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Introduction & Purpose
This document is designed to support your learning after attending or
watching the recording of Ento Fundamentals webinar “Introduction to
Rostering,” which was broadcast live on Wednesday 21st September, 12pm
(AEST). It is not intended to be a stand alone guide.

Learning Intentions
The objective of the webinar and this learning guide is to support you to be
able to:

1. Access existing rosters and make meaning from information in
rosters, to inform decision making.

2. Create a new roster
3. Create and edit single shifts efficiently.

Summary of Key Concepts
Ento has two separate sides - one for employees and one for managers. The
shift lifecycle and the basics of how managers and employees interact with
a shift are shown below.

The Shift Lifecycle
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Locations, Roles & Rosters
In Ento, Roles always belong to a particular location.

A roster defines which locations you’re scheduling for and for what date
range. Below is a representation of one location per roster.

Ento is designed to give you full cross-roster visibility of staff availability, so
there’s no need to put all your locations on a single roster.
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Top Tips

Accessing Rosters
1. On the dashboard, access the rosters page in one click by using the

rosters shortcut button.
2. Use filters at the top right hand corner to find existing rosters for the

location and dates you need.
3. The ‘Archive’ option keeps your list of rosters tidy, by hiding the ones

you don’t need to access regularly anymore. You can still bring them
up in a search, by selecting the ‘include archived’ checkbox in your
filters.

4. Delete means what it says and there’s no quick ‘undelete' option. If in
doubt, don’t delete.

Creating a New Roster
1. Use the ‘Create new’ option to start with a blank canvas.
2. Use ‘based on’ to minimise the need to create shifts, especially if you

have a high degree of continuity in the shifts you roster from one
roster cycle to the next.

3. You can edit the date range and locations on a roster, as long as it’s
still in draft.

Rostering Single Shifts
1. Double click in any cell to create a shift. To create a second shift for

the same day/role/employee, double click in the space below the first
shift.

2. Single click a shift and open the info panel to see the details
3. Copy (Ctrl+C) and Paste (Ctrl+V) is a quick way to build out your

roster.
4. Drag and drop shifts to change the Role or Employee assigned

(depending on whether you are in Role or Employee view) - Ento will
show you where it can be moved to in white, and grey out where you
can’t drop it.
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Suggested Learning Activities
The best way to learn and retain new knowledge and skills is to use it! Have a
go at the following tasks:

1. Create a new draft roster for a single location for a date range far in
advance (say for a week in 2023, to make sure you don’t disrupt
current rostering for your business!).

2. Archive the roster you created.

3. Unarchive the roster you archived.

4. Create a shift on your draft roster.

5. Copy the shift you created and paste it onto multiple different days for
the same employee.

6. In Employee/Staff view, drag and drop a shift to a different employee
(if possible).

7. In Role view, drag and drop a shift that’s already been assigned to an
employee, so that they’re working a different Role.

8. For the shift you’ve just dragged and dropped, review the info panel, to
check which Role it’s showing now.

9. Add a second shift to day and role where there is already a shift.

Remember to review the webinar recording for demonstration of the above
tasks, and revisit the top tips above.

Want training tailored to your business? Reach out to your account manager
or Ento Support on contact@ento.com if you’d like to have a conversation
about how our customised training services can help you get the most out of
Ento.
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