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Logging in to Employee Online 
 

 

LOAD INTERNET  EXPLORER 

 
EOL can be accessed via the staff intranet:  

 
The employee online homepage will come up. 

 

 

1. Enter your 

Username 

and Password 
 

 

 

 

 
 

 
 
 
 
 

2. The first time you login, you will 

be prompted to change your 

password. 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 

 
 
 
 
  

 

 
 

 
 

 
 

Viewing Your Roster 
 
 
 

 
1. Your roster will 

automatically 

appear when you 

log in. To return 

to this click on 

‘View Roster’ 

2. Use the navigation arrows to scroll 

period view backwards or forwards 

 
 
 
 
 
 
 

3. Click in the Select Date 

box to open the calendar. 

Use this to navigate to a 

different View Date. 
 

 
 
 

TIP: Duties are displayed in green; nights in dark 

green. Duties in other units are displayed in 

yellow. Rest shifts are shown in dark grey. 

Unavailability (absence and activity other than 

standard duties) is displayed in grey. 
 
 

4. Click on the Duty or an 

Unavailability to view more 

details 



 

 

 
 

 
  
 

 
 

 
 

 
 

 
 

 
  
  
  
 

 
 

 

Requesting Duties / Study Days 
 
 
 

 
1. Click on Request a 

Duty from the left 

hand menu 
 
 
 

 
2. Select the 

appropriate roster 

you wish to make a 

request for 
 
 
 
 
 
 
 
 

2. Click on the day 

you wish to request a 

duty 
 

 
 

4. A selection of available duties and rest 

shifts appear. Click on the required shift/ 

day off.  
 



 

 

 
 

 
  
 

 
 

 
  
 

 
  

 

 
 

 
 

Requesting Duties / Study Days continued……….. 

1. To request a 

Study Day, click on 

the date you wish to 

make a request for 
 

 
 
 
 
 
 

3. Select the required 

option from the drop 

down box 

 
 
 

 
2. Click on Request 

Study Leave 

 

4. Enter the Duration 

(Number of days) 
 

 

 

 
 

5. Click on Submit 

request 

 
 

 
6. The request will appear 

on your calendar. Click on 

request to view details and 

status 
 
 
 
 



 

 

 
 

 
  
  
 

 
 

 
  
 

 
 

 
 

View / Edit Requests 

1. Click on the remove 

link to delete a request 

 
 
 

 
The cap icon indicates 

that this is a Study day 

Request 
 

 
The ‘R’ indicates that 

this is a Request 
 

 

The star icon indicates 

that this is an ‘In 

Charge’ duty 
 

 

Requests with Warnings 
 

 
 
 
 

1. If the duty or study 

day request breaks a 

rule, a warning or 

violation will appear 
 
 

  
 

 

 



 
 

 

View / Request Annual Leave 
 
 
 

 
1. Click on Annual 

Leave from the left 

hand menu 

 
 
 
 
 
 
 
 
 

You can view your annual leave entitlement for 

the year and what is remaining  

 
 

 

A Summary of your 

annual leave is visible. 

Icons show the leave 

status: Approved, 

Cancelled or requested.  
 
 
                                                                                                                                                                                                                                                              
 
 
 
 
 
 

Your request will be displayed 
 

 
 

 

Tip: To remove the 
request click the 
delete icon 
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View / Request Annual Leave continued 
 

 
 
 

2. Enter the duration in 

days or enter details as 

appropriate for a part 

day 

 

 
 

 
 
 

3. Click Submit Leave 

request.  
 
 
  

 
 
 
 
 
 
 



 

 

 
 

 

 
 

 

View Timesheets 
 
 

You can view Historical 

Timesheets held in  

Healthroster under the 

Timesheets Tab . 
 

 

1.  Click on the 

relevant period 
 
 
 
 
 
 
 
 
 
 
 

2. Drag and drop 

duties/unavailabilities to the 

timesheet bar at the bottom. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

 

 


