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Workforce Deficits Report
Quick Guide

• Hover over ‘Reports’
• Select ‘All Reports’
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• Click on ‘Workforce Deficits Report’

Once you have selected all the filters required, 
click on ‘Run Report’ to bring up the results or
click on ‘Export’ and select which file type from 
the drop down.

The Workforce Deficits Report can show a 
range of different filters. For example, you can 
tick the Allocation Status box and select from 
the drop down below to bring up different shift 
types. You can filter for Staff Type, Rationale 
Type, Skill Type, Skill Group and Shift Type to 
bring up the information you require just by 
ticking the box and selecting your filters.

If you wish to change the dates or filters of the 
report; simply click on the Cog icon to open the 
Report Configuration screen. You can export this 
report to PDF, Excel or Word. You can also print or 
copy and paste the results into your required 
program.
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This report displays the following information:
- Shift Date
- Department
- Rationale
- Skill Type
- Shift Type
- Grade Code
- Staff Type
- Staff Name
- Shift start and end time
- Total shift hours
- Allocation Status
- Who the shift was requested by and on which date
- Who approved the Agency if applicable


