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A Quick Guide for Overseers of ChurchSuite Rotas
Robert Smith

The Overseer role
All the rotas already exist. The Overseer of a rota does not have to create the rota or add future
dates to it; that will be done for them. All the Overseer needs to do is:

e populate the future duty dates with the right number of people,

e send the rota (by ChurchSuite email) to all the members of the relevant ‘ministry’ who are
on the rota,

e arrange or record a swap for a ministry member if they do not feel able to make the swap on
ChurchSuite and (ideally) make the change on any hard copies on noticeboards (or ask the
member concerned to do this),

e add unavailabilities for people who prefer not to do this themselves.

Starting My ChurchSuite rotas
Log into My ChurchSuite using your personal login. Select ‘My Rotas’ in left-hand side menu and
then the Rotas tab at the top.

My Rotas

My Details A 7 AS 10am - Choir Feb — Sep 2024

Events
A 7 AS10am - Music Lead, Organists, Piano Jan — Sep 2024

Search for Others C 7 Choir Rehearsals (P&J) an — Jul 2024

w # Occasional Ensemble / Celtic Worship Group

P 7 P&] 10am - Choir jan — Aug 2024

P 7 P&) 10am - Music Lead, Organists, Piano jan — Aug 2024
You will see all the rotas on which you are listed, including the one for which you are Overseer.

Populating future dates on a rota
Select the rota for which you are the Overseer by moving the mouse cursor over it (the cursor should
change to a hand) and clicking the left mouse button. You should see the rota and the Dates tab...

P&J 10am - Music Lead,
Organists, Piano

For each date with insufficient people on duty, click left on the ‘+ Add to Date’ symbol at the bottom
of the date box. This will bring up a selection of names to choose from...
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People with names in red have already been selected for a
rota with a potential clash at the same time as you are

People camns assigning them a duty. If you select a person whose name is in
red, you will be told what rota the clash is with (see below-
right) and you can decide
Wik Ford whether that is acceptable.
Ifitis, click ‘Proceed’, if i

not, click ‘Cancel’ and P Smang Jor veear il et e oy rar

clashes. Please review the clashes below and

choose Som eo n e else choose whether you would like to proceed or

Add to date

Liril Dexter

Add to date

Jean Hawkins

Graham Hix

Oam - Choir

Dorina Latawska Note that many clashes are e
acceptable, such as :
‘Reader’ and ‘Choir’, or
‘Welcomer’ and
‘Intercessor’, whilst others
are not, such as ‘AV’ and
‘Coffee’, or ‘Choir’”’ and ‘Chalice Assistant’, or an ‘unavailable’
entry!

athedral

John Nicholls

Anne Smith

P Robert Smith

When you have filled all the duties (or at any stage), you can check all clashes by pressing the
‘Clashes’ tab (see blue ellipse on previous page).

Send a rota to members

Send rota *
Select ‘Send Rota’ from the horizontal menu... Dates
. 15-Mar-2024 25-Aug-2024

P&J 10am - Music Lead, -

Organists, Piano Recipients

E -.\ " All members
Home @
Ay Communication A » 5 Recipients
My Details Subject

My Events P&J 10am - Music Lead, Organists, Piano
Edit my visiblity Email members

My Rotas

Message
Dates Teams Roles Clashes Details
Search for Others

Links Show | All dates in the future

Hi =first_name:;,
MARCH
Please find below a list of the dates on which you

have been scheduled. Click the button below the list

Include date list

This will bring up the ‘Send Rota’ window where you can
prepare your email for sending the rota to all members. Choose
the date range that you want to send, send to ‘All members’
(but be aware some may not have an email address), ‘Subject’ Include contact details
should be fine, as should the message but feel free to add to
the bottom of it. Check the ‘Include Date Grid’ because that is
the actual full rota and choose whether to ‘include contact
details’ for all rota members, but these details will only be shown based on the person’s privacy

Include date grid

settings in their ChurchSuite account. When you are happy, press ‘Send’. If you want to cancel and
not send it, use the ‘X’ (cancel) button top-right.

Arranging a swap
A member of a rota can organise their own swap in My ChurchSuite and there is a useful document
saying how to do this here.

If they prefer you to make the swap then just go into the rota concerned, as above, and remove one
person from the date by clicking the ellipsis ‘..." to the right of the name and selecting ‘Remove’.


https://wpapp.parishoffleet.org.uk/wp-content/uploads/2024/01/Organising-and-processing-a-duty-swap-in-ChurchSuite-Ver-1.pdf
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Home

My Communication
My Details

My Events

My Rotas

Search for Others

Links

Then add the new person by doing ‘+Add to Date’, as before.

Parish of Fleet

Dates Teams Roles Clashes
Show | All dates in the future
MARCH
17 9:30am 24
Family Worship Parish Eucharist with the Worship Choir

and Parish Orchestra

sk Samuel Kannemeyer
Music Lead, Organist

+ Add to date + Add unavailability
APRIL Send rota
5 9:30am Edit roles

Parish Eucharist with the Parish Choir
Swap member

AG Andrew Gray
Music Lead, Key+, Organist

Adding an Unavailability
A member of a rota can register their own unavailabilities in My ChurchSuite and this is how:

Clashes with Parish Orchestra
Clashes with Parish Orchestra, P&] 10am - Choir

Unavailability Details

28 9:

Parish Eucharist with the Wor
and Parish Orchestra

AS Anne Smith
Music Lead, Orchestrz

Adding unavailability in My ChurchSuite (Rota members)

15 Mar 2024

Rota members can access their personal Unavailability list in the My Rotas section of My ChurchSuite,
listing future unavailability. Rota members may also be able to view and manage the unavailability of their

linked spouse/partner and children. To add unavailability click Add unavailability.

mxmss HOPE

Home

My Communication
My Details

My Children

My Events

My Groups

My Giving

My Podcasts

Search for Others

Links

Paul Nation %
paul.n@churchsuite.

My Rotas

Next Serving Rotas Unavailability

Fi Nation
Habakkuk Nation

Joel Nation

Josiah Nation y b "

AUGUST

14 "Family holiday ="
14-Aug-2023 - 27-Aug-2023

Privacy Notice

<+ Add unavailability

Copyright © €D ChurchSuite

On the Add unavailability pop-up, rota members can add unavailability for a range of Dates and an
optional Description (reason), for themselves and/or their linked spouse/partner and children. Any clashes
arising from family unavailability are shown within the pop-up, alerting the rota member if they or other
family members need to organise a swap. Designated ministry overseers for any rotas affected by an
unavailability clash on their rota will receive an unavailability clash notification.



Ver 1.0 Parish of Fleet 15 Mar 2024

Add unavailability

Add unavailability for:

Paul Nation

Fi Nation
Habakkuk Nation
Joel Nation

Josiah Nation

All Day

] 09-Oct-2022 [ 09-Oct-2022

Description

Working away from home

& Processing your request will generate one or more
clashes. Please review the clashes below and
choose whether you would like to proceed or
cancel.

* Paul Nation

Car Park Directors
2022-10-09 10:00:00

Save

However, if they want you to do it as Overseer, this is how to do it in My ChurchSuite:

Adding unavailability in My ChurchSuite (Overseers)
To add unavailability - working from the rota "View" Unavailability tab - click Add unavailability.

Home

Car Park Directors

My Communication ) C a r I a rk v The 10.30am Morning Service (Nottingham)

. 3 Sep 2022 -» May 2023

My Details Directo rS @® Sunday - 10:00am - 12:00pm
= Sign Up Clashes Accept/Decline

My Children Expiry Reminders

My Events

“ My Groups

My Rotas
= Send rota & Email members + Add date /' Editrota [ Delete rota
My Giving

My Podcast Dates Teams Roles Clashes Unavailability Details

*  Search for Others
+ Add unavailability

Links
Add unavailability b4
© Adding unavailability will apply to all ministries in
the specified date range.

On the Add unavailability pop-up, select the rota Member name iHerther

from the drop-down list. Enter the range of unavailable Dates. Any Joel Grant

rota clashes caused for any rota are shown. Click Save to complete AIDay

the process. ] 02-0ct-2022 ) 02-Oct-2022
Description

Working away from home

& Processing your request will generate one or more
clashes. Please review the clashes below and
choose whether you would like to proceed or
cancel.

* Joel Grant

Car Park Directors.
2022-10-02 10:00:00




