Loop — Adding Timesheets
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Select the Loop logo (Main Screen) Select timesheet Tan the little blus next to the d

at the bottom of the screen. clecttimesneets ap the littie plus next to the day Select the duty
you want to add a timesheet for.
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Newsfeed
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Useful Links
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Tuesday, 21 January +
Administrative Shift
07:00-19:30 07:00-19:30 07:00-19:30
Available Bank Duties No Rostered Items 09:00 - 17:00
No Results
o) Wednesday, 22 January + Standard Shift
. Lo 09:00-17:.00
Timesheets Record Availability AL
Annual Leave : ;
Settings and Support @ 07:30-23:59 Night Shift
' ' 19:00 - 07:30
Policies
Thursday, 23 January +
Report Day off
Flag content, misuse, abuse and other No Rostered ltems
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Settings and Privacy Friday, 24 January + On Call
Language and visibility

No Rostered ltems

Log Out

Saturday, 25 January +
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Tap start and end time to adjust the
shift times

10:50

< Duty details

Start Time

09:00

End Time

17.00

Add Duty

) RLDATIX

6.

Use the clock to adjust the time

CANCEL

OK

7. 8.

Once adjusted as needed select add To change an already assigned shift
duty at the bottom tap on the shift and click edit

< Duty details < Timesheets
Start Time o
Training Roster - Band 2 HCA

08:00

20 Jan - 26 Jan ¥ Hrs left this week: 06:00
End Time

Monday, 20 January +

16:00

Admin Shift 9

Administrative Shift
@ 08:00-16:00

Work Time 7h 30m
Rest Start (Duration) 08:00 (30m)
Work Unit Training Roster
Assignment Unit Training Roster
Ican Key

@ Has Adjusted Times

“ SEmevE

Tuesday, 21 January +
No Rostered Items

Wednesday, 22 January +

AJL
Add Duty Annual Leave
@ 07:30-23:59
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From here you can adjust the start, end
and rest times and add a note.

12:02 40

< Duty details

Start Time

08:00

End Time

16:00

Rest Duration
00:30

Notes

Add a note

Update Duty
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