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Permissions & Locations

This guide is for Manager and Administrator level RotaCloud users. 

Employees have only basic access to the RotaCloud system (mostly information 

that relates only to them), whereas an Admin has complete account access.

A Manager account is the step in between an Employee and an Admin. Managers 

have a level of access that’s defined by the Administrator through a range of 

optional permissions.

Only Admins are able to:

• View and edit RotaCloud billing information

• Change account settings

• Enable paid add-on packages

Manager permissions are based on the Location(s) that they manage. They’ll 

appear on as many Rotas as the Admin allows. However, as a Manager, they’ll 

also manage the Employees of at least one Location.

A Manager doesn’t need to be assigned to work at a Location in order to manage 

it; this just means all employees assigned to that Location will be that Manager’s 

responsibility.

Permissions a Manager may be granted by an Admin include:

• Creating and editing rotas for locations they manage

• Approving or denying shift swaps and unavailability

• Approving or denying leave requests 

• Manually adding leave for themselves 

• Managing leave embargoes 

• Adding employees, and managing basic employee information 

• Viewing and editing employee salary information 
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• Managing roles 

• Viewing Reports

The following sections will go into detail on the features enabled by each 

Manager permission that you can assign in the app. Please note that these 

sections may not apply to all Managers. If you’re not sure which permissions are 

enabled for you, ask your RotaCloud Admin/Account Owner.
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Using the Dashboard

The Dashboard is a useful way of seeing your rota information at a glance and 

spotting any gaps you might have. It can be found by tapping ‘Dashboard’ in the 

navigation menu. You can view the Dashboard either in month view or day view.

Month view

When you first open the Dashboard, you’ll be presented with an overview of the 

day’s shifts in the context of a whole month. The day’s staff will be summarised by 

a number in a coloured circle. The colour of this circle represents a Role, and the 

number within it is the number of staff of that Role working on that day. It’s an easy 

way to see overall staffing levels for your day, as well as estimated costs (if enabled 

by your Admin).
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Tap ‘All Locations’ to open the Location menu, allowing you to see the same data 

for only one Location at a time, and tap the left and right arrows to the sides of the 

month to see other months.

Day view

Tap on any day to see the full Rota for that day, presented in the same way as in 

the Rotas menu.
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Creating and editing rotas

Getting started

This is the primary function of RotaCloud. The Rotas menu is where most of your 

interaction with the system will happen, so it’s important you know how it works.

You can find the rota builder section by tapping Rotas in the navigation menu.

You’ll immediately be presented with today’s Rota for your default Location. Tap the 

Location name at the top-left corner of the screen to change between all Locations 

that you manage.
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Adding a shift on mobile

To add a new shift, simply tap the white ‘+’ to the right of the Location name. This will 

open the Add Shift menu.

Here you can type the start and end times for the shift. You can add the times in 

various formats. For example:

• 9am-5:30pm

• 09:00 - 17:30

• 0900 - 1730 

• 9am - 1730

The next step is to choose a break length. This is optional, but you should enter it if 

you don’t pay your staff for their breaks.
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Next, choose a Role from the dropdown list (denoted by the briefcase icon). Roles 

will have been set up in a different section of RotaCloud by your Admin or Account 

Holder, but are usually a task or job type.

The menu below lets you assign the shift to a particular Employee. Once you’ve 

set a Role above, this menu will show all employees who are able to work this Role. 

If you can’t find the desired Employee in this box, it’s likely that the employee isn’t 

assigned to work that Role or work at that particular Location.

If you don’t want to assign an employee to this shift, you can create an Open Shift by selecting 

‘Open Shifts’ in this menu. Check out the Open Shifts section of this guide for more info. 

If the Role has a default break, it will automatically be entered into the Break field 

(unless you’ve already manually entered a break).

Next, you can enter Notes for the shift. Who sees these notes depends on the 

settings defined by your RotaCloud Admin, but by default they’re only visible to you, 

the employee the shift is assigned to, other Managers who manage that employee, 

and Admins.

Finally, you can choose whether to instantly publish the shift, or leave it as a draft 

in an unpublished state. If the shift is published, a notification will be sent out to the 

employee making them aware of the rota update. Only publish the shift if you’re 

happy for the employee to see it!

Finally, you can tap Save to add the shift to the rota, or you can cancel.

Moving shifts

To move a shift to different employee, edit the length/break, change the role, or 

publish it, simply tap on the shift to open the Edit Shift menu. 

Note: If you’re editing a published shift, changes to the shift will be visible to your 

employees, and relevant employees will be notified of the changes.
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Publishing

Once you’re happy with your rota and would like your employees to be able to view 

it, it’s time to publish. Before publishing, only Admins and Managers of the Location 

will be able to see the shifts — not users with employee access.

You’re only able to publish an entire week at once by logging into RotaCloud from a 

desktop computer. On mobile, an individual shift can be published by tapping on it 

to open the Edit Shift menu.

Switching to a different location

If you manage more than one Location or you have permission to view Locations 

you don’t manage, you can switch using the Locations menu. Simply tap the name 

of the Location you’re currently viewing (in the top-left corner) to see the full list of 

Locations you have access to.



Managers’ Guide - Creating & editing rotas

Page 12

Temporary cover

When you need to quickly assign cover for a shift by assigning an Employee who 

doesn’t typically work at your location, RotaCloud can help!

Tap the shift in question, then Temporary Cover. You’ll then be able to select an 

employee who doesn’t typically work at your Location using the Employee drop-

down menu shown below. All employees from all Locations who match the Role of 

the shift will be available to choose from.

When the shift is saved, the covering employee will receive a notification of a new 

shift, including their new Location for the temporary cover.
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Employees menu

Getting started

RotaCloud can be used to store important and useful information about your 

employees. In the Employees menu, you’ll find a list of all the employees you have 

on your account, and be able to see at a glance who is a Manager, Admin or 

Employee. There’s also a search bar, making it quicker for you to find the employee 

you’re looking for.
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Adding Employees

Your Admin may have set you up to be able to add new Employees to the 

RotaCloud account. If you’ve been given this permission, then you’ll only be able 

to add Employees within a Location that you manage. Your employees will be shown in 

their groups. Groups can only be created on the desktop version of RotaCloud.

To add a new Employee, tap the blue and white ‘+’ button in the top-right of 

your screen.

This menu makes it easy to add any number of new Employees to RotaCloud. 

Simply enter their first name, surname and email address to get started. An email 

address isn’t required, but we strongly recommend that you add one, as it allows your 

employees to log into RotaCloud to see their shifts and receive notifications.
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The ‘Send Invites’ option can be used to immediately send out a welcome email 

to your new employee(s). They will be invited to create a RotaCloud account and 

choose a password. Once set up, employees will be able to see their shifts and have 

access to any other RotaCloud functionality that your admin(s) have enabled. If you 

choose not to send out an invite immediately, you can always send them later from 

the desktop version of RotaCloud.

Deleting employees

If you need to delete an employee, this can be done by tapping the red ‘X’ at the 

end of their name. This will remove them from your account from that point onwards 

(including future shifts), but you’ll still have a record of their past shift, leave and 

timesheet information (if applicable).



Managers’ Guide

Page 16

Managing Locations

Getting started

In the Locations menu, you’ll find a list of all locations you have on your account. 

A Location can be a different building, if your company has separate physical 

premises, or can simply be different departments within the same building. If they 

have different managers presiding over their own rota of staff, then they will be 

considered a new Location in RotaCloud.
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Adding locations

To add a new Location, tap the blue-and-white ‘+’ in the top-right corner of the 

screen. This will take you to the Add Location menu.

Enter the name of your Location as you want it to appear on the Rota. Below, enter 

the time zone that your Location resides in. This feature is important if you use 

RotaCloud to manage your employees’ clocking-in and -out times.

Below, enter the full address or postcode of the Location. It is important to 

get this address correct if your employees are clocking in using their phones. 

RotaCloud allows you to specify from where an employee can clock in in relation 

to this address using their phone or tablet’s GPS, as well as IP address. IP address 

restriction can be used to ensure that staff can only clock in when they’re on the 

company’s WiFi connection.

Finally, select all Employees who’ll be working at this Location by checking the box 

next to their names. When you’re done, hit Save.
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Editing locations

Tap on the name of any Location to reopen the edit window, allowing you to 

change the name and other details of any of your Locations.

Deleting locations

If you need to delete a location, this can be done by tapping the red ‘X’ at the 

end of its name.
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Managing Roles

Getting started

In the Roles menu you’ll find a list of all roles on your account. A Role is a job that 

an Employee will be doing while on shift, which will be displayed on the rota. 

Employees can be assigned several Roles in their profile, but they can only have one 

Role assigned per shift.

Adding roles

To add a new Role, tap the blue-and-white ‘+’ in the top-right corner of the screen. 

This will take you to the Add Role menu.
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Enter the name of your Role as you want it to appear on the Rota and on your 

employees’ profiles. If this particular Role always comes with the same length of 

break, you can enter the default break below. If you leave this blank, you’ll always 

need to manually enter a break length when creating a shift.

A colour can be assigned to the Role. This will be shown on both the Rota and the 

Dashboard to allow you to easily identify the Role when placed next to other shifts.

Finally, select all employees who are capable of working this Role by marking the 

checkbox next to their names. When you are done, hit Save.

Editing roles

Tap on the name of any Role to open the edit window, allowing you to change the 

name and other details of any of your Roles.
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Deleting roles

If you need to delete a role, this can be done by tapping the red ‘X’ at the end of 

its name. This will remove it from your account from that point onwards (including 

future shifts) but you’ll still have a record of past shifts under that role.
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Leave

Getting started

If your Admin has given you permission to manage Leave for your staff, the Leave menu 

will allow you to see a quick snapshot of Leave for all of the employees you manage.

Each employee’s Holiday Allowance, Holiday Used and Holiday Remaining is 

displayed on this menu. If an Employee has remaining holiday in their allowance, it 

will be shown in green, and if they have exceeded their allowance, the amount by 

which they’ve gone over will be shown in red.

Please note: if your Admin hasn’t provided you with permission to manage Leave for staff, 

your Leave menu will show only your own Leave allowance. Please refer to the Employee 

guide for more information on the Employee view of the Leave menu or to request Leave.
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If an employee’s allowance has yet to be defined, you’re able to manually set this 

using the ‘Set’ button.

Adding leave

Adding Leave for yourself or for an Employee uses a simple, single form. Tap the 

blue-and-white ‘+’ in the top-right corner to open the Add Leave menu.

Select the Employee you’re entering Leave for from the ‘Employee’ drop-down 

menu. You can add the same Leave for several Employees by tapping ‘Add 

to multiple employees’ immediately below, and then ticking the names of all 

applicable staff. This tool is particularly useful for adding a public holiday, or a 

store closure that will affect many or all employees.
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Next, select the type of Leave from the drop-down menu. Please note that only 

‘Holiday’ will deduct this Leave from the employee’s annual allowance, which is 

shown on the Leave menu. Choose whether the Leave is paid or unpaid with the 

radio buttons below.

The Start Date and End Date menus allow you to select the period of Leave from 

a pop-up calendar. Use the am/pm drop-down to configure a half-day. The ‘Days’ 

field below will be filled automatically after completing this section. In the case of 

Holiday, this is the amount by which the employee’s allowance will be reduced.

You’re required to manually enter the number of hours that the Leave is worth. 

Select whether you wish to enter a single figure for the entire period of Leave, or 

that you wish to record a different value of hours per day, using the ‘Record Hours’ 

menu. If ‘Daily’ is selected, a field for each day will be shown allowing you to key in 

the hours per day.
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Finally, a message can be added (visible to you, Admins and the Employee) that 

may help you to remember the reason given for the Leave, or any other notes you 

might want to make.

When you’re done entering information for the Leave, tap Add Leave, or you can 

cancel. The employee will be immediately notified and you’ll be able to see the 

resulting changes to their allowance on the Leave menu. The Leave will also be 

reflected on the Rota.

Cancelling leave

To cancel leave, please use the desktop version of RotaCloud.
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Attendance

Getting started

The Attendance menu shows you a comprehensive log of your staff’s clocking-in 

and clocking-out times and hours worked, per pay period. Tap the Pay Period at the 

top of the page to switch between the current, previous, and next pay period.

Note: Pay Periods further in the past can be viewed using the Desktop version of RotaCloud.

Use the drop-down menu to select the employee whose timesheet you want to view.
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Select any date within that pay period to expand it. Once expanded, if the 

employee had/has a scheduled shift that day, it will be shown in grey in the lower 

part of the timesheet. Their actual clocking in and out times will be shown above.

If the Employee has had a shift scheduled, but did not clock in/out, you can quickly 

copy the Scheduled data into the top row by tapping the green ‘+’ icon. Tap the 

clocking-in data (white background) to approve or unapprove the clocking-in 

time, add a note, mark the employee as late, view/edit shift information, delete the 

clocking-in record, or view edit history for the record.
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You can also easily add a Shift or a day of Absence/Leave from this menu. Tap the 

date again to collapse this menu.
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Availability

Getting started

The availability menu can be used by you or your employees to set when they would 

prefer to work, and when they would prefer not to work. Having availability set can 

provide a helpful suggestion when planning your rotas to avoid assigning staff to 

shifts when they are not available to work.

Don’t forget: although availability is displayed while planning the rota, you’re still able to 

schedule a shift when an employee is marked as unavailable.
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Select the staff member you’d like to configure availability for using the drop-down 

menu. To set your own, select ‘Your Availability’. Then, to add a new pattern of 

availability, tap the ‘+’ icon.

Create a title for your Availability pattern to make it easy to identify in the future. 

Then, use the Effective Dates menu to choose if this pattern only occurs in a specific 

window, or if it repeats indefinitely. If you select Specific Dates, a start date, end 

date and any pattern of repetition will need to be provided below.

Next, select a day of the week from the drop-down menu to begin to set your 

availability for that day. If you’re available or unavailable for that whole day, leave 

‘All Day’ selected, then choose ‘Available’ or ‘Unavailable’ as required.

You may wish to set availability for only part of a day. If this is the case, uncheck the 

‘All Day’ box and set your start/end time, before tapping ‘Available’ or ‘Unavailable’.
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Updating details & settings

Getting started

You can view and change your personal details (including your email address and 

password) by going to the Account Settings menu (the cog icon in the top-right 

corner of the blue bar).

Tap ‘Your Details’ to switch to any of the other settings screens. By selecting 

‘Notifications’, you can control the types of notifications that you receive from 

RotaCloud. To select whether or not you receive email, push or SMS notifications, 

simply check or uncheck the boxes next to that notification type. Use the ‘Send 

Me Reminders’ drop-down menu to decide how far in advance you want to be 

reminded of your own shifts starting.
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The ‘Password & Security’ screen allows you to change your password from within 

RotaCloud. Or, if you’ve forgotten your password, you can reset it via a link sent 

to your email address. Two-factor authentication can be enabled, requiring you to 

enter a code sent to your mobile phone for additional security when logging in.

Finally, all current sessions of RotaCloud are displayed, allowing you to see exactly 

where you have logged into RotaCloud.

Finally, if you use an iPad/tablet terminal to log in at your place of work, you can 

view or change your clocking-in PIN from the ‘Clocking In’ screen.
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Troubleshooting

If you’re unable to install the app, or can’t find it on your App Store, make sure 

that you have a compatible mobile device. The iOS version of RotaCloud requires 

iOS version 9.3 or later, running on an iPhone 4S or newer. The Android version 

of RotaCloud requires Android 5.0 “Lollipop” or above. The RotaCloud app isn’t 

available for Kindle Fire devices.

If you’re experiencing issues with the RotaCloud app, please check that you’re 

running the most up-to-date version of the app. You can update the app via the 

Google Play/Apple App Store, or alternatively uninstall the app from your phone, 

and reinstall to ensure that you have the latest version.

If you are unable to find a particular feature that this manual has made 

reference to, it could have been disabled by your Line Manager or yourself, so we 

recommend consulting the Settings screen on the Desktop version of RotaCloud.

If you’re still experiencing any issues, our live chat service is available Monday–

Friday, 8am–5pm GMT and can be accessed through the RotaCloud desktop app.

We also have an online Help Centre available 24/7. It features articles and videos 

packed full of advice and answers from the RotaCloud team, and can be found 

at help.rotacloud.com.




