N Hi
e, et

Lothian

Your new home for

(A) EMPLOYEEONLINE & @

CREATION DATE : 08/01/25

LOOP MOBILE

USER GUIDE

August 2020 Q =.

14 15 16 =+ 17 18

Bimakesr =

Cobsc

2 22 @.., 24 25

b0 Luas Jeay Joo Tam 1|
s -

9:4
oop

Newsfeed

n% What's on your mind?

Katy Shields
21 May 2020 Posted Katy Shields timeline

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

Helen Lewis
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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: hitp://

hubs. lywH98dh75e5
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Requirements For Loop

To access Loop, you must meet the following requirements.

CREATION DATE : 08/01/25

Software

Component

Minimum

Requirements

Recommended Requirements

Loop web Operating N/A Windows 10
application System
Internet N/A Latest versions of Safari, Edge, and Chrome
Browser
Device N/A Android, minimum 8"
Display resolution greater than or equal to 768
X 1024
Loop mobile Operating 10513 108 17
application System
e ! Android 13 Android 14
Internet N/A Latest versions of Edge and Chrome
Browser
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Loop - Sign In

1

Select Sign In from the landing page

CREATION DATE : 08/01/25

Welcome to Loep

Flaasa salast from ans of tha
options balow

Croate Loop Account

2

Enter you Email address that you

used to sign up and enter your

Password. If you prefer to log on with
your mobile number then select Sign

in with Phone Number

Sign In
Uising your emadl or mobile niambse

Sign in

guest@aliccatescftware. com

Foargot amad or password

Signi In with Phone Numbar

3

Once you have logged in successfully,
you will land on the Home page and

your Newsfeed.
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Select the Loop logo at the bottom of
the screen.

AllErnaan Aftg

@ o0 - 13100 @ 14:00 - 1730 (" B

Guy's and 5. Thomas' HHS Found

& May 03 [eTE i

Fieasa complete tha Bank Staff poll Your oginions
maller!

How aasy is i touse ow Bank Staff senice?

Easy
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Loop - User Profile

Select your User Profile in the top
right of the screen.

Pages
.
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Agpilatle Lotum Dutkes

Sattings and Suppor

(m  Crganisaton Controls

a8 @ O

3

You can edit your profile page and
change the background and profile
photos by selecting the cameraicons

Liam Goodwin

Descriphon el here A0 smpioyse fhal Thnks Bhey

iy Beralil oo lleallile working & encouraged

D Wlchile Pamiar
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#PTPO0080
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To change the photo, select Choose a
photo or Take a photo.

Profile Page
M Cheose & photo

m Taka & photo




Loop - User Profile

5 6

You can edit your public details Select Edit to change the photos
including the photos by selecting the

pencil.

Publez Detals

Prodia Pt

Liam Goodwin

Dmsciiphon eal hers An smpioyse il Theks fhey
vty Breras il Troem Plralbile weorkinng & encouraged

D Wohile Mamial

M

$79000
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7

Scroll down to view more options to
edit. Select Editto change. Select

Done to save.

Prafile Peciume

Select See all to the right of
Connections to view all your
connections

Liam Goodwin

Dmscriphon teal hers An amporyse hal ks hey
ity Berealfil Trore Pleaibile working & encduraged
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Loop - User Profile

9
Select the three dots to the right of
any person you are connected to.

Andy Gohil

wenoy Lewis

Show mare resals
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10

The menu will open and you can
select to send them a Message, Call
them, Remove Connection, Block

them or Report them._

L
2
@

Tim Freaman

Message

Cafl

Bemove Connection
Block

Report

Modieratar Actions

11

Scroll down My Profile to view more
details You can view your Rosters,
Skillsand Work Contracts. Select See

all to view more detail.

Crihepaedic Linit
0 0803 - 1100

B tHILS
Critical Care

weie B wrveder 10 mins

Ene A 0-20 ming

Tada Chargs

B WORK CONTRACTS

Fititw Dotad
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You can also view your Postings and
Photos. Select See all to view your
photos.

O WoBK COMTRACTS
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Loop - User Profile

13

Add a post to your Timeline and add

a photo and view your Timeline.

g Katy Shislds

We're planning an uporade 1o Employes Onling
{EQIL). Fird oW mare harg

June 2020 =
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14

Select the three dotsin the top right
corner of My Profile to view the
settings

Liam Goodwin

Dmsciiplon teal hes An smpioyse hal Thinks ey

vty Berealil Troen Pleaibile weorking & encour aged

E hlcbile Mumial
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Select any of the Profile Settings to
view and select Done to return to
My Profile screen

Frafile Setthnge

Manzga Profile Details
Skillg

Postings

Waork Contracts

HR Details
Documents

Uit Praferences
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Loop - Request a Connection NS,

Lothian
1 2 3

Select the Loop logo at the bottom of
the screen.

A

Start to type the name of the person
you are looking for.

Select People. Select the Magnifying Glass to search

for the person.

Bl
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< Q, Typeto search
Newsfeed
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Wati Barnden
| \EECIlans
Connactian Invites

o Conneocted People
Uselu Links
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i
. Guy's and 5L Thomas' NHS Found_ %
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Fleasa complets tha Bank Staff poll Yaur opinians
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Lukasz Dracewski
How pasy is 1 touse ow Bank Staff service?
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Easy

Simon Loop
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Fecord Avalabiicy

Sattings and Suppar
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Loop - Request a Connection

5

Select the name of the person from

the list.

£ C}  Typeto =earch

@ Mati Barnden
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Select the Connect icon.

To view your Pending Connections
select the three dots in the top right

@ Francis MeKellan

Connected People

@ Margarst Ng
Q@ ==
q Tim Fresman

'. Andy Gohil

Sugeested People

@ Margaret g
g o

E Pending connections

M Bocked connactions

Select Pending Connections.




Loop - Request a Connection

9 10
You will be able to view People Select the yellow ? to view the status
waiting to accept your request.

Ponding Conractions

People walting [0 sCOoepd poun Mecusest

@ Mararat N
@ Tony lackson
fal Tim Fresgrspn

Request Pending

rowur Eonmachion maquest N Enaing
JoCeplance

Shitre more resuils
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Loop - Remove a Connection

1 2

Select People Select Connected or See All to the

right of Connected People.

Miges
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Sattings and Suppor
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@ Francis MeKallan
Conngcted People
@ Margaret Ng
@ Tary Jacksan
q Tim Frasman

'l Ancy Gohil

Sugoested Peopie

@ Margaret g

e e

3
Select the three dots to the right of

the person you wish to remove the
connection with

My Connections )
Peaple you are connected 1o
e
Tony Jackusn
Tlrl:h Freeman
Andy Gohil

Whandy Lewis

S 0P Masuls

il

Select Remove Connection

l'im Fraaman
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te Cail

B Biock
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Loop - Remove a Connection

1 2

Select People Select Connected or See All to the

right of Connected People.

Miges
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Fecord Avalabiity

Sattings and Suppor

cw  Crganisaton Conirols
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@ Francis MeKallan
Conngcted People
@ Margaret Ng
@ Tary Jacksan
q Tim Frasman

'l Ancy Gohil

Sugoested Peopie

@ Margaret g

e e

3
Select the three dots to the right of

the person you wish to remove the
connection with

My Connections )
Peaple you are connected 1o
e
Tony Jackusn
Tlrl:h Freeman
Andy Gohil

Whandy Lewis

S 0P Masuls

il

Select Remove Connection

l'im Fraaman

W escage

te Cail

B Biock

! Rt
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I Loop - Remove a Connection

5

Select Remove to remove the
connec tion

CREATION DATE : 08/01/25



Loop - Block a Connection

1

Select People

PMiges:
-
Propls
T
Leate
0

=
Eaguest Duty Asailatie Losum Duties

Fecord hvsiabiiy

Sattings and Suppor

e Crganisaton Conlrols

Aec &8 @ 0 o)
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2

Select Connected or See All to the
right of Connected People.

Inwites

@ Francis MeKallan
Conngcted People
@ Masgaret Mg
@ Tany Jackson
q Tim Frasman

'. Andy Gohil

Sugoested Peopie

@ Margaret Ng
g e

3 4

Select the three dots to the right of Select Block

the person you wish to block the
connection with

Tony Jachuon
Tim Freeman
Angy Gohil

Wandy Lewis

Biwgw mM0fe nasuils

Tim Freamar

W esage

. Call

&  Hemave Connection

! Rapoet

G Woderator Aotions




Loop - Block a Connection

5

Select Register to block the
connection

BloCE Ferson

o yog want o bloot the pereon’?

Reqgizte Regisied
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6

To view the Blocked connections,
select the three dots in the top right
of People and select Blocked
connections

CoaMSE g

H Pending connections

M Biocted connections

v

People you have blocked will be
shown on this screen. To remove
completely select the Red -

Blocked Conneclions

Peopile you have bBocked

° ks il

8

Select Disconnect

Disconnect Healthcare Provider

Arp you sUre you wanl to isconnach this
[Eljig e

Plegse pole, wemnings elc

Cancesl Dsconnect




Loop - Personal Roster Navigation & Actions J.‘.L,.g
Lothian

1 2 3 4
Select the Calendar at the bottom of Your Personal roster will be ¥You can scroll months by swiping to Select a Duty to view the details and
the screen. displayed, for the current month. the left anywhere on the main Assigned Staff.

calendar to view the next month, and

swipe to the right to go back a

month.

LoCaton

Locatic | Lacation

AftErmaan

wer 5 |8 T wWir 5 |6 T

@ 1400 - 1m0

. Guy's and 5L Thomas' NHS Found_

Flease complete tha Bank Saff poll Your opinions
malar!

How easy i1 touse ouwr Bank Staff service?
Easy

Oy
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Wedneaday, 7 July

Wark Tirme 7h 30m
Wark, Unit Orthopaedics Ward
Assigrment Lnit Orthopaedics Ward

leon Key
) InCharge

.ﬂ.:.:.ignn-d Snaff

. hrnsine Bdwards

Jil Rendal
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Loop - Personal Roster Navigation & Actions

5

Scroll down to view further details.
You can move to another week by
swiping across the weeks at the top.

Locatlon

W5 B

ol b G

Wednesday, 7 July

Early

0 0730 - 15:36

Wark Tirme 7h 30m
Wark: Unit Orthopacdics Ward
Aezigemant Lnit Orthopaedics Ward

lcon Key
& InChange

ﬂ.mignpd Ctaff

hrisone bdwards

l\ Jil Randal
\ L
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6

Select the Filter in the top right to

view Roster Settings

War & B

b aib G

Wednesday, T July

Early

0 07:30 - 15:36

Wark Tirme
Wark Unit
Aszigrmant Unit

lzon Key
& In Charge

.ﬂ.s.qignpd Ctaff

hnsone Bdwards

l\ Jill Rendal
\

Localgn

8 n

7h 30m
Orthopacdics Ward
Orthapasdics Ward

5

Swipe the buttons to toggle on or off

and select Apply to save the changes.

vadafore

Cancel Roster Settings Apply

Shaw booked cuties and Unavailabil... .

shaw Avzilaoiities [2ecluding Bark)

Shaw pancellad duties

Show mesk numbers

8

NHS
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Lothian

If vou work for multiple
organisations, select your
Organisation button to change the
organisation being viewed

W5

ol b (D

Wednesday, 7 July

Early

0 07:30 - 15:30

Wark Tirmee
Wark Unit
Aszigrmant Unit

lzon Key
i InCharge

.ﬂ.mignpd Ctaff

Chrisone bdwands

l\ Jil Randal
\ L

n

7h 30m
Orthopacdics Ward
Orthapasdics Ward
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Loop - Team Calendar Navigation & Actions \E\H,g

Lothian

1 2 3 4

Select the Calendar at the bottom of Salect the Team tab To Filter the people shown, select the

3 dotsto the right of the unit name.

If you have multiple postings you can
change the Unit by selecting the Unit
currently showing. You can then

the screen. ¥You can view the current week
and the duty each person in the unit

°|

|-:l"‘lf'§-

Newsfeed

ﬁ AMALS on your mings

Enrty Aftermaan hfte

@ CE00 - 13:00 @ 1400 - 1mac 9

. Guy's and SL. Thomas' NHS Found_
5 My E I T

Fleasa complete tha Bank Staff poll Your oginians
maler!

How nasy is 1 tousa owr Bank Staff service?

Easy

ikeany
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is working which is shown by a blue
dot above the duty.

¢ June 2020
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w
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@ Tirmathy Wallgrean

50 oo Jismy [ioe Jise ety J00 |

Wand Manager

Ao @ @ 0 &

select another unit

Ehow Teams by Unit

ﬁ Jrihopaegdics Ward

£ June 2020
Parsanal

L] f L]
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Regrotared MUrses Tapm

@ Frank Stalberger
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Loop - Team Calendar Navigation & Actions N

5

You can filter by Team, Grade Type,

Shift Type, Location Type, Location,
Activities and Fulfilment. Scroll down

to view more filters

Team Filters

Organsation
PILOT
i

Orthopaedics Ward

CREATION DATE : 08/01/25

6

Select a Filter and then select a Filter
option. Repeat for the other filters

7

Once you have chosen your filters,

select Apply

Team Filtzrs

N EN a0
PILOT

Orthopaedics Ward

Lothian

8

To Clear the Filter(s), select Clear
Filters at the bottom of the screen

Team Filters

Azt wily EECNmans

Clear Filters




Loop - Team Calendar Navigation & Actions

11

scroll down to view more Teams and

what duties people are working.

Parsonal Location

W T W 1 E

sues-@ vouw e

TR e
m .

-
(00 [Lote Jiwiy Jue Jine Jewy Joo

@ Andrian Cole
.
Q Kawn Dowuglag

0o Yoo T Jiow Jemud +
@ @ o

CREATION DATE : 08/01/25

12
Select a day to view the Team
working.

¢ June2020

- T L. T r

W~ 15~ 16 spaH 18 ¥

T oo e
o

Regisiered Murses Team

N O G 0T O O 8

9 Frank Stenberger

13

Select a team member to view the
duty details such as Work Time,
Assignment Number, Work Unit.

{ Juns 2020

- -

L] T L T F

1415~ 18« (- 18

amgmgmu

Emily Iialaun

T ﬂ
Thuredey, 17 Jure

Late

@ 1430 - 1800

Werk Tirm 1th 30m
Apgignmast Ma maFr-

Wiork L orthopeadics
Agaignmest Lirig ﬂrlhupeldlua

NHS
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Lothian

14

Scroll down to view Assigned Staff

Thirsdsy, 17 kins
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Loop - Team Calendar Navigation & Actions

Select Roster Settings at the top of
the screen

£ June 2020

Parssnal

] T L.

s s 1eff)e merw w2

mmgumm

Crihapsniics Unit = w4

Respistored Murses Tamm

@ Frank Stk berger
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@ Tirmathy Wallgrean
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‘Ward Managar
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16

Swipe the toggles to turn what is
shown on/off and select Apply to
save your settings.

& ME e 1
Cancel Roster Sattings

Iy
Show booked duties and Unavailab.. i

Show Avalabiities (excudng Bank) ()
Show cancelled duties [
Show denkd duly regquests [

Show week numbears




Loop - Request Annual Leave

1

Select the Loop Logo at the bottom
of the screen and then select Leave

Sattings and Suppor

Asrpilatle Losum Dutkes

em  Crganisatan Controls

@ 0 1)

CREATION DATE : 08/01/25

2

You can view your Annual, Study and
Other leave by selecting the links at
the top of the screen

Entitlaments

rq‘ |'f'.|"||‘"|UE|| LE‘E.'l'EI

r‘ Iu:'lnual Lea'-'.u.

NHS
N~

Lothian

3 4
Select the Yearin the top right to

change the year you would
view/request leave.

Select the Leave Entitlement to view
the dashboard and balance

Entitlaments

ru‘ |'f'.|"||"||.-|-3| LEﬂ.'l'EI

f'.'; Iu:'lnual L-:a'-'.r.'.

‘Year Picker

O e
O 20
QO
& o
QO
& O 0z




Loop - Request Annual Leave

5

The dashboard shows a summary of

Leave Entitlement

09 Jun 2020 - 08 Jun 2021
Entitlement Balance

Annual Leave
Entitement ended

Ragues...

2 4 a ° Apprav..
"Emoring

o Taken

Leave Taken Per Quarter
a1 # Q3 Q4
0% 28.41% D% 0%

Emcitlement Thratholds Total 9.41%
Lowwer 1% - Uppet 0%

CREATION DATE : 08/01/25

Laava Taken Per Quarter

i Q2
0% 29.41%

Entrilament Thresholds
el % - Upper B

Carry Forward

In Ligu

confimuous Service
Total

Episxdes

Approsed
Annual Leave
0 16 - 29 hovemiar

scroll down to view more information
and Approved Leave

Q4
0%

Total 29.41%

7

Select the + in the top right to add a

Leave Request

Entitlemnents

r.‘ Anmual Lagye

.'h i y rair 1

r‘ fu:'lnual Lea'-'.r.'.

8

Select the type of leave you would
ike to request

Leave Type
T reguest Al Leave

™ Requast Sudy Leave

E Redquash Ther Legye




Loop - Request Annual Leave

g

Select the Start date to change the

date.

Full day

CREATION DATE : 08/01/25

Request Annual Leave

Anmual Leave

Select the date and select Done.
Repeat for the End date. Swipe the
Fullday to Off if a full days leave is
not required

Request Annual Leave

(o]

I Annual Leave

Wednesday, 29/09/2021

August

September 2021
Oetober 207

Plevarm b

Select Reason

Request Annual Leave

Anmual Leave
1] In &L

Full day

Monday, 23/08/2021

Monday, 23/08/2021

12

Select from the list.

Cancel Salect Reason

Aol Leave

Bank Holday




Loop - Request Annual Leave &"E

Lothian

13 14 15 16
To view other staff leave, select the select the X to close To view the Affected Duties, select Select the arrow head in the top left
View button. Affected Duties at the bottom of the to go back.

vodaizne

£ Request Annual Leave

Annual Leave

Full day

Monday, 23/08/2021

Monday, 23/08[2021

CREATION DATE : 08/01/25

29 September 2021

Staff Lesve fllocation

30 Avguet W03
05 Saptember 3021
12 Saptamibar 2021

20 Saptember 2021

There are no staff an eave far the chosen period

screen

4 Request Annual Leave

Annual Leave

Full day

Monday, 23/08[2021

Monday, 23/08[2021

wdatone

{ Affected Duties

Wednesday, 20 September

Iy
OPD Specialist
@ te:00 - 12:00

D canic.

Hrad
OPD-Fracture

a 1300 - 1700

? Cnic. Fractur




Loop - Request Annual Leave

17

There is an optional Note field to add
any notes. When you have
completed the form, select Submit
request

Request Annual Leave

Wednesday, 29/09/2021

Wednesday, 29/09/2021

| Submit request .-

CREATION DATE : 08/01/25



1

select Available Bank/Locum Duties from the Loop main screen

P

[
D i3
Uselal Links Prapl=

Useful Links

Loop - Available Bank Duties

Select an Available Duty from the list

Available Locum Duties
1510/2021 - 2110/2021
Sunday, 17 Oeiobor

Qi
TRAUMA & QRTHO...

3

Select the green Book button

Availabla Locum Duties =
15M10/2021 - 21/10/2021
Sundoy, 17 Detobor

oc
TRAUKMA & ORTHO..

NHS

hﬂ
Lothian

0 o730- 30 : [ ERE :

i v 0
Wark Time 12h
Leave Aeguesi Duty Call-Dun Wark Unit TRAUMA & ORTHOPA...

Grade Corsultant (Cons)
Refaranced 121020411

|
Aailable BankDuties Requast Duty HAilable Locum Duties con Key
% Locum Duty

Settings and Support | Settings and Support

K] Policias B Organization Contrals

[] Policies

B @ 0

NB- In some areas Bank shifts are not available to
direct book.

CREATION DATE : 08/01/25



Loop - Available Bank Duties

4

Select Book Bank

Confirm Beoking

Sat, 22 January 2021

e
TRAUMA & ORTHOPAEDICS

0 07:10 - 07:30

Book Bank
Canc i
. |

CREATION DATE : 08/01/25



Loop - Log Out

1

Select the Loop Logo at the bottom
of the screen

Ugelul Links

t:

Feguest Ly Agpilale Lotum Dutkes

Facord Avslabiiy

Settings and Support

(m  Crganisatan Conlrols

CREATION DATE : 08/01/25

2
Scroll down to Log Out. Select Log
Out

l‘"

® Y0 ""

T v
Leave kequest Duty

Settings and Support

a Organeation Cortrals

\anage BoCESE peMmIssan
.:l Policias

Report

HNEN CONCETS

# SIEI‘..tjr-'qs and Priw:.'.f .

3
Select Log Out

Log Qut

Are yau sure pou want 1o kag aul of
ihe BppT

Cancel

4

You will return to the Sign In screen

Welcome to Loop

Flaasa tadast from ang of tha
options below

Croate Loop Account

e — Y _




NHS
e oo

Lothian

THANK
YOU

NHS LOTHIAN eROSTERING TEAM

O 0131536 2020
® loth.erostering@nhs.scot

Your new home for
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Newsfeed

n@ What's on your mind?
Katy Shields e
21 May 2020 Posted Katy Shield’s timeline

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

31 Apr 2020 i on Helen Lewis's timeline

We recently took part in a Round Table hosted by
The MNursing Times on 'how technology can support
community nurses’ read all about it here: hittp://
hubs.ly/H98dh 7585
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