Mentally Fit Schools

Resource Libra ry GUide Watch the video guide here

About the Resource Library

1. Setting up your account
You will receive an email inviting you to set up
your password for the Resource Library. Welcome to the Mentally Fit Schools

Resource Library

Emat o

1.0pen the email and click the Set up password

link. ( .
2.Create your password and select continue. - Py
3.You will be taken directly to the Resource

Library login screen.

2. Accessing the Resource Library
Once logged in, you will be taken to the
Resource Library home page.

Finding resources

B © = c— =" = e = ®  Resources can be explored in several ways:
el - | e « Category tabs at the top of the page

— - e T S e « Filters on the left-hand side (i.e. by resource
&) e T - type

=TS GEETTD  Search bar to search by keyword from the
resource title (i.e. Mind Breaks)

Using resources
e PDF and presentation files can be
downloaded
e Other resource formats such as videos can
be viewed directly in the browser.
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https://www.gym.gotcha4life.org/resource-library-guide/

3. Managing staff (User management)
The User Management tab is available to only you
as the Wellbeing Lead. This is where you will
invite staff and manage their profiles. To add a
user, you can bulk upload (recommended for
multiple staff) OR individually add users (for one-
off additions).

4. Bulk upload s

This will allow you to import all relevant details

of staff members who you wish to provide F——

Resource Library access to. Please note staff ”M‘

must use their work email address (not

personal) and adding the school's phone _ )
number is optional. e
You will need to download and fill out the e ‘
provided Excel template. Once complete, _
upload or drag & drop it in. lﬁ_ﬂ_ TR I
Once you click Upload & Create Users, all staff
listed in the file will automatically receive an
email invitation to set up an account and
password. 5. Understanding invitation status
ROLE STATUS ¢ Invitation Pending - Staff member has not

yet set up their account.
¢ |Invitation Accepted - Staff member has
successfully set up their account and

Wellbeing Lead Invitation Accepted

Teaching Staff
password, and is able to access the Resource

Library.
6. Managing staff profiles ——
As a Wellbeing Lead, you have the only access to User .
Management. With this access, you can: ST AN
e Edit user profile details. sl
¢ Reset Password - Sends an automatic password 0 Delete
reset email to the staff member (note only vitation Accented | & Reset Password

Wellbeing Leads can access this)
¢ Delete - Permanently removes user access.

If you experience any issues accessing the Resource Library or managing users,
please contact the Gotcha4life team for support: schools@gotcha4life.org
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