
1
Navigate to the roster and select the duty to add the unavailability to.

2
Select the duty to open the Duty panel. Select Add Unavailability.
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HealthRoster – Add Unavailability on the Roster – Duty Panel

3
The Add Unavailability panel is displayed.



4
The Unavailability Group can be selected from the drop-down list.

5
The Reason and Status are selected from the drop-down menus.
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HealthRoster – Add Unavailability on the Roster

6
The length of the absence period can be updated using the Dates or the Duration.

7
The Work Time can then be updated for each day of the leave if different from the default.



8
In Next Steps select the action for the duties assigned to the member of staff. A note can be 
added here if required.

9
Select OK to save the unavailability.
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10
The unavailability is displayed on the roster.

HealthRoster – Add Unavailability on the Roster



11
Right click on the member of staff's name and select Add 
Unavailability.
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HealthRoster – Add Unavailability on the Roster – Right Click on Employees Name

12
The Add Unavailability panel is displayed. Follow steps 4-10



13
Select the empty cell on the roster where the unavailability is to be entered. Double click in the 
cell.

14
The Add Unavailability panel is displayed. Follow steps 4-10
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HealthRoster – Add Unavailability on the Roster – Double Click Empty Cell



15
Hold Ctrl and select the empty cells for entering the unavailability.

16
The below action bar will be displayed. Select Add Unavailability
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HealthRoster – Add Unavailability on the Roster – For Multiple Members of Staff

17
The Add Unavailability panel is displayed. Follow steps 4-10.



18
Hold Ctrl and select the start and end date of the unavailability.

19
The below action bar will be displayed. Select Add Unavailability
.
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HealthRoster – Add Unavailability on the Roster – Select Start and End Date

20
The Add Unavailability panel is displayed. Follow steps 4-10.


