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Patient care by people who care

Finding the site

Use the BrisDoc Staff log in page to reach
RotaMaster.

You will reach this log in page

Enter the user name and password supplied at
your induction.

If you can’t remember your log on details
contact your Line Manager or Shift Manager who
can e-mail you the details from the Admin
screen.

Once in RotaMaster you can change your password.
It is advised that you do change your password
when you log on for the first time.

Home page

If there is a Mandatory read you will have to
read it and accept that you have before you can
continue.

If you do not have an e-mail address on
RotaMaster you will need to enter one before
you can continue.

Your home screen will show you news and
announcements as well as your training record
and the shifts that need filling in the next few
days.
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Self Service
RotaMaster .. umeeons i

ROTAMASTER NOTIFICATIONS@NHS NET

The most frequently used area of RotaMaster is “Self-Service”.

A  Potaly Roav \Verifications~  WebBookings  Self Service  Log Off

This is where you can change your personal information

Qvertime

Home

Leaie (Profile), add leave and overtime requests and complete any
f 1t Sickness . . e .
meuncenents iy Timeshost sickness self-certification.
Ne Announcements Mandatory Training
Ful Timesheets You can also see your timesheet build for the month so you can

News Profile

check it at any time.

Documents
Ne News
My Uploads

We DO NOT use Documents or My Uploads at the present

time.
Overtime This is where you request payment for any work that you do that is
not in the rota —i.e. you cannot see the hours recorded on your
timesheet.

This will cover meetings, training or any additional hours you have
worked at the beginning or end of a shift, or if you have come in at
the last minute to help when the service is busy.

If in doubt that you will get paid add a request — the worst that can
happen is that it will be declined as your hours are already in the
rota.

Please add all overtime request by the 2" of the month.

Leave This is where you apply for annual leave, this will show any leave
that has been approved, awaiting approval (Pending) or declined as
well as any hours you may have left to take by job role

Sickness This is where you will go to complete your Self Certification if you
have been off work

My Timesheet Please look at the timesheet — it will build throughout the month
and can be used to check your pay will be correct

Mandatory training This will tell you when you need to complete your training by course

Full Timesheet This will show you the full time sheet for the people you work with

Profile This is where you go to update your personal data and password

Documents This is not used by BrisDoc
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My Profile

Home Address Home Phone Mobile Phone Email Password Prof Reg Indemnity
[=]
Acaress Line 1 52 Weeks in the Year
Address Line 2 e
Address Line 3
Town -
Bristol
County Avon
Posteode BS22 8P
Country United Kingdom -
=
nw v
Rows
Date Day Duty Station Shift Group Start End Hours Break PaidHours  Role Verity
04072018 Wednesday  TestDulyStzfion  Mobie 10:00 1559 06:00 0 0600 OOH Driver ®
05072018 Thursday  TestDulySiaion  Mobie 10:00 1559 06:00 0 0600 BMC IT Support Offcer @)
0610712018 Friday Test Duty Station Mobile 09:00 1529 06:30 30 06:30 QOH Driver [ ]
070712018 Saturday Test Duty Station Mobile 03:00 1459 06:00 0 06:00 OOH Driver .
0900712015 Monday TestDuty Station  Mobile 1000 1559 06:00 0 06:00 COH Driver ®
10072018 Tuesday Test Duty Station  Mabile: 08:00 1459 06:00 0 0600 OOH Driver ®
110772018 Wednesday Test Duty Station Mobile 10:00 1559 06:00 0 06:00 OOH Driver [ ]
1210712018 Thursday Test Duty Stafion Mobile: 10:00 1559 08:00 0 06:00 BMC IT Support Officer o
130712018 Friday Test Duty Station Mobile 03:00 1529 06:30 30 0630 OOH Driver .
14072016 Salwday  TesiDuy Station  Mabile 08:00 1459 06:00 0 0600 OOH Driver ®
18072015 Monday Test Duty Station  Mabile: 10:00 1559 06:00 0 0600 OOH Driver °
170712018 Tuesday Test Duty Station Mobile 09:00 1459 06:00 0 06:00 OOH Driver [ ]
180712018 Wednesday Test Duty Station Mobile: 10:00 1559 08:00 0 06:00 OOH Driver .
19/07/2018 Thursday Test Duty Stafion Mobile 10:00 1559 06:00 0 06:00 BMC IT Support Officer °
Total 85:00
Mandatory Training
Post
Recuirement Next Date Status Post
Fie Safely 03052016 Overdue AGPT (SMH) ANP
Fie Safely 03052015 Overdue BMG IT Manager
Fie Safely 03052015 Overdue BMC Scanner
Fire Safely 03052016 Overdue QOH - Co-ordinaiing Shift Manager
Fie Safely 03052016 Overdue QOH - Service Delivery Offcer
11052017 Overdue AGPT (SMH) ANP
Health and Safely 11i0sz017 Overdue BMG IT Manager
Heaith and Satety 111052017 Overdue BMG Scanner
Health and Satety 11052017 Overdus QOH - Co-crdinating Shit Manager
Health and Safety 152017 Overdus QOH - Service Delivery Offcer
Information Govemance 02082015 Overdue AGPT (SHH) ANP
Information Governance oisr7 Overdue BMG IT Manager
information Govemance 10042017 Overdue BMG Scanner
Information Governance 01/03/2015 Overdue (OOH - Co-ordinating Shift Manager
Infomation Govemance otao1s Overdue QOH - Service Delivary Offcor
Moving and Handing 16082018 Due AGPT (SH) ANP
Moving and Handling 16002018 oue BMC IT Manager
16062018 oue BMG Scanner
19002018 Due QOH - Co-crdinating Shit Manager
16082018 Due OO - Sanice Delvry Offcer
18082015 Due Test Adminisralor
Moving and Handing 16082013 Due Tesi Diver
Moving and Handing 16082018 Due Test Host
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My Profile lets you update your
home and mobile number, your
home and e-mail address and your
password.

Click on the tab indicating the
information you want to change and
click edit.

Make the changes you want to make
then click Submit,

My Timesheet lets you see what
you have worked during the
month, this builds day by day.

© If you click on the

arrow next to the date (as shown)
you can look at previous months.

Mandatory Training shows your
training record.

Overdue means the training has
expired and needs to be completed.

Unfortunately you have a record for
the training by post — so if you have
multiple posts you could see the
same training listed many times —
however you only need to do the
training once. If you see that a
training module has both Due and
Overdue please contact HR for the
record to be amended as assigning
training to a post is a manual
process and may have been missed
when you took on an additional
post.



Sickness
01072018-31/07/2018

01/07/2018-31/07/2018
D1I06/2018-3006/2018
TTosstmenw
01042018 3004/2018
01103/2018-3103/2018
01/0212018-28/0212018
D1012018-3101/2018
0W22017-31122017
DUTU2017-30/1172017
O1102017-31/1072017

Sickness

U17/2018-3107/2018

cert

Fit note Return to work

Lo term sickness review

Occupationsl hesith referral

Active
From To Caregory settcent Finotl  Rewmntowork  Long term 3ickness review Oceupanonsl heaitn refersl
OTAN8 20072018 0-Reasonfo be reciiged Plessecongiste  Notdy)  Hesded Not due ot due

Sickness

01/04/2018-30/0472018
Active
From To Category Selr.cert Fitnote  Retumtowork  Long term sickness review Oceupational health referral
16042018 30042018 0-Reason tobe recorded Received (print)  Notdue  Completed Not due. Notdue
18042018
08042018 15042015 04 Receved (o) Needed  Completed Not due. Not dve
15042018
Leave
ﬂ Comir Doy Oftoumts
Currant Year -
U018 - 311228
G ShavHide
FostHame Leave Type Total Allowance Remaining Allowance
Test Driver Arrual Leave 9767 Hours BSAT Hours
BMC IT Manager Arnusl Leave OHours OHous m
Test Drives Caried Farward from st year 10 Hours, 0 Hours
Test Host Arrual Leave 34 Haurs 4 Hours
BMC IT Manager Study leave. 375 Hours 37.5 Hours m
Test Drives Maternity Leave A A m
Tost Host Matesrity Laave A A
BMC IT Manager Matermity Leave NA N
Test Drives Other Unpasic A [ m
Test Host Ot Unpasicd A A m
123
s =
DstsFrom  DataTo Post Rezaon Dataiis Duration
50501 15052018 TestOrver  Training &Hous
UG IO TestDrver  Steyleve & Hours
ISD4I01 ZUON0E TestDriver  Anrual Leave 2 Hours:
12022018 12022010 TesiOrver  Shudylenve &Hous
CIDUZNE  OGOVEDIS  TestDrver  Phased Rehsn BHous
Grand Total Howre: 36
e
DefsFrom  Date To Fost Regson Admin Comments Duration
0SZ018  ITOSZOI8  TestDrver  AnnualLeave (200472016 13:49) Sorry - Cart dothis 3Hours
Earand Tatal Hoars
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Sickness If you have an episode of
sickness that is not completely covered
by a Fit Note you will need to complete
a self-certification report.

You will need to select the month of the
first day of sickness to find the record.

Once you have found the record you
can click on “Please complete” and the
Self-certification will open. This can be
completed and submitted or partially
completed and saved for submission
later.

You will be able to view and print
completed Self-certification reports.

Annual Leave can be requested by clicking
the Leave tab.

You can see the amount of leave you have
left for each job roles.

Click the add leave next to the job roles you
want to book leave for.

If you have multiple job roles across
different parts of BrisDoc you will need to
add a request for each job roles from which
you will be taking leave.

If you have multiple job roles in one service
you need to add the leave for the job roles
which has the leave allowance even if this is
not the role you are fulfilling for the leave
request.

Once the leave request has been added it
will show as Pending. Once approved it will
show as approved.

If you have made an error you can cancel a
pending request by clicking m

If the leave has been approved it can only
be cancelled by contacting your Line
Manager.

Any leave declined will show in the declined
box with the reason.



Add Leave Requests

* required fields

Leave Terms and Conditions

Leave Datail v
‘Start date & time* End date & time*
18/07/2018 00:00 n 1970712018 23:50 n
Post* Reason
BMC IT Manager - Study leave -
Duration® (Houra)
0.00 +
Notes (max 255 characters)
Reason for leave
Remaining: 255
Add Leave Requests Add Leave Requests
* e Skt * eqied ekl
Leave Terms and Conditions v Leave Temms and Conditions. v
Leava Datsil v Leave Datail v
‘start dats & fime* £nd aate & ime ‘Start date & ime* End date & fime"
[(Emmomn L[] = | comes a = JEREerr o
e July 2018 Rasaory (3 July 2018 » R
Su Mo Tu We Th Fr Sa Study leave - Su Mo Tu We Th Fr Sa Sty leave N
12 3 4 5 8 7 V1 2 3 4 5 8 7
g 8 10 112 13 14 88 10 M 12 13 14
ts e 7 s a2 tis 1e 17 1s [0 2t
22 23 24 25 28 27 % 22 23 24 B/ W/ 4
ERE 2 3 4 § 2 2 m 2 3 s
5 8 7 8 9 101 S s e g - Remaning 255
©
R = | @ =) - |
Add Leave Requests
Leave Terms snd Concitions
Leave Detal
strtasts & me- Enacsto & tme-
- T
Reanon
Add Leave Requests
* resuired Sisids
Leave Terms and Conditions v
Leave Datail v
Start date & time* End dafs & fime*
1800712013 00:00 B} | zomzoiszs B
Post* Reason*
Test Driver - Study keave -
Duration* (Hours)
T.00 +
Motes (max 255
Annul Leaws] ‘
Resmasiring: 244
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Once you have clicked on add leave
you can select the start date of your
leave. The day and time should be
before the first shift you want to
take for leave and after the last shift
you want to work.

The End date and time should be
after the last shift you want to take
as leave and before the next shift
you want to work.

These times do not have to match
the actual time of the shift — but
they do need to fall in between the
shifts. This is especially important
for staff requesting an overnight
shift as leave.

Click on the calendar to select the
date.

Then on the © to bring up the
time. You can then select the start
hours and minute

You then need to pick the post and
add a narrative and click submit.

You can only request leave that is in
the future. Any leave being added
after the event needs to be added
by your Line Manager.

You then need to pick the post and
add a narrative and click submit.



@ rotomaster  BrisDoc
o your reba management. Test PEOPLE - Test Staff -
A  Pofai-  Rotaw  Vermcabons-  Excnangs el Service -
Overtime
01/07/2018-31/07/2018 -
e
S —
p—

Vau have 2 Pending overtime clsins for tis period.

Add Overtime Claims

* required fields

Claim Detail

Start date & time*

20/07/2018 00:00 n
< July 2018 ?
P 'Su Mo Tu We Th Fr Sa

1 2 3 4 5 6 7

8 9 10 M 12 13 14
15 16 17 18 19 20‘ 21
N
22 23 24 25 26 27 28
29 30 3 1 2 3 4
5 6 7 8 9 10 11
c]
Start date & time*
200772018 09:00 n
]
1
~ ~
1 09 00
~ v
Overtime
01/07/2018-31/07/2018 hd
Approved

You have no Active overtime claims for this period

Pending

Start = End ¥ Post +

18/07/2018 17:00 18/07/2018 17:59 Test Host

March 2021

Hello Jayne Test Mikes

Logom

End date & time®
End date & time

Remaining: 255

= e

Uil Uetan

Start date & time*
‘ 20/07/2018 09:00

)
]
~ "~
| 09 00
A4 v
Notes

Worked late for overrunning clinic

BrisDoc

Patient care by people who care

Overtime is added by using the
overtime tab and clicking Add a new
claim.

You can only add an overtime
request for time you have already
worked and not for work you will be
doing in the future.

This works in a similar way to the
Annual Leave requests.

You need to select the start day and
time the overtime was worked, then
select the end day and time.

The time needs to add up to the
amount you want to claim e.g. 17.00
to 17.59 is an hour and should not
be added as 17.00 to 18.00.

Normally overtime will start and end
on the same day, a common mistake
is to use different dates for start and
finish.

Add Overtime Claims

* required fields

Claim Detail v

Start date & time*
18/07/2018 17:00

End date & time*

18/07/2018 17:59

Short Notice
Post
Test Host -

Notes - Max 255 characters v

Worked late for overrunning clinid

Remaining: 221

=
Add New Claim

Action

x
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Leave

Leave Calendar Day Off Requests

March 2021

Rota Group All Selected - Team All S

July 2018 BMC AdminROTA

OOH Operational ROTA
Mon Thu Fri
AGPT Operational ROTA

Damsell (Both), Clare - Annu 1€t organisation ROTA . “ ” .
Using the tab “calendar” in the leave |
Osprey Staff ROTA

+@ more section allows you to see who has
Test PEOPLE .
planned absence in your team.

If you work in multiple service you

will need to pick the one you are |
interested in or not select a rota |
group if you want to see everyone

you work with.

[
(4]

+11 more +9 more +10 more

Leave

Leave Calendar Day Off Requests

h

Rota Group Test organisation ROTA M Te

Ju|y 2018 BwMC Admin ROTA
OOH Operational ROTA
Mon . Thu
AGPT Operational ROTA
Test organisation ROTA v
Osprey Staff ROTA

Test PEOPLE
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h b will bl look
& rotamaster The Rota ta il enzble youlok

for your roba management calendar for your team.

A  Portal~ Rota Verifications v

. My Rota
Overtimeé . ..qor
~ Team Rota
01/07/2018-31,
- Full Rota

Team Confirmation

A d
S ‘ Single Day Rota
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