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HealthRoster – Finalise a Roster. How to video: 
https://vimeo.com/457817774/e650267d7c 

2 
Double click/tap the Purple Roster bar to display the Roster Panel. Select More and select Finalise. 

1 
Select View Rosters 

Alternatively right click on the Purple Roster bar and select Finalise from the menu displayed. 
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3 
From the Panel Menu select the date range of duties you would like to finalise (this is set to 
the month in arrears when the payroll period is due) and the duties you would like to 
include. 

You can also finalise by Team by selecting each team from the drop-down list. 

If you select Include All Duties this will finalise all rostered shifts including Bank and Agency 
shifts (Roster Creator and Roster Approver access only), if you would like to exclude any of 
the categories you should untick the Include All Duties box and then select the duties you 
would like to finalise individually 

 
4 
Review the shifts to be finalised and select OK 
The Finalisation Summary provides a breakdown of the type of shifts that will be finalised from 
the dates selected. 

The Unavailabilities to Finalise section provides a breakdown of hours for each unavailability that 
will be finalised . Users cannot finalise their own hours. 
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5. Select the check box next to the Finalisation Disclaimer and select ok to confirm you 
have the authority to finalise the shifts and then select OK. 
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