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Send to Bank and Book Bank Staff
¢ Right-click on the duty you want to send to Bank, then select Send to Bank from the drop-down menu.
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e Aslide-in panel will open. Enter the requirements for the Bank duty, then click OK.
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e The duty will be sent to the Bank and will now appear in the Unfilled Demand with the person icon below. The arrow icon
indicates a Grade requirement has been applied.

e To book in a member of staff for this duty, right-click on the Bank duty and select Find Person from the dropdown menu.
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This will open a slide-in panel. Use the Find Person section find any Bank staff who match the entered criteria.
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e Alternatively, use the Search section to find a specific member of staff by name/grade/skill etc.
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e Select the staff member to be booked in to the Bank Shift in the list at the bottom of the panel.

e A second slide-in panel will open. Click on Assign Candidate Confirmed.

o Rosa Diaz
Band 5 RN
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The selected staff member and the booked Bank duty will now appear at the bottom of the roster.
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