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Loop
Account Setup and Access Guide

For Assistance, please contact:
¢ the eRostering Team on HR Service Now via Firstport or by clicking the ? Icon on Optima
¢ the Staff Bank Office on staffbank@lanarkshire.scot.nhs.uk
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How to Access Loop - App and Web Version

Download the App from your mobile app store

GET IT ON

Google Play

|.'~p

Allocate Soltware

(s RLDATIX
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Allocate Loop [
Eeeping you in the Loog

Or, if you prefer to access Loop via a Web Log
In, click here - accessing online

The web version of Loop is called Web Loop.
The link for this can be found on Firstport and
is NHS Lanarkshire specific (other links in
google will not accept your log in details.)

@ALLOCATE

Log In Sign Up

yours@example.com

& your password

Don't remember your password?

Login

Login with phone number



https://www.allocatesoftware.co.uk/loop/

System Requirements

To access Loop, you must meet the following requirements.

Software Component Minimum Recommended Requirements

Requirements

Loop web Operating N/A Windows 10

application System
Internet N/A Latest versions of Safari, Edge, and Chrome
Browser
Device N/A Android, minimum 8"

Display resolution greater than or equal to 768 x

1024
Loop mobile Operating i0S 13 iOS 15
application System Android 10 Android 12
Internet N/A Latest versions of Edge and Chrome
Browser
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Enter your details:

Sign Up For A Loop Account

e Email (You can choose your personal or work
email however we recommend you use your

1 2 personal email address as this means you could
When you open Loop, you will see Click Continue use your Loop account for other NHS Scotland
the screen below, Select Sign Up You might then see a notification stating “Loop” wants to use “allocate- Boards)

cloud.co.uk” to Sign In. Please click continue whenever you see this box e  Password —make one up

through the sign up/sign in process e  First Name

e last Name
Tick the box to agree and click Sign Up.
The Sign Up button will be greyed out until you agree to
the policy. Click on the link to view the policy

**This will then become your Username and
password when singing into Loop in the
Future**

"Loop” Wants to Use
“allocate-cloud.co.uk” to
Sign In

Walcome 1o Loop

Stay Organised and
Connectied with Loop

=i igec! hrom oo o e
DT [abalei

s creals o Looy oot you will need
B peraon el BSdieiy el obia

mamoer

By shgreng up, you SEen 10 ot
of gervics and priviesy polcy
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Once you have agreed to the Terms
and Conditions, you can add a phone
number for another Sign In option.
Enter your phone number and press
Continue or press Skip This Step.
Please note, adding your phone
number is optional
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If entered correctly, you will get a
notification with a verification code.
Enter the code and press Confirm, or
Resend Again if the code has not
been delivered.

6

If you skipped the phone number step, you will have been sent email to the email address you
signed up with in Step 3 and your app will display a page advising an email has been sent
Check your mailbox (inbox & junk folder) for a verification email. Click on the link in the email to
verify your account, go back to your mobile and pull down the page to refresh the Loop app.

If you haven’t received the email, select the | did not receive the email link at the bottom of the
screen.

esoltware oom

Welcoma to Allocate !

B ALLOCATE

Welcome to Allocate!

Thisnk yosa o sigring up. Please verty your emall
Beddiingrid By cloking i Tollowing Bnk
H youa aoe handng anmy iiius with your Bodount,
Bl CORRRCE YOUT RS Bmirismios.

Thsnics, B ARGCEG Team!

YeuTh shertly receive an
email to verily your
registration delads.

Cran youl wvirily ool el Shhiss
nElesh i SO

Email Verified

Your emadl address was successTully venfied,
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If you have followed all of the
instructions and still not received the
email, select Resend Email or if it has
come through, select Go Back

e
Sagn Up

Fve nod received the
registralion email

Pupsl chcic that message ha nok e
il B5 e dfulnT &F il FOROET

Tk that the: sl you peosided i comect
marpkad popenaigMpElarg f oof peane

- gl

BEtarii Ao, SR il e it
] Y SBCENND The B PEELE MW
Fooad Ta mimgley

™ Fou £ S Seiatn] el fefll Lrla™Sy Thep
oetion belioa
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If the verification link has expired,
then you will get the following
message. Select Resend Email

The verification link is invalid
or has expired.

9

Once the email is verified, select

Connect to your organisation

Your detals have been
succasshully verified

Yol R Tkl Done PR procceed and

Connec] e rgniion

Conrct i your crganisation

10

Type the name of your organisation
i.e. NHS Lanarkshire in the search field

and then select it.

Comnagt I Qg ios

Pl SE3Th then sebect 1or your
CeganEAGen from the ki

0, SE@Th prganaglon ramy

Al a0 Fodpitsl

G5 Dure i iaon
CEERGALMNT
DataPurmg By TTSI1E1%04
DEZENIS

DTkl Tarsd on Jupeher
C¥SENIS

EQL TESTINZ=ELEASE
EOL TEETIN&SELEASE
B TESTURIRELEASE
ECH TESTIRH

B Bearti s

ECL TESTDEVELOP

FCl TESTMETANCE
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To Connect to your Organisation, enter the details
sent to you by the eRostering team (this is the only
time you will need these details)

i.e. User Name —Smith123456

Password - SDGSDG

OR if you are already using Employee Online (EOL)
enter your User name and Password for EOL here
Select Connect

L4 Consect to Oiganisation

Loop RAT

Tl [roar Wogin Sty 4 o
¥ rployretlring o Fealfinrier o coan!

12

You are now connected to your
organisation. Select Next and you can
swipe to see the function or go to
your Newsfeed

13

Swipe left until you view the
Push Notifications panel, then
tap Go to my Newsfeed.

L

Push Notifications

54 an mmporiand updaie 'We puah

You have now
signed up, signed in
and are ready to
use Loop!
Please note: An
overnight refresh is
required before
you can see your
Group.

From now on,
your sign in
details for Loop

are the details

you used at
Step 3
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Sign In to a Loop Account with Email Address and Password

3
2
1 Once you have logged in successfully,

Select Sign in from the landing page Enter the Email address and Password you used you will land on the Home page and
at Step 3 of the Sign Up Process and tap Log In.
your Newsfeed.

If you prefer to sign in with your mobile number,
then select Sign in with Phone Number

Newsfeed

& What's an your mind?

‘OOP

| Afarnoon

@ 1400 - 1730

Please complete the Bank Siafl poll. Your opinions
mattar

Wlcama to Loog

Wi ] Frowt SFap =1 sl
SOOI b

How aasy I8 i1 1o use our Bank Stalf service?

Easy
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Sign In to a Loop Account with Phone Number

If you leave your phone number during the sign-up process, the Loop mobile application allows you to log in with your phone number.

If you skipped the phone number form earlier, the Loop mobile application allows you to complete it again.

1 o 3
Navigate to the Loop mobile Complete the form that opens.

application, then tap Sign In. The Loop mobile application automatically populates your country code.
To select a different country code, tap the > icon, then select the country
code you want.

Type your phone number and Tap Submit.

Inthe Log In form, tap Login with phone
number.

@ ALLOCATE

Enter your phone to sign in
or create an account

4% +389 Macedonia, the ... 4

0 070223445
Wilcama bo Loog

P | Prip Sl 21 Tha

[ — Don't renember your password?

By signing up, you agree to our terms of
service and privacy policy.

L with phoni number

L
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The Loop mobile application sends a SMS with a code on your
phone number and opens a new form.

Type the code from the SMS into the your code field and Tap
Submit.

The Loop mobile application logs you in.

@ ALLOCATE

An SMS with the code has been sent to +388 070

& yourcode o —""

Did not get the code?

Login with username

I
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Log Out of Loop Account

1 2
Select the Loop Logo at the bottom of Scroll down to Log Out. Select the Log
the screen Out button

|

® 0@

% v
Leave Request Duty

Settings and Support

a Qrganisation Controls

Policies
Report
'.'-1r--. .'. once . 15

Sattings and Privacy
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3
Tap Log Out

Log Qut

Are you sure you want ta log aut of
the app?

4

You will return to the Sign In screen

Welcome to Loop

Please select from one of the
options below

Sign Up

12



Reset your Loop Account Password

If you do not remember your password, or you want to create a new one, the Loop mobile application allows you to reset it.

1

Navigate to the Log In form, then tap
Don't remember your password?

@ALLOCATE

Log In Sign Up

ﬁ Don't remember your password?

Login with phone number

VERSION 1, MARCH 2024
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In the form that opens, type your
email address, then tap Send email.

@ ALLOCATE

Please enter your email address. We will send you
an email to reset your password.

= example@mail.com

Send email =

Login with phone number

3

The Loop mobile application sends
an email to your email account.

In the email confirmation, tap the
click here text.

Password Change Request

You have submitted a password change request.

If it wasn't you please disregard this email and make sure you can still login to your account. If it
was you, then confirm the password change click here.

Thanks!

Loop WebApp




5
Type your new password and Confirm your newpassword.

Tap the arrowicon.
The Loop mobile application displays a message that you

reset your password successfully.

4

Complete the form that opens.

@ ALLOCATE

Change Password

Enter a new password for
sanja-bank@yopmail.com

&  your new password

&  confirm your new password 0

Your password has been reset successfully.

O

I
14
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