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Create Personal Pattern

e Click on the employee’s name in the roster

¢ Click on the employee’s name at the top of the slide-in panel
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e Select Patterns in the menu on the slide-in panel
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e Then click on Add Personal Pattern
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o If the staff member has multiple posts (i.e. a Substantive and a Bank Post), ensure the correct Posting is selected at the top of
the page.

Add Personal Pattern °
Item Details
Name * Posting * Valid From Valid To
Rosa Diaz (9648525 v
( ) 8 e @ Duty O Unavailability
Bank (Bank Weekly - Band 5 RN)
Monthly Recurring Activities shift G
Training Ward 11 (Band 5 RN) it Group
Please select wee
Lines
1 (- +] Shift
- W
Mon Tue Wed Thu Fri Sat Sun Total Hours )
Roster Location
Line 1 - o
Total: Team

o

Activity Category

- W

Activity Groups

- W
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- ~

Activity Profile
v

Work Start End
00:00 00:00 00:00
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o |If the pattern will span over multiple weeks, add a line for each week using the + button.

Add Personal Pattern

Name * Posting * valid From
Frodo Baggins (12345678) Training Ward (Band 7 RN) v 09/09/2024
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e On the right-hand side, select the required shift you would like to enter from the drop-down menu.

Add Personal Pattern 9
. Item Details
Name * Posting * Valid From Valid To
Frodo Baggins (12345678 Training Ward (Band 7 RN 09/09/2024 31/12/9999
fodolBagginl{ ) g ( ) e 09/ ) 2] e @ Duty O Unavailability
Training Ward soe
Lines
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Line 1 =
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e Then select the days on which to add that shift:

- Hold Shift while selecting the first and last days to highlight all days in between (i.e. hold Shift while selecting Mon then Fri to
highlight all days from Monday to Friday).

- Hold Ctrl while selecting individual days to highlight multiple individual days (i.e. hold Ctrl while selecting Mon, Wed, Fri to
highlight Monday, Wednesday, and Friday together).

Add Personal Pattern

Mame * Posting * Valid From Valid To
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e Once the required days have been selected, click Add to populate with the chosen shift.
Add Personal Pattern Q
. Item Details
MName * Posting * Valid From Valid To
i Training Ward (Band 7 RN
Frodo Baggins (12345678) raining Ward (Ban ) i 09/09/2024 8 SR | @ Duty O Unavailability
Training Ward [
Lines
4 (- N +] shift
LD v
Mon Tue Wed Thu Fri Sat Sun Total Hours .
Roster Location
- hd
Line 3 - Activity Category
- v
et I
Total: Activity Groups
- v
115:00 Activity Type
- hd
Activity Profile
- v
Work Start End
11:30 07:00 19:30
Update
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o To add a different shift, change the selected shift on the right-hand side, select the required days, then click Add.
Add Personal Pattern o
. . Item Details
Name * Posting * Valid From
i Training Ward (Band 7 RN
Frodo Baggins (12345678) raining Ward (Bany ) v 09/09/2024 o) @ buy (O Unavailability
Training Ward o
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N 0 v
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R ~
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- e
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hd
work Start End
11:30 19:00 07:30
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o Shift times can be adjusted before or after they are applied to the pattern, and can be changed individually or in multiples.
o To edit shift times before entering the shifts into the pattern, select the required shift and highlight the required days, then edit
the times at the bottom of the menu on the right-hand side before clicking Add.
Add Personal Pattern 9
. Item Details
Name * Posting * valid From Valid To
Frodo Baggins (12345678) Training Ward (Band 7 RN) v 09/09/2024 i} 31/12/9999 ] @ Duty O Unavailability
Training Ward
Lines
4 (- ) +] shift
N ~
Mon Tue Wed Thu Fri Sat Sun Total Hours
Roster Location
Line 2 _ 46:00 :Feam y
Line 3 - Activity Category
Line 4 34:30 e
_ - Activity Groups
Total: _ o
115:00 Activity Type
Activity Profile
Work Start End
10:30 2000 (N) 07:30

NOTE: the Work field is the number of working hours within the shift (excl. break times) and will update automatically as you edit the Start and
End times but always double-check that this figure is correct to ensure the break time is still accurate once the shift has been amended. If it is

incorrect, you can manually edit the Work field as well.



Plan, Roster, Flex, Care Greater Glasgow
and Clyde

(%‘fu:; eRostering NHS

o To edit shift times after entering the shifts into the pattern, select the required shift(s) from the pattern, edit the times as per the
above, at the bottom-right of the panel, then click Update.

e The shift(s) will now appear with a clock icon and the adjusted times showing.

Add Personal Pattern °
) Item Details
Name * Posting * Valid From Valid To
Frodo Baggins (12345678 Training Ward (Band 7 RN A 09/09/2024 31/12/9999
ggins ( ) £ ( ) /091 8 12 ) @ Duty O Unavailability
Training Ward
Add Note L) Reset Times W Remove L Assign Pay Flags tines
a O [ ] | o 4 (- N+] Shift
LD v
Men Tue Wed Ihu Eri Sat Sun Total Hours

Roster Location

9 Q 9

Team

- v

Total:

146:30 Activity Type

Activity Profile

Work Start End
10:30 08:00 19:30

Add Update
\

NOTE: After selecting the first shift, use the Select Similar option in the menu along the top to select all instances of that shift in the
pattern.
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o To reset adjusted times in a shift, select the required shift(s) in the pattern, then select Reset Times from the menu along the
top.

Add Personal Pattern o
) Item Details
Name * Posting * Valid From Valid To
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e To remove shifts from the pattern, select the required shift(s) in the pattern, then select Remove from the menu along the top.
Add Personal Pattern 0
) . Item Details
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e Once the pattern has been completed, click the OK button in the bottom right-hand corner. The pattern will now appear the
Patterns section of the Person Summary panel.
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o To edit an existing pattern, simply click on the pattern in the Person Summary panel and select Edit Personal Pattern from the
menu along the bottom. Then follow the steps as above to make the required amendments.
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