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	Department of Human Services



Appendix to the User Manual for ‘RosterCoster’
Please note: this appendix continues on from Parts 1 and 2 in the user manual:

2Part 3 of 4: For those staff who have ‘access’ to fill shifts*


9Part 4 of 4: Handy tips for supervisors and staff who fill shifts*





Enquiries about the content of this user manual to be forwarded to Prue.Clarke@dhs.vic.gov.au.

Part 3 of 4: For those staff who have ‘access’ to fill shifts*
*IMPORTANT: If you are not a SUPERVISOR or a STAFF MEMBER who has ‘access’ to fill shifts, you can save some paper: you do not need to print PARTS 3 and 4!
Go to the 'Availability' Screen 

  

If you can see it (only staff who have the necessary ‘permissions’ can), click 'Availability' at the top of the screen as shown below.
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After a few seconds, your screen should look like the following: 
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Please note that the only significant difference between this screen and the previous screen is that you can now see ALL staff names and availability attached to the house.  

  

Case scenario: A staff member has called in sick 

The scenario: Staff member B. Beake has been booked in to work by someone other than you (your supervisor, perhaps), and this shift has appeared as a WHITE line. B. Beake rings you and tells you that he is sick, and cannot do that shift. Hover over the shift with your mouse, and click to bring up the now familiar dialogue box (see below). Under the heading 'Type', choose 'OFF Unfilled - Leave: Sick', as shown below: 
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Click Apply/Close. The shift will now change from WHITE to YELLOW, as shown below. 
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Replace the new ‘unfilled shift’.

 

You will now attempt to replace B.Beake’s shift. When you consult the staff grid below, you can see two lines:
· A Yellow line next to B.Beake’s name. A yellow line means that this staff member is OFF duty, and that their shift still needs to be replaced

· A Blue line next to J.Dalton’s name. A blue line means that this staff member is AVAILABLE to work.

We are going to ring J.Dalton and offer him B.Beake’s shift.
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Hover mouse over J. Dalton's name as show above to bring up his/her phone details.

 

Ring J. Dalton and offer him/her the shift marked in yellow, as shown above. (Hover over that shift to check the exact start and finish times, as shown below):
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Scenario 1 of 2: J. Dalton advises you that even though he/she is marked 'Available', He/she will decline your offer of a shift.

 

Click on J. Dalton's BLUE LINE and change his/her 'Type' from AVAILABLE to UNAVAILABLE*, then . This will ensure that nobody else wastes time ringing J. Dalton. Then press “Apply/Close”
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*N.b. in some organisations, there is a category called ‘Declined’, and you must use that
Scenario 2 of 2: J. Dalton advises you that 'yes, she will accept your offer of a shift'.

Click on J. Dalton's BLUE LINE and change his/her 'Type' from AVAILABLE to 'ON - Casual'. This will ensure that nobody wastes time ringing J. Dalton, as he/she is now 'on duty'. At this point you must you must (a) Choose a 'House', (b) Switch the 'Status' to 'Locked' and then (c) press ‘Apply/Close.
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OK, that covers J. Dalton's BLUE line, which will have now turned TAN (meaning J. Dalton is on duty, and no longer available). 
But we still need to do something about B. Beake's YELLOW line, which RIGHT NOW must be changed to GREY, otherwise someone else may think it still needs replacing!
 

Click on B. Beake's YELLOW line and change his/her 'Type' from 'OFF Unfilled: Leave - Sick' to 'OFF Filled: Leave - Sick'.  
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At this point you must you must (a) type 'replaced by J. Dalton' in the 'Notes' box; then (b) switch the 'Status' to 'Locked' and then (c) press ‘Apply/Close’.
Part 4 of 4: Handy tips for supervisors and staff who fill shifts*
*IMPORTANT: If you are not a SUPERVISOR or a STAFF MEMBER who has ‘access’ to fill shifts, you can save some paper: you do not need to print PARTS 3 and 4!
This Part 4 of 4 is about the useful filters and so on at the top of the screen. The screen is displays all of the data for all staff that you have ‘permissions’ to see. You will need to use the filters at the top of the screen to narrow the screen down to what you would like to view.
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Sorting by Available staff or Unfilled Shifts
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The grid below displays all of the shifts that still need to be filled.
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Filtering by house
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… Remember! After you have made your selections, do not forget to press “GO” (circled above)

The below displays all of the shifts entered into the system for a particular house (in this case a house called ‘Peugeot Street’)
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Viewing Overtime and Agency
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… Remember! After you have made your selections, do not forget to press “GO” (circled above)

The screen when “On-Agency” is selected. Each White line represents one shift being worked by an agency staff member. The worksite where they are working is displayed in the column at the left of the grid, or you can click on any entry for more information.
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The screen when “On-Overtime” is selected. Each Purple line represents one shift being worked on Overtime. The worksite where they are working is displayed in the column at the left of the grid, or you can click on any entry for more information.
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Staff names attached to the house are listed down the left of the grid.


(i.e. Rostered Staff, Preferred Casuals and preferred part-time staff from other houses.








Dates and times are listed along the top of the grid.








This BLUE line indicates that J. Dalton is AVAILABLE to work.








This YELLOW line indicates that B. Beake is OFF duty, and that his shift is still UNFILLED (i.e. it still needs to be replaced). 








Change the “type” to Unavailable (N.b. in some organisations, there is a category called ‘declined’, and you must use that)





Change the “type” to reflect that the staff member is 


ON duty.








Change the “Status” to Locked.











Update the times, to reflect the times of the shift that you are booking the


Staff into.








Select the house where the shift will be worked.











Change the “type” to reflect that the shift is now “filled”








Change the “Status” to Locked.











Select the amount of days that you would like to view on your screen here. (e.g. One week, fortnight, month etc.)





Select the date that you would like to view here.





After you change the filters, press “Go” 





Select “Sort Group Unfilled” to view all shifts that are Unfilled, and still require replacement.





Select “Sort Group Availability” to view all staff that have indicated that they are Available to work.








Once you have made your selection, press “GO”





Name of the person who is absent from work.





If a shift is on a vacant roster line, client special etc… Then the name will say “Vacant” followed by the house name e.g. “Vacant Hughes”





Each Yellow line is a shift that needs to be replaced. 


For more information on any shift, just hover over the shift or click on it.





To view all of the shifts entered for a particular house, select the house from the drop-down menu shown above, then press go (circled above)





To isolate the OT or agency in a single house, choose that house from the “House drop down-menu. To view “all” OT and Agency, leave this selection blank.





Select the time period you are interested in viewing by changing the date as shown above. Remember you can also alter how much information you are viewing by changing the view.





To view all of the agency or overtime used in any time period, select ON-Agency or ON-Overtime from the drop-down box.
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