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Self Service
Guide to Rotas

Introduction
The scheduler is designed for companies that require more flexibility with employee shifts. For example nurses, police and ambulance people tend to work in morning, afternoon and overnight shifts.

With the scheduler you will be able to allocate shifts as appropriate including rotating shifts where someone works, say 4 morning shifts, 3 evening shifts and then has 2 days off.

The scheduler is integrated with self service in that much of information and functionality required is accessed from self service:

· Employee details 

· Company hierarchy

· User permissions

· Positions

· Holiday bookings

· Absence bookings

· Holiday Request/authorisation

· Clock in and clock out information

At the heart of the scheduler is an excel type worksheet where each column represents a day and each row represents an employee (there are some other meanings for rows too).

Shifts are predefined and allocated to employees in the worksheet.

The worksheets can be viewed in 1 day, 7 days, 14 days or 28 days formats. 

Additionally you can define filters by hierarchy, shift or position. For example you can see the schedule for all employees allocated a morning shift.  Also you can define a filter to look at all employees that have not been allocated a shift.

You can also define staff requirements.  For example you can specify how many staff you need for a certain shift by position (managers, nurses etc.).  

You can monitor staff coverage against requirements where the system will compare how many staff you have allocated to the number required and show the difference as a number or percentage.

You can create multiple schedules.  An employee can be on more than one schedule.  They cannot be double booked as the employee is visible on every schedule.

Employees can see their own schedule or others people’s too depending on the user permission setting.

System Setup

Sign on to your self service system as the Admin user, got to system setup and the time & attendance.
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Manage schedules.

A schedule is defined by a manager but can be shared with other managers.  Managers who are sharing a schedule can manage each others schedules.
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Add/Edit screen (pop-up screen):
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Share with other managers will list all manager positions within the hierarchy.  Allow Ctrl/click to select more than one.

Work With Shifts

Shift are created within a schedule. So each schedule has its own list of shifts.

These shifts are not related to those created in self service.  However, in T&A record the system will check if a shift is allocated in the scheduler.  If it is then the system will use this shift when working out if the employee is late or not etc. In other words shifts allocated to an employee in the scheduler supersede any shifts allocated in self service. 

Information to capture:  Schedule name, Shift name, Abbreviated code (max 3chars), Start time, End time, Break(mins), Work hours, Colour.
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To add a new work shift, click o nth add button. The window below will open.
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Choose the schedule that this working shift will be used in and give it a name. The abbreviation has a max of 3 characters, this is how the shift will show on the schedule..

Manage Filters

Filters can be defined by hierarchy, shifts and position.  There is one special shift called ‘No Shift’.  If this is selected we want to show all employees that have not been scheduled a shift.
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To add a filter, click on the add button and complete the details as below.
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Schedule Work sheet

This is where you will enter the rota in to the system. There are some settings that you need to put again the users so they can either view schedules or even manage the schedule.

Got to the system setup, then personnel then users.
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Click on the setting icon and then go to the scheduler settings.
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Select the option for the user in relation to the rota. If the employee if just to view the schedule then the top two option are to be selected but if the Manager is to amend the schedule then make sure that manage schedule is selected.

To create the worksheet/ Rota.

Select view schedule, initially this will come up blank. The manager will choose the schedule that they are to enter the shifts for. Then add the employee’s to the shift.
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Select the schedule fro the drop down list and then go to the insert drop down list and select employee. You will then get the window below.
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Tick the box to the left of the employee’s name and then click on save at the bottom of the window. The employees will then show in the work sheet/rota.
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Double click on icon next to the employee name to show the basic employee information. There is no option to update any information here. 

If you want to remove employee from schedule selected delete button. 

The delete option is only available to those users with Manage Schedules rights.

All future schedule entries must be deleted but historic entries must be retained. A warning confirmation message must be displayed… “All future scheduled entries will be removed for this employee.  Do you wish to continue?”

If employee is re-inserted into schedule you will be able to see their historic shifts.

To enter the shift information simply double click on the date in line with the employee this window will open.
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Choose from either the working shifts, time off, holiday or absence.

If you select a holiday or an absence this will show in the main system also if you put a holiday/absence in your main system this will also show in the rota.

Once the information is in it will look similar to the window below.
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There is a tools drop down list which can enable you to assign shift globally or copy existing shift patterns.
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Simply choose the dates and the employee to the shift and then click on save.

Staff Required

To add this row select insert staff required row from the dropdown.  The following pop-up will be displayed:

To add this row select insert staff required row from the dropdown.  The following pop-up will be displayed
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This adds a row at the bottom of the worksheet. The only mandatory fields here are the description and colour. 

The row in the worksheet will have the colour specified and if number is entered then each cell will contain that number for the date range entered. The number is defaulted to 0 and the start and end dates are defaulted to today. 

Once the row has been created then you can edit it by double clicking on a cell.  When editing the following window is shown:

Monitor Staff Coverage 
Staff coverage rows are grouped together after the staff required rows.

This row shows the shifts entered by various criteria.  For example if you want to see how many managers have been allocated you can create a coverage row.

You can use coverage row totals to display specific staffing details in a worksheet-format at the bottom of your schedule(s). Coverage row can show you how many employees or hours you have scheduled by position, shift and hierarchy such as: 

􀂃the number of maintenance personnel working the evening shift 

􀂃the number of medical assistants who have been scheduled time off 

Also, by selecting the “Not Scheduled” shift, you can track employees available to schedule. 

Coverage row totals can work with requirement rows to show you the differences, or variances, between what is required and what is actually scheduled. For example, if your customer service department has a requirement of three managers for the day shift, but you have only two scheduled, the coverage row total will indicate that you’re one manager short by displaying a -1 in the coverage watch row.
[image: image17.png]y Add Coverage Watch

tame: | ]

fitorby: @tead Ofmpioyee  Otiosnrt  OTime

Count  Hours Scheduled  Off O oty

Shows

otals Only
[ staff Required.

sy

Select coverage by Shifts,Positions or Hierarchy:

shiftts): [Defaut

morning [
Evening

o =]

e —
e B

e

S

Hierarchy: g [ Simply Personnel Demo

T





Staff Schedule report.

This report will be used to view/print your own or other people’s schedules.  

If you have the setting ‘View Personal Schedule (Read only)’  then you will not have the option to select an employee and will only see your own schedule.

If you have the setting ‘View Staff Schedules (Read-only)’ or ‘Manage schedules’ then you can select and view other peoples schedules.
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Running this option produces a report like below which can be printed off. Please show 24 hour clock.  My schedule and date are mandatory.  If an employee is selected then display schedule for that employee, otherwise all employees in the schedule.  Optionally can filter schedule based on the filter selected.







© The Simply HR Software Company
Page 4 of 11


[image: image19.png]