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How to use PA Pool...

We've tried to make the website as
user friendly as possible, but if you
have any questions we hope this
guide helps!
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My PA Pool dashboard...

Here you can find:

o My Emails - this shows a summary of your
latest email messages, you can read or
delete them from here

9 My Searches - this shows a summary of
your saved searches, you can select these
searches and remove them from here

€) My Shortlist - this shows a summary of
your shortlisted PA Users. You can view
their profile, message or delete them
from here

@) You can access your full lists of emails,
saved searches and shortlisted PA Users
by clicking the My Email tab from the
top menu and selecting from the drop
down menu

e Change Status - lets potential PA Users
know when you are looking for work and
when you are not. I'm Looking means you
are looking for work, I'm Sorted means
you are not. Simply click the button to
change your status

(® Hide Profile - hides you from other
members. Click the blue button to hide,
click the red button to make it visible

0 Your Subscriptions - a summary of your
current subscription status and how many
days remain

@) Profile Views - this shows number of
times your profile has been viewed by
other members
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My Profile menu tab...

Once you have registered you will need to complete your profile which explains about you and
your job requirements. Please note, your profile will not be active until it has been approved,
and you will be unable to send email messages until you have verified your identity.

0 Click on the My Profile tab from the top
menu and select Edit My Profile from the
drop down menu

€) Complete the relevant information in each
of the sections: My Basics, About Me,
More About Me, My Ideal Job & My Ideal
PA User ensuring you click the Save and
continue button at the end of each section
before proceeding to the next

Please note for security reasons we do
not allow information such as telephone
numbers, addresses, URL's or email
addresses to be included in your profile.

9 To upload a photo of yourself, under
Display Image, click Choose File. A
pop up window will then appear and you
need to locate your photo file and click
Choose. Images must be under 10MB in
size, and be in either PNG or JPG format.

@) Click the Save button at the end of the
last section and Admin will approve the
content within 24hrs

6 You can View or Edit your profile at any
time by selecting these options from the
My Profile drop down menu

Every time you make a change to your photo or
any free field in your profile it will automatically
be sent to Admin for approval
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Searching for jobs / PA Users...
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Complete the Find me a... basic search

form, all fields are optional

Click More Options if you require more
detailed search criteria

Once you've completed the form, click
Search to bring up PA Users who match
your specifications

You can Save search criteria so that next
time you can do the same search without
having to complete the form again.

A summary of your Saved searches will
appear in under the My Searches tab.

You can search at any time using your
saved search criteria by clicking the Search
button. You can also delete the saved
search by clicking the X

The full list of your Saved Searches can be
accessed by selecting My Searches from
the My Email drop down menu. You can
search at any time using your saved search
criteria by clicking the blue Search link.
You can also delete the saved search by
clicking the Delete button
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Search results...

When your search results are displayed you can

see basic information about each PA User such @) pa pool
as whether they are currently Looking (green)
or Sorted (blue), Username, their Age and
Location

oooo
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0 Summary - clicking this shows further
useful information to help you decide
whether or not you feel the job / PA User
fits your needs

€) shortlist - clicking this adds the PA User
to your shortlist so you can easily access
in future

JonED
Week(s) of f
yed
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\ ' Hello,
I'm Looking

9 Message - clicking this enables you to send S
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the PA User an email message

Hello, 0l (55 Hello,
I'm Looking v I'm Looking
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@ The Summary shows information such as ‘
Shift preference, preferred Employment T T
Status and required essentials. The stars

show their member Rating. You can also
view the Full Profile from here. Other
information such as the date they joined
PA Pool and when they last logged in are
located at the top. To close this window
click the X in the top right corner

© You can order the search results by
Last Login date or Age

GREEN MEANS THEY ARE LOOKING
FOR APA, BLUE MEANS THEY ARENOT
CURRENTLY LOOKING FOR A PA




Viewing PA User profiles...

Here you can read the complete profile of a
PA User and:

o Message - clicking this enables you to send
the PA User an email message

Shortlist - clicking this adds the PA User
to your shortlist so you can easily access at
a later date

Rate - clicking this allows you to give a PA
User you've worked with a 1-5 star rating

Block - clicking this prevents the member
from appearing in your searches

Q If you ever experience a problem with a
particular member you can report the
situation to us by clicking the Report a
problem with this member button. A
report email will be generated, please
give as much detail about the situation as
possible and send the email. We will then
investigate the matter.

€) Click Back to Search to return to the
search gallery
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The basics...

tingtong, 48 ’
Live-in, Emergency, Hertfordshire -

1 Week(s) on, 2 Week(s) off, 2pm - 2pm,
Emergency.

Salary €150 per day, Self employed
Essentials Female, Driver, Non-Smoker

My ideal PA...

I need assistance with...

Washing, Work, Dressing,Tollting, Shoppi ori
Cleaning, Exercise, Personal care, Laund Preparing
meals, Washing the ishes, Going out, Medication

Night Assistance? Rarely

Qualties Reliable, Fast learner, Honest, Willing,

Competent Driver, Eficient, Resourceful,
Patient, Hygenic, Flexible, Smart appearance,
Likes late nights!, Conscientious
Aged 2548
STAND OUT EROM OTHER o remte
PAS PLUS ENJOY EXTRA
FEATURES AND BENEFLTS
About me

Mydisabiltyis Spinal Muscular Atrophy, severe
llvein Flat

1am single

Mybodybuild Few extrapounts

Myrace White / Caucasion

My relgion None

Daiy diet Healthy
Upgrade to Premium PA
liketodrink Regularly

lliketosmoke No, but don't mind Smokers

FullTime.
My pets None

I describe myself as...
Honest, Inteligent, Sense of humour, Hard working, Motivated, Organised,
rfectioni ic, Punctual

My interests...

ravel, Cinema &
Movies, Art & Culture, Music & Concerts, Entetai rdng Sodaﬁslng Outdoors

Abit more about me...

T
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Messaging potential PA Users...

e
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o When your search results are displayed
you can click the Message icon

9 When you view their full profile you can
click the Message icon here

9 When you click the Message icon a new
email message window will open. Simply
compose your message and click Send

THE RECIPIEN
EMATL NOTLH
KNOW YOU'VE

TWILL RECELVE AN
CATION'TO LET THEM
E SENT A MESSAGE




My Email menu tab...

Here you can find:

€ VYour Inbox displays all the messages @) pa pool
you've received. Unread messages are
highlighted in purple oo b =

€ Your Sent mailbox contains all the O s
messages you've sent. Unread messages i -
are high“ghted in purple @ I'M INTERESTED IN YOUR JOB POSITION ad:\i nnnnnnnnnnnnn

€) Archive messages contains all the [ o
messages you've deleted — oot | sosons

@) Once you've clicked to read an email, you evewmo e | g

can View PA User profile of the sender,
Reply or Delete the message

6 When you click the Reply a new email
message window will open. Simply
compose your message and click Send.

( Thereis also the option to send a
Quick Reply these are a selection of
pre-composed messages. Select the
appropriate message by clicking
Use Message. ook forward to hearing from you. AP

EASE BE COURTEQUS AND
\l OMSSAGS 10U RECEIVE
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My Subscriptions menu tab...

Here you can:
o oonoo
€ You can create a new subscription by @) pa pool
clicking the Subscribe now button
9 View Subscriptions - this page details My Subscriptions [
. . . Q pavie Ora AYS - £
your subscription history, including the S i 0N €12
H e e PREMIUM PA
expiry dates ol TS -£30
— DA 4
R 1MONTS-£10
:

STAND OUT FROM QTHER
PAS PLUS ENJOY EXTRA
FEATURES AND BENEFLTS

Reference Plan Package Price  Expires

premium  pa.12month.premi €80 05/03/2023 1:05 pm

2] i 09/03/2022 1:26 prm (Expired)

MERGENCY PA

DAYS &}
DAYS  El)

i
3
]
PREMIUM A
3
b
|

MONTHS ~ £30
MONTHS ~ £50
JMONTHS £40




Subscribing...

Taking out a subscription allows you to either
become a Premium PA and stand out from @) pa pool
other PAs or to be featured on the Emergency

: :

PA page where PA Users can find you quickly . .
. Become a Premlum_PA and enjoy extra SNDOUT

and eaS|ly. o features and benefits! OO
PA Pool transactions are processed by Stripe. iy e o
You don’t need a Stripe account - you can 44
make a subscription payment using any of
the major credit or debit cards. Subscriptions

i STAND OUT FROM QTHER
are not automatically renewed, so when your BAS LIS NN XA

subscription expires you will need to
re-subscribe.

3 months - £30 Subscribe

FEATURES AND BENEELTS

6 months - £50 Subscribe.

12 months - £80 Subscribe

Feature me on the Emergency PA page

n -

3days-£8

Ll
€ Click the Subscribe button next to your
chosen duration
9 Add or update your payment card
details. Click the Pay button once
you have entered your card details. oce
All payment information is stored ® pa pool

on Stripe’s secure servers
9 Once you have confirmed payment you

will receive a receipt via email from Stripe.

You have chosen to subscribe for 3 months
with £30 to pay...

Please check your junk / spam folder if you T e -
do not receive it wetonieatie [

STAND OUT FROM QTHER
PAS PLUS ENJOY EXTRA
FEATURES AND BENEELTS

Receipt from PA Pool Ltd

Y0U ONLY NEED 70 SUBSCRIBE

AMOUNT PAID DATE PAID PAYMENT METHOD

[FYOU WANT T0 BE FEATURED
ON THE EMERGENCY PA PAGE

Payment to PA Pool Ltd £30.00

Ok BECOME A PREMIUM PA

If you have any questions, contact us at katy@papool.co.uk.




My Settings menu tab...

Here you can find:

o My Ratings - this page shows the ratings
members have given you and the ratings
you've given. You can edit, remove and
dispute these ratings from here.

Please note: ratings can only be exchanged
between members who have worked
with each other

€) My Account - details the email address
and password you registered with. You can
change your email address or password
at any time by re-entering the details and
clicking Save Details

9 Blocked Profiles - this page displays all
the PA User members you have blocked
from your searches. To reinstate them in
searches click the Delete button

0 Notifications - here you can optin or opt
out to automated or marketing emails sent
by PA Pool. Click the Save Preferences
button after amending

PLEASE ENSURE YOU KEEP YOUR EMATL
ADDRESS UP 10 DATE OTHERWISE YOU
WONT RECEIVE NOTLFICATIONS

@) pa pool

PA Users I've Rated

have not worked with them.

Usermame Rating Last Rated
FhKhK 27/02/2014
R.8.8.8.81 03/07/2018
R.8.5.5 644 117122020
My Ratings
I
Username Rating Last Rated
FhhhK 27/02/2014
\\\\\\\\ Fhhhk 03/07/2018

ece
My PA Pool My Profile ~ My Email ~ My Subscriptions Emergency PA
Email address*
eemail@address.com
Password Password Confirmation —
Notifications.

Hide Shift Calendar
Hide shift calendar from other members?

You certified you were over 18 on 22/06/2020.

You read and accepted the privacy policy on 22/06/2020.

S N @ W [ ™ s W
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Blocked Profiles

€) ===

username Date blocked
2110242014 ==
o/ort2018 =
1122020

sig ldea Driving

® pa pool mooo

Notifications

O A @ W @ [ ™ =

Driving Advertise Contact

Web links Feedback Big Idea

Terms and conditions  Privacy policy  Accessibiity  PA Pool Ltd 2022




Emergency PA menu tab...

If you are urgently looking for work or you
would like to do emergency cover, you can
subscribe to be featured on this page

0 Emergency PA - You can subscribe to
feature yourself on this page if you need
to find a job urgently or would like to do
emergency cover

9 You can also sign up to the Emergency PA
page by clicking this graphic

FIND WORK QUICKLY OR HEL?
SOMEONE IN AN EMERGENCY

@) pa pool

- 71 Hello,
l I'm Looking
LY

Hello, Hello,
I'm Looking I'm Looking

STAND OUT FROM OTHER
PAS FLUS ENJOY EXTRA
FEATURES AND BENEFLTS

\5\0

Upgrade to Premium PA




Curam Care
badge...

If you are a member on the Curam Care
platform and have been approved following
their vetting and interview process then PA
Pool wants to let members know by giving you
a special bage!

@) Curam Care badge let's members know
you have been vetted and interviewed
which gives them extra peace of mind

Premium PA
features...

Stand out from other PAs and show dedication
and commitment to your career, by subscribing
to become a Premium PA

Features and benefits include:

o Gold highlighted profile frame in the
search gallery so you stand out

€) Gold profile information
9 Premium PA icon

STAND QUT FROM
THE CROWD BY
BECOMING A
PREMIUM A

SMONTHS  £30
MONTHS ~ E50

12 MONTHS &40
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Findmea...
S
L
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‘shift. Monday, Tuesday, Wednesday, Thursday,
Friday, Saturday, Sunday, Flexible, Flexible,
Emergency

Salary £150 per day, Self employed

Ican offer ReFerence, DBS Check, PA Experience,
Driver, Smoker

My ideal Job...

Distance ‘Within 200 miles of where | live

Qualities Honest, Sense of humour, Motivated, Happy,
Organised, Flexible, Respectful, Mature,
Friendly, Patient, Hygenic,
minded, Quiet, My ideal PA Users is a nice
person who has patience but also knows how
to take charge and give.

Communication is key and confidence really.
helps with the PA Pa User Relationship.

Aged 25-80
Gender Male, Female
Traveltowork by Don'tmind

My main reason for becoming a PA s because...

Ijustlove beinga PA

_ % &
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Report a problem with this member

< JANUARY 2021 >

12 3 4 s

B w15 16 7 B 1

0 21 2

27 28 29 0 A

Curam Approved {’

@) pa pool

My PA Pool My Profile ~ My Email ~ My Subscriptions My Settings - Emergency PA
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Emergency, Buckinghamshire

The basics...
e o W’

shift. Monday, Tuesday, Wednesday, Thursday,
Friday, Saturday, Sunday, Flexible, Flexible,

salary. £150 per day, Self employed

Ianoffer Reference, DBS Check, PA Experience,
Driver, Smoker

My ideal Job...

Distance ‘Within 200 miles of where I live

Qualties Honest, Sense of humour, Motivated, Happy,
Organised, Flexible, Respectful, Mature,

Friendly, Patient, Hygenic, Punctual, Open
‘minded, Quiet, My ideal PA Users s a nice

mooo
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Premium PA features...

FREE posts on the Emergency PA page

@) Unlimited FREE posts on the Emergency @) pa pool

PA page
Find me a...

o ° Welcome PAPWorks
Hello I'm Looking 4

28808

@) pa pool

SHOW YOU'RE
AVATLABLETO
HELP SOMEONE IN
AN EMERGENCY!




Premium PA features...

Member Ratings

Give and receive detailed member ratings: @) pa pool

9 Give detailed ratings to PA Users you've
worked with by giving them a star rating
for individual aspects of the employment

( Click on the ratings stars to view the -
full ratings given to a PA User by other PAs "7

Please note: Ratings are only to be given to AN
members you've worked with e

nnnnnnnnnnnnnnnnn

Punctual payment of wages.

07 Apr2022.-11 Apr 2022
12.prl2022
£ <
W
role
07 Apr 202222 0et 2020
09 January 202

RATE PA USERS
10U°VE WORKED
WITH TO SHARE
JOUR EXPERTENCE
WLTH OTHER PA'S




Premium PA features...

Shift calendars
® pa pool oono
Find a job which matches with your availability:
‘ )
€ View the shift calendars of PA Users so
you can match your availability with theirs

nsure you check the validity of profile information provided prior to employment

The basics...

tingtong, 48
Live-in, Emergency, Hertfordshire

@ Complete your own shift calendar showing
when you are available for work. PA Users
can search for cover by date so they can \
find you when you need work

Vf“‘ PottenEnd

\ Map  Satelit
Serktams

Google Koo shorcts o ke s

shift. 1Week(s) on, 2 Week(s) off, 2pm - 2pm,
Emergency.

Salary €150 per day, SelF employed

Essentials Female, Driver, Non-Smoker

My ideal PA...

I need assistance with...

.
‘Washing, Work, Dressing, Tileting,Shoppi
Cleaning, Exercise, Personal care, Iauf\dly rransfenmg (hoist), meﬂng 20 2 _ 26

meals, Washing the dishes, Going o
Night Assistance? Rarely.
Freeti

Qualtes Reliable, Fast learner, Honest, Willing,
Competent Driver, Efficient, Resourceful,
—_—

& MyPARool R Logout
@® pa pool o BN nooo

8

My Account

PAPWorks Shift Calendar

Click the dates to change: .I'mL oking I'm Sorted
JANUARY 2019 FEBRUARY 2019

MON T we  THU W T R ST

13 14 15 16 17 18 19 13 14 15 16 17 18 19 13 14 15 16 17 18 19

Blocked Profiles
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27 28 29 30 31 27 28 29 30 31 27 28 29 30 31

SHOW PA USERS
WHEN YOU'RE
LOOKING

FOR WORK!




