demands @

Control ®|=

‘ o —

SUF'[:'(.’IT ®|= , "'::

) ) Criteria Evidence Analysis Actions
Relationships @—

[0l L E Ty (L (T Wl Envter & description for this judgement

Advanced Actions:- o

On the Plan Actions screen, click the expand icon to start planning actions for some or all of your
hindering factors. You may also want to plan actions to strengthen your helping factors.

iAbacus is product of TDK Business Technologies Ltd Page 29 of 131



L] : A '-—- — W B Account

Bt Video Guidance Save & Close

Q.20
Criteria Evidence

Demands / Medium Risk

Plan your actions to strengthen the “helping” factors or weaken the “hindenng” factors

% New timetable $ =

%  Additional training for line managers 1*' =

LB Too much time spent marking =

What? Who? Success? When?
1. Review best practice in marking Marking and feedback working group 1. New policy approved ;
2. Introduce new marking palicy 2, Staff trained in using new policy Enter a frequency / pick a date

3. Schedule staff training 3. Staff survey indicates decrease in time
spent marking

PROGRESS. e—— — 48% Add progress notes | files

You can use the sliding progress scale to indicate how close the action is to completion. By clicking on
the button that says Add Progress Notes / Files, next to the progress scale slider, you can attach files
and web links, and include notes about progress.



W  MNew imetable

% | Additional training for line man agers

e Marking and feedback warking group 1 i = ) =
. Introduce new olicy , trained in using new policy Enter a frequency / pick a data

. Schedule staff training 3. Staff survey indicates decrease in time
spent marking

PROGRESS: ee——e—— 8 05 Hide progress notes [ files

¢ C
¢ C
¢ C

Once you have included your evidence, click Save and Close in the top right corner. You can always
come back later and amend what you have done.

The video below shows the process.


https://player.vimeo.com/video/351672082
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Update and Maintain an Abacus

The beauty of iAbacus is that it is easy to add to and amend, making it a useful tool throughout the year.

Once you have created and populated an abacus, you can go back at any time to update judgements,
add or change supporting evidence, add commentary and capture progress against the action plan.

iAbacus is product of TDK Business Technologies Ltd Page 32 of 131
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Update existing evidence, analysis and
actions

You can go back to any of the screens at any time and add or change judgements, evidence and
commentary. You can also update progress against items in your action plan.

To do this, simply click on the relevant bead, and then click on the section you wish to amend or update.

B & B X

MNew Abacus Collaborate: Export PDF Cuslomise

Stress at work - School Review and Action Plan

B4 Video Guidance

High Risk Low Risk

Demands @

e —
» =
S UF,I:,("‘t @ s , ‘: :
Criteria Evidence Analysis Actions

Relationships ®—

[0l D TNy o T W e a description for this judgement

Advanced Atons:- B

«¥s The Provide Evidence and Plan Actions sections have text boxes in which you can
include commentary. If you make changes to the text in error, you can undo these by
using the undo button in the tool bar at the top of the text area.

iAbacus is product of TDK Business Technologies Ltd Page 33 of 131



- : ﬂ l.-n. — W~ B Account 3 Support

Bt video Guidance Save & Close
Q .| ©
Criteria Evidence Analysis Aclions

Demands / Medium Risk

Wirite an evidence statement to justify your judgement, attach files or enter web-links to other evidence

U Ap- A T~-=~ 1 = EH © BH

Not able to recruit to key posts last year - means some staff are cov ering adgitional roles

& Altach a fde confaining evidence E Enter a wab-link to evidence
Altach a fle confaining evidence E Enter a web-link to evidence
‘ Attach a fie containing evidence L, Enter a wab-link to evidence

[ + more attachments | [ + more links |

©

Conlinue

More guidance on features in each of the sections can be found here:
5.3 Provide evidence

5.4 Analyse factors

5.5 Plan actions
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Add or amend a judgement (or bead)

To amend a judgement, simply click on an existing bead and drag it to a new position.

If you wish to add a bead, simply click on the plus sign next to the area to review, and slide it to the right.
You can have more than one bead on an area, which is useful if you wish to track progress over time.

Reducing Teacher Stress Initiative

];1 Video Guidance

High Risk Medium Risk

Demands @ O I I S S ’@

Relationships @
Role @
Change @

Advanced Actions:- 2

iAbacus is product of TDK Business Technologies Ltd Page 35 of 131



Track progress over time

Your iAbacus can easily be used to track progress over time. Simply slide a second bead along the
abacus, and a third and fourth. You can give each bead a name, or description, to differentiate them.

When you slide an additional bead, a pop up box will appear asking if you wish to copy the evidence,
analysis and actions from the previous bead to the new bead. Tick either yes or no.

Stress at work - School Review and Action Plan

B¢ Video Guidance

High Risk Low Risk

Demands @—

Control @— New Judgement

Do you want to copy the most recent evidence,
analysis and actions to the new judgment?

Relationships @— © No @ Yes

oo (B — e o

Change @_ Continue

Advanced Actions:- »

In the next pop up box, if you wish you can include a descriptor that includes a date, in order to see
when the assessments were made.



Stress at work - School Review and Action Plan

4 Video Guidance

High Risk Low Risk

Demands @ ﬁ —

_ : Criteria Evidence Analysis
Relationships @

Optional Description: (et e [ ]

Advanced Actions:-

You can then add to and change the text in the evidence, factors and actions.

The latest bead will always appear in full colour and previous beads appear faded, in order to easily tell
which is the most recent.

Stress at work - School Review and Action Plan

B¢ Video Guidance

High Risk

Demands @ @

Relationships @

Role ®
Change @

Advanced Actions:-




Delete an existing judgement (or bead)

If you wish to delete a bead on an abacus, click on the bead, then click the delete button.

Stress at work - School Review and Action Plan

Bt Video Guidance

High Risk Low Risk

Demands @

o —
o —

: . Criteria Evidence Analysis Actions
Relationships @

R.D.|e _—
Change @

Advanced Actions:- s
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Change the title/description

You can edit the title and description of an abacus by clicking on the title of the abacus. When you have
finished editing select the continue button and you will be taken back to the abacus.

. iAbacus O Account &3 Support
A - BN 2

MNew Abacus Collaborate Export PDF Customise

Stress at work - School Review and Action Plan

(%

Edit the title and description:

WIi= Sivess at work - School Review and Action Plan
(D= (o) (1010 Wl 2ced on HSE's Management Standards

Continue
Relationships @-—
Fole @
Change @

iAbacus®

Terms of Use
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Reports

iAbacus allows you to create pdf reports which you can easily share with others. These documents are
perfect for printing and emailing as attachments.
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Create reports

There are a number of options for customising your reports, to make them as detailed or a high level as
you wish.

To create a report, first click on the Export pdf button at the top of the screen.

. iAbacus O Account ) Support
A i N &

Home New Abacus Collaborate Export PDE Customise

Stress at work - Opeus Academy Review and Action Plan

B4 Video Guidance

High Risk Low Risk

Demands @ O

Advanced Actions:- na

You will be taken to the export pdf page. If you just want the standard report creating then select the
export button and your report will be generated (you can change the title of the report). Select the
download pdf button and the report should appear in your web browser. Use the tools in your browser to
save it wherever you choose.

iAbacus is product of TDK Business Technologies Ltd Page 41 of 131



oo B

New Abacus Collaborate Export PDF Customise

Export PDF

[[1U=3 Siress at work - Opeus Academy Review and Action Plan

©

Export

There are advanced options so that you can customise your report. You can access these by clicking on
the ‘show options’ button.



B Hide Options

Advanced Options

Coverpage text:

Areas: select: all | none
Demands

Control
Support
Relationships
Role

Change
Your input: Judgements Evidence Factors Actions
Collaborators input: [ Judgements Evidence Factors Aclions
Which judgements?. @ Al Judgements @ Most recent Judgements

Options: Display Mames Display Dates

In the advanced options you can:

Add a cover page with text/logo if you wish.

By using the tick boxes, you can include or exclude areas, your inputs, and input from anyone invited to
collaborate on the abacus.

If you have more than one bead on an area you can include all judgements or just the most recent one.

You can decide if you want the name of the owner of each bead shown and the date the bead was



initially dragged onto the abacus.
When you are done, scroll back up and click the export button.
Clicking on export will generate your report. You will then see a box saying your report is ready.

K

New Abacus Collaborate Export PDF Customise

(%

Export Finished j——

}q Download pdf

n Show Oplions

Click on Download Pdf.

The Pdf should appear in your web browser. Use the tools in your browser to save it wherever you
choose.

* On the pdf report you can click any of the beads or areas on the left hand side to jump
down to that page of the report. This is particularly useful if you have a large report or
know which bead you wish to view.
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Collaboration

One of the powerful features of iAbacus is that it lets teams and colleagues collaborate on abacuses, in
several different ways. This section outlines the options available.
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Invite collaborators

As the owner of an abacus, you can invite colleagues to collaborate on it in a number of ways.

* Viewers can see the abacus but cannot edit it
» Contributors can add their own beads to the abacus, as well as evidence, analysis and actions
» Editors can edit other users’ beads, as well as evidence analysis and actions

To invite collaborators, click on the Collaborate button at the top of the screen.

0 /& B X

Mew Abacus Collaborate Export PDF Cuslomise

Q) Back
Invite Collaborators

IR el =l ol (N Conitributors - Can add their own beads (and evidence, analysis and actions)

Email Addresses. Sl =] separated kst of email addresses

Message: I'd like you to collaborate on the abacus: "Stress at work - Qpeus Academy Review and Action Plan™.
You can add your own beads with evidence, analysis and actions.
Already have an jAbacus account - log in at hitps:/fiabacus.me and it will be on your home screen.
Need an jAhacus account - create one at hitps://iabacus.me/create (you'll need a licence code).
Any questions - please email me directly using this email: head @opeusacademy.org
Thanks,

Sarah Smith
head@opeusacademy.org

Collaborators who need to create an iAbacus account will need to enter a valid licence code
Please edit the email message above to add licence code. (Your licence code is

@

Send Invitations

Collaborators Options

Mo collaborators have been added yel Contributors see each other's beads

Using the drop down menu next to Type of Collaborator, you can choose whether the recipient is given
viewer, contributor or editor status.

The Message box contains prepopulated text that will appear in the body of the email. You can change
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this simply by clicking on and amending the text.

The title of the email will be Your Invitation to Collaborate.

The email that is generated from the invite screen will have admin@iabacus.me in the
‘from’ line. Therefore you may wish to include your direct address in the email.

! The person receiving the email will need to have an iAbacus licence in order to accept
the invitation and log in. If you need to allocate or purchase licences, please contact us.

When you are finished, click Send Invitation. A pop up box will appear confirming that the invitation has
been sent.

You can add collaborators at any time.
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Manage existing collaborators

To manage existing collaborators, click on the Collaborators button at the top of the screen. Scroll down
to the second box titled Collaborators.

Collaborators Options
% s hilk@toweracademy org (not created their account yef) g Gonlribiutors: sei= ach offieds: heads
b.summen@ioweracademy.org (not created their account e

s kaun@ioweracademy.org (not created their account yet) e

Activity log (last 90 days)

Send me updates by email

Here you can change the permissions of existing users by using the drop down menus to the right of the
individual’s email address.

If an individual has not created an account yet, it will say (not created their account yet) next to the email
address.

To remove a contributor from that abacus, click the X next to their name.

There is also an option to allow or disallow contributors from seeing each others’ beads. As the abacus
owner, you will see all the beads.

The Activity Log tells you when individuals have logged in and the changes they made.
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Analyse Multiple Abacuses

One of the powerful features of iAbacus is that it lets you see multiple abacuses in a single screen, for
an overall view of performance and progress. This section explains the options available.
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Overlay abacuses

To overlay abacuses, go to the Home screen. Tick the box to the right of the abacuses you wish to
overlay, or click Select All. Click on the Choose an Option drop down menu and select Overlay to
compare.

. iAbacus O Account €3 Support

B S

New Abacus Collaborate: Export PDF Customise

Folders: Open all | Close all Ovder by: fitie | created date | last updated

& Departmental Reviews (3)

prclcte s AT Choose an ophion:-
Choose an oplion:-
History Self-Evaluation and Action Plan Mave to another folder
Based on the Ofsted Research Review Series Overlay to compare
2800422 - 11.43 Stack to compare

Mathematics Self-Evaluation and Action Plan

Based on the Ofsted Research Review Senes
2E0422 - 11:48 a Created by Sally Webster - You are a viewer

Science Self-Evaluation and Action Plan

Based on the Ofsted Research Review Senes
2B/04/22 - 11:46 & Created by David Jones - You are a confributor

e
==
O
=l=
=
[ —
e—
==
o

The next screen will display an overlay of your abacuses. Click on each bead to see the owner and title,
and to drill down to evidence, analysis and planning.



Curriculum

Assessment

Pedagogy

Effective teaching

Syslems at subject/school level
Systems at subject and school level

Systems at the school level

B

Mew Abacus Export PDF

Overlay view

Swilch 1o stack view

Req. Improvement

Q ./

Critenia Evidence

2804722 - 11:46
b

©

Anatysis Actions

David Jones - Sclence Seff-Evaluation and Action Plan

Launch David's Abacus [

v

If you wish to create a pdf report of the overlay view, simply click the export pdf button at the top of the
screen. You will need to add a title before clicking export. Selecting ‘show options’ will show the

advanced options for customising a report.

]

New Abacus Export PDF

O Account ) Support

C 4

Exit

Export PDF for overlay

LM Depzrtmental Review

u Show Oplions

y




Stack abacuses

To stack abacuses, go to the Home screen. Tick the box to the right of the abacuses you wish to stack,
or click Select all. Click on the Choose an option drop down menu and select Stack to compare.

. iAbacus O Account €3 Support

B & B X

New Abacus Collaborate: Export PDF Customise

Folders: Openall | Close all Order by: fitle | created date | last updated

& Departmental Reviews (3)

el i D [T Choose an option:-
Choose an option:-
History Self-Evaluation and Action Plan Move to another folder
Based on the Ofsted Research Review Series Overlay to compare
28004122 - 11:43 Stack to compare

Mathematics Self-Evaluation and Action Plan
Based on the Ofsted Research Review Senes
28/04/22 - 11:48 & Created by Sally Webster - You are a viewer

Science Self-Evaluation and Action Plan
Based on the Ofsted Research Review Senes
28/04/22 - 11:46 & Created by David Jones - You are a contributor

=l=
===
JE—
e
—l=
o
e
==
O

The next screen will display a stacked view of your abacuses, along with the owner and name of each.
Click on each button to drill down to evidence, analysis and planning.
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Stack view

Switch to overlay view

Simon Richardson - History Self-Evaluation and Action Plan

Req. Improvement Good Outstanding

(™
vy

@

g
N

Systems at subject/school level @

David Jones - Science Self-Evaluation and Action Plan

Req. Improvement Good Qutstanding

®

®

‘\._JI
Systems at subject and school level @ @

Sally Webster - Mathematics Self-Evaluation and Action Plan

Req. Improvement Good Outstanding

Curriculum @

Pedagogy @

Assessment @

Systems at the school level @

If you wish to create a pdf report of the stacked view, simply click the Export pdf button at the top of the
screen.
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. iAbaCus @ Account 3 Support

Ba =

New Abacus Export PDF Exit

Export PDF for stack

LILENN D onartmental Review

@

Export B3 show Options

Here you have all the usual options for customising a report.
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Managing your Abacuses

This section explains how you delete an abacus you no longer need, or copy and reuse an abacus you
have previously created. This may be helpful in departmental planning, for instance, where you wish to
create abacuses with the same criteria for several different academic faculties.
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Delete an abacus

If you no longer need an abacus and wish to delete it, first open the abacus you wish to delete. Click on
the arrow next to Advanced actions at the bottom of the abacus, and scroll to Delete this abacus.

*1Abacus O Account. © Suppor

B & B X =

MNew Abacus Collaborate Export PDF Customise

Stress at work - Opeus Academy Review and Action Plan

B4 Video Guidance

High Risk Medium Risk Low Risk

Demands ®‘='®

&

Relationships ®=®=
Role @ O .
{:_'_hange ®|=®n=u

Advanced Actions:-

Advanced Actions:-

Delete this abacus

Make a copy of this abacus

A pop up box will appear asking if you are sure you wish to do this. Please note, deleting an abacus will
delete all judgements, evidence, analysis and action planning by all users associated with that abacus.
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© Account &3 Support

O & B X o

New Abacus Collaborate Export PDF Customise

*1Abacus

Stress at work - Opeus Academy Review and Action Plan

Bt Video Guidance

High Risk

Demands @—
Conirol @—
Support ®=

Relationships @:
Role ®=

Change ®.= No, cancel Yes, delete

Advanced Actions:- i
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Copy an abacus

If you wish to copy and amend an abacus, for instance to make an abacus for each subject area, first
open the abacus you wish to copy. Click on the arrow next to Advanced actions at the bottom of the
abacus, and scroll to Make a copy of this abacus.

. iA bac us © Account €3 Support

0 & B S =

New Abacus Collaborate Export PDF Customise

Stress at work - Opeus Academy Review and Action Plan

B4 Video Guidance

High Risk Medium Risk Low Risk

Demands ®'='®

&

Re|atron5h|p5 @-:@:.
o ® -
[::i'l;"j nge ®=®=

Advanced Actions:-

Advanced Actions:-

Delete this abacus

Make a copy of this abacus

You will see a pop up box that confirms a copy of the abacus has been saved to your Home screen.
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O Account 3 Support

0 & B XN C

Mew Abacus Collaborate Export PDF Customise Exit

Stress at work - Opeus Academy Review and Action Plan

Bt Video Guidance

High Risk Low Risk

Demands @— 0\
Lar ®— Success

The abacus has now been copied to
the folder: Home Folder

&

Continue

Click on the Home button at the top of the page to see the copy in your folder.

-iAbacus O Account ) Suppont
A 0 & B X C 2

New Abacus Collaborate Export PDF Customise Exit

Order by: fitle | created date | last updated

& Home Folder(3)

Select all | none

Stress at work - Opeus Academy Review and Action Plan

Based on HSE's Management Standards
2704722 - 14:35

Opeus Academy - Trust Self-Review and Action Plan

Based on the Department for Education MAT Assurance Framework
270422 - 14:38

Copy of Stress at work - Opeus Academy Review and Action

Plan

Based on HSE's Management Standards
2800422 - 1239

 th th
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You can then edit the title and description for the copied abacus.

* If you have invited users to collaborate on your abacus, the users and their beads will
not be copied to the abacus and you will receive the warning message shown below

. iA bac us O Account &) Support
(1) 0 & B X g

MNew Abacus Coliaborate Expont PDF Customise

Stress at work - Opeus Academy Review and Action Plan

B4 Vvideo Guidance

High Risk Low Risk

Demands ®-=

they've added will not
bacus. Do you want to

e

Mo, cancel Yes, continue

Advanced Actions:- o
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Folders

On your home screen iAbacus gives you the option to group abacuses into folders, which can be a
useful organisational tool.
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Add a new folder

The first abacus you create will automatically appear in a folder titted Home Folder. You can rename this
folder.

Once you have created your first abacus, you can add new folders from the Home screen.
To do this, click on the New folder icon below any of the existing folders.

O Account 3 Support

0 & B X o

MNew Abacus Collaborate Export PDF Cuslomise Exit

Folders: Open all | Close all Order by: fitle | created dale | Last updated

Bm Home Folder(5) Open

New folder

A pop up box will appear where you can name the folder.

O Account &3 Support

oo B X

New Abacus Collaborate Export PDF Customise

Folters: Open all | Close ail Order by: fitle | created date | last updated

BB Home Folder(5) Open

New folder

Create a new folder

&

Continue

Departmental Reviews
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Once you have made your changes, click Continue.

-iAbacus O Account € Support
A > BN &

New Abacus Collaborate Export PDF Customise

Folders: Openall | Clgse all Order by: fitle | created date | last updated
BB Home Folder(5)

New folder

BB Departmental Reviews ( Empty )

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.

When you create new abacuses, the new folder will appear in the drop down list of folder options.
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Move a folder

If you have several folders, you can change the order in which they appear on the Home screen.

Simply click on the name of the folder. In the drop down menu, click Move folder up or Move folder
down. Do this as many times as you need to until the folder is where you want it.

. iAbacus © Account &3 Support
A = BN g

Home New Abacus Collaborate Export PDF Customise

Folders: Open all | Close al Order by. fille | created date | lasl updated

BB Home Folder(5)

Rename folder
Mowe folder up
Move folder down

Delate folder

BB Departmental Reviews ( Empty )

New folder
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Move an abacus to a folder

You can move an abacus from one folder to another on the Home screen.
Firstly, expand the folder by selecting open. To select the abacus you wish to move, tick the box to the

right of its name. You can select multiple abacuses in a folder by ticking each individually, or click Select
all. Then click the Choose an option drop down menu and select Move to another folder.

. iAbacus O Account €3 Support

0 & B X

New Abacus Collaboraie Export PDF Customise

Order by: litie | created date | last updated

& Home Folder(5)

=T | T Choose 20 option:-
Choose an oplion:-
History Self-Evaluation and Action Plan Move to another folder
Based on the Ofsted Research Review Sernes Overlay to compare
ZelrmEiiks Stack to compare

Science Self-Evaluation and Action Plan
Based on the ch Review Sernes
28/04722 - 11:46 & Created by David Jones - You are a contributor

Stress at work - Opeus Academy Review and Action Plan
Based on HSE's Management Standards
270422 - 14235 lc Collaborating with 1 user

ittt th

A pop up box will appear with a drop down list of all your folder. Choose the appropriate one and click
continue.



Folders: Openall | Close all Order by: ftitle | crealed date | last updated

-

B Home Folder (5)

b1t =1 O Ty (-0 Choose an option:-

History Self-Evaluation and Action Plan

Based on the Ofsted Research Review Series
28/04/22 - 11:43

-~

Science )
Based o Move to which folder?
28/04/22 - 1

Select a folder:-

Stress Home Folder
Based or Departmental Reviews

27104122 - 1
Continue

W
Mathemuuuu i T VE AT LA S TRl 1 i

Based on the Ofsted Research Review Series
28/04/22 - 11:48 B Created by Sally Webster - You are a viewer

Opeus Academy - Trust Self-Review and Action Plan

Based on the Department for Education MAT Assurance Framework
2704722 - 14:39

1ttt th th

Select all | none  [eGIEERET Rl B

The abacus will be moved to the selected folder.

New folder

-

& Departmental Reviews (1)

Select: all | none

==fe=m Science Self-Evaluation and Action Plan

Based on the Ofsted Research Review Series
28/04/22 - 11:46 = Created by David Jones - You are a contributor
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Rename a folder

When you create your first abacus, it will automatically go into a folder titted Home Folder. You can
change the name of this folder, or any other folder you create, simply by clicking on the name of the
folder on the Home screen and scrolling to Rename folder.

. iAbacus © Account 3 Support
A = BN &

Home New Abacus Collaborate Export PDF Customise

Foiders: Open al | Close all Order by: fille | created date | last updated

BB Home Folder(5)

Rename folder
Move folder up
Maove falder down

Dalate folder

BB Departmental Reviews ( Empty )

New folder

A pop up box will appear that lets you amend the name.
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. iAbaCUS © Account £ Support

> BN

Collaborate Export PDF Customise

Folders: Openall | Closa al Order by: e | created date | last updated

BB Home Folder(5)

New folder

Rename the folder

B8 Departm

&

Conlinue

New folder

Once you have made your changes, click Continue.

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.
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Delete a folder

To delete a folder, simply click on the name of the folder from the Home screen. In the drop down menu,
click Delete folder.

. iAbacus © Account &3 Support

0 & B e

New Abacus Collaborate Export PDF Customise Exit

Folders: Open all | Close al Order by: fille | created date | [ast updated

BB Home Folder(5)

Rename folder
Move folder up
Move folder down

Dialate foldar

BB Departmental Reviews ( Empty )

New folder

! Asa safety feature, you can only delete empty folders. If there are abacuses in the
folder, you will need to delete these first before you can delete the folder itself.
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Additional Abacus Functionality

iAbacus comes with additional functionality which will be helpful for some users.
We are always interested in hearing from you about particular challenges or needs you have that

iAbacus may be able to address. If you have a specific need, please get in touch — we may already have
built in functionality that will do what you need.
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Using RAG rated criteria

iAbacus gives the option of adding statements to the Review Criteria screen that users can then rate
Red, Amber, or Green (RAG). This could be useful if there are specific ‘sub criteria’ that you wish each
user to consider. This functionality may already be set up on a template or you can add statements to
rate yourself in the customise option see 13.14 Add Rag Rated Statements

When you go to the Review Criteria step, you will see the statements at the bottom of the pop up box.

B Account @ Support

.:h[ﬂﬂﬂl L

B video Guidance Save & Close

Q. 70

Evidence Analysis

Leadership

Review the statements from the framework below and moderate your judgement accordingly.

You can RAG rate each statement by clicking on the RED, AMBER: or GREEN marker.

School leaders have a clear vision and approach for remote education, and maintain awareness of any issues or barriers related to
effective delivery.

Mot yet in place or there are major gaps.

Remole education plan - There is a plan in place for rermole education and a sénior leader with overarching
responsibility for the quality and delivery of remote education, including that provision meets expectations for
remote educabion

Remaote education plan - The plan is underpinned by high expeciations fo provide the quality delivery of a
planned curmculum for all (nciuding vuineratde children and children with SEND), wivch 15 akgned as close as
possible 1o the in-school cumculum

Communication - Governors, staff, parents and carers are aware of the school’s approach and arrangements for
remate education

Monitoring and evaluating - The school has systems in place lo monitor the impact of remale education. This
includes: understanding the impact on staff workload and how to mitigate against it - staffing changes - having
access o appropriate management information (Such a3 stalf and pupil sickness and absence data) 1o help the

school respond 1o changing conléxds

Continue

You can RAG rate each statement by clicking on the coloured box.



B Account @3 Support

Bt video Guidance
Q. /2. 0
Criteria Evidence Analysis
Leadership

Review the statements from the framework below and moderate your judgement accordingty.

You can RAG rate each statement by clicking on the RED, AMBER or GREEN marker.

School leaders have a clear vision and approach for remote education, and maintain awareness of any issues or bamriers related to
effective delivery.

Mot yet in place or there are major gaps

Remate education plan - There is a plan in place for remole education and a senior leader with overarching
responsibility for the quality and delivery of remole education, including thal provision mests expectations for
remole education

FRemote education plan - The plan is underpinned by high expectations to provide the quality delivery of a
planned curriculum for all (including vulnerable chidren and children with SEND), which is aligned as close as
possible to the in-school cumiculum

Communication - Governars, staff, parents and carers are aware of the school's approach and amangements for
remode education

Monitoring and evaluating - The school has systems in place to mondor the impact of remole educaion. This
includes: understanding the impact on staff workload and how 1o mitigale against it - staffing changes - having
access lo appropriate management informalion (such as siafl and pupil sickness and absence dala) to help the

school respond Lo changing contexds.

Continue

By clicking the pen icon next to each statement you can add additional notes/evidence for the statement
and add an attachment/link if required.



School leaders have a clear vision and approach for remote education, and maintain awareness of any issues or barriers related to
effective delivery.

Not yet in place or there are major gaps.

Remote education plan - There is a plan in place for remote education and a senior leader with overarching
respaonsibility for the quality and delivery of remote education, including that provision meets axpectations for
remote education

¢ T ] ¢

Remaola education plan - The plan is underpinned by high expactations to provide the guality delivery of a
planned curriculum for all (ncluding vulnerable children and children with SEND), which is aligned as dlose as
possible to the in-school curriculum

Communication - Governors, stafl, parenis and carers are aware of the school's appreach and arrangemenis
remote education

Monitoring and evaluating - The school has systems in place to manitor the impact of ramote aducation. This
includas: understanding the impact on stall workload and how o mitigate against it - staffing changes - having
access to appropriate managemeant information (such as staff and pupll sickness and absence data) (o heip the
school respond to changing contexts

Continue

The rag rated statements will appear on your pdf reports along with any additional notes you may have
added.
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Choosing suggested helping and hindering
factors

Your template may have suggested helping and hindering factors assigned to it. They may be standard
on your template or you can add them to the abacus yourself in the customise option see 13.13 Add
Suggested helping and hindering factors

If suggested factors are assigned to your abacus, then you will see a ‘lightning bolt’ icon on the analyse
factors page

0 Account (] Support

¢ Video Guidance Save & Close
Q. 220 .10
Criteria Evidence Analysis

Leadership / Embed

« Identify factors (information, people, circumstances etc that either HELF, or HINDER, currently.
+ Identify (future) interventions that may well HINDER the situation.
+ Prioritise the likely most effective factors.

Helping -.- Hindering

% I &

[ + more helping factors | [ + more hindering factors |

Q; Drag to re-order ’ Suggested factors il Delete

&

Continue

Clicking this icon will bring up suggested helping and hindering factors which have been added in the
customise option which can be inserted. It will also contain any RAG rated statements which have been
rated in the review criteria section. (see 12.1 Using RAG rated criteria). Green rated statements will
appear in the helping factors list, red and amber rated statements in the hindering factors list.




O Account  ©3 Supnort

W Vvideo Guidance Save & Close

Q.7 @

Leadership / Embed

Suggested Helping Factors

Choose a helping factor from the drop-down and click insert.

Salect a factor- 2

Alternatively, insert ALL these helping factors at once. (It will replace everything!)

[ + more helping factors | [ + more hindering factors |

Q!. Drag 1o re-order ’ Suggested factors W Delele

&

Continue

You can choose a helping factor from the drop down list and click insert to automatically insert it.
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Bt Vvideo Guidance Save & Close

Q

Leadership / Embed

Suggested Helping Factors

Choose a helping factor from the drop-down and click insert.

Salact a factor-

Remote education plan - The plan is underpinned by high expectations to provide the quality delivery of a planned
curriculum for all (including vulnerable children and children with SEND), which is aligned as close as possible to the in-
school curmiculum.

Maonitering and evaluating - The school has systems in place to monitor the impact of remote education. This includes:
understanding the impact on staff workload and how to mitigate against it - staffing changes - having access to appropriate
management information (such as staff and pupil sickness and absence data) to help the school respond to changing
contexts.

Alternatively, insert ALL these helping factors at once. (It will replace everything!) [RUECHISISE

[ + more helping factors | [ + more hindering factors |

#fs| Drag to re-order Delete

Alternatively, you can insert all of the suggested helping factors at once. This will, however, replace all
helping factors which you currently have and will lose any of your action plans which have been
assigned to that factor. A warning message will be displayed advising you of this though.
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Bt Vvideo Guidance Save & Close

Q

Leadership / Embed

Suggested Helping Factors

Choose a helping factor from the drop-down and click insert.

Salact a factor-

Remote education plan - The plan is underpinned by high expectations to provide the quality delivery of a planned
curriculum for all (including vulnerable children and children with SEND), which is aligned as close as possible to the in-
school curmiculum.

Maonitering and evaluating - The school has systems in place to monitor the impact of remote education. This includes:
understanding the impact on staff workload and how to mitigate against it - staffing changes - having access to appropriate
management information (such as staff and pupil sickness and absence data) to help the school respond to changing
contexts.

Alternatively, insert ALL these helping factors at once. (It will replace everything!) [RUECHISISE

[ + more helping factors | [ + more hindering factors |

#fs| Drag to re-order Delete




Account

Save & Close

Actions

Leadership / Embed

Are you sure?

This will DELETE all your current helping factors
Choos: and replace them with those in the dropdown list.

If you have actions relating to the onginal helping

factors - these will also be DELETED

O ©

Cancel Continue

Alternatively, insert ALL these helping factors at once. (It will replace everything!)

[ + more helping factors | [ + more hindering factors |

|!‘. Drag to re-order , Suggested factors . Delete

©

Continue

All of the suggested helping factors will be automatically inserted.



Accodlnt Support

B4 Video Guidance Save & Close

Q . 20 .0
Criteria Evidence Analysis

Leadership / Embed

» |dentify factors (information, people, drcumstances etc that either HELP, or HINDER, currently,
+ |dentify (future) interventions that may well HINDER: the situation.
+ Prioritise the likely most effective factors.

Helping -.- Hindering

" Remote aducation plan - The plan is underpinned by high exp il §

’ Monitaring and evaluating - The school has systems in place tJll |

[ + more helping factors | [ + more hindenng factors |

Q;o Drag 1o re-order factors Delete

Continue

The process can be repeated for hindering factors, just select the lightning bolt icon for a hindering factor
to insert them using the same steps as above.
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B4 Video Guidance Save & Close

Leadership / Embed

Suggested Hindering Factors

Choose a hindering factor from the drop-down and click insert.

Sebect a faclor- RS

Remote education plan - There is a plan in place for remeote education and a senior leader with overarching responsibility
for the quality and delivery of remote education, including that provision meets expectations for remote education

Communication - Govemnaors, staff, parents and carers are aware of the school's approach and arrangements for remate
education.

Alternatively, insert ALL these hindering factors at once. (It wil replace everything!)

[ + mare helping factors | [ + more hindering factors |

4. Drag to re-order ‘- Suggested factors B Deiete

&)

Continue




Auto Collaboration

When staff select a specific template you (and others) may want to be invited as a collaborator
automatically whenever an abacus from that template is created. This can be done using auto
collaboration.

We do need to set this up behind the scenes so just contact us and let us know:

1) What template you want it applied to

2) Who the abacus should be shared with

3) What type of collaborator you want them to be (editor, contributor or viewer).

If you have multiple folders on your home screen you can also let us know what folder you would like the
abacuses to be put in so you can manage them more easily.

When staff then select the template from the create abacus list they will be advised that it will be shared
and will list the collaborators.

.iAbaCuS © Account 3 Support
() - BN &

Home Mew Abacus Collaborate Export PDF Customise

h.lf:\"if ".l"""ﬂl""l | =

Collaborators

s will be shared with the collaborators
W

or)
ontnbutor)

Do you want to continue?

© ©

No, cancel Yes, continue

Click here to create this abacus without collaborators
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Managing iAbacus Templates

Users can manage their own templates across their licence code.

This feature is made available to specific users so you have to ask our admin team to add this feature for
any administrators in your organisation who want to manage templates.

The video below shows how this feature works.

Empower your people with our
unique tool for self-evaluation and

strategic action planning.

ety phiobsally o el e e

J PR |
sl Tl § .

https://player.vimeo.com/video/667674433
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Create and Customise an Abacus Template

Most of the elements of an abacus can be changed by clicking on the Customise button at the top of the
screen. There are two ways to access this:

Click on Customise on the home screen, then click on the abacus you want to amend.

Click on the abacus you want to amend, then click on the customise button.

. iAbacus O Account €3 Support
() - B (N o

New Abacus Collaborate Export PDF Customise Exit

Order by: litle | created date | last ypdated

& Home Folder(6) Close

Select all | none [T RS 25

Stress at work - Opeus Academy Review and Action Plan

Based on HSE's Management Standards .
2TI04122 - 14:35

Opeus Academy - Trust Self-Review and Action Plan

Based on the Depariment for Education MAT Assurance Framework .
2TI04122 - 14:39

Once you have clicked the Customise button, any text that is underlined is able to be changed by
clicking on it.
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. iAbacus © Account 3 Support
A D & B X o

ﬁ f-‘ J

Haome Mew Abacus Collaborale Export PDF Cuslomise

Osck  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk € © LowRisk © +AddLevel

= Demands QO —@

= Control QO

= Suppori OO @

=/ Relationships QO

u Show Options

Once you have made your changes to your abacus, click on the back button to return to the abacus.
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Converting an abacus to a template

You may have created an abacus which you would like to make available as a template to all users on
your licence code.

You just need to let us know the id of the abacus which you would like converting and we can do this for
you so that it appears in your new abacus template list.

The id is either a 4 or 5 digit number in the web address bar as shown in the screenshot below.

i isbacus.me/®lapen_sbaous/ 29971

: IAbaCUS 0 Account D Support
= &= BOX =

Hame NewAbacis  Coliaborate Expaet PDF Cusiomise Exit

Stress at work - Opeus Academy Review and Action Plan

B4 video Guidance

High Risk Low Risk

* Only the structure of the abacus can be converted to a template, any evidence, factors
and actions you have added will not be transferred to the template.
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Choose your starting template (blank or
existing template)

iAbacus comes prepopulated with templates that you can amend to suite your needs, using the
Customise button at the top of the screen (see sections 13.3 to 13.14 below).

However you also have the option of creating your own abacus from scratch. To do this, click on the
New Abacus button at the top of the screen.

In the pop up box, the first option in the drop down menu to the right of Template is Blank. Choose this
option, title your abacus and assign it to a folder. Then click the arrow.

© Account &3 Support

0 & B X =

New Abacus Collaborate Export PDF Customise Exit

New abacus

rempite. (]
Tito

D ['.‘."':l:':li['ﬂ[['.lf'l Bespoke self-evalustion snd improvement planning

Select Folder; [TRnegsre M

&

Continue

Your blank abacus will appear. To amend all elements of your abacus, click the Customise button at the
top of the screen.
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O Account ) Support

&

NeEw ADSCUS Collaborate Expoit POF Customise =

My Blank iAbacus

Bespoke self-evaluation and improvement planning

© Example Level © & Examplelevel £ © Examplelevel © +AddLevel

+Add Area

n Show Options
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Title and description: edit text

There are two ways to change the title of an abacus and the accompanying description.

1) If you just need to change the title or description then you can click the title of the abacus to open up
the editing box.

. i Abacus O Account €3 Support
LI C

New Abacus Coliaborate Expon PDF Cuslomise

Stress at work - Opeus Academy Review and Action Plan

Wt Vvid:
o

Edit the title and description:

LUI=RN <tress at work - Opeus Academy Review and Actios
M=t [ 0 M B3sed on HSE's Management Standards

Support ®'= °
Continue
Relationships ®'=

Role @
Change @=®

Advanced Actions:- et

2) If you are going to customise more aspects of an abacus then you can change the title and description
using the customise abacus feature.

First click on the Customise button at the top of the screen.
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. iAbacus © Account 3 Support
Ll o o B X &

Hiome New Abacus Collaborate Export PDF Customise

Osck  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk € © LowRisk © +AddLevel

= Demands QO —@

= Control QO
= Support QO @

=/ Relationships QO

u Show Options

Click on either the title or the description. This will bring up a pop up box that lets you change the text.
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-iAbacus O Account & Support
1) a B N C g

Home New Abacus Collaborate Export PDF Customise

O Stress at work - Opeus Academy Review and
Action Plan

Edit the title and description:

AVI(SI ctress at wrk - Opeus Academy Review and Action
escriphio E S
R Demands ©© TSt g1l ol V Wl s on HSE's Management Standards

© HighRisk

= Control GO °

- Continue
= Support OO

J| Relationships QO
= Role
= Chanoe QO

+ Add Area

ﬂ Show Oplions

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.

Once you have made your changes to your abacus, click on the back button to return to the abacus.
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Levels across the top: edit text and colour

To change the text and colour of the levels across the top of your abacus, first click on the Customise
button at the top of the screen.

. iAbacus © Account €3 Support
A - B X g

Home MNew Abacus Collaborate Export PODF Cuslomise

Osk  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards
© HighRisk © [ MediumRisk £ © LowRisk © +AddLevel
= Demands QO

= Control OO

=] Suppot QO

—0O

—0

.:@=
= Relationships @ © —@—

—0O

—

u Show Options

Click on the level you want to change. This will bring up a pop up box that lets you change the text and
the colour.
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. iAbacus O Account €3 Support
‘a N &

New Abacus Collaborate Export PDF Cuslomise

Os=c  Stress at work - Opeus Academy Review and
Action Plan

Customise this Level

Colour

2| Demands QO
= Control QO

= Support QO

J| Relationships QO
= Role m o °

= Change OO Delete this Level Cancel Continue

+ Add Area

u Show Options

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.

Once you have made your changes to your abacus, click on the back button to see the changes.
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Levels across the top: add or delete

It may be that you want a three, four, or ten point scale across the top of your abacus on which to
measure progress. You can do this by adding and deleting the levels. First click on the Customise button
at the top of the screen.

. iAbaCus B Account ¥ Support
LY
() - B S &
Home MNew Abacus Collaborale Export PDF Cuslomise

Osck  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk € © LowRisk © +AddLevel

= Demands QO —@

= Control QO
= Support QO @

= Relationships ©

ﬂ Show Options

To add levels, simply click the Add level button to the right of the list. This will bring up a box that lets
you add a name for the level and choose a colour.
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H Account Suppo
*iAbacus S
e
B & B X
New Abacus Collaborate Expont PDF Customise

Ork  Stress at work - Opeus Academy Review and
Action Plan

Enter the text for new level
and choose a colour:

= Demands © @ Colour. B
= Control @O
= Support O
Relationships © @
= Role OO
= Change QO

Continue
+ Add Area

B3 Show Options

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.
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-iAbacus O account €3 Support
A = BOX

Home New Abacus Collaborate Export PDF Customise

Os«  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © @ MediumRisk € © |lowRisk © © NoRisk @ +AddLevel

= Control OO

= Support QO

= Relationships QO
= Role QO

= Change QO

+ Add Area

u Show Oplions

Once you have made your changes to your abacus, click on the back button to see the changes.
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Areas to review: edit text

To edit the text associated with the areas you are evaluating, first click on the Customise button at the
top of the screen.

. iAbacus © Account €3 Support
A - B X g

Home MNew Abacus Collaborate Export PODF Cuslomise

Osk  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards
© HighRisk © [ MediumRisk £ © LowRisk © +AddLevel
= Demands QO

= Control OO

=] Suppot QO

—0O

—0

.:@=
= Relationships @ © —@—

—0O

—

u Show Options

Click on the area you want to edit. This will bring up a pop up box that lets you amend and add text
associated with that area.
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o & B X

HNew Abacus Coltaborate Export PDF Customise

Qs Stress at work - Opeus Academy Review and
Action Plan

Customise this Area
® Den Area Header Only: m

Mouseover Text

=_| G
"& Su This includes issues such as workioad, work pattems, and the work environment

=/ Relation

ﬂ Show Oplions

[1] &

Delete this area Cancel Continue

By clicking on the show options button you will see the advanced options for customising the area.



u Hide Options

Advanced Options

exta Guidance Tite

MV Review criteria Provide evidencel Analyse factors Plan actions

<>

Suggested factors Enter suggested helping and hindering factors for this area:

Helping Factors Hindering Fac

[ + more factors | [ + more factors |

RAG Rating Enter statements that are to be RAG rated on the "Review Critenia” screen:

<& [

[ + more siatemenis |
&+ Drag to re-order [N Show these RAG rated statements on POF repons




Common Criteria: Enter criteria that will appear across all levels in this area:

Default Evidence: Enter the evidence text that will appear by default for this area:

1] ©O ©

Delete this area Continue

You can change:

+ Title of the area

* Mouseover text — appears when you hover the cursor over the title of the area

+ A web link: that appears next to the title of the area, for extra guidance

» Prompts that appear on the Review, Evidence, Analyse and Plan pages, as additional instructions

» Suggested helping and hindering factors — this will be available on the Analyse page

+ Statements that can be RAG rated — this will appear on the Review page

» “Common Criteria” — If the criteria for all of your beads in the area is the same, by typing the
criteria in this box the criteria will be the same across all of your beads. This helps to save time
when creating a custom abacus.

« “Default Evidence” — Any evidence added to this box will always show as evidence when a bead is
dragged onto the abacus.
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* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.

Once you have made your changes to your abacus, click on the back button to see the changes.
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Areas to review: add, delete and re-order

To add, delete or re-order the areas for review listed on the left of your abacus, first click on the
Customise button at the top of the screen.

. iAbacus © Account €8 Support
LY

A ‘- B S &

Home MNew Abacus Collaborale Export PDF Cuslomise -

Os  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk & © LowRisk © +AddLevel

= Demands QO —@

= Control QO
= Suppot OO @

= Relationships Q©

ﬂ Show Options

To add an area, go to the bottom of the list and click on the + Add area button. In the pop up box, type a
name for your area and click Continue.
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. iAbacus O Account €3 Support
A & BN g

Him Mew Abacus Collaborale Exponl PDF Customise

O Stress at work - Opeus Academy_Review and
Action Plan

A gement Standards

@  HighRisk © @ MedumRisk € © |LowRisk @ +AddLevel

= Demands QO
= Contol QO

= Suppot QO

= Relationships QO
= Role QOO

&/ Change QO

+ Add Area

u Show Options

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.

To delete an area completely, click on the name of the area. In the pop up box that appears, scroll to the
bottom and click on Delete.

Y This will delete all the pages associated with that area: Review, Evidence, Analyse and
Plan.

You may want to list the areas in order of importance. To re-order the areas, click on the arrows to the
right of area titles. This will move them up or down the list, one place at a time.
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. iAbacus O Account 3 Support
A = BN g

Home Mew Abacus Collaborate Export PDF Customise

O Stress at work - Opeus Academy_Review and
Action Plan

A gement Standards

@  HighRisk © @ MedumRisk € © |LowRisk @ +AddLevel

= Demands QO
= Contol QO

= Suppodt QO

= Relationships Q@
= Role QO

® Change OO

+ Add Area

u Show Options

Once you have made your changes to your abacus, click on the back button to see the changes.
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Review criteria: edit text

When you click on a bead you are given a number of options; the first is Review Criteria.

0 & B X

MNew Abacus Collaborate: Export PDF Cuslomise

Stress at work - School Review and Action Plan

B Video Guidance

High Risk

Demands @

] € —
g e
g L]F'[:'r-"‘t @ D ————— , f :
Criteria Evidence Analysis ———

Relationships ®—

Optional Description: SR et g I

Advanced Atons:- B

If you are using a template, once you click the Review Criteria button, you will see standards, or
descriptors, related to that level.
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B¢ video Guidance Save & Close

Evidence

Demands

Check your judgement against the critena and moderate as appropriate

High Risk

The standard is that:

« employees indicate that they are able lo cope with the demands of their jobs; and
= syslems are in place locally to respond to any individual concems

What should be happening

The organisation provides employees with adequate and achievable demands in relation to the agreed hours of wark
ls and abilities are matched lo the job deman

Jobs are designed to be within the capabilties of employees

zoncems about their work environment are addr

Continue

On some templates, the standards, or descriptors, are the same for each level. On other templates, the
descriptors are different for each level, ie there are different descriptors for good than for outstanding.

There are two ways to amend, add or delete text on the Review Criteria page, depending on whether you
want common or bespoke criteria for each level.

1) Use this method if you wish to apply the same standards, or descriptors, to each bead level across an
area of review. Once you have opened the abacus, click on the Customise button at the top. Click on the
area you wish to edit.



. iAbaCUS © Account 3 Support
ol s B X o

Home New Abacus Collaborate Export PDF Customise

Osck  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

ighRisk @ @ MediumRisk € © LowRisk @ +AddLevel

| Demands QO

= Control QO

= Suppot QO

= Relationships QO

= Role OO

= Change QO

POOOOG

eleleleiere
00066

+ Add Area

E3 show Options

In the pop up box, scroll down to Common Criteria. Text in this box will appear in the Review Criteria for
each bead level. The icons immediately above the text let you apply basic formatting as well as link to

web pages.

RAG Rating- Enter statements the are to be RAG rated on the "Review Criteria” screen-

[ + more statements ]
W Show these RAG rated statements on PDF reporis

Common Criteria- Enter criteria that will appear across all levels in this area-

ou can add commen criteria to appear a evels related to this area.

Default Evidence: Enter the evidence text that will appear by default for this area:
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* Remember to scroll to the bottom of the pop up box and click Continue to save your
edits. If you click the X at the top right of the pop up box your text will not save.

2) Use this method if you wish to enter different criteria, or descriptors, for each bead level across an
area of review. Once you have opened the abacus, click on the Customise button at the top. Then click
on the abacus bead whose criteria you wish to edit.

. iAbacus O Account €3 Support

0 & B X o

New Abacus Collaborale Expornt PDF Customise Exit

Osx  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © @ MediumRisk © © LowRisk @ +AddLevel

= pemands 00— Hp——r- — (D——

wcool 00 ——(D————(D——

= Support QO =®=@=®=.

= Relationships @ © —@—O—G
oo — O @O

= change 00— ——-B——(—

+ Add Area

= Show Optlions

This will open a pop up box that lets you edit the text. The icons immediately above the text let you apply
basic formatting as well as link to web pages.
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=

Enter the criteria for Area: Demands - Level: Medium Risk

U A~

The standard is that
=| Den « employees indicate that they are able to cope with the demands of their jobs, and
« SYslems are in place locally to respond 10 any individual concemns
= G What should be happening
« The organisation provides employees with adequate and achievable demands in relation o the agreed hours of work
'\-ﬂ 5_“ « People’s skills and abilities are matched to the job demands
« Jobs are designed to be within the capabilities of employees

» EMployees’ CONCEmS about Ineir work environment are addressed

= Relation

©

Continue

Terms of Use

* Remember to scroll to the bottom of the pop up box and click Continue to save your
edits. If you click the X at the top right of the pop up box your text will not save.



OPEUS iAbacus User Manual - 1_en

Review, evidence, analyse and plan steps:
disable or enable

The full iAbacus model includes five stages:

» Slide a bead to make a judgement

* Review relevant criteria or standards and amend the judgment if needed

* Provide evidence to support the judgement

» Analyse helping and hindering factors

« Develop an implement an action plan to mitigate the hindering and utilise the helping factors

However there may be times when you do not need to use all of the steps. In these cases you may wish
to disable, or turn off, some or all of the steps.

To do this, click on the Customise button at the top of the page. Underneath the beads you will see show
options. Click on this and you will see Enabled Features, and the titles for each of the steps underlined
with a tick box next to them. Simply remove the tick for any boxes you do not wish to use.

: iAbaCLlS © Account €3 Support
LY

() - B S &

Hiome New Abacus Collaborate Export PDF Cuslomise

Osck  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk € © LowRisk © +AddLevel

= Demands QO —@

= Control QO
= Support QO @

=| Relationships © O

ﬂ Show Options
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= Role QO

= Change QO

+ Add Area

B3 Hide Options
Enabled Features:

Review Ciiteria [l Provide Evidenca Anahyse Factors [ Plan Actions

Once you have made your changes to your abacus, click on the back button to see the changes.

. iA bacus © Account &3 Support
A 2 B3 o

Home New Abacus Collaborate Export PDF Cuslomise

Stress at work - Opeus Academy Review and Action Plan

Bt Video Guidance

High Risk Low Risk

Demands @

Q

) Criteria Analysis
Relationships @—

(8] cilely IR BTy o (010 W Enter & description for this judgement
Role —_—
Change @— .

Advanced Actions:- D
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Add overall performance bead

You have the option of adding a bead to the top of your abacus that gives a measure of overall
performance. This is automatically calculated, using the average of all the other beads.

To add a bead for overall performance, click the Customise button at the top of the screen At the bottom
of the abacus click the show options button and scroll down to the automatic bead setting.

® Control QO =®— @

= Support © O kQ—Q—G—
R Relationships QO - ™
R Roke 0O —

= chage 00 —(H—-—-B— (O ——

+ Add Area

& Hide Options

Enabled Features:

Review Criteria Provide Evidence Analyse Factors Plan Actions

Automatic Bead:

Add a bead to the top which is automatically
positioned based on the other beads.

Add an automatic bead: Il

Edit a name of the automatic bead: ERECIR IC L T

Tick the box to the right of Add an Automatic Bead. The default name of the bead is Overall Performance
but you can change this by editing the text in the box.
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. i Ab a C u S O Account €3 Support
A > BN >

Home New Abacus Collaborate Export PDF Cuslomise

O« Stress at work - Opeus Academy Review and
Action Plan

: gement Standards

©  HighRisk © @ MediumRisk € © LowRisk € +AddLevel

Overall performance O

= poments 00— D (—————
= Control QO —®—®— D
wspoio0 —(D— B— (O——
= Relationships ©© :®= 9( y
= Role OO _®— 9 ( D
= Change QO —Q—O—Q—

+ Add Area

ﬂ Show Options

Once you have made your changes, click the back button. You will see the overall bead at the top. This
is a weighted average based on the position of the other beads on the abacus.
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™ iAbaCuS 6 Account €4 Support
A - BN &

Home New Abacus Collaborate Export PDF Customise

Stress at work - Opeus Academy Review and Action Plan

B4 Video Guidance

High Risk Low Risk

Overall performance

Demands @

®=.

®»—
@

Advanced Actions:- »
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Add links to web guidance and videos for
area under review

iAbacus lets you add links to websites and videos that provide further information or guidance for users.
Use the method below to add web links or scroll down to read the method for adding video links. (Please
note that some websites will not work because not all sites allow permission to be opened in iframe)

1. Web links

To add a web link to additional guidance related to the area for review, click on the Customise button at
the top of the screen.

. iAbaCUS © Account €3 Support
2 B N C g

MNew Abacus Collaborate Export PODF Cuslomise

Osk  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards
© HighRisk © [ MediumRisk £ © LowRisk © +AddLevel
= Demands QO

= Control OO

=] Suppot QO

—

—0

.=@=
= Relationships @ © —@—

—

—

u Show Options

Click on the area for which you want to add a web link. In the pop up box, click show options — you will
see a section titled Extra Guidance. Type the web address in the box to the right (ensure you include the
https:// for the link to work). You can also include a name for the web page in the box to the right.
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Area Header Only. m

n Hide Oplions

Advanced Options

Extra Guidance: [IHssyiss / LLICEN iobaciss viebsite

QUL Review criteria il Provide evidence [l Analyse factors Plan actions

B i <>

* You must click the Continue button in order to save your changes. If you click the X at
the top right of the pop up box, your changes will not save.

Once you have made your changes and clicked Continue, click on the back button to see the changes.

The web link will appear as an icon to the left of the name of the area on the abacus.
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. iAbaCUS B Account i Support

0 & B X ®

New Abacus Collaborale Export PDF Customise Exit

O Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

O = Demands 9O
= Control Q@

= Support OO

®| Relationships Q@
= Role OO

® Change OO

+ Add Area

ﬂ Show Options

When you click on the icon, the web page will appear in a pop up window.
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iAbacus Website

. ®
o | Abacus Home Sectors Benefits How it works

Empower your people with o

unique tool for self-evaluation
strategic action planning.

Working globally in all sectors...

Links to Videos

You can also link to a video file from a webpage such as YouTube or Vimeo. The video will play within a
pop up window inside iAbacus.

Click on the area for which you want to add a web link. In the pop up box click show options — you will

see a section titled Extra Guidance. Type the web address in the box to the right (ensure you include the
https:// for the link to work). You can also include a name for the web page in the box to the right.
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Area Header Only: m

Mouseover Text

B Hide Options

Advanced Options

HELEE Review criteria Provide evidence ll Analyse factors Plan actions

B i 1§

ted factors Enter suggested helping and hindenng factors for this area

Once you have made your changes and clicked Continue, click on the back button to see the changes.

The video link will appear as an icon to the left of the name of the area on the abacus.
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B3 show Options
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rp wy

Maths Self-Evaluation and Action Plan

- Ve Guidenoe

iradepaaie h__l_m

Quality of education

Caamiculuam el (3’ .
Currioubsm mplermentabon @
e ,f.,
Curricuiu pact |£

Other aspecis




OPEUS iAbacus User Manual - 1_en

Add prompts and guidance

You have the option of adding prompts and written guidance for each of the steps: Review Criteria,
Provide Evidence, Analyse Factors, Action Plan.

To do this, click on the Customise button at the top of the screen.

. iAbaCUS © Account €3 Support
A 0 & B X Cg

Home MNew Abacus Collaborate Export PODF Cuslomise

Osk  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards
©  HighRisk © @ MediumRisk © © LowRisk © +AddLevel
= Demands QO

= Control OO

=] Suppot QO

—3

—0

.:@=
= Relationships @ © —@—

—

—

: Show Options

Click on the area for which you wish to add prompts and guidance. In the pop up box click show options
and you will see a section titled Prompts, with the steps listed horizontally. Click on a step, and then add
the prompts and guidance for that step. You can use the format icons at the top of the white box to add
basic formatting to the text. Do this for each of the required steps (review criteria, provide evidence,
analyse factors and plan actions).
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Customise this Area
Area Header Only. m

Mouseover Text

IS InCludes iS5ue

n Hide Options

Advanced Options

HCUICEN  Review criteria Provide evidencell Analyse factors Plan actions

U <2

Suggesled factors. Enter suggested helping and hindering factors for this area

Helping Factors

';'f You must scroll down and click the Continue button in order to save your changes. If you
click the X at the top right of the pop up box, your changes will not save.

Once you have made your changes and clicked Continue, click on the back button to see the changes.

The prompts will appear on each of the pop up boxes as users go through the steps.
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This is where you can add additicnal prompls to help users when they : reviewing the criteria

High Risk

The standard is that:

« employees indicate that they are able lo cope with the demands of their jol

= systems are in place locally to respond to any individual concems

What should be happening:

The organisation provides employees with adequate and achievable demands in relation to the agreed hours of work
F‘e-:ipte's skills and abiliies are matched to the job demands

Jobs are designed to be within the capabiliti

Employees efns aboul thedr work enviro

Continue
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Add suggested helping and hindering
factors

You have the option of adding suggested helping and hindering factors, to act as prompts for users.

To do this, click on the Customise button at the top of the screen

. iAbaCus © Account &3 Support
@ - B X &

Home New Abacus Collaborate Export PDF Cuslomise

Os  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk & © LowRisk © +AddLevel

= Demands QO —@

= Control QO
= Suppot OO @

= Relationships © ©

ﬂ Show Options

Click on the area for which you wish to add suggested helping and hindering factors. In the pop up box —
click shown options and you will see a section titled Suggested Factors. Add helping factors into the
green boxes and hindering factors into the red boxes.
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M El Review criteria Provide evidencel Analyse factors Plan actions
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This is where you can add additional prompts to help users when they are reviewing the criteria

Suggested factors Enter suggested helping and hindering factors for this area:
Helping Factors Hindering Factors

Helping Factor 1
Helping Factor 2

Helping Factor 3

[ + more factors | [ + more factors |

7'{ You must scroll down and click the Continue button in order to save your changes. If you
click the X at the top right of the pop up box, your changes will not save.

Once you have made your changes and clicked Continue, click on the back button to see the changes.

When users go to the Analyse Factors step, they can access the suggested factors by clicking on the
lighting bolt to the left of the free text box. The icons at the bottom of the pop up box clarify this.
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Q. 70

Criteria Evidence

Leadership / Embed

« Identify factors (information, people, circumstances etc that either HELF, or HINDER, currently.
+ Identify (future) interventions that may well HINDER the situation.
» Prioritise the likely most effective factors.

Helping -.- Hindering

[ + more helping factors ] [ + more hindering factors |

«p| Drag to re-order L3 5 Delate

e

Continue
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Bt Video Guidance Save & Close

Q

Criteria

Demands / Medium Risk

Suggested Helping Factors

Choose a helping factor from the drop-down and click insert.

Selact a factor-

Helping Factor 1
Helping Factor 2
Helping Factor 3

Alternatively, insert ALL these helping factors at once. (It will replace everything!)

[ + more helping factors | [ + more hindering factors |

.!p Drag to re-order Dielte

Continue
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Add RAG rated statements

You have the option of adding statements to the Review Criteria screen that users can then rate Red,
Amber, or Green (RAG).

To do this, click on the Customise button at the top of the screen. Click on the area for which you wish to
add RAG rated factors.

: iAbaCUS © Account &) Support
Ll o o B X &

Hiome New Abacus Collaborate Export PDF Customise

Osck  Stress at work - Opeus Academy Review and
Action Plan

Based on HSE's Management Standards

©  HighRisk © © MediumRisk € © LowRisk © +AddLevel

= Demands QO —@

= Control QO
= Support QO @

=/ Relationships QO

u Show Options

In the pop up box click show options and scroll down to a section titled RAG rating, and add the
statements to be RAG rated into the text boxes.If you would like to show the RAG statements on
your pdf report then select the tick box. You can also change the order of the statements using the
drag to re order buttons.
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RAG Rating: Enter statements that are to be RAG rated on the "Review Criteria" screen:
G statement 1

RA
RAG statement 2

P
2
Ul RAG statement 3
P
P

[ + more statements |
Qb Drag to re-order W show these RAG rated statements on PDF reports

You must scroll down and click the Continue button in order to save your changes. If you
click the X at the top right of the pop up box, your changes will not save.

Once you have made your changes and clicked Continue, click on the back button to see the changes.

When users go to the Review Criteria step, they will see the statements at the bottom of the pop up box.
They RAG rate each statement by clicking on the coloured box.
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Evidence

Demands

This is where you can add additional prompts to help users when they are reviewing the criteria

L
_—

The standard is that:

icate that they are able to cope with the demands of their jobs; and
in place locally to d 1o any individual concerns

What shoukd be happening:

= The organisation provides employees with adequate and achievable demands in relation to the agreed hours of work
People’s skills and abilities are matched to the job demands
Jobs are designed to be within the capabilities of employe

Employees’ concemns about their work environment are addrn

RAG statement 1 .
RAG siatement 2 .
RAG statement 3 .

©
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Printable “How to” guides

To print this user guide as a pdf, use the button at the bottom of the Table of Contents to the left, which
says Download as a PDF.

13.13. Add suggested helping and
hindering factors

13.14. Add RAG rated statements

area under review

14. Printable “How to” guides Feedba(:k

Post your comment on this topic.
4 Download as PDF
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