TRIOnline — TriMicro Cloud Rosters

RITMICTO

NEW AGED SOFTWARE

riOnline Roster
Procedure
Manual

BHSINESS SOLUTIONS

Revision: 20160512

Software North has been developing software solutions since 1981 and is now wholly responsible for the
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Interface

NB. We recommend using “Google Chrome” as the preferred internet browser.

Page Structure

When signing in to the TriOnline Roster, the main page should look similar to the
image shown below. This is the main (and only) page for the web application. At the
top is the toolbar, and underneath is the roster grid. When clicking buttons in the
toolbar or opening items on the screen, “fly-out” windows will appear. These fly-outs
allow you to view more detailed information, and edit the roster.
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Toolbar Summary

At the top of the screen is the toolbar. Here you will find (from left to right):

=  Grid Menu - click to hide/show the TriOnline sidebar.

e TriOnline Logo — click to go back to the home page for TriOnline, this will exit
the roster.

e Add - allows you to add employees, jobs, clients, and unassigned classification
rows to the grid.

o Pre-set Views Dropdown — pre-set views that have been saved can be quickly
accessed from here without needing to go through the full view options.

o Filters - Allows filtering of rosters to be selected.

¢ Roster Periods Dropdown — switches between rosters for each pay run
(generally 14-day period).

o Soft Refresh - reloads roster data.

¢ Notes - you can add and delete notes.
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e SMS - send SMS messages to employees and manage assigning shifts with
automated SMS.

e Reports — manages, runs and saves reports.

¢ Maintenance — manages key data types such as employees, areas, shift
templates.

¢ Notification Counter — displays a red circle with the number of unread
notifications (if applicable).

e Username - click this to manage your TriOnline account (also exits the roster).

Roster Grid

The roster grid is the focal point of the TriOnline Roster. It is a flexible, dynamic,
digital report that can be customized and filtered to show almost anything about the
state of the roster at your facility.

There are many ways to structure the grid, including grouping, and extensive filtering
options. Refer to the section on view settings for more information on customizing
the roster grid, and saving a grid type as a pre-set view.

Most of the day-to-day workflow will be done in the roster grid. Double clicking shifts
will open an edit fly-out to view and modify the details of that shift. Context menu
options can be triggered by right-clicking on almost any part of the roster grid and
its items, containing powerful shortcuts to other features. See the section on context
menu for more.

The roster grid can even be printed to a paper report. Refer to the section on reports
for more.

Rosters

Master Rosters

The first order of business should be creating and filling your master roster. We
recommend having a Master Roster which is kept as your base template. A Master
Roster should not have leave of any sort, and should preferably have no unassigned
shifts.

This is the roster that generally is copied to be used as a basis for fortnightly rosters.
You may have more than one master roster.
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Master rosters:

Do not correspond to any particular pay period.

Can be named.

Can be created, copied, and deleted, but not finalized.

Can only be edited by a user with elevated permission level.

If you have standard allowances that are paid on the same shifts each fortnight, these
can be added to the Master Roster.

This Master Roster is subsequently copied to a new Working Roster as you progress
from one payrun to another, meaning you only need to make minimal changes each
fortnight based on employees swapping shifts or taking leave.

Any operational changes should be reflected in your Master Roster which would then
be applied to all future Working Rosters.

Tip: You can have multiple Master Rosters (ie. if you have alternate fortnights)
However, be mindful that adding or removing terminated employees would need to be
done in all Master Rosters if you use them regularly as templates.

Regular Rosters:

Regular rosters are generally copied from master rosters and are your normal day to
day working roster.

Regular rosters:

Cannot be named.

Are numbered according to their pay run.
Can be created, copied, deleted and finalised.
Can be edited by basic roster users.

To select a roster, click on the roster selection dropdown:

i Filters #22: 04/04/20 @ 3
/.5 Fri 08/0) MASTER ROSTER  |10/..8: M
| #24: 02/05/2016
|—-.#23: 18/04/2016 |
e #22:04/04/2016 @ &2
| #21: 21/03/2016 Hiﬂﬂ

#20:07/03/2016 @
| #19:22/02/2016 @ |

s | e [ty [ Ly s || e

14:45
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Here you will see a list of your rosters both active and finalised. The number on the
left is the pay run number that the roster represents. The master roster(s) will be
named with no corresponding pay run number.

Selecting a roster from this list will remove the current roster from the grid and
display the selected one.

For more information, — refer to Switching between Rosters.

Create a New Roster

To create a new roster, click the “Maintenance” button in the toolbar. The first option
“Rosters” will be selected. From here you can add, edit or delete Master Rosters and
regular rosters that haven't been locked or finalised.

1. Select Maintenance near top right corner of screen

Motes (% SMS B Re s+ Maintenance

lon 11...9: Tue 12/...10: Wed 1...17:
16:30
)6:30

-

b |

b | -

06:30 06:30 [ 06:30 06:30 06:30

2. Select Rosters on the left.
In the top right corner is a button “Add Roster”, when clicked a second fly-out
will appear. In this fly-out you can choose to either copy a blank or existing

roster to a new master roster or payrun.

Then select Add Roster on the right.

I\/Ii'llienance —p (5 po0 ST,

RUM Description State Actions
Employees Master Roster Run 1
Jobs Master Roster Run 2
Areas 18 22/02/2016 - 06/03/2016
Templates 25 01/06/2015-14/06/2015
Holidays

Classifications
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First Roster View — when you create a new roster

The first screen for a new roster will look similar to this:

This is simply a blank Master Roster (for definitions and semantics, see Working
with your Roster).

Adding Entities

To begin adding entity rows to the roster (e.g. Employees, Jobs, etc.), simply click the
Add button located in the top left of the Toolbar (refer to Adding a new Employee
and Job).

Creating Shifts

There are multiple ways to create shifts on the Grid. One possible way is to double-
click on any empty shift cell (or day). You can also achieve this by pressing the
spacebar whilst a shift cell is highlighted or by right clicking on an empty cell and
selecting New Shift (see Context Menu).

Dragging Shifts

The roster grid allows dragging and dropping of shifts. This can be seen here:

[ 06:30 1403 ]

This allows shifts to be dragged and dropped to different days. Simply left-click and
hold whilst the mouse is over a shift and move the mouse to the desired location and
finish holding the left-click button on the mouse.

Cutting/Copying and Pasting Shifts

The roster grid also supports cutting/copying and pasting of shifts. These are
assigned to the CTRL+X, CTRL+C and CTRL+V shortcuts respectively. You can also
access these commands through the Context Menu (see Context Menu)
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When “cutting” a shift, the shift outline will change to a dotted border

When copying the shift border will not change. Once you have chosen the desired
location for the shift(s), pasting the shift(s) will move them if cutting, or create a copy
when pasting.

Shifts

The “Shift”

| 22:45 06:30 |
125 b

The term “shift” refers to the representation of a shift, service or task on the roster
grid. A shift shows defining information of the entity it represents at a glance. The
amount of data shown on each shift can be customised by creating a separate preset
view (see Views). Shifts also have their own context menu (see Context Menu).

Template Colours

Template colours are a flexible and powerful way to differentiate between and create
shifts based upon their beginning and end times (see Templates).

Clashes

A clash can occur on shifts, services and tasks. There are several criteria for a clash,
but the most common is when a shift, task or service overlaps with another that is
assigned to a single employee/job or client. Clashes are shown by a dark red colour
on the shift. The reason for a clash can be seen by hovering the mouse over the
affected shift:

CEIEFET | 06:00 14:30 | 06
8.00 KT 8.00 KT 8.0
08:30,16:30

7.50 EPRELE : : : .
Overlapping times for this shift
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Leave Shifts

When a shift or service is classified as “On Leave” the shift representing it will be
greyed out. The type of leave the shift/service is assigned can be seen by hover the
mouse over the shift:

22:45 06:30 22:45
7.25 £C 7.25

7.25hrs - Area: CAMPBELL - Leave: Annual Leave

Shift Indicators

On some shifts you'll notice there are indicators in the corners of some shifts. These
can indicate a number of things ranging from a note associated with the shift, to
showing that a shift has been reassigned elsewhere. (Refer to Working with your
Roster for more information)

NB: Refer to “Working with your Roster” for more information on shifts.

The Context Menu — (right mouse click)

The context menu gives you access to powerful tools depending on where you use it.
It is recommended that you try it on various sections of the roster grid, as you will
find very helpful features that will assist you in making large changes very quickly.

The context menu can be accessed by right-clicking on the roster grid and will alter
itself depending on where you use it.

The context menu can be triggered on:
e Shifts

Shift Cells

Employee/Job Titles

Tasks (CDC Only)

Clients (CDC Only)

Services (CDC Only)

Multi-Select Shifts

The grid allows you to select multiple shifts. Most actions such as context menus,
dragging and dropping, and cutting/copying and pasting are possible whilst multiple
entities are highlighted.
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Layout

The layout and structure of the roster grid is determined by the view and filter
settings. There are many ways to structure the grid, from the basic Default - Job Shift
View to the rather complex grouping and sorting views. For more information on how
to create, edit and delete views, see Views.

Unassigned Shift Rows

Unassigned shift rows can be created when a job is added to the roster without being
attached to an employee. They can also be created when a shift is designated as a
leave shift and needs to be reassigned.

From an unassigned row, shifts and services can be assigned to an employee by right
mouse clicking on the shift, dragging and dropping, or by cutting/copying and
pasting. (Refer to Working with your Roster for more information)

Coping a Roster

Single click to select the COPY FROM. Roster on the left
1. You can choose the Master Roster, an existing Working Roster (an existing
payrun) or a Blank Roster.

Create New Roster

COPY FROM COPY TO

Blank Mew Master Roster
Master Roster Run 1 H#19: 07 O3 2076 - 200,03
Master Roster Run 2 F20: 21/03/2016 -03/04
#F#18: 22/02/2016 - 06503/2016 #27: 04042016 - 17504
F25-01/06/,2015 - 14506/2015 H22:18/04/20106 -01505

H#23: 02/05/2016 - 15505
H#24: 16/05,2016 - 29/05
H#25: 30/05/2016 - 12706
FH#26: 12/06/2016 - 26506
2#01: 27/06/52016 - 10407
FO0Z2: 11 /07/20106 - 24707
FH#03: 25/07/2016 - 07,08
Z#04: 08/08/5.2016 - 271/08

2. Single click to select the COPY TO. Roster on the right.
In this example we are copying from Master Roster Run 1 to Roster #19

If a new master rosters is chosen, you will be required to name it. Master
rosters must have unique names. Then simply click the “Create” button and
your new roster will be created.

3. Click Create and a fly out will pop up to enable you to name your roster, then
click OK to save or Cancel to go back to the screen.
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Adding a new Employee and Job

Employee information is shared by the Payroll and the Roster. So immediately after
an employee is entered into the Roster, it will be visible in the Payroll, and vice versa.

If you have multiple rosters that all transfer to a single payroll database, then you only
need to set up the new “Employee” once. You then add a new and unique “Job" for
each classification and for each roster, the unique identifier for these is the cost centre.

Adding a New Employee

Go to Maintenance — Employees — Add Employee

aster2/

NMaintenance sHow ALL EMPYVEES & ADD EMPLOYEE
Hosters

|Employees

Jubs

Arsas

Templates

Holidays

Classificatcns

In the Roster, you will be asked to enter minimal Employee information:

Timeclock ID — only required for those with Timeclocks. Refer to Timeclock
Procedure — Employee Setup.

If you do not have a date of birth, don't worry, just put in 01/01/1970, and the
Payroll will correct this when the rest of the Employee’s information is added
NOTE: Once an Employee has been added, it will no longer be editable in the
Roster, with the exceptions being the 'Preferred Name field, Address, Phone
numbers, Email and the ‘Timeclock number'.

This Employee will now be in the Payroll database, with very basic information.
You need to ensure your payroll department still receives all required
information on this new employee to ensure they get paid (ie. tax file number
declaration, bank details, superannuation fund, police check, and any other
pertinent information as required).

Any other editing of this will now be the responsibility of the Payroll.

If you have made a mistake, do not enter in another new employee, or you will
now have two employees of the same name in the payroll database.

Be careful about spelling mistakes
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So far, all you have done is create a new person, but you are yet to indicate what
classification they are. Once the Employee is added, their Job/s needs to be added.

Adding a New Job to an Employee

Go to Maintenance — Jobs — Add New Job

Maintenance

Rosters D Employee

Classification Cost Centres

SHCW ALL

Type De

Gs ﬁADDJCB}
T2 ’

Employees m
|Jobs
Areas
Templetes
[lolidays

Classifications

Select the required information from the drop downs, then ‘Save

*nvironmental - [ evel 1 Kitch. . Homestead - Cleaning

*Cnvironmental - Level 1 Laun... 1lomestead - Laundry, | lomest...
*Environmental - Level 1 Clea...  Homestead - Cleaning
*Enviranmental - Level 1 Laun... Homestead - Laundry

*Environmental - Level 1 Kitch.. Homestead - Kitchen

Add New Job

Employee
Company
Classification
Cost Centre

Woark Type

ADAaN, Ardis

T TOTiMICIO Test Facility

P

P

C

c

C

KITCHFN v

LAUNCRY =

CLEANING v

LAUNCRY +

KITCHEN v

ClLEAMNT - *Enwvironmental - Lewvel 1T Clear

Homestead - Cleaning

Part-Tine

Start Date

Sawve

The start date MUST BE THE ACTUAL COMMENCEMENT DATE FOR THAT JOB.

REMEMBER that you may need to set up one employee with several Jobs based on
the Jobs they do. eg Cleaning, Kitchen, Laundry - this example would require 3 jobs
to be set up with the correct Cost Centre to each.

Any new jobs created should be communicated to your payroll staff, who will now
need to check the jobs and ensure that the payroll has linked any multiple jobs for
the purposes of:

1. Linking jobs for hours of service & progression through pay points

2. Removal of leave anniversary dates on new Casual jobs

Now that your new employee has a new job, you can now add this job to your Roster
and start assigning shifts to that employee’s job.
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You have now created a new employee with one or more jobs and you can start
allocating shifts to them in your roster. However, as yet they are unable to be PAID
until they are activated by your payroll personnel. They need bank account, tax file
number and superannuation fund information, amongst other requirements, before an
employee can be paid.

Areas

Your roster can allocate shifts to certain Areas, these will allow you to separate certain
shifts for your Roster Reports.

You can align these Areas to your Payroll Cost Centres, but are not linked to them in
the payroll in any way. To be clear, Roster “Areas” in your Roster do not transfer to
the Payroll "Cost Centres”.

Maintenance

Rosters m
RAIH
Employees KITCHEN
ks Linkreesm
v & ASHERY
Ateas 8 BOVD
(= CAMPRELL
Telrpmenes 7.0 CRUMMOND
Holidays E ELIROFA
alF FAIRVIEW
Classifications 10 L LALNDRY
17 M MAINT
I2 CLE CLEANING
13|07 oT
4R REGISTERED
Save Reget

NB:  When you add a new job to an employee, the default area won't be
automatically created until you add a shift for that employee on the roster and
select the appropriate area. This will then become the default area, however,
this can be changed manually if necessary. The TriOnline Roster monitors the
number of shifts rostered in the areas and will automatically change the
default area if more shifts are rostered in a different area.
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Templates

These are templates that can assist you in completing your roster, and also allows a
colour to be selected to highlight different shift types.

These are set up in the Maintenance section.

m.au

Maintenance

Rosiers 0 o Hare Start Firils HALIE

ET' '.|||'|'|.fﬂ“'_, 1 M Maming 00 5
ol :

Fe i} Ay 10:00 100 1.5
Areas

|
A Aftemosn 1430 30 15 - ;
Templates o =

Holidays 4 n Hght hAT 30 15

| Frabdiara Tl
Classifications

Save Cancel

In the above screen shot, there are 4 basic shift templates.

If you look at your general roster grid, all shifts are coloured, and are represented by
the colour that matches closest to one of the Shift Templates.

These colours can be changed.

e You cannot edit the ID column this will be automatically allocated as to the
number of codes added.

e You can edit the Code of your Shift Template ("¢ column)

e You can edit the description/name of your Shift Template (3™ Column)

e You can edit the start and finish time of your Shift Templates (4" & 5th
column)

e You can edit the colour code (6" column) and also use the same colour for
additional codes if you wish.

e The default templates can be amended and additional templates added.

NB: BE CAREFUL - if templates are deleted, these will be removed from the roster.

To delete a template, click on the X on the right hand side and it will be removed. To
save any changes, click on the save button. If you wish to cancel any changes, click
on the reset button and the template will refresh automatically.

TRITMICTO 15




TRIOnline — TriMicro Cloud Rosters

When you are looking at your normal roster grid, you can simply select a blank day
for an employee, and type the “Code” from the 2nd column, this will enter in the
default shift for that code.

L JTT WOl | ulk Wiy o G
E | AR ITaME | demags | [ ] ) 1AL
- 1___',_ TR -u " | [—T e
o LB K3 1 IGb- 1545 LT FETE ) _IEEE . TRAE
Select tha empey cell and typa 1in the | -
Cioda for the glpl'crrtﬂrrplmg :l?j'h‘!sh o I will cresaie & Shifl that matches the
add - inthis casa g "D | cocde "0 from vour =Rl templates

TS T

I:l:l ! T T
fL O . (TR TTT
o i - 15 bl i
FA T | ™
T . T T TE )
_____ TR i _imii- Ak
[ETT—. - T [FITERE
T T |
wE b
I
[ TP - =
| 10l - 1988 ! - B ._
R T - 1530 B0 -RE3 OF R 1500 |

g e
Example - highlight the shift and if using the same templates as the above screen
shot (where D is the Day Shift 1000-1800)

If you type "D" onto your roster grid with the blank cell selected, it will create a Day
Shift from 1000-1800 (or as determined by your own individual Templates that you
have set up). Refer to the Templates section

Multiple Cells at once

You can select multiple blank cells, by holding control as you left click on the shifts,
and then type in "D" and it will add a Day Shift from your template into all selected
cells.

In the below example, if you have three cells selected and type "D”, it will
create a day shift in all three cells

1 1~ 1580
0 3k Tkl

D0 iEE0 (TRl I T TR T T T
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would become

B ) e pren e A T4 e s 1

M, Bam LI - 1200 6101935

230 - FLm 1038 - 1§38

Additionally, if you are editing an employee’s shift, you can simply click on the
Shift Template on the left hand side to edit the shift to match one of the other
templates.

For example, if the current shift is a Morning Shift 0630-1500

Edit Shift - "2 - Day #5 - *Assistant Nurse Leve...
IShlft @ Afternoon Start Finish Hours In Charge ltem
,\| 06:30 15:00 8.00 Laurdr}' Shift
|,_, o
® Morring v Linen Ha... Hour

Costs - ! Mea ltem

Cuzl. v
Notes on Call... Item

Area  DRUMMOND v Uniform  Shift

Save Canceal

Then by clicking on the Afternoon Shift, it changes the times to the Afternoon
Shift template without having to type them in separately.

® Afternoon art Finish Hours In Charge Item

Day 1430 2230 750 Launcry  Shitt

Cloclk
® Moming Leave - Linen Ha... Four
Costs ® night s Meal ltem
ual. ¥
MNotes On Call .. ltem
Arca DRUMMOND M Uni‘orm  Shift
Save Cancel

Therefore, if you have a range of standard shifts, you can edit your Shift
Templates to match and this may assist you in making any roster changes you
need to make, or managing your Master Roster.
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View Settings

Summary

To open view settings, select “Edit Views..." from the pre-set view dropdown, or you
can click the “Filters” button. Here, you can fully customize how the roster grid is
displayed in TriOnline Roster. You can also use this to adjust some settings for
reports that rely on view and filter options to work properly. As soon as you make a
change by ticking/unticking an item, it will automatically change the status to
“unsaved view"

Pre-set Views

TriOnline Roster comes with a set of default pre-set views that you can use as a
foundation for creating custom views of your facility's data. Each pre-set view is a
specific combination of view and filter settings, set in the “Default-Job” fly-out. You
can easily switch views from the pre-set dropdown at the top of the page, in the
toolbar.

Creating Pre-set Views

To create a new pre-set view, first open the “Default-Job” fly-out by selecting “Edit
Views..."” from the view dropdown. Make all necessary changes to the current view
settings (across all tabs) as required — see view settings section for more information.

Once finished, click the “Save Pre-set” button at the top of the fly-out and enter a
name for the pre-set.

Removing Pre-set Views

Open the “Default-Job” fly-out and select the pre-set view you wish to remove, then
click the “Remove” button. Note that you cannot remove system pre-set views at
launch.
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Editing Pre-set Views

Open the “Default-Job” fly-out and select the pre-set view you wish to edit, then
click the “Edit” button. You can then change any parameters for the view and click
“Save”.

Basic

The most common options are found in this tab, and generally deal with higher-level
options, as opposed to the more granular settings in the label and filter tabs.

Views Job Shift * % ReMove Basic Labels Filters
Tahle Structure Job — Shift » Timeclock Tolerance Compare Mode
-30 5
Group By No Grouping v All 30
Days to Show
¥ i < i
Compact View Ghosted shifts i = i ” 5 # 1
#| Leave Shifts ¥ Worked Shifts = 4 td 4 v v '
# Unassigned # Employee Jobs #8  #9 #£10  #1 #2 #0314
¥ Agency Jobs | Shift Gaps - - - - - ’ ’
# Verified Shifts #| Unverified Shifts

Compact View

When checked, shifts, labels, and totals will only show one line of information —
significantly reducing the amount of vertical space used. This varies by screen
resolution, but on many monitors this means only the first two labels on the shift will
be shown. Note that this will not be applied to grid reports. (refer to Working with
Roster for more information).

View of roster - select “Default — Job Shift” on the roster grid, then select Edit Views
at bottom of drop down.

Views Default - Job Shift ¥ Basic Labels
able Structure  Job — Shift v  limeclock Tolerances Compare
30
Group By Neo Grouping v all
Days to Shov
# Compact View + Ghosted shifts # 0 o3 ik ac
« Leave Shifts + Worked Shifts b ¥ i L ¥
# Verified Shifis # | Inverified Shifis s =0 #10 #11 #17
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Compact layout Non Compact Layout
- . [ 0630-1430 1 12:30 - 2230
i 06:30-]14:30 J'i 14:30 -2220 | i Ni&-T.50 || SICKNOCERT -7.50

Feel free to experiment with these options to display the Roster Grid in
your preferred Views. You can also save a “preset view” of a preferred
roster view.

Ghosted Shifts

When checked, items that are hidden (either because of filter settings or the other
basic view toggles) are shown as "ghosted” transparent shifts. When unchecked, they
will be hidden completely from view.

Other Basic View Toggles

The checkbox denotes whether these items are shown. These do not apply to reports
apart from the grid report.

e Leave Shifts — shifts that are on leave (generally these appear as grey and
semi-transparent)

e Worked Shifts — shifts that are NOT on leave

o Verified Shifts — shifts that have been verified through the time clock compare
process

e Unverified Shifts — shifts that are still yet to be verified through the time clock
compare process

e Permanent & Casual Jobs — you can view the roster with either or both jobs

e Employee Jobs — jobs (rows) worked by payroll employees (as opposed to
agency or unassigned)

e Agency — jobs (rows) worked by agency employees

e Unassigned — shifts that are not assigned to a specific job

e Unavailability — employees who are unavailable for shifts

Table Structures

e Job / Shift
e Eachrowis ajob
e Shifts are shown in the cells
e Unassigned shifts are shown at the top, grouped by classification

e Employee / Shift - Each row is an employee (otherwise similar to “Job / Shift")
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e Rostered Time / Shift
e Each row is a shift time (start and finish)
e Shifts are shown in the cells, grouped by their original rostered times

e Actual Time / Shift - same as "Rostered Time / Shift", but grouped by the final
time after verification

Grouping Options

Grid can be grouped by multiple attribute types. Not all of these will make sense in
your chosen table structure, so user discretion is required to make meaningful views.

e Area - applies to shifts, services, and clients
o Classification — applies to shifts, and jobs
¢ Shift Template — applies to shifts, and tasks

Time clock Tolerances

These four sliders indicate what criteria is being used to separate shifts that match up
close enough with the time clock clockings, from those that need to be manually
checked as part of the time clock reconciliation or time compare process. The first
two sliders indicate the arrive early (blue) and arrive late (red) tolerances. The second
line indicates the leave early (red) and leave late (blue) tolerances. Blue means the
shift was extended due to the actual clocking time, while red means that it was
shortened. Refer to Time Clock — Roster Compare Manual for more information.

Compare Mode

e Shift colours are stripped to make the red/blue/green coloured text easier to
read

e Double clicking on a shift will open up the edit window for the shift
automatically opening to the clockings tab

e Clockings that are not matched to shifts appear in the cell of the
day/employee they belong to

e Clockings for unmatched time clock IDs are shown grouped by row at the top
of the grid

e Employees without a time clock ID are highlighted

e Context menu options for shifts is changed to show compare-specific options

Note that while compare mode can be used in any combination of views, it is
recommended to use with employee/shift view, hide leave/unassigned shifts, with
shift labels showing “Start”, “Finish”, "Clocking Times", and “Original Times". If this is
confusing, just use the system pre-set view for time compare instead.
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Days to show

Use the checkboxes to show/hide individual columns in the grid. Click and drag to
quickly toggle multiple boxes on and off at once. Weekends are highlighted in a light
blue for convenient day of week filtering.

Labels

TriOnline Roster allows you to customise the quantity and order of labels that appear
in both the first row, the total row, and on the shifts themselves. Each view can
selectively show the important information, without being forced to display
information that is irrelevant for the view's particular purpose or your facility
structure.

ViE‘WS * 4 SAVE PRESET Basic Labels Filters
Rows Shifts Totals
“ Entity Name | Start ¥ Total Hours
# Classification # Finish Worked Hours
¢/ Phone Number # Clocking Times Leave Hours
¥ Program # Original Times Total Cost
Address Hours Contract Hours
Area Name Area Code Count
Client Group Cost
| Job Work Type Leave / Qualifier
Template Name Template Code

Template Explicit
Employee Name

Classification
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These show in the first column of each row. Most only make sense in specific table
structures, so user discretion is advised to make meaningful view combinations.

Shifts

Entity Name - the name of the job, employee, classification, service type,
client etc.

Classification — applies to jobs

Phone Number — applies to job, employees, clients

Program — applies to client (CDC only)

Address — applies to jobs, employees, clients

Area Name — applies to clients

Client Group — applies to client (CDC only)

Job Work Type — applies to jobs

Template Name - applies to shift times

These show inside of every shift in the grid. On most monitors, two small shifts (or
one large) will fit on each line.

Start — the time that shift starts

Finish — the time that the shift finishes

Clocking Times — shows clockings that matched up to the start and finish
times — these are colour coded when the compare mode option is checked
Original Times — shows the original rostered start and finish times before
verification took place

Hours — paid worked time

Area Code - code of the area (if applicable)

Cost* — total cost of the shift, including allowances and penalty rates

Leave / Qualifier — e.g. "Sick”, "AL", “Train", "PHBR" etc.

Template Code — code of the closest template matching the shift — see
“Templates” for more

Employee Name - full name of the employee working this shift (if applicable)
Classification — code of the classification that this shift is rostered for

* Note: costings in TriOnline Roster are not yet guaranteed to be exactly accurate,
and are a (close) estimate of what will be paid. These costings will become more
accurate over time, but will never be 100% if there are unassigned shifts remaining.
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These show in the last column of each row (total cell), and in the bottom row of each
grid (total row).

Total Hours — the full count of hours

Worked Hours — only includes hours for items that are NOT on leave
Leave Hours — only includes hours for items that ARE on leave

Total Cost — the sum of shift costs

Contract Hours — hours contracted for this job/employee per pay period
Count - the number of shifts/tasks

Filters

This tab of the view fly-out enables you to toggle what will be shown in the grid (or
on reports). Each type of area, classification, template etc. will have a checkbox to

toggle

it as shown or not shown. Each group (area, classification etc.) has a global

checkbox to turn them all on or off at once.

' i e S 1Yh
Views * X BEMOVI

4

The items that can be filtered are:

Areas — applies to shifts

Classifications — applies to shifts, and jobs
Templates — applies to shifts

Cost Centres — applies to jobs
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Normal Roster View

.E T—RI onhne =+ Add % [efmt - Job ¥ Filiess A ONEE Y & + Motes B B Repariz A Maimienance

Mon 02 T Tue 03/ 3 Wed 04, 4 Thu 05/, /5 FiGai056 SEcay. T Sur 087 B Mon 9. 9 Tue 107 To Wed 111 Thu L T2 Fri 130 13258t 14 _ 145 1 _ Hre
| #Errated Murse w Beag. Y =c
. "-Eegﬂlened Hurs.. IEIB.E-CI D20 Hb:3D I]El:'JU 0 ] B:20 [

| AFPEREON. Akina 16:30 0530 06:30 n5:an e ) 050 16:30 06:30

ATHEY. Ananz 030 6 20 fi:an a0 Dy 630 a0 [1[%c] (il 5] 3

E AUGEBURGER, Ap w00 G50

E AWANE, Abbey P45

: BURGETT, Beatis ] 000 g e oe:on 500 0600 [=0]

Day & Dates — these are displayed at the top of the grid for the selected
roster period.

Employee “jobs” - being paid or added are listed on the left, top to bottom.
Employees can have multiple “jobs” — ie. different positions or cost centres.
Unassigned Shift — these are displayed at the top of the roster.

Total Hours for each employee’s job - appear in the right hand column. To
view total hours worked for each employee over multiple jobs, select

Totals hours for each day - appear at the bottom of the roster — may have to
scroll down to see this totals row.

Working with your Roster

Add to Roster

To add items to the roster, click on the "Add” button in the toolbar (on the left). Click

to select the jobs, classifications, or employee that you want to add to the roster.

Then click the "Add"” button with the tick and the employee will be added to the
roster. Alternatively, double-click on a row to quickly add that single item.

Add

to Roster

« ADD ) Roster Jobs Unassigned Clients

D Employee Classification Cost Centre

26 ALDER, Alphonso *Home Care Employee level 3 THC - Care

33 ASPER, Agustina *Home Care Employee level 3 THC - Care

AN LIS TIAR halaa. Fllaman Mare FCoamlagaa lacal TN LN
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1. Shifts can be dragged & dropped, by selecting one shift and holding down the
left mouse button, before being moved and dropped on another day/employee.

2. Shifts can be copied & pasted to another employee (or on the same employee)

3. Many changes are made by doing a right click on a shift (or group of multiple
shifts) and selecting from the available menu list.

GEa0 1400

1830 1500
EE45 0E A0

G0 1430
14:30 k30
00 %00
&30 1&00

If you
screen

D630 1400 0630 14:00 | 06301500 | 0630 1330 | 060 100 | 036 1500
TR0 1430 TGN E e
[ 15:00 108F ¢
e PR (Hans T Pr———
10220 1900 TR T M 10 1200
2245 0630 || 22:85 063 s it T -
0620 1500 630 1500
OB:a0 140 o 0530 1430
14:45 2300 b 15:00 1945 | 1600 1945 1445 7300
TEET T A 1400 1550 1400 1900
06:30 1600 | 0630 160 % Ceeve el 0630 1500 | O&30 1500
D0 1430 0600 1430 0600 1430
06:30 16:00 | 0630 1500 | 0630 1500
15:00 19:45 1500 1945 1445 300 2245 06:30 | ZT45 9530

are simply editing a single shift, you can double click to open up the Edit

4. To select a group of shifts to change, (ie. the same change to multiple selected

shifts)
a.

SLA Raman
AR, Wesrpal

Click on the first Shift — hold down the shift key on your keyboard — click on
the last shift. They will all be highlighted yellow.

Right click on one of the highlighted shifts and you will then have the same
selection menu to change the group of shifts

]leuu-:uuu o | 5003000 || 15.00-20-00| T1=uu ‘uuu| 5 01 -0 00 | 15.00 - JETTI":j

§1500. 1500 OO0 560

5. Multiple shifts can be selected and moved simultaneously

- To

select continuous shifts

Left click on the first shift. Then hold down the Shift key on your keyboard.
Whilst holding down the Shift key, left click on the last continuous shift.

All

shifts from start to f|n|sh will be hlghllghted for you to edit accordingly.
RRES

| | 15:00.- 19:45 Il 14:30 - 21:45 ||
06:30 - uguu / nssu 434.1\\/ 06:30 - .4&0,\#% 06:30 - uusuzf
10:30 - 13:00 |E

_ 10:30-19:00W QEI

N30 - T5-00 ||| NR:-A0- 1500 ] Mh-30 - 150 il MR-300- 13530 Ii NA-30.- 1430 I
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- To select ad-hoc or random shifts
Left click on the first shift. Hold down the Control key on your keyboard.

Whilst holding down the Ctrl key, left click on all ad-hoc shifts that you wish to
edit.

All individual shifts selected will now be highlighted. If incorrect shifts have
been highlighted, left click on the screen, this will remove selected shifts.

FEA S Ll (i R (AL AN TaLl) [P a.il:-:

R a— P N, -
136 1588 :
e
&\ v JLETEL i)
&R 19
i il - B iy - L B

TIP:  DOUBLE CLICK on an Employee’s Name on the left hand side to SELECT
ALL of their shifts on that Job.

Bl - LR

6. To swap two shifts between two Staff (or on same employee).

Click on one of the two shifts you wish to swap then hold down the Ctrl key
then click on the other shift to be swapped — both shifts will be highlighted in
yellow. Then right mouse click and select Swap Shifts. If you swap a shift and
it displays in RED as displayed below, if you place your mouse over, a pop up
will display notifying you of the reason. Eg shift overlaps, total rostered hours
at the bottom of the page are different due to the hours in the shift.

5 23:00
14:00 19:00 || 14:00 19:00 | 14 }U 1945 1500 19:.
D 1500 |[ 06> imnn 1 -
Diml & Edit... (Space) 4.45 23 il
— | —66 + Mew Shift_ . (Insert) 15-:00 |_|:|_6?3 '. ,'
Tg == Add Unavailability 19:45 7:{4‘47 " ; o
ﬁi@:l . % Cut (Ctrl + X) I 1-4“'45 23-““
D 19:45 = : Copy (Ctrl + G} 19:45 || 150 21'3[' ﬂ?:{m
e 23:00 | 14:3 ; 08:30 16:
D 16:30 8 ; i
0 13:30 | J00 | 06:3 [
S : 301330 || 06:30 15:
06:30 15:00 || 06:3 — e
n 19-0nn 1030 17-20 | REAN 4 K

- This can be two different employees on the same day
- This can be two different employees on different days
- This can be two different days on the same employee

A confirmation box will pop up, asking you to confirm that you wish to
swap the two particular shifts that were selected.

7. Split Shifts are possible, please note that such split shifts will need to be checked
for the total hours. Breaks are automatically deducted from shifts based on the
criteria set in the Payroll system.
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8. Adding Qualifiers to a shift (ie. Overtime, Public Holiday Base Rate, Training)
a. Select the relevant shift/s and Edit as per Steps 1 or 2 above
b. Click on the Qual. Box

c. Select the Qualification from the drop down list and save the changes.

NB. If more than one shift is selected, the Qualification will be applied
to all shifts

9. Staff Unavailability can be selected by right mouse clicking on a shift, (refer to
screenshot below), then click on the “Add Unavailability” and a fly-put window will
appear. Enter unavailability details, which also include the ability to select as
recurring.

p Add Unavailability
Employee Jules v
oy Jlle
lime lemplate Start Time
X |1 JU|e5 End Time
ﬂ ’ K&lhl Start Date  02/05/2016 Day of the first (or only) block
Kalh| Mecurring  Once Only + Optional: how often this recurs
—‘ ' End Dale Oplional: lasl applicable dale
Save | | Cancel
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10. Allocating a shift as a type of Leave

a. Select the relevant shift/s and Edit as per Steps 1 or 2 above
b. Click on the Qual. Box

c. Select the Qualification from the drop down list and save the changes.
NB. If more than one shift is selected, the Qualification will be
applied to all shifts

d. IMPORTANT - Check that your Enterprise Agreement or Award allows for
the payment of the leave type you are selecting.

Tip: Maternity Leave” is often the cause of incorrect rostering and care
should be exercised. Maternity Leave is NOT the Gov't Paid Parental
Leave. Maternity Leave only applies if your Enterprise Agreements allows
for it, which is in addition to any Gov't paid parental leave scheme.

If your Employer does not offer Maternity Leave as part of your
conditions, but your employee is claiming the government’s 18 weeks
Paid Parental Leave, this 18-week period should be rostered as Leave
Without Pay (LWOP) in your roster. Your payroll staff will add the
relevant fortnightly payments into the payroll system based on
documents provided to them by Centrelink.
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e. When you select a leave type (ie. annual leave) you then have the option to
assign that shift to another employee who will work the shift, unassign and
move the shift to the unallocated shift area at the top of the roster, or to
do nothing (ie. not replace the shift) — please refer to diagram below

Edit Shift _Beatris - Day #1 - *Environmental - Leve...
|Shift @ Afternoon Start Finish  Hours (I Drivers ... Item
@ Afternoon 06:00 14:30 8.00 < Laundry  Shift
Clock .
Day Leave Annya e v [ Linen Ha.. Hour
Ccsts @ Morning < Uniform  Shift
Notes ® Night

Reassign Unassign

11. Areas — If your roster has different Areas, these can be allocated to particular
shifts. These areas can then be used for filtering the view of your roster.
Use steps similar to those above and edit the Area (if available)

12. Allowances
a. Select the relevant shift/s and Edit as per Steps 1 or 2 above
b. Available allowances are listed on the right hand side:

i. If automatically applied from the payroll — they cannot be edited or
deleted;

ii. Additional allowances can be selected if applicable to the shift.

Edit Shift _- Day #7 - *AssisyMNurse With Certi...
|Shif‘t @ Aftemoon Stert  Finsh  Hours

Day 1430 750
Clock @ Morning
Costs @ Night

Leave

l.
Motes de

Lrea DRUMMOND

‘ Save ‘ Cancel
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13.To filter and reorder Groups on your Report

You can FILTER your roster to show only certain classifications, areas, shift
types, or cost centres.

Tick the box next to the Group if you want to include it in your report

You are also able to reorder the headings — a single click and hold on these
toggles in the view screen, allows you to drag and drop the headings into
different positions.

# Acting Assistant L
# Acting Community

A i Dlisi i Taee
W ALY POy LArE

Thirmodme TH

=1 -

These 2 tools determine the way these Groups appear on your screen and on
reports, just the way you want them.

If some classifications are not showing, ensure that filtering is set to show all
classifications. If new classifications are added into the payroll database, you
may need to reset your filtering to show all classifications.

NB. If one of your filters is NOT marked as selecting all, your Filter button
will appear shaded in red.

All IE]JEerg__set to select ALL All Filters NOT set to select ALL
& Add q@ Trier FRoznzone § il lnedber  Thin 820

led 03/12 ‘ 2T 3 Fri 05012 ‘ 41 Aemansl Al e lThim SZCARMIL rermd A
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14. Shifts that are allocated as leave and were reassigned to another employee.
If the shift was reassigned or is linked to another employee, there will be a red
tick mark on the top right corner. The employee or shift will be listed when
you open the shift for editing. Shifts that have allowances added have a blue
tick mark on the top left corner.

|
11:15-14:00 | | 09:45-14:15
07:30-15:36 ~ T Q#30- 157
07:00 - 1 07:00-11:00 || 07:00-11:00

__—-—-"-f

| 19:00-23.00 || 19:00-23.00 || 17:00-20:00

Adding an Employee’s Job to a Working Roster

When you have selected the relevant Roster (a Working Roster or Master Roster) you
can add either a new Employee Job or an Unassigned Shift (Classification).

e Unassigned Shifts will appear at the top of your Roster, and can be assigned to
employee’s at a later date

e Employee Jobs can be added to the list, and shifts can then be added to this
person'’s job

Click on Add — Add to Roster is displayed, then select the employee and job that you
need either by entering their name in the “search” engine, or scroll down and then
select the employee. You can then double click on highlighted employee and they
will be added automatically or click again on the add button.

;
= TR Q Jobs  Unassignad
O Employes Ciassfication Cost Centre

FICIIHE ST Lo
i :

305 ADAY. Ardis *Emvvwonmental - Level T Lacndry Hamestaad - Laundry, Hamest
GE0 AGUDELD, Alshes *Ermwonmental - Level 1 Cleaning Hamesiead - Cleaning
GE3 AGUDELD, Alsha *Ervmonmental - Level 1 Laundry Homestead - Lavndry

BE4 AGUDELD, Alsha *Eivwwonmental - Level T Kitchen Hamestead - Kilehen
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If you have accidentally added the wrong employee, select the employee and right
hand click and select Remove Roster Job and the employee will be removed from the
roster. Currently the “View Job" navigates to all employee jobs, and the “View Task
Report” navigates you to another screen — both these features are currently being
developed. The “"View Employee” navigates to the employees’ details.

SON. Angelica |

PE ﬁ View Task Report.. ]—
8 view Employee..

OF| @ Vview Job...

1E
I"a Remove Roster Job... -
SSpumeenApr )

REMEMBER: IF the particular Job you need for an employee is not available, (ie. The
employee needs multiple jobs for different cost centres or pay rates) do not hesitate
to add a new job to the employee. Refer to “Add New Job” on previous page.

Be mindful that your payroll team may need to link your newly created jobs with pre-
existing jobs, to ensure that the employee progresses to higher pay points when they
work sufficient hours. Please discuss with your payroll staff if you have any questions.

If an employee has more than one Job, it is also IMPORTANT that you do not assign
shifts to a Job that belongs to another Cost Centre. This could cause the employee to
be paid an incorrect rate of pay for that shift.

Removing an Employee Job from a Working Roster

If you want to remove a job from a roster, you need to remove any shifts first.
These can be moved to another employee, unassigned, or deleted altogether, please
refer to the section (Working with Your Roster)

Once you have removed the shifts to suit your requirements, you can right click on
the employee’s name and remove from the roster.

If an employee’s job has been terminated in the payroll system, it will now appear
shaded in RED on your roster. This should be removed before you wish to transfer
your roster to the payroll on payday.
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Removing a Terminated Job from a Working Roster

If an Employee has been terminated, or, an Employee’s job has been closed AND,
their jobs remain on a Roster, it will be shaded in RED as above.

You need to remove the shifts from this employee, either by:
e Unassigning them to the top of your roster for future reassignment — this can
be done either by dragging or copy/paste the shifts;
e Deleting the shifts altogether by right clicking on the employee’s name and
selecting "Remove Roster Job. This will delete all the shifts for the roster job
and employee.

NB:  When transferring the Roster to Payroll, shifts on the terminated job/s will be
ignored. In the event that an employee with multiple jobs has one of the jobs
terminated, the remaining jobs and shifts will transfer to the Roster.

Switching between Rosters.

How to Navigate from the current roster to the next (or previous) roster - You can
simply click on a blank area of the screen and swipe to the left or right of screen to
slide from one roster to the next (or previous).

Alternatively, click on the Run number in the middle of the screen, this will bring up a
drop-down list and you can select which run number you wish to view.

Note that the date corresponds to the starting date of the period and all master
rosters are shown at the top.

ot | [@ niTps//inoniine.com.au/rosters

TRICNTINe 4 Add  *Default-Jobr T Filt
f 1: Mon 04..2: Tue 05/...3;: Wed 06._.:4: Thu 07/...5: Fri

e s

#22: 04/04/20
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Locking A Roster

In the Maintenance fly-out under the “"Rosters” option is a list of your current rosters.
After the roster name you will see two (2) checkboxes. The left checkbox will only
allow employee viewing, whilst the right checkbox locks the roster. Refer to
screenshot below.

Maintenance [ ADD ROSTER
| Rosters Run Description State Actions
Employees MASTER ROSTER = g =
Jobs MASTER ROSTER 2 = . X
Areas 24 02/05/2016 - 15/05/2016 oo - X
Templates 23 18/04/2016-01/05/2016 @O a2 =
Holidays 22 04/04/2016 -17/04/2016 i @
Classifications = 21 21/03/2016 - 03/04/2016 Alows Y @ @
Emproye_e Locks the
20 07/03/2016-20/03/2016  Vviewingvia l v Roster
online portal
19 22/02/2016 - 06/03/2016 7 &

Approving & Finalising your fortnightly Working Roster

Select Maintenance and then Rosters

Maintenance P ADD ROSTER
| Rosters Rin b Th] Stata LETi0nG
Employess MASTER ROSTER "

Jobs I2/05/2016 - 15/05/ 2016 . X

Areas 18/08/201 6. BDSRIAE ' |
¥ Chack this to mark -
Templates M/O420T  thatosieras B AR

available for l unazzan the

Hedidays /03201 emplayaes b foestar and
S aw charge it inta
Classifications /U3 2000 B - 00 D s
Ciheck thesta mark tha
I2/022016-06/0F  Tostarasfinalised and Check this
lacked, Canthan bs to-daketn
iransferrad b Fayrod ihe rostar
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1. Make the roster available for Employees to View (if you utilise the Employee
Web Hub)

2. Mark the Roster as Finalised and Locked (if you have the appropriate level of

access) — so that it can be transferred to the payroll system

3. Unassign it and form a new Master Roster
4. Delete the Roster

Finalise A Roster

If you intend to import your roster to payroll it will need to be finalised. The right
checkbox next to the name of the roster will finalise (and lock the roster if it hasn't

been already). This finalisation will trigger a recalculate, which will simply check the

roster for any unexplained discrepancies from a data standpoint. Once that is done
(this can take some time) your roster will be finalised and ready to be imported.

NB:  The Roster should only be locked and transferred after all work is complete,

including your TimeClock Compare.

Unassigned Shifts

You can UNASSIGN shifts, which then move those shifts to the top section of your
roster (above a bold line) — you will notice the classification appears instead of an

employee name.

<« C' [ trionline.com.au/roster/?r=31
[T
N + 06:30 - 15:00 06:30- 1300 14:30- 23:00 | 16:00 - 20:00 M 1450 - 20:30 II 06:30 - 15:00 06:30
14:30 - 23:00 1430-20:30 | 06:30
06:30
14:30
14:30
G501 06:30 - 14:30 06:30 - 14:30 06:30
GS04 09:00 - 15:30 09:00 - 15:30 09:00 - 15:30

Bl IGTON, Samant...

Bl AN Bemadett 12:00 - 16:00 08:30- 16:30 08:30- 16:30
Bl Michael 08:00 - 16:00 08:00- 16:00 ( 08:00 - 16:00
Tl HARY, Surendr... 16:00 - 20:00 16:00-20.00
5 A, Ta maitimate. .. 08:00 - 14:30 08:00 - 16:00 08:00 - 16:00 | 09:00 - 13:00 08:00
DI RUZ Joana 14:30- 20:3 14:30 - 23:00 23:00
FI - Mele 23:00 - 07:00 23.00 - 07:00
FI  RALD Diane 06:00 - 14:00 06:00 - 14:00 06:00 - 14:00 ( 06:00 - 14:30 06:00
G 4 MaDivina . 06:30- 15.00
H  leen 06:30 - 16:30 06:30- 13:00 | 06:30 - 15:00 |

17:00 - 20:30
H  DEN, Julie 07:30 - 13:00 ( 06:30 - 14:00 07:30
H N Yasmeen __ 06:30 - 15:00 06:30- 15:00 07:00- 15:00
Wk, ANNE 14:30- 23:00 I 06:30-13:00 | [ 14:30 - 20:30
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This can be done in a number of ways:
1. Select a shift (or multiple shifts) and right click to select Unassign.

2. Allocate an existing shift on an employee to leave, and select REASSIGN
-0

ﬁ # Edit... (Space) |=

o= Mew Shift... (Insert)

— Add Unavailability... ——
st !

== __{]E
#% Cut (Ctri+ %)

| Y Copy(Ctrl+C)
. 08
LI 4 ':L Unassign...
[ Reassign... - =
] % Delete (Del)
s SE iE Or

Once shifts are "Unassigned”, they can be Reassigned to an employee at a later date.

NB: The Hours of Unassigned shifts are included in the daily totals at the bottom of
the roster. Unassigned shifts will also display on Reports and be included in the total
hours.

Some reports allow the option to to exclude Unassigned shifts before generating the
report.

Agency Workers

TriOnline has the ability to include AGENCY shifts into your fortnightly rosters.
Once set up, any Agency shifts would appear towards the top section of your roster
grid, below any Unassigned Shifts and above the Employee shifts.

/ idrline - £l b E : — —
J °Tr|0rl|ne Rostzr Manag ,

<« C | [ trionline.ccom.au,roster/ir=31
TRICTININMEe & <add @view Tritr Me:2400204 | @ | SHistoy | &
Employze 1: Wec 24/09 2Tu2s09 | cFnosis | 4saomm |
AN ] 06:30- 15:00 I 06:30 - 13:00 I 14:30 -23:00 M 16:00 - 20:00 |
14:30- 23:00

L7 AGENCY, AGENCY ...
L7 AGENCY, AGENCY ..
77 AGENCY, AGENCY ..

GTON, Samant. .

B

B AN Benadett.. | 1200-1600 | ©0830-1630 | c830-1630 |
o Micheel 110 | 08.00- 16.00 | [ 8.00 -16.00 |
C  RvSuendr. [ 1600-2000  |[_ 1600-2000 |

M. ..t Tamaitimate |l nA-NM. 14-27 I nA-NN . 14NN I AN . 18NN I

NB. Your payroll personnel need to be involved to set up this functionality.
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This requires the "Agency” to be created as a faux employee in the cloud payroll
database.

Payroll will also need to create a separate “Award” in the payroll that covers Agency
classifications/conditions, as well as creating Agency “Classifications”, which would

contain rates you may pay for these staff.

An example in the payroll would be:

PAYROLL AWARD CLASSIFICATION

EMPLOYEE

(FAUX)

“XYZ AGENCY” AGENCY AWARD Agency CLEANER Each class

The Award can have Agency LAUNDRY can be given

Agency KITCHEN Shifts, etc
Agency AIN and a different
Agency RN pay rate for
... etc costing purposes

Once the Agency is added to your requirements, you can ADD the Add to Roster for
each classification you have set up in your payroll database.

NB. Multiple Agencies can be entered. If you require costings to match their
separate charge out rates, you may need to create a new “Award” and
“Classifications” in the payroll for each Agency.

The Hours of Agency shifts are included in the daily totals at the bottom of the roster.
Agency shifts will also display on Reports and be included in the total hours.

Some reports allow the option to to exclude Agency shifts before generating the
report.

TROUBLESHOOTING

If, for any reason, you feel that your roster is not performing as well as you would
expect, you can run a Refresh (F5) of your roster at any time.

This is done periodically by the system itself, but can be done by you at any time.

Before sending through an email with a perceived problem, please try the
following options first before contacting the support team at Software North.
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1. Soft Refresh

2. Hard Refresh Simply place your cursor somewhere on your roster grid
and press your F5 button

If this does not seem to resolve your issue, please report the BUG to
support@softwarenorth.com.au

Time Clock — Roster Compare

This function is used by those clients who have active Time Clocks installed at their
facilities which are networked and automatically uploading information to the Roster
on a regular basis.

If your Time Clocks are not networked, refer to the Time Clock Upload Procedure.

You then go straight to the Roster Compare Tab, as per Step 2 below.

You do not have to action the Roster Compare straight away, you can refresh your
roster and come back at any future time to complete, access via the following steps:

1. To set your start and finish time tolerances for rostered shifts, click on Filters
then the Basic tab.

Views * o SAVE PRESEi:EI-; Filters

Table Structure  Job — Shift « Timeclock Tolerances # Compare Mode
-20 — -q 5
Group By By Area . All ® 5 30
Days to Sho
+ Compact View * Ghosted shifts >

The above example shows that you will ignore:

e Any employee who clocked in more than 30 minutes earlier than their rostered
start time for that shift

e Any employee who clocked in more than 5 minutes later than the rostered
start time for that shift
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Any employee who clocked out 0 minutes earlier than the rostered start time
for that shift

Any employee who clocked out more than 5 minutes later than the rostered
start time for that shift

NOTE: These tolerances will show as the default that you have set, but these
can be changed temporarily or reset by using the sliders.

Select "*Shift Time Compare*’ view from the dropdown list next to Filters.

* Unsaved View * T - | Filters

10/03 5:Frill

. We then recommend to run and/or print this *Shift Time Compare* report.
You can then commence the verification and reconciliation process for the
exceptions that are listed on your screen.

To make the changes immediately

. The Screen Roster will now only show roster times where the clockings are
outside the times you have specified.

o Blue is greater time than required

o Red is less time than required

o Ghosted means it is a time within the tolerances

o '?"is no clocking's

07-30 - 14:30 (ST_AN)
07:36-1438
H 07:00 - 14:00 (LAUR) m 07-00-14-00 (LAUR) ”

S s -14:11
+ Reconcile (Space) —

[7] Both Rostered (R)

T Both Clockings (C)

H 10-00 - 13:00 (LAADM)
S e Bt |
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5. To change the Roster times

o Right click and select Reconcile, then click on the rostered times
o Both Rostered (R) will select both roster times
o Both Clockings (C) will select both clocking times

Reconcile brings up the following screen (custom times shown are for example
purposes only)

Edit Shift cHRISTNER, Carrie -

Shaft Start

Finish
|Clocl{ )
Rostered - 06:30 S —
Costs
Notes Clocking 7 -
Custom

Reconcile Clockings

As you verify each exception, they will disappear from your screen, leaving only a list
of the remaining exceptions.

Clearing Verifications (editing Reconciled Shifts)

To clear a verification, select Default — Job view on the menu, then select the
relevant employee and shift.

You can either:

e right click on the shift, select Edit at the top of the fly out, then clock
and amend the hours worked in the custom field if different than
rostered hours and also place a comment if required, then click on
reconcile clocking, this will save any changes made, or
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i
5 o Edit.. (Space) Y .
Edit Shift
== New Shift... (Insert) it
Sl 7 Fing
Hinaw =i ili
E = Add Unavailability. |E:l|:|-|:H; - )
Lo terad 07.a0 1 500
#& Cut (Ctrl + X)
I [-_'r..||:a:. LLIEA | 7 ?
49 Copy (Ctrl + C)
& CUstnm ‘ * DE30 ‘ | « [is:00 |
e UNassign... i m—
,_"'__, Reassign...
Raceoecibe Clockengs
2 UnMerify

e click on Un-Verify, the shift can now be amended. You can now either
go back into the Shift Time Compare View (as per step 2) and
amend/reconcile, or right click as per above.

Both of which will allow further editing and will require the shift to be reconciled
once more.

SMS Messaging your Employees

Send SMS tab
This function allows you to send SMS messages to your employees, requesting their
availabilities for certain shifts.

Roster SMS Send Hislory Threads Assign
All Employees 0 messages
*Administration Assistant | 0/160 chars
*Assistant Nurse Level 1 ) Send SMS
*Assistant Nurse With Certific ... N

*Assistant Nurse With Certific ... | mwmi, Ardis 0 Leeod, Aisha rassusam, Arla rusooumorn, April v, Abbey __..__. .. Beatrs
*Care Services Manager wmwLasen, Cathern wiimnwy, Clare win, Coletta i s, Carrie viLoavcaen, Clem... C__  _  Carletta
*Clerk - Reception Gooonot, Carmela vuocd, Colette wwee oy, Cathie wniicoo, Codi wnuwmoce s, Claude CoUTU Derick
*Diversional Therapist - Level 2 vrocean, Doithey vewiwa, Dunovan viaan o, Daniell vuuws, Dylan v, Dion Luwrn, Dulce

When you first click on SMS in the top bar, a fly out it will show the list of all
employees who have a MOBILE number. For obvious reasons, those without a mobile
number will not display.

At all times, only those employees with a mobile number in their records are
included in your list.

You can then filter to include employees by their classification, using the list on the
left hand side.

By selecting the classification, the names of employees with that classification are
automatically selected.
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Refer to the 1%t screenshot below where one classification was selected, which
highlighted six employees who will receive an SMS.

Screenshot 1
Roster SMS

&l Emplcyees
"Admizisiralion Assisland
*Azsistant Murss Lavel 1

*hzgiciant Muise Wilh Gertifie

*Aasietant Murse WiTh Cerilc ADAY, Andis AGLDELD, Algha

PN, Alta

Sand  History

¥

ALIGSELIAGER, April  AVAMNS, Abbey

*Cam Sanicet Manager CAVENDER, Ceiram  CHARDH, Clg CHEYNE. Coletta CHRISTHER. Carne

“Clerk, - Recepiion COSERLE Carmela CLERIFColrtie COLETTL Cathiz CRFTELLY, Codi

*Diversional Thesapiss - Leved 2 DEBEL&EK, Doathe EDICE, Donoean CEEANTO. Daned . Lrpian DOMAT, Duon
*MHvermcnal Thesapiss - Lews) 3 EARL, Exig EAS"-'E_F': Esty|pin RAUFE Erica EWALD Edra E¥LER, Hily

*[Hverscnal Thesspizd - Leys] 4 5 F iy =k, Feine
#Esrcted Hurse Wiah Endorsem -
*Earclied Murse With Endorsem

& Eavlrprimenta] - Laved | Clean LAINE, Lala

GATES, Gus

*Eavronmesial - Lewel 1 Kiichen LUECHTEFELD, Lyme AIER. Wichas| MAK Miwkon

*Exvironmestal - Lewei 1 Laursd MAKNSER. Markila MATE LD Sgung
*Emnpnimestal - Lewed 2 Kijchan | MCLAWHORK, Marcy  MIEARCHL MicE
*Esyvronmesisl - Leved 3 Kidchen PALER, Pameils BAMBERT, Resginiz

ITAL AN, lee

LEKHT. Lecnad

MCCALISTER Meura
MONEZEL, Kayols
BEICH, Boman

GHICH, Georgina

JARDUM, Jules

MALACHL Kindj
MCCILL Markas
MORAIS, Mibsea

GRS IALES, Brace
JAWIREKY, Japna

MALELH

MECTONICO, Mama

CCAMA, Dzl

RITTEMBERRY Ru=si= ROCA Ricardo

LEMEN, Lz iz

Thread=  Assign

b
PERL
Send SME

BURGETT, Beatriz

CLEAVENGER, Clem ,  CLOWER, Ciriemma
CAUKELEY, Claude DAYEY, Denck

Duca, Duice
FaALLER Fae
GRITTOMN, Gerard
JEAWRART, Jackis
O, Lorndi
LOCE Laoie
RUAHLY, Momas
KECEILLIF Mariin
DSCAR, Jirns
ROYE, Bobbyn

Additionally, you can then add extra SMS recipients by simply clicking on their name,

refer to the second screen shot below,

possible recipients.

where 8 further names were selected as

Screenshot 2

|

I Roster SMS Thesa slaf wers send History Threads Assign

adoad mdnaduaity

| Al Employees by clicking ance an 14

| *Admisisiratios Assstan 0y a0
*Assisiant Nuise Level 1

*Asgletant Mutes Wilh Cartife _— = EMS

| *Ranigtant Nuse Wil Certifie DAY, Ardis AGUDELD, Aigha HA, Ala AUGSBURGER, April  ANAMSG, Abbey BURGETT, Bealiia
*Came Sarvices Manager CAYENDER. Catten  CRARDN, Clae Cledta CHRIGTHER. Cartie.  CLEAVEMGER, Clem.., CLOWER, Cariaita

| *Clevk - Revesvnn CORERLY, Carmela COELE, Colefte £ I, Cathie CRITELLE, Codi CRUKBLEY, Llzude DANYEE Denck

i *Diversonal Thempist - Les DERELAK, Dorhey OEDCE, Dongven AT, Daniedl COLOS, Dylan DMAT, Dven OCa, [ukce

| *Diversional Thespist - Level 2 ity EICKHOFF, Erica EWALD, Edre E¥LER, By FALLER, Fae

| “[iverscnal Thesapist - Level 4 FAVERD, Fre ZE, Fene GATES, Gus GOOCH, Georging ERAJALEE Graoe GRITTON, Gerard

! *Earclled Murse Wath Endorsem. HAUGHT, kannz ISHIBASHL, kla ITALIAND, ke JARDM, Jules JEWIREH, Jagne JSEARDART, Jackie

i *Enrolled Nurse Wath Endorsem. | JEDHG, Jasaan FALBAN, Kriglil KEHDE. Kaihi KEHNA, Kai| KEHR, Kitstin LADY, Lormida

| *Eeviconmental - Leeel 1T Clean LATHE, Leta LEHWAKK, Luka LEICHT. Leanads LEESLRE. Ly LEMEN. Luaciia LODF! Laura

| *Eevironmestsl - Lewed | Kitchen 8 LUECHTEFELD, Lyme  MAIER, Wchaal MAL Waekon MALACH], Mindi MALECH®, Barge  WAANEY, Mo

| *Edsroiimessal - Lewied 1 Laid MANGER, Wirkila MATED, Miing MCCALISTER. Mauia  MCCIOLL Maresa MECONI O, Wayma KCEILLIF Bitin

[ *Eironmantal - Lewed 2 Kilchen | MCLARHORM, Mercy  MIRARCHL Mickey MOKREAL, Wayols MORAIS, Mitssa DCanA, Dzal DECAR, Oiivia

REICH, Boman RITTERBERRY, Rossie  ROCA, Ricamdo

: *Exvronmestal - Lewed 3 Kichen | PALEN, Pamsila EAMEERT, Reginiz

ROYE, Bobbym |

Once you have finalised your list of possible SMS recipients, you can type your
message into the box at the top of screen (limited to 160 characters).

Once you are ready to send the message to your selected/intended recipients, you
select Send SMS and a confirmation message will appear, confirming the amount you
will be charged for utilising this service. Responses are able to be sent back to you,

currently as notifications.
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History tab

This tab shows the history of all messages sent out to each employee.

The green tick on the right hand side indicates that it was successfully sent to the
recipient.

If it is not ticked, it may indicate that the number you have in your records is no
longer a valid mobile number.

#Bug  iMNotes | B users [ SMS lock | B Reporis A Maintenence i Options @ Help /L Mark Te

Send SMS Threads Shifts
201410-1513:23 CRO ssa [We are updating our HR files and there isn't a copy of police check.c... ¥
201410-1413:58 ORA well 600-310  Shift svailzble Friday 17/10/14 15001945 I available pls call Janet Th... «
201410-1413:58 FINI 600-310  Shift svailzble Friday 17/10/14 15001945 I available pls call Janet Th...
201410-14 1358 GOL lita 600-310  Shift svailzble Friday 17/10/14 15001945 I available pls call Janet Th...
201410-1413:58 T0D n 600-310  Shift svailzble Friday 17/10/14 15001945 I available pls call Janet Th...
201410-1413:58 MO( othy 600-310  Shift svailzble Friday 17/10/14 15001945 I available pls call Janet Th...
201410-1413:58 REN ) 600-310  Shift svailzble Friday 17/10/14 15001945 If available pls call Janet Th... «
2014-10-1413:56 COV nda 600-310  Shift available Friday 17/10/14 1500-1945 If available pls call Janet Th._. +
2014-10-1413:56 BAR shorah 600-310  Shift available Friday 17/10/14 1500-1945 If available pls call Janet Th._. +
201410-1409:557 WHI 3T, Marilyn 600-310  Short SHift available in Fairview 0630-1030 tomorow 1510414 f avail . +
201410140957 MAC D, Ashlea 600-310  Short SHift available in Fairview 0630-1030 tomorow 1510414 f avail . +
2014-10-1409:57 KIR fsay 600-310  Short SHift available in Fairview 0630-1030 tomorow 1510414 f avail . +
2014-10-14 0957 DAY tichel 600-310  Short SHift available in Fairview 0630-1030 tomorow 1510414 f avail . +
201410-1409:57 FINI 600-310  Short SHift available in Fairview 0630-1030 tomorow 1510414 f avail . +
201410-140957 CAS ' 600-310  Short SHift available in Fairview 0630-1030 tomorron 151014 f avail... ¢
2014-10-1409:55 LM, Sorry, am attending seminar today. 4
201410-140951 SOL etz 600310 Trying to cover EN shift this afternoon Tuesday 14/10/14. If you canhe... ¥
201410-140951 LOW Matthew 600-310  Trying to cover EN shift this afternoon Tuesday 14/10/14. If you canhe... ¥
201410-1409:51 KIRI e 600-310  Trying to cover EN shift this afternoon Tuesday 14/10/14. If you canhe... ¥
201410-140951 LM, 600-310  Trying to cover EN shift this afternoon Tuesday 14/10/14. If you canhe... ¥
201410-140951 BITE nto 600310 Trying to cover EN shift this afternoon Tuesday 14/10/14. If you canhe.... ¥

Threads tab

This tab shows the message threads for each individual employee.

Simply select the name from the left hand side list, and you will see the SMS threads
(messages sent and received) from that employee.

Messages Sent are left justified

Messages Received are right justified

=R

M Eug | LiNotes & Users | [ sMe | (ETimeciock | B Reports | 3 Maintenance | Oplions | @Help | L Mark Tempk
Send SMS Message Histary Treads Shifis

A elissa * [Tryingto cover EN ehift thie aflernoor Tusecay 14/10/14 _ If you can hels out

Jo locelyn pls call lanet 55028 277 Thanks sn much

KI dsay =

= e Somy, am attending seminar today.

KF Shendya

KL celle

il

i Matthew

e LD, Astlea

M Majella

M eree

M il

L8 A, KKaren

L8 ' Sharen

] Lesley

s oty

s ungia-Ruse

M. Laurene

N shua

ut eborah

TRITICTO

44




TRIOnline — TriMicro Cloud Rosters

Shifts tab

There is now the ability to right-click on an unassigned shift and activate the "Assign
SMS” (refer to screenshot 1) feature which automatically creates a fly-out which
selects employees with the relevant classification ie Registered Nurse Level 1 (refer to
screenshot 2) and pre-fills that shift details, therefore you only need to either
select/unselect additional names, then click on “Send SMS”

Screenshot 1

@n 1 E-nn I As-an 5

& Edit._. (Space)

lam ]

== rew Shift (Insert)

L

== Add Unavailability._.

I-| 06:3 #% Cut (Ctrl + X)

| 063 L copy (Ctrl + C)

__ﬁ-gh Assign...

1

E Assign SMS.__

1%

M Delete (Del)

Screenshot 2

Roster SMS Send  History Threads. Assign

Care Services Manager

ik - Frcaplion SN avallatee: D80S, 0630 - 1500 (REGISTERED) Fease reply YES I pou S8 G008 10 ACCepT Hs.', 180 har
bt oatual Tl - Wi 2 HoT replying mesns N0 Sent using Trininline Roscer
Sand SMS
*Direersional Therapist - Level 3
"Eifeccafpmed Them plei dewet AU, Ardin AGUDELD. Aishs ARJCHA . Atts AUGSBURGER. Aprdl  AWANS. Akbey BURGETT. Beatiis
"Enmbied Wurse With Erdorsem . CavENDER. Cathern  CHAROHN, Clare CHEVKE, Coletig CHRISTHER. Tame CLEAWEMGER. Clem..  CLOWER, Catlenia
"Enrolied Kurse With Exdorsem.. | EOBERLY, Carmels COBLE, Col=ste COLETTE, Carthoe CRITELLL, Coeti CRUMBLEY, Clauds DAVEY, Derick
= Lewal 1 Clepn DEBEL &K, Darthey DEMOS, Donavan DISANTO, Daniet DOODE, Dylan OOHAT, Dion DAUCA, Dulce
EARL. Enin EXSTEP, Elfrmde ERCKHOEF, Encs EMGALD, Edra EVLER, Elty FALLER. Fae
FAVERT Freddy FOOSE Feme GATES, Gus BOOCH, Geoigiza GRAJALES, Graze GRITTON, Gerera
HALGHT, Harna ISHRASHL loke MaLiakd, ke JARNIM, Jues: JAWORSEL Jaypra JEANBART. Jache
JEANEG, Janean KALMAN, Erinnsl KEHOIE. Kath| KEWMA. Kasi HOHR. Kirstin LADY. Litinda
*Ensiranmental - Level 3 Laend LAIME Lelis LEHMANN, Luke LEICHT. Leararda LEISURE, Lacy LEMIEN, Locile LOOF, Lisra

"Enwimnmental - Level 4 LUECHTEFELTL Lynne  WIAIER. Michael BLAK, Marlan A LACHI, Mina M ALE! . Miyles PABKLY, Whorgan
*Firance/ taccaunts Oficer MANMSER, Markas MATEQ, Mpueg WICCALISTER, Mais  WGLOLL, Maimis PMCTONICTD. Mams FACKILLIF, Matin
"Firancial Costrober MCLAWHORN, Marcy  MIRARCHI, Mickey WOMAEAL, Mayoia WORALS Wilisse OCAaNA, Ozell OSCAR Oiwva
"Genearw Manager PALEN, Pamella AAMBERT, Reginia REMCH Roman RITTEMBERRY, Rosse  ROCA, Ricande ROYE. Anbbyn
“Looge Aged Care Emplopes L SCHOCK, Socamo SELMAN, Ssawnna SIEMENS, Suzan SAUTH, Sd ETOCKARD, Steven SUMFTER Susnne
“Lofigs Aged Care res L TIMMER, Tamara TORRE, Tarym TWISE, Tawna VAKDINE Vetesa WERDE, Yands WLLALBA, Verora

“Lodgs Aged Care Emplopes VILLANDWA, Yanna WESGLE, wWayne WIRTHEY, Winsfred TERTUCHE, Zachery
"Lodge Aged Cers Emplaopes L

*Looge Cook (ACED)

*Lodge Esdorsed Eronled Murse

*Lodge Senior Cook

*Lodge Service Mznager

“Pdabdity Thersgisl

*Ragistarad Murse Level 1
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Reports

Roster views

The Reports/Views that can be built and customised for displaying the Roster
information are extremely flexible. All these views can then be saved as your own
customised views for future use.

To build your own customised Roster reports, select Filters and then work your way
through the detail listed below.

To Create a new Report
Ensure you are in Edit Views

Views Default - Job Shift ¥ Bazic  Labels
obloStrictute Job—Shift v limeclock Tolerances Compare
30
Group By Mo Grouping v All
Days to Shaov
# Compact View # Ghosted shifis # 5 =3 " sz
« Leave Shifis + Worked Shifts bt i o . i
# Verified Shifts # | Inverified Shifis 0 =0 #10 #11 #11

Once you start changing any of the settings (described below in more detail), the
‘Save Preset’ button will appear. Click on this if you want to save this format for
ongoing use.......

Table Structure Job — Shift v meclock Toleran
-30
Group By Mo Grouping r All
Days to Show
# Compact View Ghosted shifts n
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........ and enter the name for this report.

Enter a name for the preset view:

My special raporﬂ

| Prevent this page from creating additional dialogs,

OK Canc

To change a pre-existing report view
Select the report that you are wanting to change from the dropdown

5 C}-‘tdn'.in Roster? } A Eom ) % pemove  Basic  Labels  Filters
——
«  Classifications @ « Templates - ~ CostCentres = -
LDMIN & N/A & NI @ NiA
STERED MURSES # Accounfant w Afternoon % ADMINIST..
EN ENBAINSC. W Acting Assistant Direct... w Day @ ADMINISE....- ADMINIS.

Click edit — make the changes you require — then ‘Save’.

To Delete a report

Select the Report that you want to Delete and click on the ‘Remove’ button. You will
be prompted to confirm that you want to remove this report.

Views Myspeciaireport v 7 EDiT( | % REMOVE

Table Structure  Job — Shift v  Timeclock Tolera
_'1[] -
ot =
Group By Mo Grouping v All

Ciays to Show
# Compact Yiew Ghosted shifts # & ]

wh | oawva Thifte o Warlad Chific Ll L

How to Create a Report as a one off

It is important to understand that the report layouts that you save or print are based
on what you have built on the screen first.

So if you just need a report for a one off situation, and you don't want to keep it for
future use, you do the following:
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1. Design your layout/filters/views on the screen
BY doing this, the default name of this report will change to *Unsaved View*
3. You can then go to the Reports menu and on Preset Grid View select the
report called *Unsaved View*

Reports
. U, rmd-ran
| Eoster Grid Roster Care Banvic
) ) #16: 25/01/2006- 07/02/20016 e
sign On Sheets f';f;':wi
i dissien Prazst Grid View
¥ EHECAEY * Unsaved View * v i fee
: | Care Sarvic
Time Compare . o
# Force Page Breaks T

W 5 commenny core romeer |- =

-~ = & https:// trionline.com.au/roster2/#

Views

Areas =) =1
3 N/A
& ADMINISTRATION
= ADOM HOSTEL
| CATERING
| HOME CARE
| HOSTEL CERT 4 NURSES
| HOSTEL CLEANING-DEL
| HOSTEL DT/RAD
1 HOSTEL DT/RAO-DEL
1 HOSTEL-EEN, EN & AIN § _..
=1 HOSTEL-SUPERVISOR
i Hostel
] LAUNDRY
o MAINTEMANCE/GARDEMING
@ NH - ADMIN
] NH - CERT 4 NURSES
1 NH - DT/RAO
=} MH - EEN, EM & AIN $ CSE2
]
]
|}

MNH CLEANING-DEL
0 MNorth Wing
PHYSIO -

Question: Somehow I can't set the filters for specific locations (eg Admin & NH
Admin).

Answer. With the new roster, you set up your own views/reports and save them so
that they are there for future use.
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So in this case, you need to
1. Go into filter and select the areas that you want
2. Go to the 'Basic’ tab, and Group by Area and untick Ghosted shifts
3. Then tick 'Save preset’ and give it a name so that it is there for future use.

|z Filters

Views )‘,{A‘IEF‘?EEET Basic Labels
= Timeclock Tolerances Compare Mode

Table Structure  Job — Shift n -
. -30 ; a

| @ By By Lrea ) v Al a0

Days to Show

# Compact View CﬂW #1 . 43 " 45 s 7
# | eave Shifis # Worked Shifts W ) L ¥ ) ¥ ¥
# Verified Shifts & Unverified Shifts #3 40 #MOD#M #1272  #13  #14

Permanent Jobs Casual Jobs ’ * * “ * = )
# Employee Jobs Agency Jobs

# Unassigned

Other Reports
Other reports are selected by going to Reports near top right corner of screen and
selecting the relevant roster.

1. Roster Grid
You are able to select Roster Grid by the Roster, the Preset Grid View and also
if you would like colour on your report by different areas or shifts.

2. Roster Compare
The intention of this report compare, is that you are able to compare a Master
and Working roster which will highlight and display any variances in red.
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3. Sign-On Sheets

This report provides a list of all employee shifts and can be printed off on a
daily basis or for a number of days.

Reports
Boster Grid
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Daily Allocation
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Exceptions Repor
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4. Daily Allocation
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Shows a daily snapshot split by Roster Area — basically a condensed version of
your daily roster. You must select which day/s to include, report will split each
day on a spearate page. You can toggle on/off to show leave shifts.
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5. Time Compare - for clients with Timeclocks

Shows all timeclock data that does not match the rostered shifts, according to
your chosen comparison tolerances.

You are also able to group by area, classification and shift template.
The "Day Range” option is useful, so as you do not relicate information you

have already dealt with for prior days — if only one day is required for the
report, you need to select Day Range of 12-12 for Day 12 only.

Reports

Roster Grid

ALY VH20T6 - 0H0E2NG -
Tirra Corrpare - Duimak - Job Shit - A T s Tk M aclly #21 IBCATHIE - T

=1 Esd Gt eacrimos | Fra b o e ) Swerenes

Hang L

Save Urueiie

6. Exceptions Report

Shows such things as Leave, Split shifts on the same day (with hours in

between shifts shown in brackets for Broken Shifts), Overtime, and Training as

some examples.

This report is particularly useful for :

a) Ensuring all leave forms are entered

b) Looking at split or broken shifts

c) Giving to your payroll at the time of transfer, to ensure they enter all leave
entries correctly

Reports
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7. Overtime Report

What this does is highlight employees and shifts that MIGHT require overtime
to be allocated to the shift or some part of it. At no stage, does our roster
automatically allocate overtime, as it is unknown if the extra hours were
authorised or not. If any Overtime is required, it requires a manual allocation
on the shift by your roster staff.

! Reports

There are three criteria:
1 The number of hours worked in the fortnight:
o defaults to 76 hours (if an ADO employee, this will effectively be
80 hours / paid only 76)
2 The number of days worked in the fortnight
o defaults to 10 days (some client's agreements require an 11™ day
to be overtime)
3 The number of hours worked in a day
o defaults to 10 hours (some client’s agreements require overtime
after a certain number of hours worked in a day

The report combines all shifts for an employee in the one roster (ie. if an
employee has more than one active job in your roster, it will combine all
together). However, it will NOT include any shifts worked at other facilities, as
they are on separate rosters.

Additionally, if some hours or split shifts have been already allocated as
overtime, these are excluded from the counts.
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This report is included to cover a large range of different overtime conditions to
satisfy all our clients who operate on different awards/enterprise agreements,
many of which have different overtime requirements. It is not specific for any one
client. Therefore, this report is intended as a guide only, you and your facilities
can utilise it to the best of your requirements.

8. TC Employees Report

This is a simple report which shows the:
e Employee Code (Payroll number)
e Timeclock ID
e Employee name
e Phone
e Mobile

This report can be sorted by Name, Employee Code or Timeclock ID.

9. Staff Replacement Report

This report provides a list of employees who have been replaced and can be
printed off for a single day or for a number of days.

10.Employee Schedule

This report can be printed either by individual employee or all employees. It
provides a list of shift details. As per the Staff Replacement report, the filters
can be changed.
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Scheduled Leave

Scheduled Leave can be set up 2 ways:
1. From Leave Applications submitted by staff
2. Directly by the Roster manager

To enter leave directly, select “Scheduled Leave” from the Leave menu. This will
show you what leave is already approved (green) and what leave has been
requested but not yet approved (grey)

TRIOMTIITE
= Rositer
= Payroll E
» Leave
Accrued Leawe F
Scheduled L-I-EEI"-I'E =
Bulletins E
File Locker 1

Click on the ‘Add leave’ button and this will give you a fly-out form to be filled. Then
click on ‘Schedule’ to add the person to the Scheduled leave form.

Schedule Leave Block

Empioes ALROVARE, Susan
Stan Date
Finiih Date

Leave Type Arrvas Leave

| Schedils |
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For SCHEDULED LEAVE to automatically transfer to a working roster.

1. When you create a new working roster for an upcoming payrun (refer section
“Create a New Roster), any leave entered will be transferred to the relevant
roster.

2. If a working roster has already been created, any new dates of scheduled leave
will not transfer into the working roster. Therefore, in this case, you would be
best to enter the leave directly into your Working Roster that has already been
created.

NB. If you create too many future Working Rosters in advance, it reduces the
effectiveness of using the Scheduled Leave functionality.

Importing Roster into TriwinPay

If you only have roster access, you need to inform your payroll staff when your roster
is ready for them to transfer to the payroll.

Those with the relevant level of access are required to mark the roster as Finalised
and Locked (see previous page).

Once the fortnightly roster is marked as finalised and locked, your payroll staff can
import the roster directly into the “cloud” payroll. They will have been provided with
information on how to access the payroll in the “cloud” environment.

Once they are in the payroll, they open up the timesheets form (Payroll =>Input
Timesheets) and then select from the top menu - Timesheets — Import Cloud
Roster.

Note: The TimeSheets Menu is only available when the TimeSheets Form is open.

o TriWinPay Payrab - [Time Shests: Payrun @ frem 12 Oct 2004 1 26 Oct 2014)
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The entire roster is then imported and ready for any amendments to be made in the
payroll.

Ensure that all annual leave and long service is entered, as this does not transfer

automatically through from the roster to the payroll due to the individual nature of
these payments.
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