
Assign Multiple Call Outs 

The Assign Call Out form allows you to add up to ten call outs. 

1. Navigate to Rostering > View Rosters > View Rosters> find the person and dates you want to 

assign call out for 

2. Locate Right click on the appropriate OC shift and select Assign call out 

 
 

3.   Assign Call Outs form will open

 



 

4. Fill in the fields in the Assign Call Out form. 

 

 Work completed Onsite needs to be recorded for a minimum of 2 hours 

 Work completed on an IT system needs to be recorded for a minimum of 2 hours 

 Work completed  on Telephone calls needs to be recorded for a minimum of 15 

minutes 

 

 

 

 

 

 

 

 



 

 

5. Click OK to save the changes. 

6. You can verify the timesheet breakdown on each shift once finalised. 

 

 

Swap On-Call shifts :  
1. Press and hold the ‘Ctrl’ button and select the shits that staff have agreed to 

swap. 

 

2. Right click on one of the highlighted shifts 

 

 



3. Select the ‘Swap Duties’ option from the list and the shifts will be swapped 

between the staff members. You can swap one shift at a time: 

 

 


