C

Manage shifts,
one or many

Add, change and remove shifts, singly
or in bulk




@ ciicktheday

Attendance

My Restaurant — who worked, when, and what still needs you.

DEPARTMENT

General v

PEOPLE ROSTERED EACH DAY

SHOWING FIND
Last 7 days Previous month This montn Q F
7 6 (-]
# Current clock-ins - 0
Schedule & attendance - 7 people - 4 departments
TODAY | M T w T F s s ] T w

O 11 12 13 14 15 16 17 18 19 20 21

v @ General Default 3 people

Dexter Sol
EMP-0005 - no set hours

Mornig Shift - 4 days

Staff One
Senior Software Engineer - n...

Set duty

Staff Two
Geodrapher - 08:00-20:00 -1... "™ —— 1 e |

0 Choose Next 4 weeks

o Click the person's day

5 6 2 4 4 a 5 4 4

22 23 24 25 26 27

{© OT approvals -] Clock in someone o5 Setup

Collapse all Expand all  Select
w ;5 F s s ™M T w T F

s
26 20 30 31 01 02 03 04 05 08 07 CEFT

OFF OFF

OFF OFF OFF
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© Addashift

wive b1

J'i"

-

Staff One
Wednesday, October 14

THIS UNIT RUNS

2]
l

® Mornig Shift 05:00-13:00
® Qvian Office Hours 08:00-16:00
@ Morning Late 09:00-17:00
@ Afternoon Shift 13:00-21:00

@ Grave Yard

Custom hours...

21:00—05:00

| when the day happens,

o Click + Shift

e Pick a preset

© 1t saves at once
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a Open the shift

AL

Staff One

Wednesday, October 14 FLE ROY

6
DAY RECORDS

Rostered

O
l Qvian Office Hours 08:00-16:00 change

allen ]
Overtime
T

.
ored Still to come. Roster it now; the hours get recorded when the day happens,

or you fix them here afterwards.
b

—
"o W
» Day off

"4
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0 Click the rostered shift
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o Change it or take it off

and Qvian Office Hours 08:00-16:00 close

'—P

Overtime
@ Mornig Shift @ Qvian Office Hours
05:00 -13:00 08:00 -16:00

Morning Late @ Afternoon Shift
09:00 - 17:00 13:00 - 21:00

@ Grave Yard
21:00 - 05:00

From 09:00 to 17:00 lJl Take it off

< Repeat this on other days

' i B

ﬂ Pick another preset
e Click Change it

e Or Take it off
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a Repeat on other days

— Hide repeat
Hock-
@ (2
[s ™ m T F s |unti] :1-10-206 B
aren Morning Late 09:00-17:00, every Tue Wed, until Oct 31— 5 days.

‘ Roster those days :

o Tap the weekdays

e Set until

° Click Roster those days

© Days with a shift already are left alone
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° Start selecting

—

Schedule & attendance - 7 people - 4 departments Collapse all  Expand an ' Select
TODAY M T w T F S S M T w T F s s M T w T F s s M T w T E s

WHO LEFT

11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 01 02 03 04 05 06 07

v @ General Default 3 people

Dexter Sol
A S — —
EMP-0005 - no set hours OFF OFF OFF OFF OFF OFF OFF OFF OFF —
Mornig Shift - 4 days
Staff One
Senior Software Engineer - n... D .
Set duty
Staff Two
0 * E—
Geographer - 08:00-20:00 - 1... OFF || OFF OFF || OFF OFF || OFF OFF || oFf —
Afternoon Shift - 4/6
! | needs you |8h worked & settled (- = two stretches) A absent L leave :8h! hours and a shift, not joined OT overtime nobody took nothing recorded not a working day . the shift (what was planned) — hc for its name
( ™

Expand all | Select

0 Click Select

06 07 LEFT
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Tick people and days

Select cells, employees or dates. Paid days are locke Collapse all Expandall Done selecting
8|8 De' BENE E B @ B 8faEEIE B B 8 BlEREFE B @ B 8 B ETE

(2 wHo TODAY M T F s s M T w T F s s M T w T F s s M T w T F s  LEFT
11 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 01 02 03 04 05 06 07

v @ General Default 3 people

() Dexter Sol

EMP-0005 - no set hours ———— e — e o = —m— S e — o = = —mun —— - —— o e 7 e _

Mornig Shift - 4 days
0 ' staff One
Beoipkiieant & ........-.

Set duty
) staff Two
3 . — — — S— — — e S—— S— — — S— S—
Geographer - 08:00-20:00 - 1... orF | | oFF ofF | | oFF oFF | | orF ofF | | oFF -
Afternoon Shift - 4/6
I | needs you |[8h worked & settled (- = two stretches) A absent L | leave :gh! hours and a shift, not joined oT overtime nobody took nothing recorded not a working day . the shift (what was planned) hover for its name

click any cell to roster a shift or fix the hours & paid - locked

—
28cells - 1 emplo X

L=11]

© Tickaname o Mornig Shift - 4 days ee locked.

e Click Actions Staff One :] [3

enior Software Engineer - T

M
© Up to 500 cells at a time 2 13
Set duty

(1)
! '.;‘-nfl_]
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0 Choose the action

e 1 8h: hours and a shift, not join Add hours... dy took nothing rec

Fill gaps...

Roster shifts...
9 o Click Roster shifts...

Remove shifts... e Or Remove shifts...

Clear schedules...

28 cells - 1 employee X
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° Roster them all

Roster shifts
28 cells - 1 employee - 2026-10-11 - 2026-11-07

Hours

Qvian Office Hours - 08:00-16:00
9_, g Keep Regular

( Regular )
e Click Roster shifts

Note (optional)

0 Choose the Hours

o Days that already have a
shift are skipped

Adds to the selected dates. Existing regular shifts and overlapping shifts are skipped.

Cancel l Roster shifts
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@ Remove in bulk

Remove shifts
28 cells - 1 employee - 2026-10-11 - 2026-11-07

Remove

o ° Choose what to Remove
l Regular shifts

e Click Remove shifts

Only unworked schedules are removed. Clock-in history, paid days and standing duty are

kept. © Only unworked shifts go

s N
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Bulk never touches

Days already worked Paid days A person's standing duty



Done, with areceipt

A count, plus what was skipped and why

Roster shifts
28 cells :+ 1 employee - 2026-10-11- 2026-11-07

28 shifts updated - 0 cells skipped




