How To...Print Your Roster

Step Action
1. Log in to HealthRoster
2. Select View Rosters and navigate to the roster you wish to print
3. Left click the purple roster bar to indicate to HealthRoster which roster period you want to print off
Select the print icon from the top right hand side
]
a. View Date: | 13/01/2020 |[7]
— Show Vacancies < w p '
Select the number of weeks you would like to print, 4 weeks will be the whole roster period
View Date: | 13/01/2020 [7]
1 Week
5.
2 Weeks
4 Weeks
Unit Work Roster
Location Work Roster
A range of options can then be selected, mandatory options are highlighted orange
Roster Report - 4 weeks x
Select View Date: | 13/01/2020 |[7]
Select Unit: | Training Unit v2 ZI
Fulfilment Type: ZI
Select a Team: |- ZI
i Show Duty Motes: ||
I Show Working Day Notes: | |
Include Duties: ZI
Show Rest Shifts: | |
6 Show Duties On Other Units: ||
) Activity Categaory: - ZI
Person Extra Info: Z|
Show Middle Initials: | |
Unfilled Duties: ZI
| Add Blank Rows: g
Show Shifts/Location Legends: | |
Display Grade Override: | |
Output As: FDF ZI
Email When Produced: | |
| | Cancel
- i
T ——
6a. Fulfilment Type — select All to view everything
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Include Duties — select All Duties

6b.
6c. Person Extra Info — Either choose one of the options or select None
6d. Unfilled Duties — Choose whether to view the unfilled shifts or None
7. Select Run Report
8. The roster will either download automatically for you to open and print off
Or navigate to the Requested Reports section to open the report
@ « it u View Rosters
(5) Rostering Rosters
All Requiremen | =
Select View Report to open the report and print off
Requested Reports x
Requested Reports Bl st = HI 1Records [EEYSSSermempl J
o ST R
9_ @ Roster Report =% weeks e Completsd Name: Roster Report - 4 weeks

State: Completed

Parameters
Select View Date:
Select Unit:
Fulfilment Type:
Select a Team:

Show Duty Notes:

Show Working Day Motes:

Include Duties:

Shous Dot Chife,

Requested At:  09/01/2020 10:41:47
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