How to use MyRotas

My Rotas Overview
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have future serving dates on a current published church mtdf, there are rotas published that you can sign up to,

or if you are a ministry overseer.

Next serving
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your team and role position.
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Datesshown in red indicate a rota date clash. Some clashes are legitiiiat@erfectly possible to be on multiple
teams in a Sunday service! Some clashes, however, might require you to swap, or to ask to be removed from servil

Dates shown in red striketbugh indicate ‘unavailability' that you've scheduled and where your ministry overseer
has not yet replaced you on the rota. When you add unavailability, you might see entries in your 'next serving'
section change to red strikethroughhat happens whenqu're already on a rota and either you need to swap with
someone else, or your ministry overseer now needs to remove/replace you on the rota.

Unavailability
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perhaps holidays or known dates when you won't be available to serve. Adding unavailability sets you as unavailab
for all rotas in that range of unavailable datdss not possible to set yourself unavailable for one rota but available

for another- in that scenario you'd need to liaise with your ministry oeenrs
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By adding unavailability overseers can manage rotas much more effectively; planning ahead and identifying gaps a
shortages ahead of time. Unless your overseer has alreatyueaged everyone to add their unavailability, we
encourage you to still communicate with them to let them know if you have added unavailability, especially if added
at short notice. Note that adding unavailability doesn't send a notification to theawtaseer. Also, you cannot edit
unavailability once it has been added, but you can remove it and add new unavailability, if applicable.

Viewing rotas
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serving date on a rota passes, the rota will disappear from the list. Rotas with a green traffic light on thamigdjht
side are published rotashe rota is live and visible to all rota members.
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Clicking into a rota displays the eotlates and the members and roles serving on those dates. It is also possible for
rota members to sign up to future dates on the rota, to organise swaps with others and to add
your unavailability.

Viewing All Rotas

At the bottom of the My Rotassection ofMy ChurchSuiteit's also possibléo access anll
Rotas reportand vew a readonly "all rotas" overviewThe 'All Rotas' report enables any rota
member to see all the rotas for a given date and servideal for keeping everyone in the
loop of what's goin@nd who's serving where on any given day.
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