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1 Optima Rostering: Loop Mobile Application

1.1 Loop User Guide

The following processes in the Loop Mobile Application are covered:

(i) Loop Main Action Page.

(i) Viewing Your Roster Calendar.

(iif) Requesting Annual Leave.

(iv) Reviewing Details for a Rejected Annual Leave Request.
(v) Removing an Annual Leave Request.

(vi) Recording Your Availability.

(vii)  Viewing Your Loop Notifications.

(viii)  Reviewing Your Loop Newsfeed.

(ix) Connecting to Friends.

1.2 Further Information on the Ministry of Justice Loop Website

To support the implementation of the Loop Mobile Application for the Ministry of Justice, a website has been

provided — see URL below:

https://www.allocatesoftware.co.uk/moj-loop/

< = C @ allocatesoftware.co.uk/moj-loop/ a v w = 0O o H

"% BBCSport-Sport M Gmail @ Maps [ Ratix [ mMo) [l My Allocate Strava » | [ Other bookmarks

G Allocate ‘OOP Whatistoop? HowDolUseloop? FAQs  Gewng Comneck

Access your details.

Anytime and Anywhere.

Figure 1 — Ministry of Justice Loop Website Home Page
This website contains quick Loop usability overview videos for the following:

i. Booking Annual Leave.
i. Viewing Your Calendar.
iii. Booking Additional Shifts.
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iv. Adding your Availability.
1. Note: Availability is the term used to show when you are available for a
Duty/Shift which will then be observed by the Roster Manager.

Want to find out more about
Loop.

- @113.1 x Loop | Viewing Your Calendar ~] MOJ x Loop | Booking Your Leave (V]
- . e Viewing - . L3¢ Booking your
w;‘ your calendar w--m- E Annual Leave

MOJ x Loop | Booking Additional Shifts MOJ x Loop | Adding Your Availability ~]
R - w Requesting }— . ° Adding your

Additional Shifts w"‘"’ Availability

-

Figure 2 — Loop Overview Videos on the Ministry of Justice Loop Website
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1.3 Loop Main Action Page

Access the Loop Main Action Page by clicking on the @ button at the bottom of the screen.

Connected Organisation. You will be connected to
. . the Ministry of Justice Organisation.
Main Action Page e o eee

T Search Function. Use this to search for people and
b connect with them.

JG Your Profile. Use this to add a Photo to your profile

and see your connected friends.

& Use to see if you belong to any Groups.
Groups

8 Use to see the “Ministry of Justice” Pages you have
P access to.

ages
() If your organisation has set up any useful URL

Links, they will be displayed here.

- See your connected friends.
People
T Use this to request Annual Leave.

Available Bank Duties

o
1Y
o e o D. Available Bank D... These are Shifts that you could assign to yourself.
Use this to inform your Establishment of Dates and
v Times that you are available for a Shift. This will

then appear in the Roster for your Rostering

Record Availability Ad . t
ministrator.
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1.4 Viewing Your Roster Calendar

Select the Calendar Select a single Day to see further Team
Button at the bottom of the detail: Select the button fo
screen to see vour Monthl all vodafone UK & 13:41 caumm See other staff members you are
R ty . y S working with:
oster: < June2023 ~ = = il vodafone UK & 13:41 © o
ull vodafone UK & 13:41 C o @m)
June 2023 - =M Team Location June 2023 ¥ = =
une v = =
M T w T F S S .
— - Personal Location
W23 5 @ 7 8 9 10 1 M T w T F s s
M T w T F S S N
Wap o e @ 2 s —@m a w2z 5 (6) 7 8 9 10 m
29 ¢ 30 31
(D1 ] Tue, 06 Jun 2023 & » @
o ° s
- ° ;n ’ ? S DAY 2 Residential Workers
& ﬂ @ 09:15-20:15
9 AP Brighton -
W24 12 13 14 15 16 17 18 ? RW
(D1 Jp2 IN1 ] (D1 ] °©
. (D2 J D2 ] (D1 ]
Work Time 11h
Rest Time (Om)
W25 19 20 21 22 23 24 25
Work Unit Brighton IF
(D1 JD2 IN1

Assignment Unit Brighton
)
’ ° Icon Key °
W2s 26 27 28 20 30 @ Has Adjusted Times ° (7}
1 @ EP Qo & Finalised /Ll} Q EP Q
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1.5 Requesting Annual Leave
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= Select the correct Entitlement See the Entitlement Balance
Select the Leave == Button Year Annual Leave Page
all vodafone UK & 11:46 [ox - Il wll vodafone UK & 11:51 @ &%
< Leave cy -+ < Leave € +
@D s ome 02 Oct 2022 - 28 Feb 2023
. Entitlement Balance
Entitl t
rements @ Annual Leave
E""- ,:Ongsu;i l;?naa‘(fm 28 February 2023 Entitiement ends in 2 mon:.r;su:snd 25 days
f:_- Annual Leave 20 February 2024 \ Requested

102.75 hrs remaining

9 O . 2 5 h Approved

remaining
@ Taken

EF' d 1r 1 approved
| Approved ]
i Annual Leave
w @ IE] Q @ 03 December, 07:00 - 23:59 1650

Select the Submit Request
Submit request button at the

Request Annual Leave Page —

Select the Add + button in the
Set the Start Date and End Date

top-right-hand corner of the

screen of the Requested Leave together  pottom of the Request Annual
with the Reason”of Annual Leave Page. This will provide the
ail vodafone UK & 11:51 cum Leave Request Submitted message:
uil vodafone UK & 11:55 @ B %)
< Leave Q L4 Request Annual Leave

02 Oct 2022 - 28 Feb 2023 Wednesday, 22-02-2023

Entitlement Balance Duration
1d
Annual Leave v

Reason
Annual Leave

Other staff leave View l

Request Submitted

Affected Duties

1 duties to be cancelled Awaiting Approval
| Requested
Note {optional) qf 7]
Annual Leave
fadenote ¢ @ 22 Feb 2023 1day

Submit request

1.5.1 Supporting Loop Video: Booking Annual Leave
See URL: https://vimeo.com/779543401

Note: The password is “MOJ”
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1.6 Requested Leave: Approval and Rejection Notifications

One the Roster Administrator has reviewed your Annual Leave Request, they will either Approve or Reject
it. Example Notifications in Loop are provided below:

Example Approved Notification Example Rejected Notification

Notification Notification

Your recent leave request Your request for leave starting on
starting on 28/02/2023 for 1 28/02/2023 for 1 day(s) was

day(s) was approved. Please denied. Please refer to the app
refer to the app for any notes for any notes

Note: You will also receive an email notification.

1.7 Reviewing Details for a Rejected Annual Leave Request

For a Rejected Annual Leave Request, this will be ) . .
highlighted on the “Entitlement Balance Annual Selecting the Rejected Annual Leave Request will
provide further details:

Leave” Page with a Q sym bol: il vodafone UK & 13:00 @ @)
ull vodafone UK = 13:48 © o < Leave Q +
< Leave Gy
Approved 9

Hours

Annual Leave
@ 03 December, 07:00 - 23:58 16:59

\ Requested
9 O . 2 5 h Approved

remaining
e Taken

Rejected B S
Annual Leave
@ 28 February, 07:00 - 23:59 16:59

Work Time 12h 30m

Icon Key
Episode 1requested, 1approved, B Has Notes
s

1rejected ﬁ Rejected
Approved 9
Annual Leave
@ 03 December, 07:00 - 23:59 16:59

Notes

I
07 Dec 2022 12:41

test test
E—
Rejected o 07 Dec 2022 13:57
Sorry there is no cover to facilitate your
Annual Leave Annual Leave Request.
@ 22 February, 07:00 - 23:59 16:59 !
Version : V1 P
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1.8 Removing an Annual Leave Request

Note: Only Annual Leave Requests that HAVE NOT been Approved or Rejected can be removed.

Loop User Guide

m Select the correct Entitlement See the Entitlement Balance
Select the Leave == Button Year Annual Leave Page
all vodafone UK & 11:46 @ & %) ull vodafone UK & 11:51 @ &%
< Leave Q + < Leave Q +

02 Oct 2022 - 28 Feb 2023
Entitlement Balance

Pages Entitlements
Annual Leave
Annual Leave Entitiement ends in 2 months and 25 days
- Ce 80.25 s remaining 28 February 2023 Hours
Useful Links People
f:_- Annual Leave \

Requested
102.75 hrs remaining Rl ey 2R

9 O . 2 5 h Approved
.= remaining
Available Bank D...
@ Taken

Record Availability

1r 1 approved
Settings and Support
: i Approved ]
Annual Leave
@ 03 December, 07:00 - 23:59 16:59

Select the “Requested” Annual

Scroll down to locate the Leave
_— Leave record to show more

Select the Delete

Request at the Status of details: e button located

“‘Requested™ ilvodatone UK & 13:35 cuEd at the bottom of the screen to be
R = o8y < presented with the Confirmation
< Leave a + Leave a +

Message:

Annual Leave
ENULEMENT 8Nds IN £ MONNS ana £3 gays

Hours @ 03 December, 07:00 - 23:59 16:59
Requested
\ Requested B @
77.75 h ° Approved Annual Leave
remaining O 28 February, 07:00 - 23:59 16:59
@ Taken
Work Time 12h 30m Delete episode
Icon Key Annual Leave
B Has Notes 28 February, 07:00 - 23:59
Episodes 1requested, 1 approved ) Requested 12h 30m
Approved < Notes
| e
Annual Leave

07 Dec 2022 14:12
@ 03 December, 07:00 - 23:59 16:59

B ¢ CEID

test test
Annual Leave

:00 - 23: 16:59
@ s e

Note: This Requested Annual Leave will now NOT be shown in the Optima Roster Screens and there is no
interaction required by the Roster Administrator.

Can | have leave for a wedding please.

08 Dec 2022 09:11

Select the OK 9 button to
confirm the removal

Version : V1
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1.9 Recording Your Availability

You can inform your Roster Administrator of Dates and Times you are available to work using the “Record
Availability” function in Loop.

Set the Date you are Available

Select the Record Availability

This will open the Add
Availability Page:

for Duty:

all vodafone UK & 13:28 @ o)
Button ull vodafone UK &  13:26 @ a®)

< Add Availability < Add Availability

Date Date

Mon, 14/08/2023 Mon, 14/08/2023

Availability Type Availability Type

All Day All Day

From To From To

00:00 23:59 00:00 23:59

Repeat for following days Danast far fallauina dave

0 Done

Note (optional)

Add a note

Settings and Support August 14 2023

October 16 2025
November 17 2026

Set the Availability Type to say
what Shifts Types you would be

available for:

Optionally use Custom option to
set specific Times you wish to
record and set the From Time

Optionally use the Repeat for
following days to set this time

for a number of consecutive

and To Time: : .
wil vodafone UK & 13:29 © o) dayS from the first Date:
ull vodafone UK & 13:29 @ a®)
< Add Availability o
< Add Availability
Date Dat
Availability Type Availability Type
Custom Custom
Availability Type From To From o
11:00 23:59 11:00 23:59
All Day
Day Only 2 D s fellauina e Repeat for following days
Done 0
Night Only
1 2 3
Custom Lrz =z ABC DEF
09 58 4 5 6
No Bank 10 59 GHI JKL MNO
11 00 = 3 °
1 2 01 PQRS TUuv WXYZ
o 0 <
| 4
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Select the Save

Loop User Guide

Optionally add a supporting Note

3) Allocate |oop

O

Select the Done

that will be seen by your Roster

Administrator

ul vodafone UK & 13:30 @ a®)

Availability Type

Custom
From To
11:00 23:59

Repeat for following days

0

Note (optional)

ailable at this time if work is available|

for please and

D W W WD W W, W W W ")
. W W . W W, W W —

D W W D WD W —

Version : V1
Date : August 23", 2023
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Save

button at the bottom of the
screen and you will see your
Added availability Message:

button at the bottom the screen
to complete the process.

9

Added availability

You have added Custom on
14 Aug 2023

od
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1.10Viewing Your Loop Notifications

Select Alerts 0 Button at the
bottom of the screen:

Recard Availability

Settings and Support

Mirmmmimntine Mamntealn

@ 8 @ o [g
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View your Notifications with the
most recent at the top of the list:

al vodafone UK &  13:02 @ o wm)
|OOP Q
Notifications

steve smith also commented on
the post: All received
14 Aug 2023

steve smith posted on your
timeline: Hello
14 Aug 2023

steve smith is now a connection
14 Aug 2023

Welcome to Loop
17 Apr 2023

SANEO Loop Rostering Survey is
now available. Please type in htt...
06 Feb 2023

o 5 @ P

od

Min
of J
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Select a Notification to see
further details:

Notification

SANEO Loop Rostering Survey is
now available. Please type in
https://smartsurvey.co.uk/s/

SANEO-Rostering/ in your web
browser OR check your email and
click on the link. Many Thanks.

Close

Select Close to return to your
Notification List

istry
ustice Page 11 of 14
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1.11Reviewing Your Loop Newsfeed

Q View your Newsfeed with the
Select Home Button atthe  Most recent items at the top of the
bottom of the screen: list:
ull vodafone UK & 12:13 @ 8 @)
|oop Q
Newsfeed

e What's on your mind? a

No upcoming duties.

steve smith oo
14 Aug 2023 Posted on my timeline

Hello

]| 1@ 2 comments
) Ministry of Justice oo

’rison ¢

Setti ds ¢ tion © 15 May 2023 Posted on my timeline
ettings an uppor

Just thought we'd share this link for those
- n an P antenln people who want to know more about Loop

B 8 Q@ 0 0 o5 @ P F
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1.12Connecting to Friends

You can connect to colleagues and friends with Loop. You can connect with your Roster Administrator and/or
your Approved Premises Manager. This will help notify them with a “Loop Message” to indicate you are
available for a Duty Offer request that was notified to you in Loop.

Select the Search Function
Q
AL 4 Button

Settings and Support

Armnminatinm Mantenln

B8 Q@ 8 o

View Pending Connections by

selecting * button in top-right-
hand corner and selecting

Pending connections .

Connections

Pending connections

[E Blocked connections

Version : V1
Date : August 23", 2023
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add search criteria:

ull vodafone UK & 10:00 cawm)

£ Q_ danielle wal © Cancel

Al Pages Groups
Danielle Ward
1 mutual connection

space search

Pending Connections:

ull vodafone UK & 10:01 Ccowm)

< Requested connections Q

People waiting to accept your request

Danielle Ward 0
1 mutual connection

) Allocate |oop

People H .
Select the - button and  Select Person in Search Results:
il vodafone UK & 10:00 o)

< Danielle Ward

Danielle Ward

o

Request

CONNECTIONS See All

@

[ ]
Select People = button to
view all Connections:

all vodafone UK & @ 13:14 Cuwm)
< People Q
Suggested
Invites See All
Connected People See All

Danielle Ward
1 mutual connection

0 mutual connections

a steve smith

Ministry
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