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

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

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

e Work completed on Telephone calls needs to be recorded for a minimum of 15
minutes
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5. Click OK to save the changes.
6. You can verify the timesheet breakdown on each shift once finalised.

s ST .

1 Fay urage Bana sb KN LJ -

Pay Scale Point es2()(D

i
I Timesheet Breakdown

Pay Code T Pay Time Award Rule Code Award Rule Start - End Work Time Earne
=2 (0C)Day 16:00 (OC)Day Week Day On Call  17:00-09:00  00:00 -
# Q: (OC)WKO  02:00 (OC)WKO Standard Call Out ~ 20:00 - 22:00 00:00 030
Q;’ (OC)WKO  03:00 (OC)WKO Standard Call Out ~ 03:00 - 06:00 00:00 04:3i
4 »
1
il
Award Rule Cod Award Ruli Start - End Rest time
K Rest Rest 17:00 - 20:00 03:00
K Rest Rest 22:00-03:.00 05:00
a B Rest Rest 06:00 - 09:00 03:00

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
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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:
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