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This cheat sheet explains how to access and update your rota from a web browser
and should be used alongside the accompanying video. You can also access your
rota from the Assemble App, which is covered separately.

Accessing your Rota(s)

Your volunteer manager will have created an online rota within Assemble, that
replaces the paper copies that were previously produced. This will enable the
Volunteer Engagement team to analyse trends around volunteer hours, and will
provide efficiencies across volunteer management tasks

- I :
To view your rota, select Rota on the left-hand menu
G] Home bar. You will only see rota’s relevant to you, so if you
volunteer across 2 or more locations, you will see all
83 Dashboard those rotas.
‘ News It's important that where possible, you engage with this
new process and make any changes to your shifts

Activities > moving forward, through the Assemble system.

Your volunteer manager will have set up the rota and
‘ © Rotas populated all of your regular shift patterns, so you only
need to amend, add or delete shifts as and when
W) Volunteers > required.
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Your rota will be displayed as below. It may look complicated, but it is very simple to

view and navigate.

- You can view your rota both in a ‘day or week'’ view, depending on what you

prefer.

- You can use the date field to move forwards and backwards to different days.

- The colour-coded key shows you instantly, whether the rota time slot/shift is
below minimum, at minimum, ideal or maximum capacity i.e. in terms of the
number of volunteers already in at that time. This helps you to make informed

decisions

- You can add a shift by clicking on the button below or by simply clicking into the

day itself.

- And you can move between 1 or more rota if you have them by select rota
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Adding or amending a shift

Remember - your volunteer manager will set you up with your ‘usual’ shifts that you
undertake, but you can add or amend a shift at any time, simply by clicking into any of
your shifts on the rota.

08:00 09:00 10:00 4 12:00 13:00 14:00 15:00 16:00

Lou Merchant-Locke [l 09:00 - 11:00 = ]
Admin (VR Staff) bl

You get the option to amend or delete just this one, or all the repeating shifts, if it is a
permanent change. You can then either amend the time or delete if necessary. That
then notifies your volunteer manager that you have made a change. But we
recommend that you still let your manager know if you have made a last-minute
change, just so that they do not worry, or reach out.

They will only receive notifications once an hour within Assemble, and they must be
logged in to Assemble to see them, so it is always best to inform them where you
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