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1 Introduction

1.1 EMS

EMS is a database that captures information from rosters, variation sheets and other sources
to provide accommodation based supervisors and managers with useful budget and
expenditure reports. EMS is currently in place in seven regions.

1.2 EMSReplaceRequests

EMSReplaceReguests is one component of EMS. Currently, it is used in North and West
Region ONLY. This tool is in a simple spreadsheet layout and in short, you use this
spreadsheet to notify your Staff Replacement Officer (SRO) of all shifts that:

1. Have been filled ‘at the house’;
2. Need to be filled by SRO; and that
3. Are unstaffed yet do not need to be filled.

To do this you do not need to use the phone or the email. Rather, press the
EMSReplaceRequests link on the North and West E-Kit, fill out the spreadsheet that pops up,
and then press the Send 70 SRO button.

The data will then be posted via the DHS Network to your Staff Replacement Officer, who
will note your data, and fill the shift if it is not already filled.

More detailed instructions appear further on in this document.
1.3 EMSVariation

EMSV ariation is one component of EMS. Variation Sheets record any amendments to a
core roster in an accommodation unit.

EMSV ariation is an automated shift calculation program that assists supervisors to record
Variation Sheets in a consistent and accurate way.

EMSV ariation also provides supervisors and managers with the costs of each individual
variation to the roster and a range of ‘total variation reports’.

A feature of EMSV ariation is that it records house issues affecting expenditure. These issues
appear on management reports and can be taken into account by supervisors and managers
in respect of making decisions.

Costing tools within EMS TV ariation are current against the HSU.A Department of Human
Services Disability Services Agreement 2004 and common practices in DHS regions.



1.4 About this Uset’s Manual

EMSReplaceRequests' and EMSV ariation are programmed in excel. This manual takes the user
through typical excel tasks — e.g. creating, opening, saving and closing folders and excel files
— step-by-step. The authors strongly recommend that these file management skills are vital
whether or not one uses EMS, and that users practice these skills often and well.

N.b. When trying out this software, each time you are asked to “Enable” or Disable”
macros, you should choose to “Enable” Macros.

! Currently, EMSReplaceRequests is used in North and West Region ONLY.



and EMSVariation)

1.5 Shift Replacement Process (Involves both EMSReplace

North and West Region ONLY

A 4

Ask your Cluster Manager
to email or send
you a copy of
EMSVariation 0607.xls

Unstaffed Shift Occurs (e.g.
left vacant on roster, or a
rostered staff member is

unable to work a shift)

A 4

Use EMSVariation.xls
to create a
Variation Master Copy
For your CRU

Open EMSReplaceRequests
on the E-Kit Website

A 4

Use your Master Copy
at the start of each
Pay Period to create a
Pay Period Variation

Fill in EMSReplaceRequests
and press the ‘Send to SRO’
button, following any
prompts that pop up.

A 4

Alter your
Pay Period Variation
at any time during a
Pay Period

A 4

At end of the Pay Period,
send your
Pay Period Variation
to your Cluster Manager

A 4

The Cluster Manager
will then Upload your
variation to the
EMS Database

—» Supervisor Reports

—» Management Reports




2 How to Use EMSReplaceRequests?

You need to notify SRO of all shifts that:

1.

Have been filled ‘at the house’ (see first row in example below);

2. Need to be filled by SRO (see second row in example below); and that

3. Are unstaffed yet do not need to be filled (see third row in example below)

[EMSReplace 2.3 (Shift Requests) North, Central and West Region |
Home] | Change Region | Sendto SRO | Sort | s feams:
If Send to SRO button Fails due to bad network connection, please email completed Form to your Fegional Staff Replacement Officer Marth, Central and West
Booking |Requested =hift =Shift 1 =hift 1 =hift 2 shit2 [S0 Feason for Comments CRU Relief Accept | OT | Ag
Date By Date Start End Start End |YIN variation [2.9. Staff Mame) Mame Iame Date  |vmi|vim
23 Mov 05|Michael 24 Mov 05| 4:00 PM| 10:00 PM| 7:00 AM| 9:00 AM[Y [Leave: Sick John Doe C277M1 Feter 23 NovO05|N [N
Stone Harrison Fepper
23 Mov 05| Michael 25 Mov 05| 700 AM| 10:30 AWM M [vacant on Roster MNeed 3RO to [C2771
Stone fill this ane... |Harrison
23 Mov 05| Michael 26 Nov 05| 9:00PW| 7:00 AM M [Leave: Without Pay Mary Doe C2771 ReliefMot | 23 MNov 05N |
Stone Harrison Required

To do this you do not need to use the phone or the email, or even have a copy of the above
spreadsheet on your PC. Rather, just press the ENMSReplaceReguests link on the North and
West E-Kit, and then follow the steps outlined below. The following screen pops up first:

Xl

ft

EMSReplace 2.3 (Shift Requests)
Home | Change Region |  Send to SRO | Sort |
If Send to 3RO button failz due to bad network connection, pleaze email completed form to vo
Booking | Request
Date By

Press this button...

N
v

Disability Accommodation Services

Welcome to EMSReplace

EMSReplace is an e-system platform for staff
replacement at Community Fesidential Units.

™I would like information on the operation of EMSReplace |

> {7 1 already know how to operate the system

d

? Currently, EMSReplaceRequests is used in North and West Region ONLY.



The following screen then pops up:

EMSRe

place 2.3 (Shift Requests)

Home| | Change Region | Send to 5SRO | Sort
If Send to 5SRO button failz due to bad network connection, pleaze email completed form tc
Booking | Feq WUES RG50S || sh
Date E
I:— You will not need to save this excel file, though —
| vou can if you wish to. In any case, the idea is —
to simply enter your shift replacement
infermation and then press 'Send to SRO',
following any instructions that pop up along the
N way- To get started, select your organisation:
Press this button... " Narth, Central and West!
Cancel
Enter shifts as shown below:
|EMSReplace 2.3 (Shift Requests) North, Central and West Region |
Home |ChangeRegim| Send to SRO | Sort o o Teeme
It Send to SO button fails due 1o bad network, connection, please email completed form to your Regional Staff Feplacement Oificer Maorth, Central and Wi
Booking [Requested Shift Shift 1 Shift 1 Shift 2 ShitZ2 [S0 Reason for Camments CRU Relief Accept JOTJ Ag
| Date By | Date Start End Start End YN ‘ariation [e.. Staff Mame) Mame | MName Date | vin|vii
23 NovOB|Wichael |24 Nov 05| 400 PM] 10:00 FW] 7:00 AWM 9:00 AM[Y |Leave: Sick JohnDoe  |c277d Peter 23 Nov B[N [N
Stone Harrison FPepper
23 Mov 05|Michael 25 MNov 05| 7:00AM| 10:30 AM M |vacanton Roster Meed SROto |C2771
Stone fill this one... |Harrison
23 Mov 05|Michael 26 Nov05| 200 PM| 7:00AM M |Leave: Without Pay Mary Doe cz21m Relief Mot |23 Mov 05N M
Stone Harrisaon Required

Note that dates need to be entered in the format d/mmm/yy and that shift times need to be
entered in 24-hour time using a colon (e.g. enter 15:00 for 3pm).

Also note that when you click in the columns marked ‘SO Y/N’, ‘Reason for Variation’ and
‘CRU name’, a little arrow pops up to the right of the cell as follows:

egional Staff Replacement Officer

50
Yl

Reason for
Variation

Ct




Whenever such an arrow appears, click on it and select an option as shown below:

onal Staff Replacement Officer
2 Feason for Ci
I Yariation (e.g.

1

Vacant on Roster

Vacant: Day Program Close
Vacant: Client Special
Vacant: DCS Client Special
Unrostered: Day Program Cl
Unrostered: Client Need
Unrostered; Client Spedial
Unrostered: DCS Client Speci ™

I'»

Once you have entered your shifts, press the ‘Send to SRO’ button as shown below:

EMSReplace 2.3 (Shift Requests) North, Central and West Region
Sendto SRO j/\Pfess this button

Homig] | Change Region -

IF Send to SRO button Fails due to bad network, connection, please e%‘ail completed form to your Regional Staff Feplacement QFficer
Booking |Requested Shift Shift 1 Shift 1 Shift 2 Shitz |50 Feason for
Date By Date Start End Start End ik Yariation

23 Mov 05 (Michael 24 Mov 05| 4:00 FM TO0AM] 900AMY  |Leave: Sick
Stone

23 Mov 05 (Michael 25 Mov 05 700 AM| 10:30 AM M [Vacant on Roster
Stone

23 Mov 05 (Michael 26 Mov 08 @00PM| 700 4AM Mo |Leave: Without Pay
Stone

If you have any mistakes, you will be prompted as shown on the page following (in this
example, I forgot to type in the evening finish time of the sleepover shift):



[EMSRe

lace 2.3 (Shift Requests) North, Central and West Region

Hoime ‘ Change Region | Send to SRO | Sort |
It Send to SRO button Fails due o bad network. connection, please email completed farm to your Regional Staff Replacement Officer
Baooking |Reqguested Shift Shift 1 Shift 1 Shift 2 Shitz [S0 Feason for Comments
Date By Date Start End Start End YiM Variation [e.0. Staff hame
23 Mov 05|Michael 24 Moy 05 4:.00 PM T00AM[ @00 AN [Leave: Sick John Doe
Stone
23 Mov 05|Michael 25 Moy 05| 7.00 AM| 10:30 AM Mo |Vacant on Roster Meed SRO o
Stone fill this one...
23 Mov 05| Michael 26 MNov 05 9:00PM| 7:00AM Mo |Leave: Without Pay IMary Dog
Ctamn
(T x|

Please fill in all fields shaded red and then press 'SEND TO SRO" to re-send. M.B. IF YOL WISH TO DELETE THE ROW, SIMPLY
REMOVE THE 'BOOKIMG DATE' AMD THE ROW WILL BE REMOVED FOR. YU IN DUE COURSE.

The bright red areas will disappear as you type data into cells. Once you have removed all
red cells, again press the ‘Send to SRO’ button.

*If you are not sure, select 'DO MOT SEMD..." and then ]:r
check your previous submissions in the folder 'c:\data
\EMS Processing\EMSReplace Archive' on your local PC.

EMSReplace 2.3 (Shift Requests) North, Central and We
Home | Change Region | Send to 3RO | Sort |
IF Send to SR0 button Fails due to bad network, connection. olease email comeleted Form bo wour Heqh:_n
Booking [Reque: kEailiit R ol e %=
Date By !
23 Mov 05|Michael| Have you previously submitted ANY* of the shifts [y
Stone in this report?
23 Nov 05| Michael : — N
Stane ™ iDO NOT SEND FORM YET |
d 1
23 Mov 05 (Michael MNOME of these shifts have previously been ¢ s .
Stone C o bmitted: Send form now If you are ‘sure’, press this button

You will get the following message (or a message that advises you that your network I down,
and that you should ‘try again later’ or email your spreadsheet to SRO as you wish):



|EMSReplace 2.3 (Shift Requests) North, Central and West Region

Home | Change Region | Send to SRO Sort |

It Send to 5RO button Fails dus to bad network conmection, please email completed Form to your Regional Staff Replacement Officer
[ T P — [ W p—— | e L T il Bl A T il Bl A T e AL T e AL T =1 o T N E
X,
[T Your request was successfully sent. Once your shifts are filled by SRO, details will be logged in the file 'f:\Western DAS e

Bull=tin\EMSR.eplaceBookings North, Central and West.xls'. MN.b. If ANY of the shifts are due to commence within the next 3

= hours, please ring SRO now to warn them. o
i
: 3

Please note the very important message that pops up as shown above:

"Your request was successfully sent. Once your shifts are filled by SRO, details will be
logged in the file 'f\W estern DAS Bulletin\ ENLS ReplaceBookings North, Central and
West.xcls'. N.b. If ANY of the shifts are due to commence within the next 3 hours, please
ring SRO now to warn them."

The shift replacement data will then be posted via the DHS Network to your Staff
Replacement Officer, who will note your data, and fill the shift if it is not already filled.

10



3 How to Create a Variation Master Copy

House Supervisors can use EMS 1V ariation.xls to create CRU specific Variation Master Copy.
Instructions for Supervisors follow.

The software you will be using is saved in Exvel. If Exce/ is not open on your screen, then
open Exve/ using the Start button as shown. ..

L
Business Applications
» Knowledgehet
@ Lotus Maotes
2| Common Utiiiss ' Microsoft Access 2000

Microscft Binder 2000
100

Lock Workstation

Mew Office 2000 Document & MISf| acation: Ci\Cde\OFfice 200040ffice
Q Microsoft Photo Editor

O Gl ATTD Dreulivzrtc Microsoft Powetpaink 2000

Microsoft Publisher 2000

| Programs * B Micrasaft word 2000

, B Pecple@DHS web

Favarites
Docurments
Setkings
Search
Help

Rur...

Shuk Dawn...

| H & @ B6) |J B)020412 EMSVariation Use... | £ Microsoft Phota Edital

Obtain an EMSVariation Disk from your Cluster Manager. Insert the disk into your PC and
then press File / Open...

Jl File Edit Yiew Insett Format Tools Data  Window H
J ari. L1 Mew... Chrl+ I .
=2l Open, . Chel+0

Click on the arrow to the right of the Save in box near the top of the window and then click
on the words 3% Floppy (A:) as shown below.

Look in: é 314 Floppy (820 | 4= [
%esktup |=]
2 My Computer
314 Floppy (4
=) CDES (C:)

== Local Disk (D)
- - 11



A file called EMSVariation.xls appears as follows. ..

B8 | EMSY ariation. xls

EETIER |

Click on this file and then press the Oper button near the bottom right hand corner. A

screen similar to the following appears ...

[EMSVariation 7.4 (Ongoing / Contract / Vacant)

Pen/Loading

0% Penalties
15% Penalties

Home | Variaton Sheet | Upload |
Cost Centre I [~]| Pay Period
||
Thiz screen aims to record your ongoing and contract roster | RSaal o RTTRUTT R ET =Tt -t T2 4 ﬂ rac
logged as a “Vacant roster ling, and the relisf staff must be e, ... |ags
Name of your organisation?

. Supervisor at Pay Period Start (If vacant, put "\ ay |
% % First Hame then Surname Class Hou € Northern D " Barwon DAS hdir

-
§ 0 " Central DAS " Loddon DAS
oo
R - " Western DAS " Gippsland DAS
oo Staff at Pay Period Start (If vacant, put "Vaca
& E First Hame then Surname Class Hou ' Inner East DAS " Grampians DAS )
I

w |
5o " Outer East DAS irs]
=
i = Ro
5 % Cancel
g i Ro
Uui o riat
% T
g f
23
S
=
g3
g5

17.59% Leave Loading

You will be asked what region you are in (e.g. Northern DAS) and what financial year you
are in (e.g. 2006/07). Answer these questions by clicking as indicated on the screen ...

12



press File / Save As...

J File Edit Yiew Insert Format Tools Data Window

ari. L1 Mew. .. Chrl+ Sn
= [= Open |+
Clase
IE B save Chrls S

5 Save as Web Page...

A window like the following window appears...

ccommon an 'f'-

Sawe jn: I 24

- em | @ X i E

I:I Hecsnet
I:I Messages
1 0nline
_1PCCOP
1 public

I TEMPLATE
1PN

13



The Save in box is located near the top of this window. Click on the arrow to the right of

the Save in box and then click on the words CDES5 (C:) and then on the word DATA as
shown in the following two diagrams. ..

EEYE—
Save in: |g CDES (C:) | e x

AppData
BUSINESS
Za_lic
ZDE

[C1 pata j{}=|@>{ﬁ?'mﬂls
Documents a . ,
|__lioffice 2000;

Wy Diocurnents MTFILES

Look in the window, and if you cannot find a yellow folder in the window called “Variation

Sheets’, as is the case above, then press the Create New Folder icon in the window and type
the words ‘Variation Sheets in the Name box that appears. ..

-

Ensure that the words ‘Variation Sheets now appears in the Save in box as shown below’. ..

Save in: II:l Yariation Sheets j L] | @ by @ [

3 To find “Variation Sheets’ you may have to press the arrow to the right of the Save in box

14



Next, type the name of your template using your CRU address in the File name box the
following way (this example is for a CRU in Example St)...

Example St Master Copy| |_
Microsoft Excel Workbook, (%, xls) |_

P
e

You have now created a template containing no data. You must now fill out this template
with data relating to your CRU, and then save the template one final time ...

Fill out all the vacant boxes in the Staff Lists Sheet that is displayed on the screen using the
Standard 2 Week Roster for your house (leave the Pay Period box blank).

Note: Instructions on how to fill out each box appear in a yellow help-box when you click
into a box on the Staff Lists Sheet.

The top portion of a completed Staff Lists Sheet is shown here (n.b. Vacant shifts have no
PIN, so we recommend you use 111)

L, COMTRACT HRS, DAY PROGRAM

Cost Centre

£9999

Short Address

Example|

Pay Period

Thiz =creen aims to record your ongoing and contract roster lines only. If you are unable to fil a roster line via "Ongoing’
legged az a "Vacant' roster line, and the relief =taff must be logged later in the “Variation Sheet’. For example, this means

logged later in the “Variaticn Sheet’.

Supervisor at Pay Period Start (If vacant, put "Vacant, DDS03" with PIN=111)

First Name then Surname Class Hours PIN Condition “Yariation to P
Sue Supervisar DDE0-3 76:00( 00000123|0Ongoing Cvertime
Sick Leave

Staff at Pay Period Start (I

f vacant, put "Vacant, DD501Q" with PIN=111)

WaorkCover

Saved on Bat

Saved on Bat

“ariation to P

First Hlame then Surname Class Hours PIN Condition
Fred Fulltimer DD30-10 7600 00000456]Contract
Peter Partimer DD&0-1 50:00] 00000789 2ngoing
"facant CDS0-10 50:00] 00000111 |Vacant

“fariation to P

5. EXCLUDE EXTRAHRS, CASUAL

FPosted Rnoste

15



The bottom portion of a completed Staff Lists Sheet is shown below. Note there is now
room to place the names of your preferred casual and part time relief staff. Also, there is
room to place the names of rostered staff who are on leave for all or most of a given pay
period to save you entering their shifts one by one later.

Pre Fortnight Total 0:00

Relief 5taff Used in Pay Period

First Hame then Surname Class Condition
Cassie Casual DDS0-10Q|Casual
Amy Agency DDSo-10Q ) Agency

OREFPLACE SHIFTS. MO MEED
FROM WITHIM THE WARLATION

Select File Save shown below.

EA4 Microsoft Excel - EMSYariation2001.xls

DEEs8RY [ BB I o

J File Edit “iew Insert Format Tools Data Window Hel

Jp.ri ] Mew. .. Chrl+HH
=& open... Chrl+0
lose

Save Ctrl+3 |
E Save 4s... SHE

Save as Web Page. ..
Save Warkspace. ..

Web Page Preview

Finally, select File Close. You have now created a Variation Master Copy for your CRU,
and can use this template to create Variation Sheets throughout the year.

16



4 How to Create a Variation Sheet

House Supervisors can use a blank Variation Master Copy to create a Variation Sheet for a given
pay period.

In the following example, the template created in chapter 3 will be used, and a Variation Sheet
for Pay Period 13 will be created.

Your template is saved in Exvel. If Exve/ is not open on your screen, then open Exce/ using
the S7art button as shown...

Business Applications

Knowledgehet

@ Lotus Maotes
Carman Uities b Microsoft Access 2000
Microscft Binder 2000

Lock Workstation

Mew OFfice 2000 Dacument & m {Location: C:4Cde\office Z00040Hics
Q Microsoft Photo Editor

Microsoft Powetpaink 2000
Microsoft Publisher 2000

| Programs * B Micrasaft word 2000

, B Pecple@DHS web

Open Office 2000 Dacument

Favarites
Docurments
Setkings
Search
Help

Rur...

Shuk Dawn...

| H & @ B6) |J B)020412 EMSVariation Use... | £ Microsoft Phota Edital

I i start

Select File / Open

DBRa8RY BT«
&=
A

File Edit Yew Insert Format Tools Data  Window He
e

Chrl+m
k40

L E Save Chrl+5

17



Locate the folder e\ data\ using the arrow to the right of the Look in box as shown...

Loak in:

Jocurnents

] DaTA v -
FH] Deskiop [ e
L‘j My Computer i
- Smith
2 3% Floppy (A:) :1:5 rr::;:w
S EL TRAI
L ROATA
(= Local Disk (D) kion Shee
@ Campack Disc (E:) arn (Billy Hi
=2 Group on 'MO32' (F:) Pt poir
=2 Pccommen on 'MO32' (&) ar P21,

Click on the word ‘DATA’, and then click on the words “Variation Sheets’, and then press
the Open button. When the name of your template appears in the window, click on it and
then press the Oper button to open your template. The following screen appears...

Formula Bar
|EMSVariation 7.4 (Ongoing / Contract / Vacant)
Home | Variation Sheet | Upload |
Cost Centre [ £9999 Pay Period
Short Address Example|

Thiz =creen aims to record your engeing and centract rester lines only. If yvou are unable to fill a roster line via ‘Ongoing’ or 'Contract’ pric
logged az a "Vacant' roster ling, and the relief =taff must be logged later in the “Variation Sheet'. For example, thiz means that all agency, 1

legged later in the “Variaticn Sheet'.

Supervisor at Pay Period Start (If vacant, put "Vacant, DDS03" with PIN=111)

Pay Peric

First lame then Surname

Class

Hours

PIN

Condition

i (Sue Supenvisar

DD30-3

76:00

00000123

Ongeing

Staff at Pay Period Start (|

f vacant, put "Wacant, DDS01Q" with PIN=111)

First lame then Surname Class Hours PIN Condition
Fred Fulltimer DDSO-10 76:00| 00000456|Contract
Peter Parttimer DOS0-1 50:00| 00000788 Cngoing
"Yacant DDSO-10 50:00| 00000111|Vacant

‘ariation ta Pen/Loadings
Overtime

Sick Leave

WarkCover

Saved on Backfill (§)

Saved on Backfill (Hrs)
‘“ariation to Posted Roster {
‘ariation to Posted Roster b
Posted Roster + Variation -

Pen/Loadings Bre

INGEOING HRS, COMTRACT HRS, DAY FROGRAM
M ROSTERHRS. EXCLUDE EXTRA HRS, CASUAL

0% Penalties
15% Penalties

Place the number of the current Pay Period in the box at the top right hand corner of the

screen.

If the current 2-week roster in your CRU is different than the CRU’s Core Roster, make the
necessary alterations to all staff details in this screen.

18



If you anticipate that your expenditure will be affected by certain issues in the coming Pay
Period, type details of those issues into the Issues Affecting 1 ariations box (see above picture).

TUU%: Fenalties ar Dvertime Loading U Hrs
150% Penallies 0 Hrs

Any Major Issues in Pay Period 147
Mo issues recarded

Relief Staff Used in Pay Period 14
Reason First Hame then Surname Clazs Condition

Press the Variation Sheet button to produce a blank Variation Sheet like the following:

|EMSVariation 7.4 (Variations) Northern DAS 2005/06|
Coopyright wese Dire ctProje ctSolutions.com
Home | New Row New Staff | Staff Ligts
Pay Period Pay Period Start Pay Period End CostCentre | Short Address Supervisor This Pay Period
14 25 Dec 05 7 Jan 08 79989 Example Sue Supenvisor

Toremove all details from a row [2.9. 3 row that is not calculating properly], clear the "Date” field and then press the "Mew Row” button,

[ Date T Comments [ Staff Details [ Start [ Finish | Employment Conditions I
Fostered Staff Reason for Variation
Relief Staff Relief Conditicn
I Pleaze Enter Date Please leave these three cells BLAME =

Then save the file using the following steps: First, press File Save As ...

J File Edit Yiew Insert Format Tools Data Windov

ari. L] Mew. .. Chrl+h Sy
== Cpen... Chl+o
Close

EE save s g

Save as Web Page...

19



Ensure that the words ‘Variation Sheets now appears in the Save in box as shown below”...

Save in: II:l Yariation Sheets j = | @ }( ﬁ [

In the File name box, type the current year, pay period and CRU address (this example is
for a CRU in Example St)...

3615 PP13 2002-03 Princess| | ]
Microsoft Excel Warkboolk, (*,x1) |_

Press the Save button and then press File Close ...

W=y T = R R S e -
@E Edit Wiew Insert Format Tools Dakta Window Help

ari. D) Blesw.. Ctel+h
& Open... Ctrho

1]
i
A
&

1— E Save Chrl+5

You have now created a blank Variation Sheet for Pay Period 13 for your CRU. This
Variation Sheet can be used as often as required during Pay Period 1.

At the end of the Pay Period, the Variation Sheet will be forwarded to the Program / Cluster
Manager (see Chapter 5).

* To find “Variation Sheets’ you may have to press the arrow to the right of the Save in box

20



5 How to Fill In a Variation Sheet

5.1 Preamble

Each time throughout the current Pay Period that variations to the roster occur (e.g. due to
sick leave, client illness etc) open the current Vatiation Sheet — in this example, C3675 PP13
2002-03 Princess.xls — and then record the variation’ using the following guide.

Read and follow the yellow
help box that appears each
time you select a white
box within the Variation
Sheet

Riostered Staf

meal breaks

Type NMB in these two
boxes if the shifts have no

"

« Reasan for Variation

Relief Staff

P

Relief Candition

Dlate Required!

Flease leave these tres cells BLANKA:

Use 24 Hour time to type
shifts into these fields, eg.
For 10:00 PM type 22:00

Type S/O in these two
boxes if the shifts are

sleepover shifts

Type 150 in this box if the
Relief Staff is claiming
Pub Hol 150% Penalties

Type MA in this box if the
Relief Staff is claiming
Overtime Meal Allowance

A ‘filled out’ Variation Sheet appears as an attachment to this User’s Manual. This example
is a valuable resource in respect of deciding how to fill out a given variation.

5.2 The Steps to Take...

Your template is saved in Excel. Open excel using the S7ar# button as shown in the previous

chapter.

> If you need a new blank row press New Row, and if you need to sort your variations in date order press

Sort Rows.
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Select File / Open

DE2EL SRy ibRS - ¢
Jlﬁ Edit Wiew Insert Format Tools Data ‘Window He
Chrl+M
Chrl+C

+ E Save Chrl+5

Locate the folder ¢:\data\ using the arrow to the right of the Look in box as shown...

[ Data [
%ESHDD —Lction
S My Computer i _
=4 314 Floppy (A:) 0 Sl
(=3 CDES (C!) 105 MAY
[SROATA] EL TRAI
=3 Local Disk (D) ption Shee
@ Compack Disc (E:) prn {Billy Hi
My Documenkts =2 Group on MO32' (F:) b et poir
=2 Pecommon on 'MO32' (&) B PR21.x

Click on the word ‘DATA’, and then click on the words “Variation Sheets’, and then press
the Open button. Click on the file that contains the number of the current Pay Period, and
then press the Open button to open your current Variation Sheet. The following screen
should appear (if it doesn’t, press the [ariation Sheet button):

|EMSVariation 7.4 (Variations) Northern DAS 2005/06)|
Copyright www. DirectProjectSolutions.com
Home | New Row Newr Staff Staff Ligts |
Pay Period Pay Period Start Pay Period End CostCentre | Short Address Supervisor This Pay Period
14 25 Dec 05 7 Jan 03 25894949 Example Sue Supernvisor

Toremove all detailz from a row (2.4, a row that is not caleulating properly), elear the "Diate” fizld and then press the “Mew Fow"” button.

[ Date T Comments [ Staff Details [ Start | Finish ] Employment Conditions |
Rostered Staff Reason for Variation
Relief Staff Relief Condition
I Please Enter Date Please leave these three cells BLANK =>

Fill in the variation in the first blank row (Click new Row button if required).
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Then close the file using File Close (If you are asked if you want to Save the file, then
respond “yes”)

5.3 Glossary: the ‘Types of Reason’ Field

Vacant on Roster / Vacant: Day Program Close / Vacant: Client Special / Vacant:
DCS Client Special

Use one of these options when when filling (or not filling) a vacant shift. N.b. always
include vacant shifts even when they are unfilled, as they will produce a “Saving on Backfill”
in management reports.

Unrostered: Day Program Close / Unrostered: Client Need / Unrostered: Client
Special / Unrostered: DCS Client Special / Unrostered: Other

Use when extra hours are needed for unrostered shifts (remember, Vacant on Roster shifts
are not Unrostered shifts: Vacant shifts are noted on the first screen and are covered by the
instruction immediately above.

Leave: Rec / Leave: Sick / Leave: Sick (No Cert) / Leave: Sub / Leave: Without Pay
/ Leave: WorkCover / Leave: Other

Use when a rostered staff takes Unplanned Leave (i.e. leave not covered in the Staff on
Leave box in the first screen).

Double-Up Relief

Use when filling one rostered shift with two or more staff — in such a case use ‘Double-Up
Relief’ for the second, third staff etc. N.b. Do not retype the rostered shift in each of
these ‘extra’ variation Ilines.

Time in Lieu

Use when a rostered staff takes time in lieu in cases where this TIL is also noted on
timesheets.

DWG OHS Additional Hrs / IR Additional Hrs / DWG OHS Reassigned / IR
Reassigned

Use this when the staff member attends an OH&S or IR meeting either as ‘additional hours’
or ‘during rostered hours’, the latter being the ‘Reassigned’ case.

Additional Hrs Traineeship / Rostered Hrs Traineeship
(Important: do not put non-traineeship training under these categories)

Use when a rostered staff participates in a Certificate 4 Traineeship activity as ‘additional
hours’ or ‘instead of / during’ a rostered shift. Please note: you will be prompted to enter
the training shift and training date if you select the latter option.
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This is not costed to the current CRU, it is costed to the Staff Traineeship Cost Centre after
EMS exports the data to a separate piece of software called TrainTrack. Hence, a $0 costing
will occur regardless of the shift.

Additional Hrs Training / Rostered Hrs Training

(Important: do not put Certificate 4 traineeship training under these categories)

Use when a rostered staff participates in a training activity as ‘additional hours’ or ‘instead of
/ during’ a rostered shift. Please note: you will be prompted to enter the training shift and

training date if you select the latter option.

This is not costed to the current CRU, it is costed to the Staff Traineeship Cost Centre after
EMS exports the data to a separate piece of software called TrainTrack. Hence, a $0 costing
will occur regardless of the shift.

Reassigned (this CRU) / Reassigned (other CRU)

Use when a rostered staff is removed from one shift and is asked to fill a second shift in
either the same CRU (‘this CRU’), or another CRU (‘other CRU’). Do not use if the
rostered staff happens to be swapping shifts with the staff occupying that second shift

Shift Swap

Use when a rostered staff is swapping shifts with a second staff member, where Staff A does
Staff B’s shift AND Staff B does Staff A’s shift. If this two-way-swap is not occurring, then
use Reassigned (this CRU), not Shift Swap.

50% Higher Duties / 100% Higher Duties

If a person is granted Higher Duties, then type his or her name in as a Relief Staff. There is
no need to include a Rostered Staff Name.

150% P/Hol Pens

If a person is elects to receive 150% penalties and it happens to be a public holiday, then
type his or her name in as a Relief Staff. There is no need to include a Rostered Staff Name.

5.4 Glossary: the ‘Condition’ Field

Ordinary
Use when the relief staff is on ordinary hours (as is the case during a swap shift)
Extra (P/T)

Use when a part time staff takes on extra hours, but has not yet reached 76 hours in the
current pay period.
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Extra (Agency)

Use if the staff member is an Agency Staft.
Recalled on S/O

Use when a staff member is recalled for duty during the sleepover part of a sleepover shift,
and is ‘into overtime’.

Casual

Use when the relief staff is a casual staff member

Overtime

Use when the relief staff is ‘into overtime’, but is not on a sleepover as discussed above.
From Other CRU

Use when the relief staff has been reassigned from another CRU, and is hence been paid for
by that other CRU.

5.5 Data Fix Messages

If you forget to enter important data, or add too much data, or try to type impossible data
(e.g. casual staff on overtime) EMS1 ariation will notify you by colouring errors with a RED
shade and providing helpful advice.
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6 Uploading Variation Sheets to EMS

At the end of the pay period, email that pay period’s Variation Sheet to your Cluster Manager,
who will check it against timesheets and upload it to the EMS Databases.

To Upload the Variation Sheet, the Cluster Manager will press the Upload button on the Staff
Lists Sheet...

EMSVariation 7.4 (Ongoing / Contract / Vaca

Home | Variation Sheet | Upload |
)
o
Cost Centre /% 79999
Short Address Example

Thiz 2creen aims te recerd vour ongeing and contr rester lines onhy
lrgged as a “Wacant' roster ling, and the relief stafl 2t be logged late
Iz

Supervizor at Pay Period Start (If vagq__[, put "Vacant, [

First Hame then Surname Class Hours
Sue Supervisar DD30-3 7600] (

iS5, CASUAL

The EMS Databases will then provide supervisors and managers with a range of additional
management reports, and will also export a number of fields into other databases and web
applications to reduce duplication and workload.
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7 Variation Sheet Example (a Resource)

N
[razess Nejon 6.6 for TT (Staff Lists) Northern CRS 2003/04]
Press thls I Copyright www.DirectProjectSolutions.com
button | Variation Sheet | Upload | c
||Cost Centile” 29999" "Fay Period 26=||
Short Address Example| Pay Period Start Date 13 Jun 04
Tip: Give vacant shifts a "DDSO-1Q" classification
Supervisor Roster for Pay Period 26 (Fortnight Hrs Only) Pay Period 26 Performance
First Name then Surname Class Hours PIN Variation to Pen/Loadings (Average) 9%)
Sue Supervisor DDSO-3 76:00{ 00000123||Overtime 0 Hrs
Sick Leave 0 Hrs|
Staff Roster for Pay Period 26 (Include Vacant Shifts) WorkCover 0 Hrs|
First Name then Surname Class Hours PIN Saved on Backfill ($) $30]
Fred Fulltimer DDSO-1Q 76:00] 00000456|(Saved on Backfill (Hrs) 0.5 Hrs
Peter Parttimer DDSO-1 50:00] 00000789|Variation to Posted Roster Cost (Fortnight) $1,228
Vacant DDSO-1Q 50:00] 00000111|fVariation to Posted Roster Hours (Fortnight) 30 Hirs|
Posted Roster + Variation Hours (Fortnight) 282 Hrs
Pen/Loadings Breakdown in Pay Period 26
0% Penalties 7 Hrs|
15% Penalties -1Hr]
17.5% Leave Loading 10.5 Hrs|
18% Commuted Allowance 0 Hrs|
25% Casual Loading 12.5 Hrs|
50% Penalties 7.5 Hrs
56% 26.5 Hrs|
100% Penalties or Overtime Loading 6 Hrs
150% Penalties 0 Hrs

Recoups for Pay Period 26 ($) | |

Issues Affecting Variations in Pay Period 26

Total 252:00

Planned Leave in Pay Period 26 Relief Staff Used in Pay Period 26
First Name then Surname Class Hours PIN First Name then Surname Class Condition
Total 0:00
Relief Staff Used in Pay Period 26
First Name then Surname Class Condition
Cassie Casual DDSO0-1Q |Casual
Amy Agency DDSO0-1Q |Agency
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[EMSVariation 7.0

Northern DAS 2004/05|

Copyright www.DirectProjectSolutions.com

Home New Row New Staff Duty Roster Staff Lists H
Pay Period Pay Period Start Pay Period End Cost Centre Short Address Supervisor This Pay Period
14 26 Dec 04 8 Jan 05 79999 Example Sue Supervisor
To remove all details from a row (e.g. a row that is not calculating properly), clear the "Date" field and then press the "New Row" button.
[ Date ] Comments | Staff Details [ stat [ Finish ] Employment Conditions [
Sunday Rostered Staff 4:00 PM 10:00 PM SO Reason for Variation
VACANT (P) 7:00 AM 9:00 AM NMB Vacant on Roster
26 Dec 04 Relief Staff 4:00 PM 10:00 PM SO Relief Condition
AMY AGENCY (A) 7:00 AM 8:00 AM MB Extra (Agency)
$112 Please leave these three cells BLANK =>| DDSO-1Q 8; DDSO-1Q 6.5
Monda Rostered Staff Reason for Variation
Y Unrostered: Client Need
Relief Staff 10:00 AM 3:00 PM Relief Condition
27 Dec 04 CASSIE CASUAL (C) Casual
$153 Please leave these three cells BLANK =>| DDSO-1Q 5
Monda Rostered Staff Reason for Variation
y 150% P/Hol Pens
27 Dec 04 Relief Staff 9:00 AM 5:00 PM 150 Relief Condition
PETER PARTTIMER (P) Ordinary
$176 Please leave these three cells BLANK =>| DDSO-17.5
Tuesda Rostered Staff 9:00 AM 9:00 PM Reason for Variation
Y FRED FULLTIMER (F) Leave: Rec
28 Dec 04 Relief Staff 9:00 AM 2:00 PM Relief Condition
AMY AGENCY (A) Extra (Agency)
$237 Please leave these three cells BLANK =>| DDSO-1Q 10.5; DDSO-1Q 5
Wednesda Rostered Staff Reason for Variation
Y Double-Up Relief
29 Dec 04 Relief Staff 2:00 PM 9:00 PM Relief Condition
PETER PARTTIMER (P) Extra (P/T)
$102 Please leave these three cells BLANK =>| DDSO-16.5
Thursda Rostered Staff Reason for Variation
Y Additional Hrs Traineeship
30 Dec 04 Relief Staff 9:00 AM 5:00 PM Relief Condition
PETER PARTTIMER (P) Extra (P/T)
$0 Tracking Training: pls confirm training shift times and date =>] 9:00 AM 5:00 PM 30 Dec 04 DDSO-17.5
Frida Rostered Staff 4:00 PM 10:00 PM SO Reason for Variation
Y FRED FULLTIMER (F) 7:00 AM 9:00 AM Rostered Hrs Training
31 Dec 04 Relief Staff 4:00 PM 10:00 PM SO Relief Condition
CASSIE CASUAL (C) 7:00 AM 9:00 AM Casual
$0 Tracking Training: pls confirm training shift times and date =>] 9:00 AM 5:00 PM 20 Jul 04 DDSO-1Q 7.5, DDSO-1Q 7.5
Saturday Rostered Staff 9:00 AM 5:00 PM Reason for Variation
FRED FULLTIMER (F) Reassigned (this CRU)
1 Jan 05 Relief Staff 9:00 AM 5:00 PM Relief Condition
AMY AGENCY (A) Extra (Agency)
$176 Please leave these three cells BLANK =>| DDSO-1Q7.5; DDSO-1Q 7.5
Sunday Rostered Staff 9:00 AM 5:00 PM Reason for Variation
FRED FULLTIMER (F) Reassigned (other CRU)
2 Jan 05 Relief Staff 9:00 AM 5:00 PM Relief Condition
AMY AGENCY (A) Extra (Agency)
$410 Please leave these three cells BLANK =>| DDSO-1Q7.5; DDSO-1Q 7.5
Monda See Jan 4 Rostered Staff 9:00 AM 5:00 PM Reason for Variation
y SUE SUPERVISOR (F) Shift Swap
3 Jan 05 Relief Staff 9:00 AM 6:00 PM Relief Condition
PETER PARTTIMER (P) Ordinary
$40 Please leave these three cells BLANK =>| DDSO-3 7.5; DDSO-1 8.5
Tuesda See Jan 3 Rostered Staff 3:00 PM 10:00 PM SO Reason for Variation
Y PETER PARTTIMER (P) 7:00 AM 9:00 AM Shift Swap
4 Jan 05 Relief Staff 4:00 PM 10:00 PM SO Relief Condition
SUE SUPERVISOR (F) 7:00 AM 9:00 AM Ordinary
$30 Please leave these three cells BLANK =>| DDSO-18.5; DDSO-3 7.5
Wednesda Rostered Staff Reason for Variation
Y 50% Higher Duties
5 Jan 05 Relief Staff 10:00 AM 5:00 PM Relief Condition
PETER PARTTIMER (P) Ordinary
$19 Please leave these three cells BLANK =>| DDSO-16.5
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8 Overview of EMS for Cluster Managers

8.1 Introduction

This ‘Overview of EMS for Cluster Managers’ is designed to be inserted in Cluster Manager
Manuals at North West, and was requested by Claus Zadolinnyj.

EMS is a database that captures data from tools such as “RosterCoster.xls” and
“EMSVariation 0607.xls”, both of which can be found at f:\RosterCoster. User Manuals for
these two tools can also be found at f:\RosterCoster.

EMS then processes this data to provide CRS/DAS supetvisors and managers with a wide
range of useful workflow and budget reports. It also exports a lot of this data to other

applications such as TrainTrack and, in a trial sense at present, SAP.

EMS Tools are maintained by Damien Ryan. Key regional contacts are: Zena Mayberry
(North and West), Monica White (Outer East), Michelle Lawther (Inner East), John Gray
(Southern), Mick Dowd (Grampians), Peter Senini (Loddon-Mallee), Glenys McNeil
(Hume), Rae Cloak / Glenda Clarke (Gippsland) and David Ridley (Barwon).

8.2 Core Rosters and EMS

Both historical and current Core Rosters are maintained in the folder f:\EMS Rosters using
the following filename style guide:

o “Core C3172 Holmes PP01.xls”
o “Core C3172 Holmes PP21.xIs”
e “Core C3173 Tyler PP01.xls”

e Ftc...
8.3 Posted Rosters and EMS

Typically, the Cluster Manager is responsible for preparing Posted Rosters (for posting out
to CRUs) every 2 or 4 weeks.

Due to varying definitions across regions as to what is included in and excluded from a
Posted Roster, EMSVariation now avoids, where possible, the term ‘Posted Roster’.

Instead, the first screen in EMSVariation is called “Ongoing / Contract / Vacant” and seeks
to capture only those major changes to a Core Roster that:
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e Are in the roster as full roster lines before the pay period starts; and

e Are contracted out or left vacant for part-timers to pick up.
In the case of vacant roster lines, the word “vacant” is typed in instead of a rostered staff’s
name, and the staff members picking up each shift in the roster line are not recorded until

the second screen, which seeks to capture ‘during the fortnight’ or ‘shift-by-shift filled’
variations.

8.4 Variations and EMS

The Cluster Manager is responsible for uploading a variation sheet for each CRU each
fortnight. The process is:

e Ask the House Supervisor to submit an EMSVariation Sheet with each set of
timesheets

e Check this Variation Sheet against the timesheets

o Press the UPLOAD button on the variation sheet
8.5 EMS Reports

The Cluster Manager is responsible for using EMS Reports to assist in the management of
workflow and budgets.

To obtain access to the EMS Reports, the Cluster Manager needs to have an EMS Icon on
his/her Desktop. The process for this obtaining and EMS Icon is:

e Open Windows Explorer
e Open the folder f:\RosterCoster\Tools
e Right Click / Copy the blue EMS Icon

¢ Go to the Desktop (there is a small icon near your START button that should take
you there)

e Right Click / Paste the blue icon called “EMS” onto the Desktop

Then, whenever you need an EMS Report, double-click the blue EMS Icon.

8.6 EMS Training

8.7 Preamble
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For information relating to EMS Training, contact Damien.Ryan@dhs.vic.gov.au. Please
note that training in industrial relations and regional rostering practices is outside the scope
of EMS Training. These areas are being dealt with via a focus group being convened by
Sabine Benthien, Budget and Resources Branch.

8.7.1 RosterCoster and EMSVariation Training

Course Aim: to ensure best possible ‘roster variation data in’, upon which ‘data out’ via EMS
Reports is fully dependent.

Target Audience: House Supervisors.

Course Duration: 3 Hrs (a one hour information session is also available to Office Based
Managers).

Comments: This course steers clear of time-consuming discussions relating to regional
rostering practices and issues, but makes references to practice issues where necessary to
demonstrate best ways of entering shifts into EMS. This course has been run previously in a
number of regions, with advice and support from Natasha Williams, DLDU and Kylie
Hughes, Eastern Metropolitan Region.

8.7.2 EMS Reports Training

Course Aim: to demonstrate how information within EMS Reports can be converted into
change management strategies, which are then followed through to cause real change in
better allocating limited resources to client need.

Target Audience: Office Based Managers.

Course Duration: 3 Hrs (a one hour information session is also available to Corporate
Managers and Finance Teams).

Comments: A key focus of this course is to better involve House Supervisors in budget
management, on the premise that the majority of expenditure and client outcomes — i.e. the
majority of roster variations — occur at house level. This course has been run previously in a
number of regions, with advice and support from Michael Mefflin and Michael Stone, North
West Region.
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