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User Manual – Permission Controllers
Managers, supervisors and other staff who have the ability to set permissions should refer to these 
instructions after familiarising themselves with the user manuals for resi workers and managers.
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Permission Controller Cheat Sheet for Experienced Users!
Visit the Staff List:
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In the example above, if Bill Baxter (SUPERVISOR) locks a shift, then Eric Bana (CASUAL) can’t change it, and if Orlando Bloom (MANAGER) locks a shift, neither Eric Bana, Bill Baxter or even Billy Bob (FINANCE MANAGER) can change it:
· Eric is a casual (or ‘staff’) who DOES shifts, but does not FILL shifts. He can log his availability, but nothing else.

· Bill is a supervisor (or ‘staff’) who CAN fill shifts (‘Roster Supervisor’). Bill also does shifts (‘Not Rostered’ is ‘Not Ticked’). 
· Orlando is a manager who does not do shifts (‘Not Rostered’). He does, however, control staff permissions (‘Staff Admin’) and he does fill shifts (‘Roster Admin’).
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Billy Bob is a CEO or a Finance Manager who does not do shifts (‘Not Rostered’), and does not control staff permissions, but just likes to look (‘Roster View’).
General Permissions
Under the ‘Management Groups’ menu, select ‘Staff List’.  You will only see this menu if you have the appropriate level of access.  
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In this general permissions screen, you will see a grid that looks like this, with the letters A-Z down the left in alphabetical order.  Click on any letter to expand it (or, if you don’t have 1,000+ staff, hit ‘Show All’), and ‘start ticking’.
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Depending on your role, you may have access to the staff in just one unit, a handful of units, or ‘all units’ in a region or across Berry Street. If you have access to multiple units but right now want to look at ‘one only’, you need to apply a ‘filter’.

Example: 
I only want to see staff at Drevermann Street for now so under ‘Filters’, I click ‘Membership’ and then ‘Drevermann Street’
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The general permissions screen shows you the level of access each staff member has, with their given permissions shown with a tick.  The only permissions you will be interested in are shown below.  The other permissions are for back-end systems admin only.








After making changes to the general permissions of an employee, you must go the ‘Functions’ menu and click ‘Save’ before you expand a different letter to find another staff member otherwise you will lose all your changes.
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Specific House-by-House Permissions
When setting general permissions, these permissions will apply to all the units that the employee is given access to.  There will be some cases however, where an employee requires different levels of access for different units, and we will therefore need to set more specific unit permissions for them.
From the general permissions screen, expand the relevant letter to find the employee that you’re interested in, then click on their User ID code. 
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This will open up their staff profile.  From here, click on ‘Membership’ under the ‘Functions’ menu.
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The ‘Set Organisation Access’ screen will pop up and you can see in the example below that this particular employee has the same level of access (being ‘Roster View’ and ‘Time Self’) for both Goulburn Valley Hwy and Wisely Road.  This is indicated by the black squares next to these two units.  Suppose we only want this employee to have ‘Time Self’ in Wisely Road.  We would click on the circle next to Wisely Road.
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This would open another pop up box.  From here we can simply untick ‘Roster View’.  While in this screen, we can also give this employee other permissions related specifically to Wisely Road.  Once you are done making changes, click ‘Save’
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You can see now that there is only one black square next to Wisely Road, representing ‘Time Self’.  Scroll down to the bottom of the pop up box and click ‘OK’ to return to the staff profile screen.
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Back in the Staff Profile screen, click ‘Save’ to make sure all your changes will take affect.  To return to the general permissions screen, click ‘Back to list’.
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Adding a new employee

STEP 1: Set up the employee
Go to the general permissions screen by selecting ‘Staff List’ under the ‘Management Groups’ menu.
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Under the ‘Functions’ menu, click on ‘Add’
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You will see a blank staff profile screen like the one below.  At a minimum, fill in the following details:
· Code – this is simply the employee’s surname, followed by a comma, a space, and their first name eg. Doe, John
· First Name eg John  
· Surname eg Doe
· User Name – this is simply the employee’s first initial and surname (all one word) eg jdoe

· Mobile and/or Phone – at least one of these should be filled in
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When you’re done, go to the ‘Functions’ menu and click on ‘Save’.  As soon as you do, additional buttons will appear under the ‘Functions’ menu, including ‘Set Password’ and ‘Membership’
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STEP 2: Give the employee membership
You MUST give this new employee membership immediately after setting them up otherwise once you leave this screen, you will no longer be able to access their information under any unit since they are not linked to one. To do this, go to the ‘Functions’ menu and click on the new ‘Membership’ button that has appeared.
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The ‘Set Organisation Access’ pop up box will appear.  Put a tick next to all the units you want this employee to be able to see.  In this example we are only giving access to Beaufort Street.  Once you’re done, click ‘OK’ to save and ‘Cancel’ to close.
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STEP 3: Give the employee a password
Go to the ‘Functions’ menu and click on the new ‘Set Password’ button that has appeared.
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In the next screen, type in any password, preferably at least 6 characters long and with a combination of letters and numbers.  Confirm the password again and then click ‘Save’.  Make a note of what the password is so that you can tell the employee.

[image: image22.png]New Password:
Confirm Password

I— -




STEP 4: Set the employee’s permissions
Go back to the general permissions screen by selecting ‘Staff List’ under the ‘Management Groups’ menu.
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Find the employee and tick the boxes that correspond with the permissions you want them to have.  Remember to click ‘Save’ 
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This employee has now been successfully set up.  Make sure you give them a letter with their Username and Password on it so that they can log in and begin using RosterCoster straight away.  If a staff member forgets their password you will need to create a new one for them as there is no record of passwords stored within RosterCoster.
Deleting an employee

If an employee has resigned, go to the general permissions screen by selecting ‘Staff List’ under the ‘Management Groups’ menu.
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From the general permissions screen, expand the relevant letter to find the employee that you want to delete, then click on their User ID code
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Go to the ‘Functions’ menu and click on the ‘Delete’ button
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There will be no confirmation screen asking you if you’re sure you want to delete this employee so make sure you have selected the right person before you hit that ‘Delete’ button!
IMPORTANT! The above ticks let a user through the front door of Berry Street as an ORGANISATION, but NOT into individual HOUSES. If Eric Bana (see above) rings you and says ‘can’t see anything’, then click on his CODE (which is 24), then click �, and then go straight to SECTION 3 BELOW.





SHORTCUT! If a staff member complains ‘can’t see anything’, and your SURE he or she has at least ‘one’ house ticked, then here’s a trick for you: ‘Tick Time Admin’ >> ‘Save’, then ‘Untick Time Admin’ >> ‘Save’. This resets permissions for all ticked houses!








By default the employees are in alphabetical order, sorted by their surname.  You will only see the names of staff that are in the units you have access to








Click the ‘Membership’ drop down menu to see the units you have access to








Select the unit whose staff you’re interested in viewing








If ticked, this user does not work in the units and so cannot be rostered for a shift (eg Finance staff, admin staff, etc...)








If ticked, allows a user to view other rosters, not just their own, but does not allow them to edit








Basic access given to all users to view their own roster and mark their availability.  Generally casual staff will only have this box ticked








User ID code auto-generated by the system.








If ticked, allows the user to fill shifts for themselves and others








Allows a user to fill shifts for others but they themselves don’t do shifts








If ticked, allows the user to set permissions for others








Currently has same level of access for Goulburn & Wisely








Represents ‘Time Self’








Click the circle to edit permissions for this unit








Represents ‘Roster View’








Click ‘Save’ to apply changes








Untick ‘Roster View’ to take away this permission 








Only ‘Time Self’ is given to this employee for Wisely








Click ‘OK’








Click ‘OK’ to save and then ‘Cancel’ to return to the staff profile screen








Put a tick against the units you want the employee to have access to
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