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Sign In

* Login using your email and password.

* You can add also add your mobile number
in (optional) and login with that going
forwards.

* Once logged in, Loop will take you straight
to your newsfeed.
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Creating Your Loop Account (Sign Up)

1

Download the Allocate Loop app
from your relevant smart phone app
store. Once Loop is opened, the
below page will appear and you need
to select Sign Up

1:234 al T

|OOP

Welcome to Loop

Please select from one of the
options below

Portsmouth Hospitals
University
NHS Trust

2

Make sure you have your personal
email address and mobile number
to hand and select Continue

XA

Stay Organised and
Connected with Loop

To create a Loop account you will need

a personal emall address and moblle
number

Go Back

3 4
Enter your Email, Password, First Read the Allocate Loop Terms and
Name, Last Name and Phone Conditions

Number. Tap the terms of service
and privacy policy to view and read.
Tick the box to agree. The Sign Up
button will remail greyed out until
you agree

X @ abocate identity eu authd com
@ALLOCATE

Log In Sign Up

ALLOCATE LOOP
TERMS AND
CONDITIONS

ard Allocate grantng

o #CCets and use our Alocate

By signing up, you agree to our
terms of service and privacy policy

BY USING THE SOF TWARL YOU
AGREE T0 THESE TERMS. YOU
SHOULD READ THESE TERMS
CAREFULLY BEFORE INDICATING
ACCEPTANCE DURING THE SIGN-UP
PROCESS ¥ YOU DO NOT AGREE 10
THESE TERMS. PLEASE DO NOT USE
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Creating Your Loop Account (Sign Up)

5 6 7 8

Once you have agreed the terms, Check your email/Text message. If you have followed all of the If the verification link has expired,

select Sign Up Click the link in the email/text instructions and still not received the then you will get the following
message to verify your account. email, select Resend Email message. Select Resend Email

If you haven’t received the email,
then click on the

1 did not receive the email link at the
bottom of the screen

I've not received the
registration email

Please check that message has not been
moved 1o your spam of junk folder

Did you provide the correct email address?
If not, please sigr

Network issues, such as Internet traffic could
delay receiving the email. Please allow about
15 minutes.

If you stil have not received the emall please
try the resend
You'll shortly receive an
[email/text] to verify your
[email/phone number]

The verification link is invalid
or has expired.

By signing up, you agree to our terms
of service and privacy policy

| did not receive the email

Portsmouth Hospitals Working To drive excellence in care for
University together our patients and communities
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Creating Your Loop Account (Sign Up)

9

Once the email is verified, select
Connect to your organisation

Yesss!! You've created
your account

To view your rosters and talk to
colleagues please connect to your

Portsmouth Hospitals
University
NHS Trust

10

Search for Portsmouth Hospitals
University NHS Trust or the code
PORTH

Aintree University Hospital NHS Foundation Trust
Alredale NHS Foundation Trust
o Hey Children's NHS Foundation Trust

Asnford and St Peters Hospitals NHS

g, Havering and Redbridge Un

11

Enter your HealthRoster/
EmployeeOnLine username and
password. Select Connect — Please
contact the Rostering Team at

RosteringTeam@porthosp.nhs.uk or

on 02392283292 if you're unsure of
these details
Connect to Organisation

Guys and St. Thomas NHS Foundation
Trust

To connect 1o your organisation please
enter your <EOL> email and password

guest@allocatesoftware.com

srssnssnernaan

Barnet, Enfiold and Haringoy Mantal Hoalth NS Trust

Bamnsley Hospital NHS Foundation Trust

Barts Health NHS Trust

Basidon and Thurrock Uiniversity Hospitals NHS Fou

irmingham Children's Hospital NHS Foundation

Birmingham Community Healthcare NHS Foundatic

n

Trust

n

12

You are now connected to your
organisation. Select Next.
You are now in the Loop!

Connect to Organisation

o

\

Success! You are now connected
to your organisation

Working To drive excellence in care for
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Newsfeed/ Loop Hub

* The first thing you’ll see when you open Loop is your newsfeed. This will show any posts,
comments or updates from yourself, your colleagues or Trust pages. You can like and comment
on these posts.

*  You will only see posts from people you’re connected to, groups you’re a part of, pages you
follow and the Trust pages.

* At the top of your newsfeed, you’ll notice your shifts for the next week with the option to
Request a Duty by selecting the purple + or click on the individual shifts and see more details.

* Click on the Loop hub icon. @
* This is where you can join groups, follow pages, add connections and view useful Trust links.

* You've also got your standard rostering actions such as call-outs, request leave and duties, see
available bank duties and record your availability.

Please click here for video demonstration on how to use your newsfeed.
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Newsfeed

@ What's on your mind?

Katy Shields sue
21 May 2020 Posted on Katy Shield's timeline

The shared bank offers the staff the opportunity to
work in other trusts. More choice, flexibility and
improved work-life balance. More time with the
children!

LTI ] 1comment 32 likes

m Helen Lewis e
a: 31 Apr2020 Posted on Helen Lewis's timeline

We recently took part in a Round Table hosted by
The Nursing Times on 'how technology can support
community nurses’ read all about it here: http://
hubs.ly/H98dh75e5

Katy Shields o
23 Apr 2020 Posted on Katy Shield's timeline

We're planning an upgrade to Employee Online

© B8 @Q o
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Viewing Your Roster

* Go to the calendar icon along the bottom to see your shifts for the
month

* Click on a shift/ unavailability to view more details and message your
colleagues on the same shift

* View Team roster along the top to see what shift your colleagues are
working

* Press the + bottom right to see many Roster Actions
* Apply filters to your view

* Flip between organisations (if applicable)

Please see video demonstration of how to view your roster by clicking here.
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Booking Bank Duties

< Unfilled Bank Duties

Available Duties Unit Preferences

20 June 2020 - 19 July 2021

To book a Bank duty in Loop, you need to:

A Monday, 04 July Week 18

* Goto the Loop Hub icon @
AS €5 (ziﬂ
 Select ‘Available Bank Duties’ section s T

* Apply and filters if needed by selecting the = icon Tuesday, 05 July Week 18

* Find the duty you want to work, tap it to open it up i Fﬁ’\

@ 16:45 - 17:45 Bleep1

* Select Book Duty button

Work Time 1h

* You're now booked in! Rest om
Owning Unit Orthopaedic Unit

Grade RN Band 5
Block ID A2100151

Book Duty

To watch how to book a Bank duty in Loop, click here.

o 8 @ 4
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Bank Timesheets

To add/ modify a timesheet for your Bank duty in Loop, you need to:

* Go to your calendar (5], find the shift you worked and tap it

* The duty panel will appear. Scroll to the bottom and select Add Timesheet
*  Confirm the times and press Save

*  Your timesheet is now submitted. You can modify by repeating these
actions and selecting Modify

All that’s left is for your manager to finalise your shift in Optima for you
to get paid.
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Wednesday, 16 June

Late
Qak Ward
@ 13:00 - 19:00

Work Time 6hrs
Rest Time 16:00 - 16:30 30m
Work Unit 0Oak Ward
Assignment Unit Oak Ward

Assigned Staff
Q) Kathy Thompson
@' B sorusan L
Adrian Hogarth
O&n .
L
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Wednesday, 16 June Summer Bank Holiday

Work Time 6 hrs
Rest Time 16:00 - 16:30 30m
Work Unit Oak Ward
Assignment Unit Qak Ward

Assigned Staff
m Kathy Thompson
) B sanaskn
@ Adrian Hogarth
@ sandsen

Lucy Reynolds
Band 5 RN

Add Timesheet
+
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' Portsmouth Hospitals
Managmg University

9:41

13JuL 2019

Messaging —n

Connections/ =i s Tust

;
Messages

Q Henrietta Favre
o Bank Staff Survey
? Alan Zimmerman

gela Meacham
 a quick remind

Please can you send me the new
induction policy and that photo we
discussed ®

Managing connections Detbarsd

* To find people, to go Loop hub>People and either search by using the magnifying glass
or select ‘Suggested’ as it’ll show people you may know!

@ Sarah White + 2 more
i Raj Mittal
a Emily Derwent

* To connect to someone, click the green @ or click on them and select the blue ‘request’
button — it will then turn purple until they have accepted

* To view who’s added you first, either go the bell icon and click on the notification
(unread ones will show up as a light purple) or go to the People page and go to Invites

Messaging @ Tim Froaman
* Go to the message icon along the bottom (speech bubble) to see all your messages =
@
* For a new message, press the pencil in the top right and select the connection you wish - @
to message
< People Q
* To make a group chat, select the pencil and choose multiple connections to message e e Y
* You can only send messages to your connections iovites :
[ R o o | Working To drive excellence in care for

together our patients and communities




Anything Else?

 |If you have any Loop issues or questions, please contact the Rostering Team at pho-tr.rosteringteam@nhs.net, on telephone
number 02394354299

* You can find a wide-range of user guides or video demonstrations on our internal intranet page here

For any booking queries, call Bank Partners 0333 577 3316 or email:
portsmouthnursing@bankpartners.co.uk,

portsmouthac@bankpartners.co.uk,

portsmouthahp@bankpartners.co.uk

* Welcome to Loop!
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