Guide to Viewing Booked Shifts~
Using the Booking Status Report

This guide will provide you with information on
how to use the Booking Status Report to view
booked shifts via NHSP:Online.

To access NHSP:Online, please always use Internet
Explorer using your Agency User logins provided
to you by NHS Professionals Agency Support
Team.

You can access the system using this link:
www.nhsprofessionals.nhs.uk/en/Login

For guidance in accessing login details, please
contact the NHSP Agency Support Team, contact
details can be found at the end of this guide.

The following topics will be covered in this guide:
1. Access

2. Modify/Delete a shift

3. Changing an Agency worker

4. Deleting a worker

1. Access

a. Once logged in, you
will be presented
with the menu on
the left-hand side of
the screen.

b. Please click
‘Bookings Status’.

Menu Options

View Requests
Add Agency Worker
EditAgencyWorker

Book Agency Worker
Invoice Details
Notifications

Awaiting Authorisation

Awaiting Release

Previously Released

Bookings Status
enerate Backing Report

View Backing Reports
Backing Reports Schedules

Change Password
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c. Select the Trust from the dropdown menu, input the date range required and click ‘Submit’.

Agency Bookings Filter Options

Trust [Trg1-Training NHS Trust v
Start
Date 14-DEC-2020

End Date |14-DEC-2020

=1

d. Booked shifts will now be presented to you based on the information you submitted:

¢ You can filter by ‘Location’ and ‘Ward' to narrow the search

e You can view notes added by the wards on the right side of screen

Bapoency Backanp kon T ruat. Tnmensag Mid% Trest

[= o | e =]

sy R Tew S T e Lcares et B T s —
aam s e an e P w0 o cace =] -
Records {1-1) of 1
[ Svinied
G

2. Modify/Delete a shift

a. To modify/delete a booked shift, click ‘Options’ on the shift you would like to make changes
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3. Changing an Agency worker

a. If you need to make modifications to the name of the worker, click ‘Change Agency
Worker' located next to the name field.

Agency Booking Screen

for the
Booking fOrthe +aining NHS Trust

Location Training Location 1
Ward Ward Or Dept 1

Agency Worker @s.}w I Change Agency Worker I
Date
e
Booked Assignment

Back

b. Enter the full name of the replacement worker and click ‘Continue’.

If Direct Booking, Please Fill in search criteria to filter
Agency Workers

Surname like [Cloggs
Firstname like

L1}
Please note: The Agency WorkerS Wi oe mered by providing Surname/Firstname.

Only required, if it is a Direct Booking

c. To complete this action, select the correct name from the dropdown menu in the ‘Agency
Worker’ field. Once selected, click ‘Modify Booking’ at the bottom of the form.

Agency Booking Screen

Booking for the
Trust

Location Training Location 1
Ward Ward Or Dept 1

Training NHS Trust

Agency Worker il Cloggs Joan V} Change Agency Worker
snnTpe
cro e
Booked Assignment

Training

|

If Direct Booking and Confirmed, Fill in Details about Confirmation

Confirmed

Confirmed By |AURachelNHSP
Confimation Date | 13-DEC-2020

View Check List

E u m m www.nhsprofessionals.nhs.uk
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d. You will then receive confirmation that the changes have been actioned.

Confirmation !

The Booking information has been modified.

Main Menu

4. Deleting a worker
a. To delete a worker, click ‘Delete Booking' located at the bottom of the form.

Agency Booking Screen

for the
Booking for te < raining NHS Trust

Location Training Location 1
Ward Ward Or Dept 1

Agency Worker |Cloggs Joan | Change Agenc,

Date |14-Dec-2020

Shift Type |Standard

Start Time |08:00

End Time

i

Booked Assignment |OSC00

Training |

Do B ] | Viow Chock s

b. You will then receive a pop-up window to confirm this action. If you would like to proceed,
click "OK".

Message from webpage X

You are about to delete the Agency Worker for this booking.
Are you sure you want to proceed?

E u m m www.nhsprofessionals.nhs.uk
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¢. You will then be prompted to provide a reason for the deletion. Once entered,
click ‘OK".
nhsp.co.uk needs some information

Script Prompt:
Please enter the reason why you are deleting this Booking.

=

Cancel

IUnavailabIel

[~ Don' let this page create more messages

d. You will then receive confirmation that the changes have been actioned.

Confirmation !

The Booking information has been deleted.

Main Menu

The NHSP Agency Support Team provides support
for agencies and specific agency related queries.

If you have any queries relating to the NHSP portal,
retrospective bookings or invoicing queries please
Email: agencies@nhsprofessionals.nhs.uk

contact the NHSP Agency Support Team on:
Tel: 0333 0143626
Opening times: Monday - Friday 8am-6pm
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