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Logging onto Rotageek 
 
*Please note you will need your mobile to hand and Microsoft authenticator installed* 
 
To access Rotageek via the desktop click here or access via colleagues connect and use the 
single sign on option and sign in using your AD credentials. 

 
 
                                             
Then follow the on screen instructions for the authentication or follow the Loggin in & 
Single Sign on (SSO) guide. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://midcounties.rotageek.com/Account/Login


  

 
 
 
 
 

Basic Navigation 
 
To the left of the screen is the toolbar which is used to navigate around the system 
 
 

                                  
  
 
Hover your cursor over the tool bar to open all the options. Simply click which screen you 
want to work on / access 



  

 

                                     
  
 

Viewing & requesting Leave 
 
Select the leave option using the tool bar, the below page will load 
 

 
 
Across the top are all the requestable leave types, with any requested leave and the status 
of the leave listed below. 
 
The annual leave box shows the allowance, this is your full years entitlement. Approved, 
these are the hours which have been requested and approved by your manager. Balance, 
these are the remaining hours which are still available to be requested. 



  

 

                  
 
 
 
 
 
 
 
To request leave, use the request leave button in the top right of the screen  
 

                             
 
This will open a window, where you are able to select the leave type from a drop down 
 

             
The leave types will show you your remaining balance within the list 
 
 



  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the start date of the leave from the calendar by clicking into the start date box 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
 
 
 

                                 
 
You will then have the option to select All day, Partial or Longer 
 

 
 
 
 
 



  

 
 
 
If selecting partial, you will need to enter the start / end time of your leave 
 

          
 
If selecting Longer enter the end date using the calendar by clicking into the end date box 
 

 
 
 



  

 
 
 
If you are trying to request leave for a period where you already have a leave type present  
or you have insufficient leave remaining you will receive an error, and will not be able to 
complete the request.  
 

 

 
 

Viewing your schedule 
 
You land on your schedule when you first log into rotageek, or you can access via the tool 
bar if you have navigated away. 
 

                    
 
 
 
 
 
 
 
 
 
 



  

 
 
 
Your schedule is shown in a monthly view, with the option to change the date in the top left, 
print the schedule and change to yearly view in right. 
The total weekly scheduled hours will be shown down the right hand side. 
 

 
 

Viewing your timesheets 
Your timesheets show your time and attendance records which are sent to payroll weekly. 
You can access your timesheet by hovering over the tool bar on the left and selecting 
timesheets 
 

                          
 
You can change the week in view by using the arrows or clicking into the date in the top 
right corner, use the view button to customise what you see on your timesheet. The status 
of your timecard in the top left showing if this has yet been sent to payroll. 
 
 
 



  

 
 
 

 
 
Down the right-hand side shows the total scheduled hours, hours worked, hours marked as 
absence and any amendments. Along with your contracted hours and total hours recorded. 
 

 
 


