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User Manual – Managers
Managers, supervisors and other staff who have the ability to fill shifts should refer to 
these instructions after familiarising themselves with the user manual for resi workers. 
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Accessing Staff Availability
Click on the ‘Availability’ button.  You will only see this button if you have the appropriate level of access.  
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In the ‘Availability’ screen, you will see a grid that looks like below, with employees on the left and dates and times across the top.  Note that if there are several employees they won’t all appear on the first screen and you’ll need to navigate through the pages.
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On this screen you are able to see when staff members are available and unavailable and you will come here to fill shifts, flag that someone has called in sick etc...Each colour represents a different shift type and you can always click on a shift to see more info
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Applying Filters

On the top of the screen there are filters that you can use to narrow down the data to just what you want to see.  Firstly, select the relevant starting date and number of days you want displayed:
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Next, filter by the unit you want to see shifts for.  Depending on your level of access, you may have the ability to see the shifts in just one unit, a handful of units, all units in a region etc...If you have access to several units but are only interested in seeing the shifts in a particular unit at a time, you need to apply a filter.
Example:

I only want to look at Banksia Street for now so under ‘Filters’, I will click on the ‘House’ drop-down menu and select Banksia Street
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Lastly, you can choose to filter by ‘Type’ or ‘Type Group’.  An example of a useful ‘Type’ filter is to check how many shifts are being filled by agency staff.
[image: image8.png]Filters Functions.

View By Week - | House = )
Type ‘Show Al - Roster Live Roster - | Preferred Clae
HMembership Show Al N oo .
Unavailable: [ERoster Manager
Avilable

ON DUTY - Rostered
ON DUTY - Casual

72777 ONDUY Ry
oo ST o o o

|| ONDUTY - Overtime [





Alternatively you can perform a less specific filter if you filter by ‘Type Group’.  An example of a useful ‘Type Group’, filter is to check which shifts still need to be filled.
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Case Scenarios

SCENARIO 1: A staff member calls in sick
Staff member B. Beake is rostered to work a shift so on the availability screen it appears in white.  
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B. Beake rings you and tells you that he is sick, and cannot do that shift.  Click on the shift and the ‘Times’ box will pop up where you will see that his shift type is currently showing as ‘ON DUTY – Casual’.  Click the drop down menu next to ‘Type’ and change this to 'OFF DUTY Unfilled - Leave: Sick’
Click on ‘Apply/Close’ and you will see that this white shift has changed to yellow to flag that it is unfilled.  If you hover your mouse over the shift, you will see the start time, end time and shift type pop up.
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SCENARIO 2: Replacing an unfilled shift
We now need to fill B. Beake’s shift and can see from the blue line painted against J Dalton’s name that she is available to work for that period.  By hovering over J Dalton’s name, a pop up box comes up with her contact details so that we can call her.
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If J Dalton accepts the shift, click on her blue shift and the ‘Times’ box will pop up where you will see that her shift type is currently showing as ‘Available’.  Click the drop down menu next to ‘Type’ and change this to 'ON DUTY - Casual’
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Click on ‘Apply/Close’ and you will see that this blue shift has changed to orange to flag that they are working and no longer available for a shift.  
Remember that after replacing a shift, you will also need to show on the original shift that it has now been filled.  If we leave B. Beake’s line painted yellow, that flags to others that the shift is still unfilled.  Click on B. Beake’s yellow shift and the ‘Times’ box will pop up where you will see that his shift type is currently showing as ‘OFF DUTY Unfilled – Leave: Sick”.  Click the drop down menu next to ‘Type’ and change this to 'OFF DUTY Filled – Leave: Sick’.
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Click on ‘Apply/Close’ and you will see that this yellow shift has changed to grey to flag that although they can’t work the shift they were rostered for, it has been filled by someone else.
SCENARIO 3: An offered shift is declined
Assume now that when we called J. Dalton to offer her B. Beake’s shift that she turned it down even though she said she was available.  Click on J. Dalton’s blue shift and the ‘Times’ box will pop up where you will see that her shift type is currently showing as ‘Available”.  Click the drop down menu next to ‘Type’ and change this to ‘Declined Shift’ so no one else wastes time calling her.
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Click on ‘Apply/Close’ and you will see that this blue shift has changed to pink to flag that even though they said they were available for this shift, they declined the shift when we offered it to them.

SCENARIO 4: Tried to offer a shift but there was no answer
Assume now that when we called J. Dalton to offer her B. Beake’s shift that she didn’t answer her phone.  To make sure that other supervisors don’t contact her again to offer the same shift, we need to mark her as being phoned.  Click on J. Dalton’s blue shift and the ‘Times’ box will pop up where you will see that her shift type is currently showing as ‘Available”.  Click the drop down menu next to ‘Type’ and change this to ‘Available – Phoned’ so no one else wastes time calling her.  
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Click on ‘Apply/Close’ and you will see that this blue shift has changed to lavender to flag that they said they were available for this shift but we couldn’t get through to them when we tried to offer it to them.  Once we hear back from J. Dalton and they either accept or decline the shift, follow the steps outlined above in scenarios 2 and 3 accordingly.

SCENARIO 5: Staff member cancels their availability 
Assume now that after having accepted B.Beake’s shift, J. Dalton calls us to advise that she cannot work that shift after all and wants to cancel it.
Click on J. Dalton’s orange shift and the ‘Times’ box will pop up where you will see that her shift type is currently showing as ‘ON DUTY - Casual”.  Click the drop down menu next to ‘Type’ and change this to ‘Cancelled Booked Shift’ so no one else wastes time calling her.  While it would have been possible for you to switch her shift type to ‘Unavailable’ instead, it may be handy to track how often people say that they’re available and then cancel this availability after being given a shift.  Making them stand out as ‘Cancelled’ may deter them from doing it too often.
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Click on ‘Apply/Close’ and you will see that this orange shift has changed to red to flag that they said they were available for this shift but then cancelled this availability after being given the shift.  
The first date shown will always default to the current date.  Use the <Back and >Next buttons to change this and click ‘Go’ to refresh if required








Times are in 24 hour format (ie. 16 = 4pm)








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








This blue shift shows that J Dalton is AVAILABLE for work on Thu 23rd Oct between 7am and 7pm








This yellow shift shows that B Beake was rostered on for Thu 23rd Oct between 7am and 7pm but can no longer work so the shift is UNFILLED








After selecting any filters, click ‘Go’ to apply it 








Select the period you want displayed eg a week, fortnight, month etc...








Select the first date you want displayed








After selecting any filters, click ‘Go’ to apply it 








Click on the drop-down menu besides House to see the units you have access to. 








After selecting any filters, click ‘Go’ to apply it


House to see the units you have access to. 








Click on the drop-down menu besides Type and select the shift type you want to filter by eg Agency shifts 








Click on the drop-down menu besides Type Group and select the shift type you want to filter by 








After selecting any filters, click ‘Go’ to apply it


House to see the units you have access to. 








Select ‘Sort Group Availability’ to only show the shifts that staff are available for 








Select ‘Sort Group Unfilled’ to only show the shifts that still need to be filled








Add comments in the “Notes’ section about who they are replacing








Change shift type to ON DUTY - Casual








Make sure that ‘House’ shows the correct unit that the staff member will work in








Update the times to reflect the times of the shift that you are booking the staff member in for








Change the status to ‘Locked’ so that the staff member cannot alter this








Change shift type to OFF DUTY Filled – Leave: Sick








Add comments in the “Notes’ section about who replaced them








Change the status to ‘Locked’ so that the staff member cannot alter this








Add comments in the “Admin Notes’ section if applicable








Change shift type to ‘Declined Shift’








Change the status to ‘Locked’ so that the staff member cannot alter this








Change shift type to ‘Available - Phoned’








Change the status to ‘Locked’ so that the staff member cannot alter this








Add comments in the “Admin Notes’ section about the call








Change shift type to ‘Cancelled Shift’








Change the status to ‘Locked’ so that the staff member cannot alter this








Add comments in the Notes’ section if applicable
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