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Setting up the App

Before You Start

Before you follow this guide, make sure you:

e have access to your NHS email address, if not, contact IT.
e know your Employee Online login details, which should have been emailed to
you upon starting your role, if not, contact E-Rostering.

You will also need:

e aniPhone or an Android phone.
e a stable internet connection.

Installing Loop

Search for “Loop” in the App Store (if you are on iPhone) or on the Google Play Store
(if you are on android) and install the app shown below.

Step 1 Step 2

Q loop [}

Allocate Loop
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Creating an Account

Step 1

IOOP

Welcome to Loop

Please select from one of the
options below

After installing and opening the app, you will be presented by the screen shown.

If you meet these requirements, proceed to sign up.

Step 2 Step 3

[OOP

\

Stay Organised and
Connected with Loop
To create a Loop account you will need a

personal email address, phone number and
the name of your crganisation

r—
»i
Continuo al

Go Back

[NHS|

The Queen Elizabeth
Page 3 Hospital King's Lynn
NHS Foundation Trust



Step 4

Cancel @ nin.allocate-cloud.couk = ¢

@ALLOCATE

Legin SignUp

— Your NHS Email Address
D Create a Password
4t First Name
D — Last Name

e e A2 Tick to Accept the ToS

Login with phone number

(]

Once you arrive at this screen, enter your correct details, and sign up for the account.

Step 5

You'll shortly receive an email
to verify your registration
details.

Once yeu verify your emal, please
refrosh this scroen.

1 did not receive the email

ancol

After signing up, a verification link will be sent to your NHS email.
If the email doesn't arrive after a few minutes, check your spam folder.
If it's not there, press the “I did not receive the email” button on Loop.

If the email still doesn't arrive, restart from Step 4, and ensure you've entered the
correct email address.
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Step 6

& entity-prod.eu.auth0.com

@

Email Verified

Your emall address was successtully verified,

Upon receiving the verification email, press the “Verify Email Address” button, and it
should display the message “Email Verified”, as shown in the images above.

If it does not display this message, restart from Step 4, and ensure you verify the
email address as soon as you receive the email.

Step 7 Step 8

Y
AL L

“Loop™ Wantls to Use
“allocate-cloud.co.uk” to

Your details have been
successfully verified

You are nea 0od and

Connect to your organisation
-
oct ot
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Step 8

< Connect to Organisation

Please search then select for your organisation
from the list

2 quaen ef -]

P
I[ The Queen Eizabeth Hospital King's Lynn |~ X

el elizabeth elephant
gwe r t yuiop

asdf gh j kI
4 z x c v.bnm @&

@ ¢

Once you reach this screen, search for “The Queen Elizabeth Hospital King’s Lynn”

and click the result.

Step 9

L4 Connect to Organisation

The Queen Elizabeth Hospital
King's Lynn

Enter yaur loqin detais for your EmpleyesOnline
ar HealthRaster account

A

User name

a

Your Employee Online Username

Your Employee Online Password

After seelcting the organisation, enter your Employee Online details and press connect.
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Step 10

Connect to Organisation

A connection to your
organisation has been
created

-

Calendar

View your personal, location and team
IMHLars” rOSTNS

Push Notifications

Kitwsf Miss A iMPOrTant uncdate. v push
e 1o year ph

.

[emteres J—

ane

Using the App

Logging into Account

Step 1

|OOP

‘Welcome to Loop

Plaase seWct from one of the
options below

Sign Up

Login

Step 2

“Loop"” Wants to Use

“allocate-cloud.co.uk" to
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Step 3

Cancel @ nin.allecate-cloud.couk =& O
BAALLOCATE

Login Sign Up

S R—
h

Forgotten your password?

Login with phane number

th

Your NHS Email Address
Your Password

Once you arrive at this screen, enter your correct details and log into your account.

Step 4

Cancel @ file.allocate-cloud.couk =

@ALLOCATE

Provide your mobile number to access your
account easier in the future

Invalid phore number: ~44

After logging in, you may be presented with this screen.

You may add your phone number if you wish, as it will allow you to use it for logging

n.

But this is optional, you may also skip this step.
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Viewing your Shifts

Home Screen

|QOP Q
Newsfeed
What's o0 your mind? (0]
Tocay Thurs
Day Day
Q.. |.
No Rosults
s(0)@ o o
—

After logging in, you will be presented with this screen.

This shows your shifts for the next 7 days, as well as news and updates from yourself
or your colleagues.

Press the calendar icon to view the full shifts calendar.

(Continued on next page)
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Shift Calander

June 2025 v || G— e ———
ocation

Last updated: 11/06/2025 a1 09:48 Q

w23 2 3 4 s 6 ? 8

w2a 9 0 o 2 1B 15

2 2% %9 23 e

w2s e ” 18 19 20 n 22

M

w26 23 24 25 26 2 28 29

e B8 @ B 0

This is your shift calander, that will display your shifts day by day, for the whole
current month.

To change the month that's showing, swipe left (to view previous month) and right (to
view next month.

You can also press the top left date dropdown button, that will open up an empty
calander, of which you can select which month you can view. It will update by

pressing apply.

(Continued on next page)
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Shift Details

€ June2025 v i

T
wae 8 0 @ 12 o3 e

9 £ —
Wad, 11 Jun 2025

o
Day
@ 02:00-16:00

Rest Time
Assignment Number
Work Unit
Assignment Unit

Ieon Key
@ Has Adjusted Times

Assigned Statt

Personal Team Location

1%

Waork Time 7h 30m

(30m)

By clicking on a shift in the calander above, you will be presented by this screen.

Here you will see more detail about your shift, including the work and rest time, as

well as the colleagues you will be working with.
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Viewing Annual/Study/Other Leave

June 2026 v o = =0
=B - e
M T ow T r 3 3

o

Last updated: 11/06/2025 a1 09:48

w2 . 1
w23 2 3 a4 5 6 7 8
- - - -

wa 9 w0 @ 2 13w s

250 | Beoc | Booc | 2cl

w2s 16 ” 8 1% 20 2 22

e

w26 23 24 25 26 k4 28 20

—9

@ 8 @ B 0

Step 1

Rester Actions

@ clock Injow

P
T Request Annual Leave || @

P
W Request Study Leave <
P

H

(B Request Other Leave <

W Request Duty

Racerd Avalasility

@ Relresh Calendar

To view leave, press the + button at the bottom right of the calender, shown in the first

image above.

This will open the screen shown in the second image above.

Here you can select what type of leave you need.
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Step 2

< ey a + < Leave L3 +

m Study Other 12 May 2025-31 Mar 2026
Entitlement Balance

Entitlements Annual Leave

e, Annual Leave > 1 EFLTMSnt a0 7Y TENNS 83 20 dars
€ 2378y 1 , 1€ Days
Ul \ Requested

[.;_ Arnnual Leave
22'7 d ° Appraved

-
O

Base 2774
Carry Forveard o
In Liey o
Continuous Service o
Adjustment Amount o
Total 2774
Episodes
Appraved =] in 7 days ]
Annual Leave

913 Jun 2025, 07:00-23:59

Approved & CETD
Bank Holiday Leave
025 Aug 2025, 07:00-23:59

Appraved & CEIITS

Rank Halidau | asus

After selecting the type of leave, click the first button shown in the first image above.

This will take you to the screen shown in the second image above.

Here you will see all the details regarding your used up and remaining leave, as
well as a log of the days you've already used.

(Continued on next page)
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Requesting Annual/Study/Other Leave

< Leave

Entitlement Balance

2274 @
©

Base

Carry Forvard

In Liey

Continuous Service
Adjustment Amount
Total

Episodes

Appraved
Annual Leave
@13 Jun 2025, 07:00-23:58

Approved
Bank Holiday Leave
025 Aug 2025, 07:00-22:69

Appraved
Rank MHalidsw | esuns

12 May 2025-31 Mar 2026

3o

Requested
Appraved

Taken

-] > days ]
& CHITD

& CEIIT

To request for leave, make sure you're on the screen shown in the first image above.

Once here, press the + button in the top right and it will open the leave request form

shown in the second image above.

Ensure the start and end date are correct (click them to change the date).

4 Request Annual Leave
Annual Leave
Full day [ ]

Pa—— P
Wed, 11.06.2025 «

ied, 11.06.2025

[j

P "
1duties to be cancelled

Also specifiy the reason for the leave request, leaving a note is optinal.

Finally, press the “Submit request” button.
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Requesting Bank Duties

Step 1 Step 2
loop 2
Newsfeed
B What's oo your mind? (0]
Tocay Thursaay
Day Day
° Q02.00-%:00 Q08001600
No Resuits
Settings and Support
Olrgamr.alion Controls
oo )
v/ W Polickes
& o B 2 ® @ © o
Available Bank Duties
{ fvadable Bank Duties .
DE/04/2023 - INOH2023
The, 06 Apr 2023
B
Torvi Orthopaedic...
@ 20:00-0830
Work Time 11h 30m
Rest Time 1h
Work Unit Torvi Orthopaedic Ward|
Grace Type RNI Sat, 22 January 2022
Referenced 042303380
een Koy o
%, Bank duty TRAUMA & ORTHOPAEDICS
o -
Fri, OF Apr 2023 m —
LD
Torvi Orthopaedic...

Here you will be shown all the available bank duties (in the first image above), of
which you will be able to select and make a request.

Select the shift you would like to request, and press “Book Duty”, which will open the
screen shown in the second image above, of which you can confirm the booking.
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