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Optima - Navigation




Optima - Navigation
This is the Top Menu.

The Scheduling Tab has been selected below.

Scheduling Personnel Payroll Admin Gateway Reference Data

1. Selection a Sub Menu to present a list of tools.
2. Click/tap to open or right click to open in a new

tab.
Note: Your browser tab will also show the open

tool name.

‘ @ opPTIMATI

i
I ~ Scheduling

View Schedules ~ Float Reques)

Unit Summary View Schedules

Location View

Unit *
Shift View

Unit Summary
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Click/tap the tabs to select. Selected tabs display in a different color.

This is the Sub Menu.
Depending on which Top Menu is selected, different Sub

Menus are displayed.

A selected Sub Menu is shown by a thin blue line as below.

Today, Mar 152023

View Schedules ~

Scheduling

Personnel Payroll Admin Gateway

Float Requests + Daily Staffing ~ Unavailability =

Assigned Hours

Reference Data

Schedule Stats ¥

Complete the Finder fields.

Note: Most tools have a Finder. This returns all records within the Finder filters.

Select Find @ or press the Enter key.

The below example is the Person Search tool, in the Personnel top menu and Person Search sub
menu.

@) ortimall

o Personnel

Person Search ~

Today, Mar 15 2023

Payroll

Expiring ltems «

Admin Gateway Reference Data

Organization + Reports «

Person Search ° Create Person ° Create Provisional Person i More 0 Records []]] m e
Unit Any v Staff Group Any v Warking Unit Any ~
Team Any v Position Type Category Any ~ skill Please select
Last Name Position Type Any v Assignment No
Staff No Position Any 4 Extract

~
Last Name First Name Staff Number Paosition Current Assignment Assignment No Current Unit
2
23-Jan-24



Optima — Navigation (Multiple Tabs)

Right click on a tool and select Open in New Tab, to open Multiple 1. Select the new browser; to view the new tab.
Browser Tabs.

A new Browser Tab displays.

2. Select the browser X to close.

@ OFTIMATT Toleybar B @ O |G Optima ViewSchedules x | (3 Optima: View Schedules x|+
@ ()  https://presales.us.allocate-cloud.com/HealthRoster/USPRESALES03/ReactClient/#/HealthRoster/MyWard/MyRoste... A {¢ a3 ual
~ Scheduling Personnel Payroll
(3) Allocate Optima Today, Aug 242023
View Schedules - Float Requests = Daily Staffing ~
Scheduling SafeCare Personnel Payroll Admin Gateway Reference Data
\ll Requirements lategories All Job Types . ) . I X
SRS View Schedules = - ; < View Schedules ~ Float Requests ¥ Daily Staffing ~ Unavailability + Assigned Hours ¥ Schedule Stats ~ Attendance Excf
All Activity Types Filter Peaple Too o —_—
Loc{ Z Open in New Tab . All Requirements All Categories Al Position Types All Teams All Shift Types Any Day Al Fulfilim|
Shifi All Local People Only Requests (O  Filter People Too (] Reset
Set as Home Tool
Any L | ~
Unit ‘Sarmrmary—
Ay v pesonsech. Q| @ | @ 1.Standard v w |G & | c |
September 2023 October 2023
e 1 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 05 06 07 08
Orthopedics Unit > [ 10September 2023 EE
Surgical Unit > [ 11 September 2023
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Optima — Navigation (Panel Navigation)

Select a member of staff in the Grid, in the Person Search results.
A Panel displays on the right

Most tools have a Finder. Each Panel has several Tabs to choose from
in the Panel Menu.

) Allocate Optima (23 Person Px
Person
~ i . .
Schedtiing Simon Richards Float No /' EditPerson
Registered Nurse UnitOrthopedics Unit P Simon Richards Float No #' Edit Person
ange Contrac
StaffNo RLD1122 s ;
Person Search Fi Manual Rengtered Nurse e Siboses Lo ,‘ Change Contract
rom Manual i More
: Staff No RLD1122
Unit Orthopedics Unit | | From Manual ¢ More
| Summary Personal Details °
Team Any
Work Contracts S .
Staff Number RLD1122  Gender
Last Name -
| Unavailabili ersof
. navalibiities First Names simon  LastName Richards I ST Sallranlls
aff No
g Cllor Known As Date of Birth Work Contracts >
Balance Staff Group Nursing Staff  Position Registered Nurse tinavaildbii 5 Staff Number RLD1122 Gender -
) navailabilities
Lastbame FretNames Stafl - gijis Hire Date 01/01/2023  Leaving Date First Names Simon Last Name Richards
AT : |
l = Richards Simon | I Specialties Visa Required No  Agencies Call Off > KEGWHRAS Date of Birth _
o Toeon e iy i
- Salary Uplifts : - .
o = Balance > Staff Group Nursing Staff Position Registered Nurse
4 Brooks Gloria RLOOC  attributes Employment Details
Skills > Hire Date 01/01/2023 Leaving Date -
= Miller Amy RLOOC contacts Employee Type Employee  Contract Type Full-time
2 Carothers Debbie  RLOO(  pestrictions

(3 RLDATIX

Each Panel has Actions. The Key Actions are shown in the top right of the
Panel. The More option under the key actions displays additional Actions.

,‘ Edit Person

,‘ Change Contract

l t More
Add Assignment

Rehire Person

Assign Skill

Assign Specialty




Optima — Navigation (Panel Selection)

Select an item in the Panel, e.g. one of Person Work Contracts.

Note: When selecting a Tab from the Panel Menu, more

information relating to that choice is shown on the right-hand side. This second Panel has its own set of Actions in the right comer.

Person Work Contract °
Person 9 Registered Nurse /' Change Contract
@ Change Basic Rate
Simon Richards Float Mo /' EdtPerson
Registered Nurse S M 7 i onbiet [ conmaivens I T T
StaffNo RLD1122
From Manual :
S Staff Group Nursing Staff
Enterprise Work Contract Substantive
- Position Ty N
> B c - m . c osition Type urse
Position Registered Nurse
Work Contracts Positica T Enterprise Work Contrac Posting  Contracter Valid From Vald To Paysca Payroll
. Contract Type Full-time
Unavaiabilities > 7 RegsteredNurse  Substantive . 3600 010172023
calloff Valid From 01/01/2023
>
Valid To
Balance >
Contracted For (Hours Per Week) 36:00
Skils b3 Default Unavailability (Hours Per Day) 08:00
Specuities >

A Panel displays over the top of the first Panel.
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Optima — Navigation (Grid Multi-Selection)

To select multiple non-adjacent record: Note: Optima is optimized for tablets.

1. Click the 1% record. To select multiple records, on a tablet without a keyboard :
2. Press the Ctrl key on the keyboard. 1. Click the Multi-select toggle button.

3. Click the additional records. The Actions bar displays at the bottom of the screen and the button
will changes color.
To select a block of records: 2. Tap the records to select
1. Click the 1strecord.
. A Scheduling SafeCare Personnel Payroll Admin Gateway Reference Data
2. Press the Shift key.
. PersonSearch v Expiringltems v Organization ¥  Reports ~
3. Click the last record.
A q Person Search @ cCreatePerson @) Create Provisional Person 3 More 34 Records| m N c
The Actions bar displays at the bottom of the screen when more than 1
i i i it i i Staff G ki
record is selected. The number of records selected is shown in red on the i Oihopedics it 2 VI el i 21
left. Team Any v z:f:g'gﬁy””e Any v sl Please select
Last Name Position Type Any v Assignment No
Scheduling SafeCare Personnel Payroll Ad Gateway Data Staff No Position Any v Extract Q
PersonSearch v Expiringltems ~  Organization ¥ Reports v &
~ Last Name First Names Staff Numbe Position Current Posting Assignment No Current Unit Contractec Date of Birth NINumber Hire Date
Person Search @ createPerson @) Create Provisional Person  §  More 34 Records m c
= Richards Simon RLD1122  Registered Nurse Registered Nurse = Orthopedics Unit ~ 36:00 01/01/2023|
Unit Orthopedics Unit v staffGroup Any v Working Unit Any 7 o5 Wilson Luke RLI23  Registered Nurse Registered Nurse - Orthopedics Unit ~ 36:00  08/18/1974 01/01/2022
Team Any v ;:f;;z’r‘ym’e Any v skl Please select = Brooks Gloria RLO0D33  Registered Nurse Registered Nurse - Orthopedics Unit ~ 40:00  04/03/1992 05/11/2018|
LastName Eotenivne Any I et 2. Miller Amy RLO0032  Registered Nurse Registered Nurse - Orthopedics Unit ~ 36:00  04/22/1966 02/08/2021
SarNo Basifion Any o e Q A Carothers Debbie ~ RLOOO30 Patient Care Technician Patient Care Technician - Orthopedics Unit ~ 36:00  05/10/1962 12/08/2013
. A Jacobs susie RLO0029  Patient Care Technician  Patient Care Technician - Orthopedics Unit ~ 36:00  08/22/1953 09/07/2015
Last Name FirstNames ~Staff Numbe: Position Current Posting AssignmentNo  Current Unit Contractec Dateof Birth  NINumber Hire Date - Peck Caibliie, |RIN002G  Pafient CafelTedtiician  Paisht careTetinician - OfiopedicsURt, 3600 Da/18/1958 01/20/2020
= Richards simon  RLD1122  Registered Nurse Registered Nurse - Orthopedics Unit ~ 36:00 01/01/202 = Wates % (1 A Unavaiiabiity S Tl s SRR @) Aza  Sreciity T o x ez
o Wilson Luke RL123 Registered Nurse Registered Nurse = Orthopedics Unit ~ 36:00  08/18/1974 01/01/2027) = Biowri 04/16/0012
= Brooks Gloria  RLO0033  Registered Nurse Registered Nurse - Orthopedics Unit ~ 40:00  04/03/1992 05/11/2018)
2 Miler Amy RLO0032  Registered Nurse Registered Nurse - Orthopedics Unit ~ 36:00  04/22/1966 02/08/2021
A Carothers Debbie  RLO0030 Patient Care Technician  Patient Care Technician - Orthopedics Unit ~ 36:00  05/10/1962 12/08/2013
- Jacobs Susie RLO0029 Patient Care Technician Patient Care Technician = Orthopedics Unit 36:00 08/22/1953 09/07/201Y
& Peck Caroline  RLO0028 _Patient Care Technician _Patient Care Technician - Orthopedics Unit_ 36:00 _08/18/1958 01/20/2029
2 Walters 09/10/2017
Add Unavailability T Assign Skill © Assign Specialty
£ Brown 04/16/2017)
Y 6




