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Introduction by Matt Luckham 

Our second update in February 2021!  This month we have added a number of changes to 

the Roster System and further support to Payroll.  The systems we have updated are CC 

Windows, Pocket and Mobile.   

Systems Versions 

After this update you need to be using CC Windows 3.41, CC Pocket 2.17 and CC Mobile 

4.48. 

Release Timetable 

We are planning on updating your databases on February 25th.  The new apps will be 

available shortly after.  CC Windows will automatically download. 

Background 

Continuing our work on the new Check In and Payroll functionality, we have added support 

to Finalise your Payroll in the update.  We have also added new checks on forcing reasons 

for rota changes, checks on journey gaps versus visit gaps for our Dom Care clients and 

added more support with Pocket and Mobile. 

 

You will also notice we have snazzed up the screens within CC Windows.  I hope you like 

them! 
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Summary of the Changes 

The following is a list of the changes included in this release: - 

 

• New Look and Appearance on some screens 

 

• Finalise Payroll Routine 

 

• CSG Screens Updated 

 

• Enhanced Template Rules Sets 

 

• Enhanced New Service User for Dom Care 

 

• Check In Alerts 

 

• Added Alert Support for Managers 

 

• Support for Extra Fields 

 

• Further Changes to Check In Feature on Pocket 

 

• Added Search and Filters on Key Screens 

 

• Default Shift Indicator on Service User 

 

• Shift Overlap Warning 

 

• Journey Time Warning 

 

• Add reason for change on rota changes 

 

• Service User Leaver Update 

 

• Client Absence Updated 

 

• Bug Fixes 
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New Look and Appearance on some screens 

You will notice that some of the screens with CC Windows have had a bit of “snazzing”.  This 

is to bring this older system more in line with our other Apps: - 
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Finalise Payroll Routine 

We have added support so you can now “Finalise” your payroll.  You do this from the Draft 

Payroll Report.  If you run the new Beta Payroll: - 
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On the finalised report you can press the Finalise button: - 

 

You will see this message when the Finalisation Process has completed: - 
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Finalisation Process 

The finalisation process completes the following steps: - 

1. Copy the summary payroll data for the period 

2. Copy the adjustments payroll data for the period 

3. Copy the issues payroll data for the period 

4. Copy the holiday payroll data for the period 

5. Copy the mileage payroll data for the period 

6. Copy the pension payroll data for the period 

7. Create Finalised Reports for all of these areas 

8. Create Finalised Hours Reports 

9. Remove any Mileage Lookup Errors for the Pay Period 

10. Close the Pay Period 

The reports generated with this process are accessible via the Analysis and Reports area: - 
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All historical payroll reports are under the report category of “Payroll Historical Reports”: - 

 

You will see them listed in Period order.  

  



Page 11 of 28 
 

CSG Screen Update 

The Care Service Group screens have been changed to include more functionality: - 

 

You will notice three tabs: - 
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Edit CSG Screen 

Once you have created a CSG you can “Edit It” by double clicking the CSG Screen: - 

 

 

We have added Geocode Support for CSG’s.  You can Geocode an entry by entering a Post 

Code and select Geocode CSG. 
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This information can be used when we compare Check In / Check Out against a CSG 

Allocation. 

Service User Screen 

 

On the service user screen you can check and update the CSG for a given Service User.  

You can search for a Service User using the Search Field. 
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Similarly, on the By Active Staff screen you can view which CSG’s a staff member is 

assigned.  You can remove and add a CSG on this screen also. 
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Enhanced Template Rules Sets 

The Template Rules area allows you to quickly create a Roster Rota Template based on a 

set of rules.  We have added more support to this area to make it easier to create a more 

detailed Template: - 

 

When you Add a New Template, you have the following options: - 
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You will see you can now add a Role or a Staff Member and now enter a Shift or select a 

Shift Template: - 

 

In the above example we will create a rota template with a mixture of shifts assigned to roles 

and individual staff members.  Note, you can also Save this Rule Set to access again. 
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Enhanced New Service User for Dom Care 

We have enhanced the Home Care New Service User Screen.  This screen is only showed if 

you are adding a service user of Type Home Care: - 

 

Changes include: - 

1. If you enter a Client Address it is automatically Geocoded. 

 

2. You can build a new Roster Template when you add a Service User: - 
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This allows you to create a template at the time that a client is added to your 

organisation. 
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Check In Alerts 

We have added the following Check In / Check Out Alerts: - 

Alert Description 

Alert me if a Check In is late. 
Alert me if a Check In is late by %minutes% minutes from 
the planned Check In time. 

Alert me if a Check Out is late. 
Alert me if a Check Out is late by %minutes% minutes from 
the planned Check Out time. 

Alert me if a Check Out is early. 
Alert me if a Check Out is early by %minutes% minutes 
from the planned Check Out time. 

Alert me if a Check In is missed. 
Alert me if a Check In is missed.  Only include Check Ins that 
should have been completed with  

Alert me if a Check In is outside a 
range. 

Alert me if a Check In is %distance% metres away from the 
Check In target location. 

Alert me if a Check Out is outside a 
range. 

Alert me if a Check Out is %distance% metres away from 
the Check Out target location. 

 

Access these Alerts in the normal way: - 
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Added Alert Support for Managers 

Some of the Alerts have a new field that you can tick, so that if the Alert fires, the staff 

member’s manager is notified: - 

 

In this example we are creating a Check In Alert which will fire if the staff member is 60 

minutes late for a Check In.  We have ticked the Alert Staff Manager field, which means that 

the manager of the staff member will be notified. 

  



Page 22 of 28 
 

Support for Extra Fields 

The previous release allowed you to create an extra 5 custom fields and added three new 

fields on Personal Details for Home Care Service Users: - 

 

These fields are not visible on the latest version of Pocket (2.17) and Mobile (4.48). 

Further Changes to Check In Feature on Pocket 

We have added further enhancements to the Check In / Check Out feature on Pocket which 

makes the version in Pocket 2.17 more robust for devices where location services may be 

switched off. 

The Check In feature has been tested with devices in Airplane Mode and Offline Mode. 

We ask that if you are using this feature that you move all your staff to Pocket 2.17. 
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Added Search and Filters on Key Screens 

We have added more search and filter options to more screens on CC Windows.  These 

include: - 

 

Staff selection screen. 

 

Smart Board for Assignments or Allocations. 



Page 24 of 28 
 

Default Shift Indicator on Service User 

For a Home Care Type Service user you have a new field called Default Shift Indicator within 

the Personal Details screen: - 

 

If you set this field to a value, any shifts added to your rota that are allocated to this service 

user will be appended with this Shift Indicator as long as the shift being added does not 

already have a Shift Indicator. 

 

Use this feature to help ensure that the correct payroll treatment is applied for any staff who 

look after specific clients. 
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Shift Overlap Warning 

We have added a new warning that if a shift is added on the rota assigned to the same staff 

member (or a role of that staff member) that overlaps another shift, you will receive a 

warning that will prevent you from saving the shift: - 

 

In this example we are trying to add a shift to our live rota (15:00 – 17:00) which overlaps an 

existing shift (08:00 – 16:00).  When we press Process we get the following warning: - 
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Journey Time Warning 

There is a new Roster Setting called Enforce Journey Time Check: -  

 

When this is switched on (it is off by default), any shifts added or updated that have a service 

user or CSG allocated, the system will check that the gap between visits is long enough to 

support the journey time between those visits. 

In this example a staff member (J Atlas) has a visit to a client (J Simmons) at 11.00am which 

is planned to last until 11.30am.  We are then trying to add another visit to (A Langhorn) at 

12:00pm.  As the distance between J Simmons and A Langhorn has a travel time of 55 

minutes, but the time gap between the visits is only 30 minutes, you will receive this warning: 

- 

 

The system will not allow you to enter this visit. 
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Add reason for change on rota changes 

There are two further settings added to the Roster System: - 

 

The first is a setting which will force any changes to the Live Rota, that the user must enter a 

Reason for that change: - 

 

If you try and make a change you will be prompted to enter a reason: - 
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Any reason entered can be viewed on the Cell Audit: - 

 

There is also a “Chargeable Change” option which you can set on the Roster Settings.  If 

this is set you will see this option on the Reason Screen: - 

 

This sets a field on the Rota which can be used for reporting purposes.  You can also see 

this field if it is set on the Cell Audit. 


