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1. Select Users from the ESP desktop. 

 

2. Then select Users from the tree displayed. 

 

3. Select the Username tab on the filter screen. 
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4. Locate the therapist which you wish to add the rota/schedule to. Double click on the 
therapist’s name. 

 

 

5. Press Accept on the toolbar to access the record. 

 

6. Go to the Rota section at the bottom of the screen. 
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7. In Week 1, add the appropriate rota template for the staff member. 

 

8. Repeat for the number of ‘rolling rota’ weeks set up. 

 

9. Select Exit from the toolbar to save the changes. 

 

 Note: Any changes to staff and availability will update on the first day that the rota template is 
next in use (i.e first day of Week 1 etc). If you need the changes to appear immediately, 
remember to Update the Calendar in the Rota Template. 

 

Need Further Training? Contact us to speak about our system training options 
by calling 0208 2515100 or emailing sales@e-s-p.com.  

mailto:sales@e-s-p.com

