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Using the Rota 
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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.  

  

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 

OT.) 

 

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). 

 
         
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. 
 

1.3 Set up Daily Rules and Work Schedules 

 
Now set up a Daily Rule and Work Schedule to enable the Daily Rules to be 
applied to the Rota. See Schedules/Daily Rules and watch the video here. 
 
The Daily Rule and a Work Schedule may look something like this…. 

 

           
 

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


Chronologic Ltd 01761 410084 

Using the Rota in Focus v1.7 
3 of 12  

Make a Rota Template Rule Daily Rule and Work 

Schedule that will apply to the Rota if 

required/selected. 

Choose Calculate if you are going to type in the shift 
start and end times on the Rota. This Daily Rule will be 
the template from which the system will work out the 
various settings based on the difference between the 
typed in start and end times and the ones on this rule. 

 
This shift is then used in the Default Daily Rule section 
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.  
 

 
 
NOTE: Multiple Cost Centres may be applied to a Daily Rule – if this isn’t available in 
your system please contact support@chronologic.co.uk.  
 

 
Now go to the Rota menu. 
 

 
 

2.0  What you can see on the Rota  

Depending on which options are ticked in the Options drop down, you 

will see more of less detail on the Rota. 
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 2.1 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). 

 

2.2 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. 

 

2.3 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.  

 

3.0  Editing the Rota  

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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3.1  By Clicking on the Cell in the Rota  

Once you have clicked on a cell you get the opportunity to 

just type in the start and end time.  

  

Or...  

  

Select the shift you want if it is in the list or click on  

‘Find…’ or 'More...' to show the full list of rules.  

  

Clicking on ‘Find…’ gives the user the opportunity to type in a starting time for the 

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. 

  

  

  

  

  

  

  

  

 

 

  

   

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 

the cell and select the topmost (empty) rule.  

Shown here highlighted in blue.  

  

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. 
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Tip of the Day 

Use the Right Click on the employee names to give 

you options: 

Most of these are obvious. 

Clear Recent Rules List enables the user to remove 

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

employee. 

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. 
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4.0  Reporting  

4.1  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.  

 

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.  

 
 

4.3  Hourly Report  

You can also view 

and print a report that 

shows you the 

number of employees 

scheduled to work 

through the day using 

several different 

reporting criteria. 
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5.0    Populating the Rota  

5.1  For One Week 

If you have Schedule for Rota set up on the Employee Rules Tab…  

  

Enter the Rota and click on the top left square:  

 
  

Then right click on the Blue area and select ‘Populate from Work Schedule’, then 

click OK.  

  

  
  

This will populate the Rota with the default shifts already programmed into the work 

schedules for the employees as set up in the Employee screen, Rules tab, ‘Work 

Schedule’.   

  

Save the Rota by clicking on the Save icon (floppy disk)    
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5.1  Month at a Time Using the Availability Screen – 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. 

 

 

Then click on Set Schedule and click on OK to agree to delete 

any existing records if there are any. 

 

Now click OK to populate the Rota for the full month using the 

Default Work Schedule as set in Schedule for Rota on the 

Employee Rules tab, or choose a specific Work Schedule. 

 

You can also choose which Rota Group at the bottom if you 

don’t want to use their Primary Groups, which is the default. 

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. 
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6.0  Using the Day Plan 

6.1  Day Plan  

Right click on the day header for the day you want to program and select ‘Day Plan’.  

 
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 don’t have any default work schedules then you get this screen:  

  

  
 

6.2  Adding Shifts to the Day Plan  

You can drag shifts and employees on to the matrix to create your plan.  

  

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.  
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Click in the ‘Plan’ column to enter the number of employees that you need for that 

day if you would like to. You get an exclamation mark if there are not enough 

employees allocated to the shift in question. You can have Skills listed here as well if 

required. 

6.3  Saving a Day Plan Template  

  

Once you have set up the day in question you can save this day as a template to be 

used again by clicking on the  button.   

  

Here is the Save box, type in a name and click on Save:  

   

  
  

  

You can then use the  button to re-use your templates as often as you need to 

in the future without having to set them up again and again.  

6.6  Adding Employees to a Day Plan  

When you have created your plan you can the drag employees into the matrix from 

the list on the left (select employees first on the bottom left!)  

  

  
  

You can right click on an employee and remove them. If this is meant to be for all 

weeks to follow then edit their work schedule if they have one!  
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6.7

  

6.8 Version Control 

1.7 

Added Version Control 

More detail on where to set up Daily Rules 

 

Reviewing and Printing the Rota   

Once you have created the Day Plan for each  
day of the week you can return to the Rota  
and check the costs for the day s in question  
and you can print out the Rota or PDF it and  
email it to your staff.     


