How to Add and Edit Absences in RHN Scribe -
Roster

1 Click "Home"

. Royal Hospital for Neuro-disability

Roster Summary

Department Andrew Reed South War Include Ghosts
Today Tomorrow 3 Days Include Unproductive :
Start Date 07/1172023 End Date 13/11/2023
Fetch
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2  Click "Roster Summary"

@ o sl e - s -

Home
Roster Summary My Shift
My Absences
TeamAbsences
Roster Summary
Department Andrew Reed St : Include Ghosts
Today Tomorrow 3 Days Include Urlproductive
Start Date 07/11/2023 End Date 13M1/2023
Fetch
3 Click this button.
Uepariment ANUNeW Heed SOulll wdl b by sl o by
Today  Tomorrow 3 Days Include Unprodus
Start Date 07/11/2023 End Date 13/M1/2
Fetch

Please select your ward and time period
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4  Click "Add Absence"

W1

Julieth Majongwe 07:30 - 15:30 (Th:30m) 07:30 - 20:00 {11h:00m)
Ward Manager - (30h:00m) - Add Absence Registered Nurse Management - Edit Registered Nurse Management - Edit

Leonora Leonora

- Numeﬁgg:t 105:':;“: [ \ 07:45 - 20:00 (10n:45m) 07:45 - 20:00 (10n:45m)
' Registered Nurse - Edit Registered Nurse - Edit
Anna Lyn Catral 07:45 - 20:00 {10h:45m)
Staff Murse - (43h:00m) - Add Absence Registered Nurse - Edit
Clara Ogunyemi - HLR
Drapers

Coralyn Dooma

Bank Staff Nurse - (30h-45m) - Add Absence R N

Registered Nurse - Edit

Glenn Galvez Absence

5  Click this text field.

Royal Hospital for Neuro-disability e

-~ A national medical charity
B e

Management ~ Safer Staffing =

Add a new period of Absense for Aminat On:

Start Date Start | 00:00 Comments
Time \ .
EndDate | g/11/2023 End 23:59
L Time
Absence  .on 0 cave v
Type : !
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6 Click "15"

Add a new period of Absense for Aminat Onayiga

Start Date ‘ 08/11/2023 ‘ Start 00-:00 Comments

Time
(1] November ]

End Date Su Mo Tu We Th Fr Sa

9
1 2] 3| 4
5 6| T 9] 10| 1
12| 13| 1845l 16( 17| 18
Absence Add
Type 19| 20| 217<=22| 23| 24| 25

26| 27| 28| 29| 30

7 Click this button.

Add a new period of Absense for Aminat Onayiga (Staff Nu

Start Date 15/11/20253 Start 00:00 Comments
Time
ERd e 16/11/2023 End 2359
Time
Absence Annual Leave v Add
Type
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8  Click "Management"

. Royal Hospital for Neuro-disability

A national medical charky

EpaRTae Information Technology

» Pending Leave Requests
» Pending TOIL Requests
» My Reports

» Information Technology Calendar

9  Click "Unfilled Shifts"

Royal Hospital for Neuro-disability
A naticnal medical chariy

Department

Ward Management

Informa
Manage Shifts
Unfilled Shifts
1ding Leave Requests /
Approve Shifts
1ding TOIL Requests Short Notice Shifts
Reports Agency Timesheet Completion

3 Working Time Summary
rmation Technology Calendar

Rostering Tools
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10

Click this text field.

Royal Hospital for Neuro-disability HOHE

Management - Safer Staffing - Payroll « Admin «
A natonal medical charkty =
T 07/11/2023 - 07/11/2025
iy Please Select v
jon Flease Select v
Shift Type Assignment A Specialisms  * Date Start Time End "’
v | v | vl vl
Regular Mone Required 0771172023 03:45 17:
Regular Andrew Reed Morth Mone Required 07/11/2023 03:00 16:
11  Click "Custom Range"
e A R | D F172043 - 0172023
Location Tomorrow y
Next T Days
Next 30 Days
n Shift Type Assignm isms = Date Start Time
Last 7 Days
] | | Last 30 Days i
ervisors Regular Custom Range Juired 07/11/2023 0545
ts Regular Andrew Reet _ Cancel Juired 071112023 0800
LS Regular Clifden Mone Required 0711172023 03:00
cs Regular Glyn A Mone Required 0711172023 05:00
icians Regular Haberdashers House Mone Required 07/11/2023 09:30
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12 Click "15"

Unfilled St
07/11/2023 - 07/11/2023
5 — h Pending
[ & 15/11/2023 & 07/11/2023
Te ; ;
o < Nov 2023 Dec 2023 g gt
Next 7 Days Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
Next 30 Days 29 30 31 1 2 3 4 26 27 28 29 30 1 2
Assignm Jok
Last 7 Days 5 6 @ &8 9 10 1 3 4 5 B ¥ 8 9
1 s 12 13 14 15 16 17 18 10 1 12 13 14 15 16
Custom Range 19 20 21 22 23 24 25 i7 18 19 20 21 22 23 Domestic
26 27 28 29 30 1 2 24 25 26 27 28 29 30
Andrew Reet Cancel o A = n < o a 31 1 2 a a c = Domes!
Clifden Mone Required 0712023 08-00 16:30 Domes!
Glyn A Nene Required 07/11/2023 08:00 16:30 Domes!
13  Click "Actions"
R
Shifts with Pending Applicants Only? D
Exclude Cancelled Shifts
Search: |
End Time Job Types Time Of Day Status
20:00 Registered Nurse Earl 0 Applications - |
: f . )
1730 Ward Technician Earl 0 lications )
J o Actions
17:30 Ward Technician Earl 0 Applications :
4 i3 Actions
16:30 Domestic Assistant Earl 0 lications -
. S Actions
17:30 Ward Technician Earl 0 Applications )
d i Actions
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14  Click "Edit"

L
Exclude Cancelled Shifts

Search: |
End Time Job Types Time Of Day Status
v [ ]
20:00 Registered Nurse Earl, 0 Applications 5
o d oe Actions
17:30 Ward Technician Early 0 Applications Edit
Cancel
- o Send to Agency
17:30 Ward Technician Early 0 Applications Audit
16:30 Domestic Assistant Earl 0 lications -
. SiRE Actions
1730 Ward Technician Earl 0 Applications .
d oe Actions
17:30 Ward Technician Early 0 lications 5
’ i Actions

15 Click this text field.

SR, o
Other details may be skills required or other special circumstances:
Other Details

Who
Assigned To |

Please start typing in the box in order to be provided with suggestions. At least 3 character:
You can search by name or job title. People already committed to a shift are not shown.
Worked As Type -

Job Types

The Job Types cannot be meodified. If you have made an error please cancel and create a new shift

Pay Rate Registered Nurse M
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16  Click "Catherine Hewitt (IT Service Manager)"

Other Deatails

Who

Assigned To

Catherine Schuster Bruce (Junior Doctor (Locum))
Cathcart Menus ()
Catherine Price (Music Therapy Student)

Worked As Type

Job Types

The Job Types cannot be modi g b
Catherine O'Mahony (Clinical Fellow)

Catherene Manu (Health Care Assistant Level 3)

Pay Rate

Registered NMurse v
Save Back
17  Click this button.
Who
Assigned To

Catherine Hewitt (IT Service Manager)

Please start typing in the box in order to be |
You can search by name or job title. People
Worked As Type
Job Types

The Job Types cannot be modified. If you have made an error please cal

Pay Rate Registered Nurse

Save Back
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