
  

Unavailabilities 
 
 
Approve/Reject Annual Leave Requests 
 
 

• Using Loop, staff will be able to submit their AL requests directly into the roster to 
then be Approved or Rejected as appropriate. 

 

• AL requests will show in the roster with the orange question mark icon in the 
bottom corner. 

 
 

 
 
 

• To Approve or Deny an AL request, right-click on the request in the roster and 
select Approve or Reject as appropriate. 
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• A rejection reason will need to be entered when rejecting an AL request. 
 

 
 

• Approved AL will appear without the orange question mark icon. 
 

• Rejected AL will appear as a purple cancelled shift with a red line through it, and 
the rejection reason can be viewed by hovering over the shift. 
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Manually Enter AL and Sickness 
 

• Unlike SSTS, unavailabilities can be entered into Optima without an underlying shift; this is only appropriate for AL and Mat 
Leave absences as these will be entered before the roster has been completed and payment for these absences is not affected 
by the underlying shifts – all other unavailabilities must have an underlying shift rostered. 
 

• To manually enter AL without an underlying shift, double click on the relevant date in the roster to open the unavailability panel. 
 

• To enter an unavailability over an existing shift, right-click on the rostered shift and select Add Unavailability from the drop-
down menu to open the unavailability panel. 
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• In the Unavailability panel, select the relevant Group and Reason from the drop-
down menus. 

 

 
 

NOTE: once the drop-down menu is opened, you can start typing the required reason 
to the filter the options quickly. 

 

• The enter the relevant dates using either the calendar options or by increasing or 
reducing the duration using the + and – buttons. 

 

 



  

• When entering a Sickness, several additional options will become available within 
the panel – these are not mandatory fields and only need completed if relevant. 

• There are no Secondary Sickness Reasons available to select so you can 
disregard this field. 
 

 
 

• For a part-day absence, manually adjust the start and end time by typing into the 
Start and End fields. 

 

 



  

• You must always check the underlying hours for the absence in the Work 
Time section of the unavailability panel, even if there is an underlying shift 
rostered. 

 

 
 

• If these hours are incorrect/missing, you must manually edit or enter them by 
typing directly into the field 

 
NOTE: Keep a close eye on the Hours Left column on the right-hand side of the roster, 
especially when there’s an unavailability rostered, to ensure the Work Time hours are 
correct. 
 

• Once the information has been entered into the unavailability panel, click OK. The 
rostered shift(s) will be cancelled and will now appear as a purple shift with a red 
line through it underneath the unavailability. 

 

 
 

NOTE: Cancelled shifts underlying unavailabilities still need to be Finalised along with 
worked shifts and absences. 
 



  

Entering TOIL/Flexi 
 
 

• TOIL and Flexi absences are entered in the way as AL and Sickness absences. 
 

• The primary difference with these types of leave is that the Work Time section (i.e. the underlying hours) should always be set to 
0. 

 

• This is because, with TOIL/Flexi, the staff member has already had the additional hours entered and counted in the roster – if the 
hours are the then entered again in their unavailability, they will be counted twice and the staff member’s Hours Left column will 
show an incorrect balance. 

 

• For example, below, an additional TOIL shift has been entered for this staff member resulting in a negative balance in their Hours 
Left column. 

 

 



  

• If an unavailability were added which included those hours in the Work Time 
section, this would not balance out the Hours Left column. 
 
 

 
 
 
 

• The outstanding hours balance remains exactly the same, as the additional hours 
have not been deducted through the unavailability. 

 
 

 

 
 
 
 
 



  

• In order to deduct the additional hours worked, the unavailability must be entered 
with a 0-hour Work Time amount. 

 

 
 
 
 
 

• This will then balance out the Hours Left column for the staff member. 
 
 

 


