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1.0 What is the Rota and Where to Start ==

The Rota is a means of defining the shifts, by Group, that individual employees
should work each day. Rota

You can do this using predetermined patterns or randomly. It will also allow you to
pre-book shift swaps between employees and also pre-authorise Overtime if
required. (More Daily Rules and Work Schedules will be required to pre-authorise
OoT.)

1.1 When to Use the Rota and Getting Started

Use the Rota option if your employees' hours of work do not fit regular repeating
patterns or you want to pre-book shift swaps or pre-authorise Overtime. Or if you
would like to select a Group of employees and schedule the Daily Rules they will be
working on a given day.

1.2 Define Groups and Cost Centres

In System Settings you must define the Groups that Employees will belong to, and
optionally set up cost centres (this is true for all employees, using the Rota or not).

System Settings. System Settings
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General Groups Rates Colours User Fields General Groups Rates Colours User Fields
Printers Cost Centres Payroll Holiday Printers Cost Centres Payroll Holiday
Absence Types ', Locations ', Fire Groups ', Workflow ', Advanced Absence Types ', Locations ', Fire Groups ', Workflow ', Advanced

Ensure The Rota Enabled tick box is only ticked for Groups you want to use for the
Rota. Click on a Group to open the Edit Group options.

Reports | Schedules | Absences U:

1.3 Set up Daily Rules and Work Schedules =
Work Schedules
5 Rota Weekly Rules
Now set up a Daily Rule and Work Schedule to enable the Daily Rules to be Hedime fules
applied to the Rota. See Schedules/Daily Rules and watch the video here. Rote Doy Plan
The Daily Rule and a Work Schedule may | ook so
0830-1700 M-T M-T 0800-1630 F 0800-1530
. PO Schedule & (Expected) Schedule B Schedule C Schedule D Schedule E
Ealme]) ) | e
[ An:::xk:‘lll)”m . ] ;:::jay 08001530 Fri <DRO2>
— Daily Description —————————————— Sunday
BTt (WnrkSchzduleD»‘u'y'

Using the Rota in Focus v1.7
20f12


https://www.chronologic.co.uk/chronologic-workforce-management-info-videos/

Chronologic Ltd 01761 410084 ChronOloglc

Workforce Management

Make a Rota Template Rule Daily Rule and Work — S
Schedule that will apply to the Rota if
required/selected. mieiton %1 omite
Choose Calculate if you are going to type in the shift e
start and end times on the Rota. This Daily Rule will be | &m0 fEmesme—0
the template from which the system will work out the [ ]
various settings based on the difference between the ooy R Omarpion—

typed in start and end times and the ones on this rule. S

This shift is then used in the Default Daily Rule section | semnt ourine owine founing ses sns

for the Rota Template Rule.

1.4 Setting up Employees

Assign the Employees to their Groups and set their default cost centre if required. Set
a Rota Template Rule if you are going to be typing start and end times into the
Rota or the Schedule for Rota if you have patterns of shifts.

Alastair Slade Alastair Slade
Tile FistName PIN
[Plastai 5003
Payrol Number Password iy
5003 d et as
' i
—Include In Groups: Weekly Rul Opti &
[ Start [End - Standard 37.5 Hour Puie ~ Mavimum Sift H -
0412011 2 v
s 04Ju2011 o Rota Weekly Limit Hours [ | Masimum Break He ‘
E:w 0402011 304un 2014 OfsetDaye) || 5 v
o

Sroniogc Restan 6 Sep 2076 —Flexitime Rule Default Daily Rule .
Standaid 724 per day e v o Shit Found CLL Clearing ~
Defauit Daily Fule ~
Crealed:19/07/2016 1512ty
Alastar Slade Rola Template Rule stat o ek
08301700 ~ e
<[ 0002.00

Stating Balancs 0

—Rate F:

ion Gross Hourl Pay Pay History.
Basc OTIS) OT200 Hols  Sick UADT NSA  Flew TOL Ewia  Deduct Daly €
P Chionalagic Rota ~ 01.00_|[o1.00 |[01.00 |[07.00 |[01.00 |[m.00 |[o1.25 |[07.00 |[o1.00 |[on.00 |[oro0 |[or.00 |
Fefl Ref2 Ref3 Refd Ref5 Reff Rel7 Ref8 Reld RefiD Reffl Rel2 F
Fire oup [02 | Fire Group T v
» (o Jr s o 20 2 O D
< >
Contact', Groups /Rules /Holidays /Dates /Clock /Memos /Locations /Skills /Certificates /PPE Contact', Groups' [Rules Holidays /Dates /Clock /Memos /Locations /Skills /Certificates /PPE
Contract’, Bank Details', Training Record', Confidential’, First Aid and Fire', Disciplinary Contract, Bank Details', Training Record, Confidential’, First Aid and Fire', Disciplinary
Next of Kin', History', Equipment’, Fire Training", Right to Work Next of Kin', History', Equipment, Fire Training', Right to Work

NOTE: Multiple Cost Centres may be appliedtoa DailyRulei i f t hi s ii@ndt avai
your system please contact support@chronologic.co.uk.

Now go to the Rota menu.

CINPIUYEE:  1INE: REQUIG:  JUNEQUIE:  ADSENCES U
- - - £
£ ' "“i-)
A L]

==y
Employees Timesheets  Rota Exceptions Calendar &

2.0 What you can see on the Rota

Opt
S——Sot  Custom Order v
)0 [ Fates
| Show Hours Edits
Show No Reasen
3dan [ Include Absence Hours

Depending on which options are ticked in the Options drop down, you
will see more of less detail on the Rota. -

Limit

Group Colowr

Comments

Show Other Groups

(/] Other Group Totals

[] Other Group Total:

] Fiter Totals by Cast Centre
Mane
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2.1

2.2

2.3

3.0

You can choose which Cost Centre the Daily Rule is going to accrue
hours to (if not selected in the Rule itself) using the drop down at the top
of the screen.
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RN &) P | Chondogic Fota | -5 Mon Jan 142019 jﬁ [ et Kitchen | [ Options
< > Chronologic Rota - 14 Jan 2019

Mon14Jan  [Tuel5Jan |wed16Jan  [Thu17Jan |Fri18Jan [sat13Jan |Sun20Jan | [t [Total  [Cost
JE— You can put test ‘ ‘ | ‘ ‘ ‘ ‘

in herel
Jos Bloggs 08301700 0830:1700 0830:1700 08301700 08301700 3730 39375
Test Employee 08301700 08309700 08301700 08301700 0B301700 w30 39375
Dan Fard 08301700 08301700 08301700 08301700 08301700 7 39375
Sam Smith 08301700 0830-1700 08301700 08301700 08301700 730 450
Blastai Slace 08301700 0830:1700 08301700 08301700 3000 45040
Ange Young 08301700 0830:1700 08301700 2200 RS 191250
John Smythe 08301700 08309700 08301700 o 125
Flo Lioyd 08301700 08301700 08301700 08301700 E30-1700 w30 1875
Jule Smythe 08301700 0830-1700 08301700 2w 1925
Lynda Catter 08301630 08301630 1500 127.50
Andrew Jones 08301700 0830-1700 08301700 08301700 08301700 730 39375
Dariel Redmond 08301700 0830:1700 0830:1700 08301700 08301700 7730 39375
Dave Srith 08301700 08301700 08301700 08301700 E30-1700 w0 9375
Horacs Whyte 08301700 0830-1700 08301700 08301700 08301700 730 38375
Jenny Wien 0830-1700 08301700 08301700 23 13164
Joe King 08301700 0830:1700 08301700 08301700 08301700 w30 1712860
John Cleese Open Shit Open St Open St Open Shit Open St
Kieran Draper 08301700 08309700 08301700 08301700 0B301700 w30 39375

08301700 08301700 08301700 08301700 0E30-1700 w0 538,15
Mark Pery 08301700 0830-1700 08301700 08301700 08301700 730 450

08301700 0830-1700 08301700 08301700 18301700 w30 53818
Day Hours 14230 14230 14230 12790 10500 B50.00
Day Cost 334568 332581 332581 1.477.08 126333 1272769
Budgst % 95597 %502 100.78% 61.50% 78337 89z
Budget 500,00 500,00 30000 240000 1600,00 14300
Totals

Daily Hours: The Rota calculates the hours you are scheduling for each day
and for each employee. This is based on the Standard Hours parameter or
the Calculated hours depending on the Rota setting in the Daily Rule.

Daily Cost: Monetary values are calculated as the product of hours worked
and basic rate of pay multiplied by the Rate Factor. Monetary values are only
visible if enabled in the User Setup screen (Pay option).

Daily or Weekly Budgets

Budget: You can have a Daily or Weekly Budget that is entered in the Budget
row at the bottom by double clicking in the appropriate cell and typing in the
values required.

Other Options

Absences: Absences show on the Rota highlighted in the colour from the
Absence definition.

Limit: This is the limit set in the Employee Rules tab, Rota Weekly Limit
Hours. If the employee is scheduled to work more hours than this then the
Total Hours will be highlighted in Red as seen above.

Daily Rules that have been rotaed for an employee while they are working in
another group will be highlighted in this group in Grey.

Editing the Rota
[ [ELLKichen ~

F0170CLL Laurdry
CLL Offce

3017 | Froduction

301701 CLL Receplion
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3.1 By Clicking on the Cell in the Rota

Once you have clicked on a cell you get the opportunity to tMon 03 Feb [T
just type in the start and end time. Andrew Hosegood | 08:00-__:_ v |
or... .

08:00 - 16:30

Select the shift you want if it is in the list or click on Staff Weekdays 0900-1630

6Findéd or ' More...' to shol';'”d"' t of
ore...

Clicking on OFindéd gives the user the opportu

shift to be entered. Once the time has been entered press < enter > and a list of
probable shifts will show. Click on the Daily rule you require.

3.2 By Dragging and Dropping from the List

Alternatively, you can 'Drag and Drop' the daily Rule you require from the list on the
left hand side onto the Rota. If you use the CTRL or SHIFT key while dragging you
can add a Rule to the cell for split shift situations.

Flule Name ~
|3 Dy Fules (3) ~

(1 Mo Cast Centre (0] =l D | ChondogicRota~ ~ | | Mon Jan 142019 =] M| [ cLikin
(23 CLL Acoounts (27]
[ CLL Cleaning (2] .
e <l - Chronologic Rota -
B CLL Kitchen (27)
i CLL Laundry (27) Mon 14 Jan [Tue 15Jan [Wed1BJan  [Thul7dan [Fri1gdan |
[ CLL Office (27) —— You can pu test ‘ ‘ ‘ ‘
i CLL Froduction [27) in here!
i CLL Reception (28] Joe Blogs 08301700 08301700 08301700 08301700 08301700
] 06001400 <DR02> Test Emplopes 08301700 08301700 08301700 08301700 08301700
] DBOD-1400 M-F <DRI0E>
] 06001400 with OT <DRT2> Dan Ford 08301700 08301700 08301700 08301700 08301700
and Sam Smith 08301700 08301700 08301700 08301700 08301700
Alastair Slade 08301700 08301700 08301700 08301700
7 03001630 Fridsy <Pr02> Angie Yaung 08301700 08301700 08301700
j 03001730 Accaunts <ACOT> John Smythe 08301700 08301700 08301700
1400:2200 <DRO3
| 1400:2200 bF <DROTS Flo Lioyd 08301700 08301700 08301700 08301700 08301700

3.3 By Highlighting a Group of Cells and Populating from a Work Schedule

If you left click and drag to highlight the cells you want to populate and then right click
on them you can choose which work schedule to use to automatically fill the Rota for
you.

If you click on the top left hand cell you select all the cells in the matrix. Right clicking
then gives you the option to populate from defaults. (See Day Plan addendum for
more information.)

3.4 Deleting a Daily Rule from the Rota

To Delete a daily rule from the Rota, left click on

08:00 - 16:30
the cell and select the topmost (empty) rule. Staff Weekdays 0900-1630
Shown here highlighted in blue. L";f’;

3.5 Employees who are scheduled on more than one Rota

If an employee is scheduled to work on another Rota, the cell will be occupied
by a 'greyed' Daily Rule, and the tool tip will indicate which Rota they are
scheduled to work.

Split shifts are shown on separate lines for each day.

Using the Rota in Focus v1.7
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Fii 13Jun [Sat 14 Jun [Sun 15Jun [Mon16Jun  [Tue 17 Jun [wed18Jun  [Thu19Jun [ [Basic  [Limt [Total [Cost
AB12 CDE Digger
Jim ndrews 0900-1730 Sales 0900-1630 Financ 0700-1600 MPw 0700-1600 MPw 3400 00 340.00
SR s 7 2o N >
John Ford 41:00 400 25870
[2300 - 04.00] [2300-0400]  [2300-0400]  [23.00-04.00]
) [I7:30-2300] [17:30-2300] [17:30-2200] [17.30-2300]  OF00-1200BFast
Julie MGl 330 el 325.00
[17:30 - 23]
Vicky Smith 3330 3330 35600
1430-2300 Hotel | 0700-1530 Hotel | 1430-2300 Hatel |
Day Hours azan 2830 1830 kra 420 1530 ng:0n 18330
Day Cast 326,00 g1E.00 185.00 527.55 556.00 71288 a0.00 4m2.10
Budget 100% 4000.00)
TI p Of th e Day Alastair Slade
e Copy Schedule
H H H Angie Young . =
Use the Right Click on the employee names to give Employes Detail: Alastair Slade
you OpthI’]S Johr Smythe Timesheet
) Calendar
. Flo Lioyd Go To Default Wark Schedule
Most of these are obvious. =
Julie Sroythe Book/Delete Absence
Lynda Carter Populate From Work Schedule

Clear Recent Rules List enables the user to remove

the rules that show when a cell is clicked on for an
employee.

Daniel Redmc

Clear Schedule
Clear Recent Rules List

You might want to do this if a particular employee has been working in one
department and is now working lots of different rules and the list on clicking on the

Rota cells is becoming too long.

Using the Rota in Focus v1.7
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4.0

4.1

Reporting

Chronologic Ltd 01761 410084

Printing the Rota

This is the printout of a planned Rota. This can be printed with or without the
hours and cost columns to enable it to be given to employees to confirm when
they are expected to work.

Chronolo

Workforce Management

Maintenance - Mon 08 Jan 2007

Inc. Absence

| Mon08Jan | Tue09Jan | Wed10Jan | Thu1idan | Fri12Jan | Sat13Jan | Sun14Jan | Hours| Cost
Michael Chauvin M3 14:00 - 19:00 M3 14:00 - 19:00 M3 14:00 - 19:00 1500 90.00
Neal Johnson M2 10:00-14:00 M2 10:00-14:00 08:00 4800
Timothy O'Hara M1 05:00 - 10:00 M1 05:00 - 10:00 1000 50.00
Alex Varia M1 05:00 - 10:00 M1 05:00 - 10:00 M1 05:00 - 10:00 1500 7500
Day Hours 03:00 039:00 10:00 10:00 10:00 48:00
Day Cost 49.00 49.00 55.00 55.00 55.00 263.00

4.2 Cost Variance Report

When the employees have worked the Rota, there is a report that enables
managers to see what variance there is between the plan and the actual
times worked and their associated values.

Cost Variance
Week Commencing Mon 08 Jan 2007
Employees in Maintenance Ordered by Number
Sum Rates 1 2 M3 4 M5 6
. . Planned Actual Variance Planned Actual Variance
Number Title  First Name Last Name Hours Hours Hours Cost Cost Cost
102466 Mr. Timothy O'Hara 10:00 10:00 50.00 50.00
102479 Mr. Michael Chauvin 15:.00 14:45 -00:15 90.00 88.50 -1.50
104267 Mr. Neal Johnson 08:00 08:00 45.00 45.00
108924 Mr. Alex Waria 15:00 15:30 00:30 75.00 77.50 250
43:00 4315 015 263.00 264.00 1.00
4.3 Hourly Report
You can also view B —
and print a report that sz =B e o 1o e :
shows you the e S
number of employees == [ ‘
e oo |
scheduled to work s = |
through the day using === - —— ‘
several different e = |
reporting criteria. o —— ‘
o == I [t
o . =z
e - mm
= N =
= = .
1 1 1 1 1 1 4 4 95 15 1317 1317 13.17 13.17 1317 1317 15 4 4 4 4 4 3 3 .

Using the Rota in Focus v1.7
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5.0 Populating the Rota
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Woerk Schedule

5.1 For One Week Uses Fota v
Schedule for Rota
If you have Schedulef or Rota set up on t hi|l o . |e
Offsst Days] [ |
Enter the Rota and click on the top left square:
I D CHCLounge | on Jun 062011 ~| M[Sat Lasttame v [ ][Mene 9
CHC Lounge - 06 Jun 2011
fon 06 Jun [Tue 07 Jun [Wed08Jun | Thu09Jun [Fii 10Jun [Sat11Jun [Sun 12 Jun [ JTotal | Cost
Then right c¢click on the Blue area and sel
click OK.
as CHC Lounge - 06 Jun 2011 e Lo
k. " : ; o Work Schedules
i Inchids Work
Schedule Columns:
V1
J2
3
14
{5
Can
This will populate the Rota with the default shifts already programmed into the work
schedules for the employees as set up in

Schedul ed.

Save the Rota by clicking on the Save icon (floppy disk) H

Using the Rota in Focus v1.7
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5.1 Month at a Time Using the Availability Screen i Quickest Option

Open the Availability Screen and click and drag from the top left cell to the bottom
right cell for the employees you want to set the schedule for.

Q=2

< < | Sat Nowpszms ~| >

el

Display Absence Type

Sick. Other (

Groups

] Primary Group Orly
ic Fota ~

( Haoliday Bank Holiday B st
November 2019
102345678 9/10/11/12/13|14|15|16|17[18|19 20| 21|22|23| 24|25/ 26|27|28(=29| 30
Hol Pub | Sick F/ S/ S M T W T F S|S|/MTWT|F|S5|/5 M T W T F S S MT®WTFS
5026 |Dan Ford L R R R R R R
5023 |lan Freely WM KK |® % ® (Mo H KK (® (K % (H® Rk R E |x & ® % |® ok K x|
5555 | Andrew Jones 08 & |w o |x |x |5 |4
B012 Kylie Jones WOk KK [® % |® X W ﬂ Book Absences x
5002 Joe King WM oK K |®ox woxoH
5015 |Flo Lloyd L R ER RN x ? Close on Save Raota: 22 Set Schedule
5013 | Mark Peiry oMK [xox(x |® o Only Work Days Delste Schedule
5001 Dariiel Redmond 19 - ENENENENEN — 01 Nov 2019 - 30 Nov 2019
5003 | Alastair Slade 28 0 ® 2 H
5024 Dave Smith Bl B EEE HalEl HU“'SlF‘EaSU” | -
5027 Sam Smith Bl BN EEE 1
5018 John Smythe Wk KR |x % |x X W 2
5019 Julie Smythe WOk KK [® % |® X W 3
5016 Simon ‘Walsh X O® R % (% (% (% (x| 4
5020 Horace “Whyte 28 WM oK K |®ox woxoH 5
8014 Jenny ‘wren WM oOR Ko [Hox w oMW B j
8017 Angie Toung WK K |Hox w o wW
|Employess AVAILABLE out of 22 1.0 0 1 1 1 1 10 — New Booking
Key Reason |:| o
r ] ‘ Cast Centie | pjnne v
. . A select = Work Schedule - O *
Then click on Set Schedule and click on OK to agree to delete
. . B} Select a Work Schedule
any existing records if there are any. e —
Defaults (with oifset)
1400-2200 Inchude Work
dond oif Scheduz Columns:
) ) Accounts MonFi 1
Now click OK to populate the Rota for the full month using the | |&gsesw =
Chicnolgic Standard
. ! il
Default Work Schedule as set in Schedule for Rota on the B s Cls
en Chrsnalogic Admin - J55
Oa
Employee Rules tab, or choose a specific Work Schedule. L e
o Cancel
MonThu
. . Morw/eds
You can also choose which Rota Group at the bottom if you O .
~ . P . A Pimay Group v
dondét want t o us es, whibhasithe défauli. ma+—y"—c+o o p

5.2 Year at a Time per Employee on the Calendar
You can also populate the Rota for a full year using the Employee Calendar for one
employee at a time. Left click and drag the period you wish to change the employee
schedule for on the Calendar and then proceed as above.

This can be useful when working different hours per day based on the time of year,
Summer and Winter hours type contracts.

Using the Rota in Focus v1.7
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6.0 Using the Day Plan
6.1 Day Plan
Right c¢click on the

day

header f

or t

Chronolo

Workforce Management g

he day

If you are using default work schedules then you will see the shifts that are
programmed in for that day and the employees who are scheduled to work on them,

if you dondt have

any

def aul t

wor k

schedul

Rota Day Plan
€.l

=—{[Mon Jun 062011 ~| MM

Name Format Background
() John Smith (%) Group/&bsence Colour
\{
Templato CostCentres O . Smith O Group Back Colour
1 al 9 ‘ () Absence Back Colour
O Smith, J () No Back Colour

06 Jun 2011 Employess Wide Ebl

() Smith, John

— Status

[ Cost Centre [ Daily Rule [Plan [Emp 1

[Emp 2

[Emp 3

[Emp 4

6.2

Adding Shifts to the Day Plan
You can drag shifts and employees on to the matrix to create your plan.

Group:

Absence:

Shift:

Start:

R
—
\'

‘_Shiﬂ: ‘
e |

Clocked:

To add shifts click on T&A Rules on the bottom left and then drag and drop the shifts
you want to be worked that day on to the matrix.

Using the Rota in Focus v1.7
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