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A note to operational managers: we recommend you copy the first page only onto your own letterhead, and print from page 2 onwards.  

Welcome to RosterCoster (Standard Letter to Staff)

Hi!

RosterCoster is an opportunity for you to log (online at www.RosterCoster.com) your availability for extra hours or casual work. You can do this from work or home. As soon as you log in, you will be able to (a) see all shifts you have been offered and (b) log your availability for additional shifts.

If you have received this letter from your local RosterCoster contact person (see the table of contacts at www.RosterCoster.com) or line manager, your username and password will appear below.

It’s ‘one screen only’, so go ahead, login now
 and see what you think, using the instructions on the following pages as a guide.
	USERNAME

	

	PASSWORD

	


Thank you for your time, and if you need any help, see the table of contacts at www.RosterCoster.com.
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Acknowledgement: Our thanks to Daniel Zuzic of the Department of Human Services (DHS) Victoria, who created the bulk of this user manual to support his rollout of RosterCoster to DHS North & West Region.

Part 1 of 2: Colour Legend

RosterCoster is, as you will see when you login, ‘colour-coded’. The standard colours that apply to all organisations are as follows:
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I'm NOT available - please don't ring me!

| was rostered on for this shift before the fortnight started

| was originally rostered on for this shift, but can no longer do it (it has been filled)




Some organisations add additional colours for local needs, for example:

· Purple for ‘I said I was available, but when my line manager rang me, I did not answer my phone.’

· Red for ‘I said I was available, but then I declined the shift.’
Part 2 of 2: How to log your ‘availability’

  

STEP 1: Open your web browser   
In other words, open “Internet Explorer” by clicking on the icon (see below) on your desktop or toolbar.  
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STEP 2: Visit www.rostercoster.com 
In other words, type the text ‘www.rostercoster.com’ in the address bar as shown below, and then press the ENTER button on your keyboard.
[image: image12.jpg]                                                   [image: image3.png]Department of Human Services Intranet

KnowledgeNet





     

The RosterCoster home page should now be displayed on your screen.
STEP 3: Enter your login name and password in the top right hand corner
  

Help! I don’t have a username and / or password! No problem: the person you need to contact can be found in the table of contacts in front of you right now on the RosterCoster Home Page. 

See picture below. Then press the ‘Sign In’ button (see below). 
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Handy tips! Passwords are case sensitive. Instructions about how to change your password are included later on (see below) in this user manual. 

If your password was correct, then the ‘My Roster’ Screen (see below) should now be displayed on your screen. 
STEP 4: Log your availability for a shift into the ‘grid’ displayed  

  

       [image: image5.png]Mon 13/10
Tue 14/10
Wed 15/10
Thu 16/10
Fri17/10




  

Using the left button of your mouse, ‘paint’ a line between (approximately) 7:00 AM and 7:00 PM (next to where it says “Thursday 16/10” on the grid). In other words, ‘click down’ and HOLD the button down near 07:00 then DRAG your way across to 19:00 and let go of the mouse button. 
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STEP 5: The ‘Times’ pop-up appears on the screen (this exists only so you can add extra information, if you want to).
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After Pressing Apply/Close you will see your entry appear on the grid. It will appear as below:
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What do the other coloured lines mean?
 

At this point in time, you may have noticed that the colour of the lines you are painting depend on the 'Type' of line. You may also have noticed that you have access to paint only two 'Types', namely, 'AVAILABLE (Blue Lines)' and 'UNAVAILABLE' (Black Lines), but that your supervisors and others are able to paint other 'Types' on your behalf.
For a colour legend, see Appendix 1.
 
STEP 6: Confirm your personal details and change your password.
  

Select ‘User Options’ near the top of the screen to edit your personal details, such as your phone numbers or your password. 
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Select ‘User Options > My Details’. The following screen will be displayed.
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Important: don't forget to press SAVE after you have finished changing your password or your personal details! 

 
Select ‘User Options > Set Password. The following screen will be displayed.
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When you have successfully changed your password, to return to your shift Grid, Simply select the “My Roster” option as shown above.
STEP 8: Log Off

Select ‘User Options > Log off’.
Login Name








Password











Sign In Button








Dates:


Please note the date will always default to the current days date.





Times in 24 Hour Time








Clock: Use this to change times








Calendar: Use this to change date








Type: Select one of the options from the drop down box.





Notes Box: Use this box to record any additional information. For example: “I use public transport”


Please note that any information written in the notes box can and will be read by others. This information is subject to local Computer Use Guidelines, Code of Conduct and Values. 








The Apply/Close Button: Press this button after you have ensured your entry information is correct. You need to check the following things:


“From” and “To” - Ensure that you have entered the correct dates and times.


“Type”- Ensure that you have selected the appropriate option


“Notes”- Ensure that you have recorded any necessary notes.











This entry shows that I am available from 7am until 7pm.








 To update your contact details, select the “My Details” option from the “User Options” menu as shown here.








Please update your telephone numbers here.








Once you have updated your details, click on the ‘save’ button.





 To change your password, select the “Set Password” option from the “User Options” menu as shown here.








Please enter the supplied password into the “Old Password” field. 


Then enter the password of your choice into the “New Password”


Then re-enter your chosen password into the “Confirm Password” Field. 


Then press the “save” button to save your new password.








The message circled above will be displayed when you have successfully changed your password. To return to your “shift grid” please select the My Roster option as shown above.
















































































� You can do this even before your line manager finalises his or her formal rollout of RosterCoster, that is, even before he or she goes live with the business rule that ‘no shift may be replaced without being logged on RosterCoster’. In the interim, you are logging no more than your ‘availability’, and this is useful information both before and after the formal rollout is finalised.
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