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1 Active Rostering 

Home Care Manager will book a list of shifts detailing when workers are available and a list of visits in which clients 

require care.  If the worker has been set as the ‘preferred worker’ for a visit and has suitable availability, the worker 

will automatically be allocated to those visits.  For those visits where a preferred worker has not been set, the visit 

will be scheduled with manual intervention required.  Home Care Manager will assist to provide recommendations 

for the best worker to be allocated based on the Rostering Checks created. 

 

1.1 Visit Booking Generation 

Navigate to Rostering > Book Visits 

 

• Group: Select the Groups to be scheduled.  ‘All’ is defaulted to generate all shifts and visits. 

• Create Visits up to:  Enter / select the date for all shifts and visits to be created up to (shifts and visits will 

be generated including the date selected). 

• Book/Generate Shifts: The checkbox is defaulted to ticked.  Keep the checkbox ticked to ensure shifts are 

generated. 

• Book/Generate Visits:  The checkbox is defaulted to ticked.  Keep the checkbox ticked to ensure visits 

are generated. 

• Insert Shift Breaks: This checkbox is defaulted to unticked.  Tick this box if breaks have been configured 

to the system. 

• Create Visits:  Once the parameters have been set for the visit generation process, click ‘Create Visits’.  

Home Care Manager will go through the generation process. 

 

 

 

Once the process is completed, the following message will appear.  Click ‘OK’. 
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1.2 Work with Visits 

Rostering > Work with Visits and select the date range that what just booked in the previous step 

 

• At the top of the screen, select the date range for the roster period to be viewed. 

• A list of all visits generated will be displayed. 

o A Red visit means there is no worker currently allocated.  This may mean the preferred worker 

is unavailable for part or all of the visit, or a preferred worker was not selected prior to booking 

visits.  These visits will need to be allocated to a worker if required. 

o A White visit means that a worker is allocated and therefore successfully rostered. 

• ! TIP: Change the ‘Current Filter’ at the top of the page to hide unwanted data (for example: select the filter 

‘Unallocated Visits’ so that all white visits are hidden from view.  This will display only the unallocated Red 

visits) 

 

 

 

• Right click on a visit and select ‘Allocate’. 
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• A list of workers is displayed in order of suitability to perform the visit based on availability and score 

results.  The scores relate to the Rostering Checks configured in Home Care Manager. 

 

 

 

o Green workers have an available shift and can be allocated to the visit. 

o White workers are unavailable – currently do not have a shift, however you can create a shift 

for those workers. (Note: shifts will be created for the exact time of the visit to be allocated). 

o Red workers are unavailable – this may be due to unavailability (already scheduled to another 

visit), or is excluded from performing the visit due to the Rostering Checks configured.  

• Double click on a worker to allocate them to the visit.  The visit will now appear as white – successfully 

scheduled. 
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• A prompt will appear to ask if the allocated worker should become the preferred worker for the visit.  Select 

the correct bullet that applies if the worker is preferred or select ‘No’ to leave the preferred worker as is. 

 

 

 

! TIP: On the Work with Visits screen, select multiple visits to be allocated at once by selecting the first visit and 

holding down the control key and then selecting other visits to allocate to the same worker. 

 

Client to worker one-on-one visits must be allocated to a worker for the visit to be added to the workers’ roster.  If 

the visit remains red it will not appear on either a printed roster or on the Mobile Care Worker application. 

 

1.2.1 Suitable Worker Search 

Within the allocation screen, several tasks can be completed. 
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• Show Route: Right click on a worker and select ‘Show Route’.  A view of the route from the worker’s 

previous visit the current visit will appear.  

 

 
• Client Information: Click on the person icon to show information about the client.   
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• Visit Information: Click on the calendar icon to show information about the visit to be allocated. 

 

 
 
 

2 Ad-hoc Shifts and Visits 

Ad-hoc shifts are shifts to be added to the existing list of booked shifts (for example: one-off availability, annual 

leave or one-off unavailability).  Ad-hoc visits are created if there is a one-off instance of care required.   

 

2.1 Ad-hoc Shift process 

From the Workers menu, select the relevant worker and navigate to Shift Planning.  The bottom section of the 

screen shows all booked shifts and is the location where ad-hoc shift occurrences are entered.  Click New. 
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To amend the details of an existing shift, e.g. to extend the time the worker is available, double click on the relevant 

shift to open Shift Properties. 

 

• Select the Shift Type that corresponds with the reason for adding an ad-hoc occurrence, e.g. annual leave, 

sick leave etc. 

• Check the correct Worker Contract is selected (the workers contract will default here, however if the worker 

has multiple contracts, the correct contract should be selected for the shift being created). 

• Select the Start and End times for the shift using 24-hour time format.  

• Click OK to save the occurrence. 

 

Note: If an available shift (can have visits allocated) for the same worker appears in the same time-frame as the 

unavailable ad-hoc shift, the unavailable shift will always override the shift previously recorded.   

  

! TIP: When care workers are made unavailable for any reason any allocated visits they may have had will be 

deallocated and appear as red in the visit schedule.  Any unallocated visits will need to be reallocated to a suitable 

worker. 
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2.2 Ad-hoc Visit process 

From the Clients, select the relevant client and navigate to Visit Schedule.  Click New. 

 

 
 
Enter the data in the Visit Properties: 

 

• Delivery tab – select Visit Type, ensure the correct Client is chosen, select suitable Contract add a Location 

and Tag if being utilised and is required for the ad-hoc visit being created. 

• Select the date, time and duration of the visit 

• Tasks tab – select tasks that are required for visit 

• Workers tab – choose suitable worker to attend visit 

• DSS tab – if the visit relates to a CHSP contract, enter the details for DSS reporting 

• Click OK 
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3 Confirming Visits/Shifts Manually 

Shift and visits need to be confirmed in order to be processed by a payroll or invoicing data export.  Having both 

the shifts and visits confirmed is good practice and ensures accurate reporting functionality.  If Mobile Care Worker 

is in use, shifts and visits will be confirmed automatically if they fall within any tolerance settings.   

 

Navigate to either Rostering > Work with Visits or Rostering > Work with Shifts.  The process is the same to 

confirm shifts or visits. 

 

• Select a Date Range for the visits/shifts you wish to confirm and click Refresh.  A list of visits/shifts within 

the date range are displayed. 

• If the details of the relevant visit are correct, right click on the visit and click Confirm. 

 

 

 

• If the visit details need to be amended, right click on the relevant visit and click Confirm and Edit.  Update 

the details and click OK to save. 

• If the visit did not occur as it should have or there is an exception that needs to be applied, right click on the 

relevant visit and select Confirm with Exception.  Select the exception type required to identify the change or 

cancellation.   

 

Note:  It is important to understand which the Pay and Charge rules behind the exception to ensure the correct one 

is selected.  

 

! TIP:  It would be likely that if visits that did not actually occur will have been confirmed with an exception ahead of 

time to allow you workers to be rostered elsewhere should the need arise. 
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Once a visit is confirmed, it will display as Green, showing that the details contained within that visit are confirmed 

as being accurate.  A confirmation of a visit using an exception will appear as a lighter shade of green to allow 

differentiation of visits. 

 

Once a visit is confirmed, it then becomes available for payroll and invoicing data exports.  Any visit/shift that has 

not been confirmed will not appear on payroll or invoicing data. 

 

When confirming shifts only one option is available – Confirm.  Any variations to a shift need to be dealt with by 

double clicking on the shift, make the adjustments required and click OK.  Then right click on the shift and click 

Confirm. 

 

4 Confirming Visits/Shifts with Visit Issues 

For Mobile Care Worker clients only 

 

If visits are completed by the Mobile Care Worker outside of the tolerances set, they will not automatically be 

confirmed and will appear in a list on the Visit Issues screen.  All visits listed in the Visit Issues screen are required 

to be resolved to show as confirmed in the Visit Schedule.   

 

Navigate to Mobile > Visit Issues and set a date range to review. 

 

• Set the filter to view All, Resolved, or Unresolved issues. 

o To the visit in its entirety, click the Visit Properties button 

• The left-hand list shows the visit issues with information about the visit (e.g. Visit Time, Client, Worker, Visit 

Type).  Sort the list by clicking on the relevant heading to sort by. 

• The right-hand pane shows details of the visit issue highlighted:  

o Planned details of the visit 

o Current status of the visit (confirmed or unconfirmed) 

o Mobile Event History (what time the device recorded start, end, etc.) 

o Visit Issue identifies the issue raised based on the settings and tolerances set up in Home 

Care Manager. Options are provided to resolve the issue based on what actually occurred, 

reverting back to the planned properties or making an individual decision to confirm the visit. 
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• Click Resolve to confirm the visit. The status of the issue will change to confirmed – ensuring that the visit 

is included in pay and invoice data exports. 

 


