Q

Practice
Plus
Group

To access the RotaMaster Web Portal, please use the following link:
https://practiceplusgroup.rotamasterweb.co.uk/

This reference guide, along with other RotaMaster guides, is available to download from:
https://mypracticeplus.com/health-care/hris/hris-rotamaster

If you need assistance using the RotaMaster Web Portal please contact the HRIS team:
0333 321 1951 or hc.hris@practiceplusgroup.com

\ J
Contents
LOGOING TN e ——————— 2
Changing Your Password WHhilSt LOGQed IN ......couuiiiiiiiiieceieee et 2
Password Reset/FOrgotten PaSSWOIG ...........uuviiiiieiiiiiiiiiieiee e e sttt e e e e e st re e e e e e s s e st rnaeeaaeeeaaas 3
(ol g0 [0 1(=T a0 LY =Y ¢ F= T o SRS 4
L (0 11 SRR 4
VIBWING YOUF ROTA ....ciiiiiieiiei ittt ettt et e e e s e e e e ek e e e e aasn e e e e annr e e e e e nne e e e e anneeeas 6
F Y= V1= o111 Y/ SRR 7
LOG AVAIADIIITY ..ot e e e e e e e 7
Edit AVAIIADIIILY ... e e e e s e e e e e e e e s e e e e e e e e e e et r—rrraaaaeaaaas 8
General Availability ... 9
Adding a General AVAIIADIIILY ..........ccoiiiiee e e e 9
Copying Your General AVAIIADINITY ...........ooiiiiiii e 10
Editing or Deleting Your General Availability ..............ccuvvieiieii i 10
QAT =T 0 = 10T 14 T 11
Registrar Web Bookings (for REQISTIars ONIY) ........cooiiiiiiiiiiiiie i 12
RV 111 T0F= 11T SRR 13
Verify Shifts (complete before the end of the Month) ..., 13
Verify Adjustments (complete before the end of the month) ..., 14
A 1 =] g T=T= PP PPT S PPPPRN 15
Viewing Additional SHift DELAIIS .........uuuuuruiiiiiiiiiiiiiiiiiii e ra—arararararararararnrannnnnnnnnnnns 15

HRIS Reference Guide Version 5, September 2021 1


https://practiceplusgroup.rotamasterweb.co.uk/
https://mypracticeplus.com/health-care/hris/hris-rotamaster
mailto:hc.hris@practiceplusgroup.com

Logging In

Enter the web address (shown in the information box above) into your web browser

Member Login

Usemame

Password

Sign in

RotaMaster

The Healthcare Workforce Solution

Forgotten your password? Forgotten your usemame?

Admin Login

Enter your username and password into the corresponding fields. Click Sign In.

The main RotaMaster Web Portal page will look like this:

RotaMaster

“HiJ Demo - Doclors - &

A  Poral~

Rota~ Availability - Verifications ~ Exchange Web Bookings

Home
Mobile App Invitation Code
e
Announcements
New Policy
Hi,

please ensure you have read and understood the new policy update attached. If you have any

iuestiuns ilsase speak to your line manager or the Deputy Head of Healthcare.

News
Welcome to RotaMaster

Welcome to Rotataster. Your service will use the system for workforce planning and payroll. Please
ensure you check the portal regularly.

Self Service~

Log Off

UPCOMING MANDATORY TRAINING

You have no upcoming training

IN THE NEXT 7 DAYS WE NEED

Duty Rota

Date Day  Station  Group

No data available in table

Showing 0 to 0 of 0 entries

YOUR NEXT #1 ROTA SESSIONS

“You have no confirmed shifts at this time.

LINKS

Site

Hello A Almond

Shift

Team  Group

Previous | Next

Changing Your Password Whilst Logged In

It is advised that you change your password regularly, as your password will expire every 90 days.

Click on the Home or house icon on the top left of the screen, then on Profile under Self Service:

RotaMaster

ﬁ Portal~ Rota~ Availability Verifications~

Home

Mobile App Invitation Code

=

*HiJ Demo - Doctors - 8

Exchange

Web Bookings

Self Service~

Log Off

My Timesheets
Profile e
S
Documents MAN
My Uploads [
upc
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Click on the Login Detalils tab. Click on the Blue Edit button. Input your current password, and then
enter your new one twice, remembering to follow the password rules in the bold red text:

My Profile

Home Address Contact Details Login Details Compliance

Username

Password

New password must be between 8 and 16 characters long, contain an
uppercase letter, a lowercase letter, 2 number and one of the following
special characters #71@5%&"-

Document Password New password must be between 8 and 16 characters long, confain an
uppercase letter, a lowercase letter, a number and one of the fallowing
special characters #2!@5% " &"-

Click on Submit. The next time you login to the RotaMaster Web Portal, you will need to use this
new password.

Password Reset/Forgotten Password

If you have forgotten your password, or need to reset it, you can use the link on the main RotaMaster
login page:

Practice Plus Group
Memizer Login

Usemame

u el

a3

%

Forgotien your password? Forgotien your usermame?

After clicking on this link, you will be asked to put in your profile’s username or your personal email
address (please note this may not be your Practice Plus Group email address, but the one that was
set up with your profile initially).

Enter this and then click on Request Password:

Practice Plus Group

Usemame or Email

You will be sent an email to your email address registered in your RotaMaster profile with a reset
password link. When you click on the link, you will be taken to a webpage that will ask you to input a
new password twice. The link will expire after 2 hours, so please make sure you click on the link
within this time frame.
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Please note: Password rules are as follows: the password must be at least 8 characters,
containing an upper and lower case letter, number AND a special character (e.g. ?!;:-@ etc.)

Forgotten Username

If you are unsure of your username to login to the RotaMaster Web Portal, you can click on the
“Forgotten Username" link” on the login screen:

Member Login

Username

Password

Forgotten your passwordf Forgotien your usermame?

You will then be asked to type in your email address that is registered in your RotaMaster profile
(please note, this may not be your Practice Plus Group email address).

Forgotten Username

Email

Request Username

Click on Request Username and you will receive an email reminding you of your username.

If you have not completed your RotaMaster registration (from a system generated email), you
will not be able to use Forgotten Password or Username links to receive your login details. If

you have not registered, please contact your local rota team and ask them to send you a
Login Details message, which will invite you to set up your profile.

Profile

You can view your personal details and make sure they are correct, in your profile. Go to Self Service
and Profile:

RO to quter *HiJ Demo - Doctors - '8 a il =

‘ﬁ Portal~ Rota~ Availability = Verifications ~ Exchange Web Bookings Self Service~

My Timesheets
Home p— -
S

Mobile App Invitation Code Documents AAN

My Uploads
. . upc
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You can check your Address, Contact Details and Compliance details are up-to-date by clicking on
the relevant tabs. You will not be able to edit any of these details, so if anything is showing
incorrectly, please contact your local rota team.

My Profile

Contact Details Login Details Compliance

Address Line 1

123 Some Road

Addi Line 2
ress Lme Some Place

Address Line 3 Address Line 3

Town

Some Town
County Some County
Postcode SW3 8GH
Country United Kingdom

My Profile

Home Address Contact Details Login Details Compliance

Phone Number

Mobile Number

Email

My Profile

Home Address Contact Details Login Details

Professional Registration

Professional Indemnity

You can also view your Login Details and edit them, by clicking on the Edit button (please see the
Changing Your Password Whilst Logged In section for more information):

My Profile

Home Address Contact Details Login Details Compliance

Usemame
Username

Password

Document Password
sesesssnes o
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You can also set your document password, which will be needed to access your documents.

Adding Documents

You can add relevant documents to you role by going to Self Service > My Uploads

D017 140 1 1= G ——

ﬁ Portal~ Rota~ Availability ~ Verifications - Exchange Web Bookings Self Service~ Log Off

My Timesheets
Home Profile

Mobile App Invitation Code Documents AN

Cooveees &
] 1] L

upc)

Depending on whether your rota team have activated it, you will be able to upload documents such
as Indemnity certificates, 3" Party Training certificates etc. If there is a document type not listed,
please speak with your local rota team, who can organise to get it added to the list.

Viewing Your Rota

To view your rota, click on Rota > My Rota

D001 70| 14 [0 1] =) R

ﬁ Portal ~ Rota~ Availability ~ Verifications Exchange Web Bookings Self Service

Calendar

Home

MyRota

Mobile App Invit Single Day Hota UPCOMING MA

You will then see a list of all of the shifts that you are booked into. Please note If you are paid via
RotaMaster you will be able to see the value of the shift. If you are salaried, the value will show as
zero. If the value is incorrect, please contact your local rota team.

My Rota

Caberaiar Adprsieeeniis
10 " Row

Cane Day Duty SLamon Shift Group Roks St End Valus

DO0EMAE  Saheiday Prodgesct Houra ARErmaon [Rscmplasnist 1300 20058 8851
ZINE2NE  Sundary Prospeci Houwse Moy Reaepionst [1Re ] 1253 E35.M5
FAOEE l-i‘srh‘.l.‘l-r Prospeci Home Afernoon Roeceprianst 13100 Hr 58 EBB 51
ZROANE  Tuesday Prospec Mouss Alernoon Resceptonis! 1R 250 6851
240E20M8  Wednisday | Proapect Hena ARETTION IRl 1300 5D EBB.51
2E0A0ME  Thursday Prospec] Howse Aflernoon Rescephonest 1300 88 E£68.51
DECRE  Foclay Proagssct Haurs Mo (Rt [ Ra i) 1250 E35.76
FTNENE  Saluday Prospec] House Moaming Recephonest L1 8 k] 1258 E35.T5
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If you wish to see your rota in a calendar view, click the Calendar tab and the view will change:

My Rota
[
August 2016 STl [ocee

Availability

Log Availability
Please note This functionality is not available at all sites. If you are unsure, please check with your
local rota admin team

In this section, you will be able to log your availability for the upcoming rota. Once your Rota
Administrator has uploaded the rota, they will open availabilities and you should be able to access
this screen. To access this, click Availability = Log Availability.

DZ0) 00|14 [0 1 £~ cH

A Portal ~ Rota~ Availability ~ Verifications ~ Exchange Web Bookings Self Service ~ Log Off

Log Availability
' Edit Availability

General Availabili |

Date Range

To log availabilities, simply click on the tickbox next to the shifts that you wish to work and then click
on Log Availabilities. Make sure to change the date ranges to ensure you see all shifts you might
be interested in working.

The availabilities may be on multiple pages so check all pages before clicking Log Availabilities.

If you would like to log your availability for all shifts, click the very top box to the left of the end
column.

Date Day Duty Station Shift Group Role Value Session Fee Start End %

To confirm this, simply click OK on the confirmation dialogue box that will appear.
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9 Are you sure you wish to submit the selected availability?

To view any more information that is attached to the shift, click the plus sign to the left of the panel.

Please note: You can tick as many shifts as you like, the process that your Rota Administrator will
run later will make sure that staff are not allocated too many shifts.

Edit Availability
Please note This functionality is not available at all sites. If you are unsure, please check with your
local rota admin team.

If you have logged your availability, but are subsequently unavailable, this section allows you to
delete any availabilities you have logged. To access the page you need to log onto RotaMaster and
click on Availability = Edit Availability.

Bl0) X0 | 140 1 1= N ——

A Portal ~ Rota~ Availability ~ Verifications ~ Exchange Web Bookings Self Service ~ Log Off

Log Availability

Edit Availability
T General Availabili

Date Range

Please note: You can only use this until your Rota Administrator has downloaded the Rota. Once the
availability has been downloaded, please contact your Rota Administrator to alter it.

To delete an availability simply tick the box next to it and then click on Delete Availabilities.
You will then need to click OK on the confirmation dialog.

Edit Availability

m Downloaded (0

0 = Fews
Dt Day Dty Station Shift Group Role Seart End
15072016  Wednesdsy DOCTORS SURGERY A& DAY SHIFT AADOCTOR 08:00 15:59
150TR01S  Wednasday DOCTORS SURGERY A4 DAY SHIFT AADOCTOR 0800 15:59
1TOTR01S  Friday DOCTORS SURGERY Ady DAY SHIFT A& DOCTOR 08:00 15:59
2007205 Monday DOCTORS SURGERY A& DAY SHIFT AADOCTOR 08:00 15:59
20MTR0IE  Monday DOCTORS SURGERY Ad DAY SHIFT AR DDCTOR 08:00 15:58

Showing 1 to 5 of § shifts First Lt
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9 Are you sure you wish to delete the selected availability?

The downloaded tab at the top of the page, underneath the title will show you all the shifts that you
have logged and which have now been downloaded by the Rota Administrator. These cannot now
be deleted. You will need to contact your Rota Administrator if any alterations need to be made.

Please note: For any pages such as web bookings and verifications where these run to multiple
pages, you can maximise the view to 50 items per page, please ensure you go through all the pages
and tick anything required before pressing save.

General Availability

Please note This functionality is not available at all sites. If you are unsure, please check with your
local rota admin team

Adding a General Availability

It is possible for you to log any availability you might have (days and times), even if they don’t directly
correspond with shifts. Simply scroll through the calendar and add in the dates and times you are
available to work:

ROLAMASEST o oo o o o s

ﬁ Portal ~ Rota~ Availability Verifications ~ Exchange Web Bookings Self Service~ Log Off

General Availability

March 2021 Copyf| < | > | Today
Mon Tue Wed Thu Fri Sat Sun

. 1. 2 . 3 4. 5. 6. 7

. 3. 9. 10 11. 12. 13. 14

. 15. 16. 17 13. 19. zo. 21

Click on the green “+” on the date you are available. A window will pop up asking for your
available times. Click on the clock icons to show the start and end times of your availability, select
your zone (or several/all if you prefer), then click on Save.
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Add General Availability

Availability Details v

Start 00:00

End 14:00

Ghe

Zone(s) HiJ Demo -

Save Cancel

Copying Your General Availability

To make the process quicker, it is possible to copy your availability from one day to several others
(this is very useful if your availability is the same over multiple days). To do this, click on the Copy
button at the top right of the calendar. Enter the date ranges you want to copy from, and the date
ranges you want to copy those availabilities to:

Copy General Availability

Copy From
Start 01/04/2021 n End 30/04/2021 n

Copy To

Start 01/05/2021 n End 30/05/2021

Click on Copy, to copy the general availabilities. You can copy availabilities a day, week or month
at a time (the end date in Copy To will automatically adjust to the date range you are copying from).

Editing or Deleting Your General Availability

You can edit or delete any General Availability, by clicking on the entry in the calendar. You can
change the times of the availability, by clicking on the clock icons, or delete it completely.

Edit General Availability

Availability Details v

Start 09:00 n
End 14:00 E
Zone(s) HiJ Demo -

m Delete Cancel

Please note, that once the general availabilities have been downloaded by your local rota team, you
will no longer be able to edit or delete them. You will need to contact your local rota team to let them
know your availability has changed.

Once you have logged your General Availabilities, you will receive a system generated email similar
to the below. If you have logged several availabilities they will all be included in one email:
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Dear A Almaond,
Flease find below your General Availabilities requested via the General Availabilities page.

Date Start Time End Time Zones
01/05/2021 || 05:00 1400 HiJ Demo
04/05/2021 || 09000 15:00 HiJ Demo
06/053/2021 || 10000 14.00 HiJ Demo
1200572021 || 1300 19:.00 HiJ Demo

Kind Regards,
RotalMaster Admin

Web Bookings

This function is for ALL STAFF except Registrars and agency staff

Some services allow you to book shifts directly, without them having to go through an approval
process and some services use a request system, where your requests are assessed and then you
are either accepted or rejected from the shifts. Please check with your local rota team which process
they are using. Both processes work in the same way when requesting shifts via the RotaMaster
Web Portal.

It is possible for you to view available shifts and book into them or request them by going to Web
Bookings in the menu tabs:

ROLAMOASEEE 000 oo o 1 o g s s s s o

ﬁ Portal ~ Rota~ Availability ~ Verifications ~ Exchange Web Bookings Selfl Service~ Log Off

Within Web Bookings, select the month you wish to work to view the available shifts for your role(s).
You can also filter the results by selecting the Duty Station or Shift Group.

To book or request the shift, just click on the tick box in the Book column. You can select more
than one shift at a time and can also scroll through the pages to select multiple shifts and then click
the green Request button when you are finished.
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* Porial« Foda - Availability - Werilications - Exchange Wb Bookings Sadl Service - Log 07

Duty Shiet A itanal
Date Day S0 Group Role Valug Stam End Book Data

Q) EI010  Satwday  Cal Certer Early boening  Call £63.00 4.0 G758
H
SNIN Groups - @ N0 Sastuday  Cal Cemter Earty Maening  Call £53.00 0400 o758

@ 010SI019  Saawday  Gal Certer Early baening  Call £83.00 e a7-58
Ha

@ 10I019 Samday  Cal Certer Early Marning  Call £83.00 0400 ar&a

@ 008I019  Saawday  Gal Certer Early haening  Call £83.00 400 G758
Handlar

00008

@ DN0SD019 Samwday  Owiord Road Moming Call ERE00 00 1369

You will receive natification emails informing you of the shifts you have booked into or if your request
has been successful. You will then be obliged to work that shift, or contact the local rota team if you
need to cancel.

If you are self-employed, you should have the option to cancel your shift directly in the RotaMaster
Web Portal. However, if you have trouble doing this, please contact your local rota team as soon as
possible.

Please note: If a shift would breach WTD rules it may be auto rejected by the system. Please email
your rota team if you still wish to work the session and feel the hours are suitable. It is also possible
for rota admins to check the shifts that you have booked into using the RotaMaster Direct Web
Bookings facility and may contact you if they feel there is a discrepancy that needs to be discussed
(this could be WTD related).

Registrar Web Bookings (for Registrars only)

Registrar Web Bookings work in much the same way as standard Web Bookings. You can request to
work available shifts by going to Registrar Shifts in RotaMaster:

rotamaster  careuk

for your rota management EETEC CEN N RS N NN AT CE NS s

rota@careuk.com

[.3 Portal ~ Rota~ Registrar Shifts Self Service~ Log Off

Start by selecting the date range to view the available shifts. You can also filter the results by
selecting the Duty Station or Shift Group. To request to work a shift, click on the tick box in the
Request column. You can do this for multiple shifts in one go and also scroll through pages of shifts,
clicking the green Request button when you are finished.
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Registrar Booking
Dale Rang= e i w
T = i ]
T 1404/2018 | |
0
-
T - e Day Dusy Siation Shift Group §art End Traimes Ragues
Casar Hub m 10033013 Monday Calder Hub Ewvering 1200 19:50 Pokar,
Ameli
104002018 Mondey Calder Hub Ewering 1200 19:69 Roszdake, u
Shil Groups ~
| Kewin
Evaning B Bl
Atemocn B aomeone Tessw  GelderHub Evering wWon o Pom
Wamng 3 | Amelis
20032008 Weonesday  Calder Hub Ewsrning 1200 19:599 Pokar,
Amelis
22002018 Thursday Calder Hub Ewening 1800 1968 Poker u
A

You will receive natification emails informing you of the shifts that you have requested to work and
the requests will be sent through to your local rota team. They will then be reviewed and your request
will either be approved or declined. Again, you will receive an email informing you of this decision.

Please note: it is possible that some of your requests will be rejected, especially if multiple people
have submitted a web booking for the same shift. If you have not received a confirmation or rejection
email for a shift up to 24 hours before, please contact your local rota team.

Verifications

Verify Shifts (complete before the end of the month)

In this section you will be able to verify that you are happy with the shifts worked, and the values
associated with them, or dispute them if you are not happy. To get to this screen log on to
RotaMaster and click Verifications = Verify Shifts, as shown in the screenshot below:

RotQquter *HiJ Demo - Doctors - <l 5 SN I LI e

A Portal ~ Rota~ Availability ~ Verifications ~ Exchange Web Bookings Self Service Log Off

I Verify Shifts @ I

Verify Adjustments

Once the shift has been opened by the Rota Administrator, you will be able to verify them. Shifts with
a green dot status are open for verification. Those with a red dot are not.
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Verfy Shifts
W+ B Jane J015
Woeth

Dt 5 ey Dty Staton S e o Yae) Dt Wken Matey warity
BN Thurude DO SURGERY A BFTE R T I TE TR 1T [ nn
BATRTUNS  Frcay DRCTORS SURGERY AR AFTERNOOH w3 MW LD [ ] n n
DATEGONS  NEorelry [m e T A, A TERMO0M ] L 1) [ ] un
SOAG0IA  Fuesday R T SURGE R o, AP TERNEHM 1] FLE T [ ] nn
ORI Vel COCTORE SURGERT Ak, RFTERMENN L] TR T [ ] nn
L0 Thurudsy OOCTORE: SURGERT A MFTE RN T I TE R T -]
AN Pty R TR, SRR A, MFTERMOON T 1T T (-]
IRRONIE My R TORCE: SURGERY A A TE RN L] ELR Ll oy [=]
ORI Tustday M TN, BRI A A TERMOOM U1 1T T =]
TOLIONS  Wednmdsy  DOCTORS SURGERY A MFTERMO0M TT I TE VR M T a

| veers o

To verify a shift, select the green thumbs up next to the shift. The shift will then turn green to
signify that it is verified. To submit the verification, select the Verify Shifts button. If this is not
selected then the verifications will not be saved.

To dispute a shift select the red thumbs down. You can then add comments about why you are
disputing the shift:

Dispute Note

m

After selecting Save the shift will turn red to indicate that it has been disputed and any dispute
notes will be added to the verify column. To submit the verification, select Verify Shifts. If this is
not selected then the disputes will not be saved.

Verify Adjustments (complete before the end of the month)

Please note: Adjustments will be displayed in the month which they end in. If an adjustment
goes over a month end e.g. starts May 31st and ends on June 1st, it will not download with May but
with June and will therefore be paid on July 12th.

Verify Adjustments
10 = fows June 2015
Reason - Stadt End Hours Diays Shifes Vabui Status. Werily
Compassionate 016215 OAE2015 (] 1 (] £94.59 ® uu
Shewing 116 1 of 1 Aduaimants
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To verify an adjustment, select the green thumbs up next to the adjustment. The adjustment will
then turn green to signify that it is verified.

To submit the verification, select the Verify Adjustments button. If this is not selected then the
verifications will not be saved.

To dispute an adjustment staff need to select the red thumbs down.

You will then be presented with a box in which to add comments describing why you are disputing
the adjustment:

Dispute Note

S o m

After selecting Save the adjustment will turn red to indicate that it has been disputed and any
dispute notes will be added to the verify column.

To submit the verification, select the Verify Adjustments button. If this is not selected then the
disputes will not be saved.

My Timesheets

To view your previously worked shifts and to download your timesheets, click on Self Service and My
Timesheets from the menu tabs:

RotaMaster ..o oo

ﬁ Portal - Rota~ Availability ~ Verifications - Exchange Web Bookings Self Service - Log Off

My Timesheets

Home Sp v,

Mobile App Invitation Code Documents AAL
- My Uploads

311570 T up

This screen will show you individual shifts worked and their values. There is also the option of
printing your timesheets, which will instantly bring up your print dialogue box for the month specified
in the date range box:

My Timesheets

01/03/2021-31/03/2021 - —»m

Viewing Additional Shift Details

It is possible to view extra details about your shifts. This is especially useful for GP Trainers, as they
can view the details of the registrar booked into their shift.
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When viewing shifts in My Rota, there may be a green “+” next to the shift. If you click on this, the
extra details in the shift will display:

@ rotamaster  Test PeoplePlus

5D

oy e Wt e .- N e L= -—

@ DN e o ]

ey v - —

L
b
Ll
|
'H H!
.
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