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Step by Step Instructions

How to Log into the Rostering Support Hub

1 Open the Endeavour Foundation Staff Intranet page https://intranet.endeavour.com.au/

2 Scroll down to the Quicklinks section and locate the #TeamPossible Support Hub link. Click on the link and click Log in
3 The Support Hub will load, and you will see “l need Rostering support”. Select this option.
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How to Log into the Rostering Support Hub

Scroll down to the Quicklinks
page and locate the
#TeamPossible Support Hub
link. Click on the link and then
click “Log in”.

Open the Endeavour
Foundation Staff Intranet page
https://intranet.endeavour.com.

aul.

STAFF INTRANET

Quicklinks

Tools

| Sam Smith finds independence
through his love of sailing

The Support Hub will load, and
you will see “l need Rostering
support”. Select this option.

support hub

#Team . - q
Possible
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Step by Step Instructions

Knowledge Base and Urgent Requests

1 The Knowledge Hub contains user guides, instructions and essential information

2 Click on a guide to view the contents. All guides are PDF and can be printed and shared

3 For urgent rostering requests required within 2 business days, call the rostering team on 1800 800 585.

‘ Endeavour Foundation



Knowledge Base and Urgent Requests

: )
The Knowledge Base contains =
user guides, instructions and
essential information.

Click on a guide to view the
contents. All guides are PDF

and can be printed and shared.

To be added
before Go Live. No
Image available
currently

For urgent rostering requests
required within 2 business
days, call the rostering team
on 1800 800 585.
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Step by Step Instructions

Rostering Requests

1 To access the Rostering Request forms, select the Rostering Requests section located within the Rostering Support Hub.
2 You can view further information about each form using the View Details tab at the bottom of the forms.

3 Select the form that best describes the request or change you want to make. Click on the form to open it.
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Rostering Requests

To access the Rostering
Request forms, select the
Rostering Requests section
located within the Rostering
Support Hub.

9 Rostering Requests e Urgent Request?

You can view further
information about each form

using the View Details tab at
the bottom of the forms.

Rostering Change

Ad-Hoc Roster Change

Submit an Ad-Hoc Roster Change
form if you are a Service Delivery
Leader who has a one-off roster
change required

View Details

Permanent Roster Change

CPI Rostering Request

Submit 2 CPI Roster Request if you
are a NDIS Team member who has
client roster changes to be processed.

View Details

SIL Roster Change

Submit a Permanent Roster Change
form if you a Service Delivery Leader
who has a permanent employee
change to be actioned.

View Details

Submit a SIL Roster Change if you are
aNDIS Team Leader with facility roster
changes to be processed.

View Details

General Roster Enquiry

Ask a General Roster Enquiry to the
Rostering Team.

View Details

Select the form that best
describes the request or

changes you want to make.
Click on the form to open it.

Rostering Change

Ad-Hoc Roster Change
Submit an Ad-Hgg Roster Change

change required.

View Details

Permanent Roster Change
Submit a Permanent Roster Change
form if you a Service Delivery Leader
who has a permanent employee
change to be actioned.

View Details

CPI Rostering Request

Submit a CPI Roster Request if you
are a NDIS Team member who has
client roster changes to be processed.

View Details.

SIL Roster Change

Submit a SIL Roster Change if you are
a NDIS Team Leader with facility roster
changes to be processed.

View Details.

General Roster Enquiry

Ask a General Roster Enquiry fo the
Rostering Team

View Details

|d Endeavour Foundation



Ad-Hoc Roster Change

August 2023 ld

Endeavour
Foundation




Step by Step Instructions

Ad-Hoc Roster Change

1 Click on Ad-Hoc Roster Change to open the form

2 Select the Region from the drop-down list that the request is being made for

3 Click on the type of change you want to make. You can choose between Add Shift, Change Shift or Cancel Shift

4 Choose if the request is relating to a Client or Facility shift and select the Client or Facility from the drop-down list

5 Provide details in the following questions of the request so that the rostering team know what they need to action

6 When you click on the Calendar icon to select the date, you will see a Clock icon located at the bottom. This will allow you to input the shift time details

7 If you have chosen to Add or Change a shift, you will be asked to choose from the drop-down who will fill this shift. You can choose a backfill region if there is no employee
available at the time

8 If you have chosen the Add Shift option, provide a reason for the additional shift

9 If you have chosen the Cancel Shift option, provide a reason for the shift cancellation

10 The required information section indicates any parts of the form that are mandatory to fill out. This is also indicated by a red star * above the mandatory fields

11 Once you have completed the form, you can choose to either Submit the request, or Add to Cart which will allow you to complete another form without having to exit

12 If you have chosen to add the request to the cart, you can view the request and checkout using the Cart icon at the top right of the screen.
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Ad-Hoc Roster Change

Click on Ad-Hoc Roster

Change to open the form.

Choose from the drop-down
list the Region that the request
Is being made for.

Ad-Hoc Roster Change

%, ] Click on the type of change
you wish to make. You can
choose between Add Shift,

Change Shift or Cancel Shift.

* Select your region

*Wnat change are you requesting?
) Change shitt () Cancel shift

vide details of the ad-hoc shift you wish to add

* Shift end

| DDAMAYYYY HHmm'ss | & | | oommyyyHemmss

*Service type *Who will fill this shift?
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Ad-Hoc Roster Change

Choose if the request is for a
Client or Facility shift.

Please provide details of the ad-hoc shift you wish to add

*\What is your request regarding?

© Clent

* Shift start * Shift end

DOMMYYYY HH.mm | DOMMAYYYY HH-mmss

* Service type *wWho will fill this shin?

* Please provide the reason for the additional shift

© Imegular SIL shift Chent appointment

~/ Provide details of the request

so that the rostering team

know what they need to action.

Please provide details of the ad-hoc shift you wish to add

*\What is your request regarding?

© Clent

* Select the client

* Shift start * Shift end

DOMMYYYY HH:mm ss [ | DOMMAYYYY HH-mmss

* Service type *wWho will fill this shin?

* Please provide the reason for the additional shift

© Imegular SIL shift Chent appointment

When you click on the
D Calendar icon to select the
date, you will see a Clock icon
located at the bottom. This will
allow you to input the shift time
details.

*Select your region

*What change are you requesting? < August 2023 >
© Addashit (O Changeshit (O Cancelshift Su We Th Fr Sa

z 3 4 2

Please provide details of the ad-hoc shift you S

9 10 11 12

*\What is your request regarding? 5 18 17 19

© client (O Facility

*Select the client

* Shift start

| DDMMAYYYY HH:mm:ss \ DD/MMYYYY HH:mm:ss

*service type Nn fill this shift?
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Ad-Hoc Roster Change

If you have chosen to Add or
"/ Change a shift, you will be asked
to choose from the drop-down
who will fill this shift. You can
choose a backfill region if there is
no employee available at the time.

*What is your request regarding?
© client (O Facility

*Select the client

*shift end

*Snift start
‘ & | | oomMYYYY HHmmss

‘ DD/MMAYYYY HH:mm:ss
*Who will ill this shift?

*Service type
[-] | 0\

* Please provide the reason for the additional shift

) Client appointment (O Other

© Imegular SILshitt

If you have chosen the Add
Shift option, provide a reason
for the additional shift.

What i your request regarding?

O cea

* Sefect the chent
* Shift stant
Service type

* Piease provige the reason for the additonal shint

O ineguia

<) If you have chosen the Cancel
Shift option, provide a reason

from the drop-down for the
shift cancellation.

*Select the client

*shift end

*shift start
‘ = ‘ | DD/MMAYYYY HH:mm:ss

‘ DDMM/YYYY HH:mm:ss

* Service type

*shift cancellation reason

‘ Admin / Mestings / Training Deleted
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Ad-Hoc Roster Change

The Required Information
10 section indicates any parts of
the form that are mandatory to
fill out. This is also indicated by
a red star * above the
mandatory fields.

Ad-Hoc Roster Change

Once you have completed the

J<| form, you can choose to either 12 'frgmd:;‘;‘z f:é’i‘:r‘tto 332;29
Submit the request, or Add to req Y
Cart which will allow you to view the request and checkout
complete another form without using the Cart icon at the top
having to exit. right of the screen.

Ad-Hoc Roster Change

" O

Please provide detalls of the ad-hoc shift you wish to cancel

o
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Step by Step Instructions

Permanent Roster Change

Click on Permanent Roster Change to open the form

Select the Region from the drop-down list that the request is being made for

Provide details of the request so that the rostering team know what they need to action

Click on the Calendar icon to select the date. To add the time, click on the Clock icon located at the bottom

Provide details of Employee you want to remove, and which employee will fill this shift. Permanent Vacant Employee and Backfill regions are included in this list

Include the date that you want the change to begin. A nhominated time is not required

The required information section indicates any parts of the form that are mandatory to fill out. This is also indicated by a red star * above the mandatory fields

Once you have completed the form, you can choose to either Submit the request, or Add to Cart which will allow you to complete another form without having to exit

Ol ([N |~ |WIN|F

If you have chosen to add the request to the cart, you can view the request and checkout using the Cart icon at the top right of the screen.
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Permanent Roster Change

Choose from the drop-down
list to select the Region that
the request is being made for.

Click on Permanent Roster
Change to open the form.

Please note ONLY permanent changes to employee rosters can be made. Changes to client or facility
rosters can be made via the NDIS / SIL team.

*Select your region

Please provid iginal permanent shift you wish to change
*Shift start *Shift end

‘ DDMMAYYYY HH:m \ E ‘ ‘ DD/MMIYYYY HH:mm:ss
*Service type

~

Provide details of the request
so that the rostering team
know what they need to action.

* incicates required

Please note ONLY permanent changes to employee rosters can be made. Changes to client or facility
rosters can be made via the NDIS / SIL team.

* Sedect your region

Please provide details of the original permanent shift you wish to change

.d Endeavour Foundation



Permanent Roster Change

Click on the Calendar icon to
select the date. To add the
time, click on the Clock icon
located at the bottom.

Please provide details of the original permanent shift you wish to change

*Shift start *Shift end

‘ DD/MMAYYYY HH:mm:ss ‘ - ‘ DDMMYYYY HH:mm:ss
<

*Service type August 2023 )

‘ Su Mo We Th Fr Ssa '|
30 3t

1 2 3 4 5

Client 6 7 8 9 10 1 12
‘ 13 14 15 16 1715 '|

Please provide employee details for the perm 20 21 22 23 24 25 26
27 28 29 30 3 1 2

* ?
Employee you wish to remove ” 4 5 5 7 5 9 s shift?

‘ [C] “ Cancel ~ OK '|

*When do you wish for the change to begin?

| DOMMYYYY

Provide details of Employee
you wish to remove, and
which employee will fill this
shift. Permanent Vacant
Employee and Backfill regions
are included in this list.

Please provide details of the original permanent shift you wish to change

* Shift start *Shift end

| DOMaMYYYY Hetmm:ss ‘ B | commvyy Hemmess

*Service type

Client Facility

Please provide employee details for the permanent change
*Employee you wish to remove 'Wm&vﬂ‘ms shift?
*When do you wish for the change to begin? : i

| DDMMAYYYY =

N

Include the date that you wish
the change to begin. A
nominated time is not required.

Please provide details of the original permanent shift you wish to change

* Shift start * Shift end

DOMMYYYY HHmm ss L DOMMYYYY HH:mm:s:
* Service type

Client Facility

Please provide employee details for the permanent change

* Employee you wish to remove * Which emplayee will fill this shift?

*When ¢ you wish for the change to begin?

DOMMYYYY
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Permanent Roster Change

The Required Information
section indicates any parts of
the form that are mandatory to
fill out. This is also indicated by
a red star * above the
mandatory fields

Permanent Roster Change

The Permanent Roster Change form simplifies the process for SD Leaders to submit requests for permanent
hanges to an employee’s roster, ensuring efficient and streamiined communication wilh the Rostering team

* Indicates required
Please note ONLY permanent changes to employee rosters can be made. Changes to client or facility
rosters can be made via the NDIS / SIL team.
*Select your region

Please provide details of the original permanent shift you wish to change

Once you have completed the
form, you can choose to either
Submit the request, or Add to
Cart which will allow you to
complete another form without
having to exit.

Permanent Roster Change
Changes 10 0n employes’s foster. ensurng aficient 00 sYRTINGE COMMUNCALoR Wi $ha ROSHAG Seam

Please note ONLY permanerit changes to employee rosters can be made. Changes to clent or facitity
rosters can be made via the NDIS / S team.

Please provide details of the orginal permanent shift you wish 0 change

If you have chosen to add the
request to the cart, you can
view the request and checkout
using the Cart icon at the top
right of the screen.

has a permanent employee change to be

a process for SD Leaders fo submit requests for permanent
bt and streamiined communication with the Rostering team

mployee rosters can be made. Changes to client or facility
made via the NDIS / SIL team.
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Step by Step Instructions

CPI Rostering Request

Click on CPI Rostering Request to open the form

Select the Region from the drop-down list that the request is being made for

Choose the client that the CPI request is for and what type of activity is it

Include the date that you wish the change to be implemented by. A nominated time is not required

You can type in additional people that you wish to be made aware of the request being created

Once you have completed the request you are required to attached the POS form before you submit the request

The Required Information section indicates any parts of the form that are mandatory to fill out. This is also indicated by a red star * above the mandatory fields

O |IN[OJO B |WIDN|PF

Once you have completed the form, you can choose to either Submit the request if you have completed all the mandatory fields.

“ Endeavour Foundation



CPIl Rostering Request

7’4 ] D i
Click on CPI Rostering Choose from the drop-down Choose the client that the CPI

Request to open the form. list the_ Reg_lon that the request request is for "?md_ V\_/hat type of
Is being made for activity is it.

The CPI Roster Request form is designed to facilitate NDIS Team members in submitting changes to customer

rosters effortlessly. This user-friendly form streamlines the process, ensuring clear communication and accurate

The CPI Roster Request form is designed to faciitate NDIS Team members in submitting changes to customer
updates to customer rosters.

rosters effortiessly. This user-fnendly form streamiines the process, ensuring clear communication and accurate
updates to customer rosters.

* Indicates required

* Select your region

*Which client is ms‘c\\<“ < \

‘ *\Wnich chent is the CPI request for?

*This CPI request is for
© comac O INHOMI
*When should the changes to the roster D% lemented?

| oomamarvyyy

Who else needs to be advised of the change?

Who eise needs to be advised of the change?

'd Endeavour Foundation



CPIl Rostering Request

4 Include the date for when you
want the change to be
implemented by. A nominated
time is not required.

Please attach the approved POS form.

> You can type in additional

people that you wish to be

made aware of the request
being created.

*Which client is the CPI request for?

*This CPI request is for
© coMAac () INHOME

*\When should the changes to the roster be implemented?

| Dommaryyy

Who else needs to be advised of the change?

‘ % Penny Hardy % Rebecca Hanson “
Please att roved POS form.

@ * Add attachments

D Once you have completed the

request you are required to
attached the POS form before
you submit the request.

*Which client is the CP1 request for?

* This CPI request is for

o COMAC IN HOME

*When should the changes to the rester be implemented?
DDMMYYYY

Wha eise needs 1o be advised of the change?

% Penny Hardy % Rebecca Hanson

Please attach the approved POS form.

& * agd attachments

ld Endeavour Foundation



CPIl Rostering Request

The Required Information
I section indicates any parts of
the form that are mandatory to
fill out. This is also indicated by
a red star * above the
mandatory fields.

CPI Rostering Request

Once you have completed the
form, you can choose to either
Submit the request if you have
completed all the mandatory
fields.

>
N

CPI Rostering Request

|d Endeavour Foundation
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Step by Step Instructions

Click on SIL Roster Change to open the form

Choose the Region from the drop-down list that the request is being made for

Choose which Facility the change is for from the drop-down list

Include the date that you wish the new roster change to Go Live. A nominated time is not required

You can type in additional people that you wish to be made aware of the request being created

Once you have completed the request you are required to attached the approved SIL roster before you submit the request

Include the date that you wish the new roster change to Go Live. A nominated time is not required

O |IN[OJO B |WIDN|PF

Once you have completed the form, you can choose to either Submit the request if you have completed all the mandatory fields

“ Endeavour Foundation



Choose from the drop-down Choose which Facility the
list the Region that the request change is for from the drop-
Is being made for. down list.

Click on SIL Roster Change
to open the form.

SIL Roster Change SIL Roster Change

Submit a SIL Roster Change if you are a NDIS Team Leader with facility roster changes to be processed you are 3 NDIS Team Leader with tacility

The SIL Roster Change is designed to facilitate NDIS Team Leaders in submitting changes to facility rosters The SIL Roster Change is designed 1o facilitate NDIS Team Leaders in submitting changes to facility rosters

effortlessly. This user-friendly form ensures effective communication and precise information is provided to the effortiessly This user-fnendly form ensures effective communication and precise information is provided to the
Rostering team. Rostering team

* Indicates required * Inacates required

*Select your region * Select your region

*What facility is the *\VWhat faciity is the SIL roster change for?

*BGO live date
‘ DDMMYYYY ~

Who else needs to be advised of the change? Who eise needs 10 be 2avised of the change?

'd Endeavour Foundation



Include the date that you wish

the new roster change to Go

Live. A nominated time is not
required.

<

Su Me Tu We Th Fr Sa

Please attach the approved SIL roster.

August 2023

> You can type in additional

people that you wish to be

made aware of the request
being created.

* Indicates required

* Select your region

*What facility is the SIL roster change for?

*GO live date

| oM yYY

Who else needs to be advised of the change?

‘ % Penny Hardy || x Rebecca Hanson ||

Q5P 2*ach the approved SIL roster.

& *pdd attachments

Once you have completed the

- request you are required to

attached the approved SIL

roster before you submit the
request.

* Ingicates required

* Sedect your region
*\Wnat facilty ts the SIL rester change for?
* GO e date

DOMMYYYY

Wha eise needs 10 be advised of the change?

| X Penny Hardy % Rebécca Hanson

Please attach the approved SIL roster.

& * od atachments
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The Required Information Once you have completed the

7( section indicates any parts of °) form, you can choose to either
the form that are mandatory to Submit the request if you have
fill out. This is also indicated by completed all the mandatory

a red star * above the fields.

mandatory fields

SIL Roster Change

SIL Roster Change
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Step by Step Instructions

General Roster Enquiry

Click on General Roster Enquiry to open the form

Choose the Region from the drop-down list that the request is being made for

Provide details of what the request is regarding

Provide details of the request so that the rostering team know what they need to action in the free text field

The Required Information section indicates any parts of the form that are mandatory to be filled out. This is also indicated by a red star * above the mandatory fields

OO~ |IWIDN|PF

Once you have completed the form, you can choose to either Submit the request, or Add to Cart which will allow you to complete another form without having to exit

m Endeavour Foundation



General Roster Enquiry

Choose from the drop-down
list the Region that the request
Is being made for.

Click on General Roster
Enquiry to open the form.

Provide details of what the
request is regarding.

General Roster Enquiry ; General Roster Enquiry

The General Roster Enquiry form is designed for all employees to ask a general question to the Rostering team

For enquiries requiring an urgent response, call the rostering team on

ld Endeavour Foundation



General Roster Enquiry

The Required Information
section indicates any parts of
the form that are mandatory to
fill out. This is also indicated by
a red star * above the
mandatory fields.

Provide details of the request
so that the rostering team
know what they need to action
in the free text field.

Once you have completed the
form, you can choose to either
Submit the request, or Add to
Cart which will allow you to
complete another form without
having to exit.

Qeneral Roster Enquiry General Roster Enquiry General Roster Enquiry
S ‘Ask & General Roster Enguiry 10 he Rostering Team. N e MNP 0 i Ftiaing o

ld Endeavour Foundation



How To Submit And Track _,f
A Ticket A

August 2023

Endeavour
Foundation




Step by Step Instructions

How To Submit And Track A Ticket

1 Once you have completed a request form, you can choose to either Submit the request, or on some forms you can choose the Add to Cart feature

2 If you choose to Submit, the request will be sent through on its own to the rostering team

3 If you choose to Add to Cart the request will be added into a holding cart and this will allow you to complete another form without having to exit

4 If you have chosen to add the request to the cart, you can view the request and checkout using the Cart icon at the top right of the screen

5 Click on the shopping cart icon and a drop-down box will open. Here you can select to View Cart to see the request in the cart or Proceed to Checkout

6 If you select View Cart you can view the request you have created and choose to delete the request, Save as Bundle (save for later), Clear Cart or Continue Shopping
7 If you selected Proceed to Check out the Order Confirmation screen will open

8 In the Order Confirmation screen, you can add Special Instructions to assist with the request, Add attachments and Checkout

9 After selecting to Checkout, the Request Summary screen will open. Your request has now been sent to the rostering team to be actioned

10 The Request Summary includes the Request Number and provides the Stage of the request. All tickets are automatically approved

11 When rostering team receive the request the Stage will change to Fulfillment

12 When rostering team have actioned the request the Stage will change to Closed

13 If you receive an email to advise that the rostering team require more information, you can view the message within the request in My Requests in Support Hub
14 Type in the free text field box and select Post to send a response to the rostering team

15 When the request has been closed by the rostering team, you will receive a notification email advising of this.

“ Endeavour Foundation



How To Submit And Track A Ticket

Once you have completed a
request form, you can choose
to either Submit the request,

or on some forms you can
choose the Add to Cart
feature.

If you choose to Add to Cart
If you choose to Submit the the request will be added into

request will be sent through on a holding cart and this will
its own to the rostering team. allow you to complete another

form without having to exit.

AdH?cl??st?rChange b ey e i Ad-Hoc Roster Change

Add to Cart

Piease provice details of the aa-noe shefl you wish 1o sdd

o
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How To Submit And Track A Ticket

If you select View Cart you can
view the request you have
created and choose to delete
the request, Save as Bundle
(save for later), Clear Cart or
Continue Shopping.

If you have chosen to add the Click on the shopping cart icon
request to the cart, you can and a drop-down box will open.

view the request and checkout Here you can select to View

using the Cart icon at the top Cart to see the request in the

right of the screen. cart or Proceed to Checkout.

Ad-Hoc Roster Change - Ad-Hoc Roster Change

.d Endeavour Foundation



How To Submit And Track A Ticket

In the Order Confirmation After selecting to Checkout,

screen, you can add Special the Request Summary screen

Instructions to assist with the will open. Your request has
request, Add attachments now been sent to the rostering

and Checkout. team to be actioned.

If you selected Proceed to
Check out the Order
Confirmation screen will
open.

Home » Request Summary

Ad-Hoc Roster Change Order Confirmation
Submit an Ad-Hoc Roster Change form if Request for © Submilted - 03/08/2023 2129 01

Request Number : REQ0030733

you are a Service Delivery Leader who | Fenny Hardy ‘ . | Estimated Delivery -

has a one-off roster change required. Delivery Information (Optional)
Item Delivery Date Stage

Special instructions (Optional)
. ] Ad-Hoc Roster Change - Request Approval
View Cart Proceed to Chec...

Add attachments @ | Cancel | Checkout

.d Endeavour Foundation



How To Submit And Track A Ticket

The Request Summary
includes the Request Number When the rostering team
and provides the Stage of the receive the request the Stage

request. All tickets are will change to Fulfillment.
automatically approved.

submitted 03081202 212601 Submitied - 03/08/2023 21:29:01

Request Number - REQ0030733 Request Number - REQ0030733
Estimated Delivery : - Estimated Delivery : -

. Delivery Date Stage
Delivery Date Stage

Ad-Hoc Roster Change - ¥ Fulfillment
Ad-Hoc Roster Change - Request Approval

When the rostering team have
actioned the request the Stage
will change to Closed.

Submitted : 03/08/2023 21:29:01
Request Number : REQ0030733
Estimated Delivery : --

Delivery Date Stage

Ad-Hoc Roster Change - b Closed

|d Endeavour Foundation



How To Submit And Track A Ticket

If you receive an email to advise T e 0 has b
that the rostering team require Type in the free text field box | eg L € rr]equest 1as been
more information, you can view and select Post to send a closed i € rosterln_g_ tea_lm,

you will receive a notification

the message within the request response to the rostering team. i advis £ thi
in My Requests in Support Hub. €maill aavising or this.

Activity Attachments  Addiional Details
Activity Attachments Additional Details
Hi Penny,

Type your message here: 5 _
Your request for Ad-Hoc Roster Change is complete.
Type your message here. ..
Number: RITM0032967
PR — \ Item: Ad-Hoc Roster Change

Penny Hardy
You can view all the details of the ticket by following the link below:

Plezse advise ff the employee is aware of this change?
Penny Hardy

Yes they have been made aware
ake me o the Tickel}

Penny Hardy

RITMO032967 Created

Penny Hardy

Please advise if the employee is aware of this change?

ld Endeavour Foundation
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