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VIEWING SHIFT SCHEDULES 

YOU CAN ADJUST YOUR VIEW OF EMPLOYEE SHIFT SCHEDULES TO SUIT YOUR 

PURPOSES. HERE’S HOW: 

• ROLES: SPECIFY WHICH ROLES YOU WANT TO VIEW. 

• TIME FORMAT: VIEW AN EMPLOYEE'S TOTAL HOURS IN DECIMAL NUMBERS OR HOURS 

AND MINUTES. 

• DATE LETS YOU SELECT THE WEEK YOU WISH TO VIEW. 

• COPY SHIFTS LETS YOU COPY EMPLOYEE SHIFTS FROM ONE WEEK TO ANOTHER. 

• IMPORT ALLOWS YOU TO IMPORT A SCHEDULE CREATED ON AN EXCEL SPREADSHEET. 

• SHOW ALL SHOWS ALL EMPLOYEES AND THEIR SCHEDULES. 

• HIDE EMPTY HIDES EMPLOYEES WITH NO SHIFTS THAT WEEK AND OVERRIDES SHOW ALL. 

• INCLUDE TOTAL WAGES SHOWS OR HIDES A COLUMN WITH EMPLOYEES’ TOTAL WAGES 

FOR THE WEEK. 

• DISPLAY ROLES SHOWS A COLUMN WITH EMPLOYEES’ ROLES. 

• EXPORT EXPORTS THE SCHEDULE AS A PDF OR EXCEL SPREADSHEET. 

• SHIFTS SHOWS EMPLOYEES’ SCHEDULES BY SHIFT TIME. 

• HOURS SHOWS EMPLOYEES’ SCHEDULES BY THE NUMBER OF HOURS SCHEDULED. 

• WAGE/FORECASTING LETS YOU VIEW PROJECTED PAYROLL AND SALES BY DAY. 

• BREAKS SHOWS EMPLOYEE BREAK TIMES RATHER THAN THEIR SCHEDULED WORK HOURS. 
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CREATING SHIFT SCHEDULES 

CREATING SHIFT SCHEDULES HELP YOU OPTIMIZE AND PLAN EMPLOYEE HOURS. 

1. IN THE MANAGEMENT CONSOLE, CLICK ON THE SCHEDULES TAB. 

2. NEXT, USE THE CALENDAR TOOL AND SELECT THE DATES FOR CREATING A SCHEDULE. 

 
3. UNDER THE DESIRED DATE, CLICK THE BOX TO THE RIGHT OF THE EMPLOYEE NAME. 

SELECT ADD NEW, AND FILL IN THE SCHEDULED HOURS OF YOUR EMPLOYEE. BY 

CLICKING ADD NEW, YOU CAN CREATE ANOTHER SHIFT FOR THE SAME DAY. LASTLY, 

CLICK SAVE. 
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CONFIGURING YOUR SCHEDULING EMAIL 

ONCE A SCHEDULE HAS BEEN MADE, YOU CAN SEND AN EMAIL TO YOUR 

EMPLOYEE. YOUR EMPLOYEE CAN THEN CHOOSE TO CONFIRM OR REJECT THEIR 

SCHEDULED SHIFTS. 

BEFORE YOU CAN EMAIL SCHEDULES, YOU'LL NEED TO SET UP AN EMAIL ADDRESS 

FOR SCHEDULING. IF YOU DON'T CONFIGURE AN EMAIL FOR SENDING OR 

RECEIVING SCHEDULE NOTIFICATIONS, YOU WON'T RECEIVE ANY REJECTED 

SCHEDULE NOTIFICATIONS. 

FIRST, YOU'LL NEED TO MAKE SURE YOUR DEFAULT EMAIL IS CONFIGURED ON THE 

SETTINGS TAB. YOUR DEFAULT EMAIL IS THE ONE THE SYSTEM WILL USE TO SEND 

EMAIL RECEIPTS TO CUSTOMERS. IF YOUR DEFAULT EMAIL IS ALREADY SET, YOU 

CAN SKIP THIS FIRST PART. 

1. IN THE MANAGEMENT CONSOLE, GO TO THE SETTINGS TAB. 

2. CLICK CLEAR SELECTIONS 

3. IN THE SEARCH FIELD, TYPE DEFAULT EMAIL. 

4. CHECK DEFAULT EMAIL IN THE NAVIGATION MENU ON THE LEFT. 

5. FILL IN YOUR EMAIL CONFIGURATION: 

o IN THE FROM FIELD, ENTER THE EMAIL ADDRESS THAT WILL APPEAR ON THE DIGITAL 

RECEIPT. 

o ENTER THE SMTP HOST AND SMTP PORT (IF YOU DON'T KNOW THESE, YOU CAN 

USUALLY FIND THEM WITH A GOOGLE SEARCH). IF YOU ARE SENDING RECEIPTS 

FROM A GMAIL OR GOOGLE SUITE EMAIL, BE SURE TO USE SMTP PORT 587. 

o IF YOU ARE SENDING RECEIPTS FROM A GMAIL OR GOOGLE SUITE EMAIL, CHECK USE 

TSL. 



Shift Schedules 
 
 

5 
 

o UNDER ACCOUNT, ENTER THE EMAIL ADDRESS YOU WILL USE TO SEND RECEIPTS. 

o ENTER THE PASSWORD FOR THE SAME EMAIL ADDRESS 

 

6. CLICK SAVE. 
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EMAILING SCHEDULES 

WHEN YOUR SCHEDULING EMAIL IS CONFIGURED, YOU'RE READY TO SEND 

SCHEDULES. YOUR EMPLOYEE CAN THEN CHOOSE TO CONFIRM OR REJECT THEIR 

SCHEDULED SHIFTS. 

1. IN THE MANAGEMENT CONSOLE, CLICK THE SCHEDULES TAB. 

2. AFTER YOUR EMPLOYEE'S SCHEDULE IS CREATED, CHECK THE BOX ON THE LEFT SIDE OF AN 

EMPLOYEE. 

3. THEN, CLICK SEND EMAIL IN THE BOTTOM LEFT CORNER. 

 

 

THE EMPLOYEE WILL THEN RECEIVE AN EMAIL WITH A LINK TO VIEW THEIR SCHEDULE. 

BEFORE YOUR EMPLOYEES CAN ACCEPT OR REJECT THEIR SCHEDULE, THEY WILL HAVE 

TO LOG IN USING THEIR PIN NUMBER. BELOW IS A DESCRIPTION OF THE DIFFERENT 

SCHEDULE COLORS: 
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COLOR   

WHITE NO EMAIL SENT 

YELLOW EMAIL SENT 

GREEN EMPLOYEE ACCEPTED SCHEDULE 

RED EMPLOYEE REJECTED SCHEDULE 
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COPYING SHIFT SCHEDULES 

YOU CAN COPY AN ENTIRE SCHEDULE OR A SINGLE EMPLOYEE’S SCHEDULE FROM 

ONE WEEK TO ANOTHER. PLEASE NOTE: ANY SHIFTS YOU COPY WILL OVERWRITE 

SHIFTS THAT ALREADY EXIST IN THE TARGET WEEK. 

TO COPY THE ENTIRE SCHEDULE FROM ONE WEEK TO ANOTHER: 

1. CLICK COPY SHIFTS: 

 

2. ON THE POP-UP CALENDAR, SELECT THE WEEK TO WHICH YOU WANT TO COPY THE 

SCHEDULE: 
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3. CLICK COPY. 

 

 

TO COPY AN INDIVIDUAL EMPLOYEE’S SCHEDULE TO ANOTHER WEEK: 

1. CHECK THE BOX NEXT TO THE EMPLOYEE’S NAME. 

2. CLICK THE COPY SHIFTS BUTTON BELOW THE EMPLOYEE COLUMN: 

 

3. ON THE POP-UP CALENDAR, SELECT THE WEEK TO WHICH YOU WANT TO COPY THE 

EMPLOYEE’S SCHEDULE: 
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4. CLICK COPY. 

 

PLEASE NOTE: IF AN EMPLOYEE ROLE WAS RECENTLY CHANGED, CHECK IF THE SHIFT YOU ARE 

COPYING HAS THE CURRENT ROLE ASSIGNED. OTHERWISE CREATE A NEW SCHEDULE FOR THIS 

EMPLOYEE OR ADJUST THEIR ROLE AFTER COPYING. 
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SHIFT SCHEDULE DETAILS 

YOU CAN CHANGE THE SCHEDULE VIEW DEPENDING ON THE SETTINGS YOU 

SELECTED ON THE EMPLOYEE SHIFT SCHEDULE PAGE. 

• SHIFTS 
o THIS VIEW DISPLAYS THE STANDARD SCHEDULE VIEW 

▪ EMPLOYEE 

▪ TOTAL HOURS 

▪ TOTAL WAGE 

 

• HOURS 
o THIS VIEW DISPLAYS THE STANDARD SCHEDULE VIEW AS WELL AS THE TOTAL 

HOURS THE EMPLOYEE HAS WORKED SO FAR THAT WEEK 
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• WAGE/FORECASTING 
o THIS VIEW DISPLAYS THE STANDARD SCHEDULE VIEW AS WELL AS: 

▪ WAGE TOTALS: THE TOTAL WAGE EARNED BY THE EMPLOYEE FOR THAT 

WEEK (BASED ON SET HOURLY WAGE AND HOURS WORKED). 

▪ FORECASTED SALES: HERE YOU CAN ENTER THE EMPLOYEE'S 

PROJECTED SALES FOR THE WEEK. 

▪ MEAN SALES: THIS IS THE NET AVERAGE OF THE EMPLOYEE'S LAST 

FOUR WEEKS OF SALES. 

▪ FORECASTED LABOR COST %: THE PROJECTED LABOR COST 

PERCENTAGE. 

▪ MEAN LABOR COST %: THE AVERAGE LABOR COST PERCENTAGE 
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• BREAKS 
o THIS VIEW DISPLAYS THE STANDARD SCHEDULE VIEW AS WELL AS ALL BREAKS 

TAKEN (DEPENDENT ON CLOCK OUT PERFORMED ON THE POINT OF SALE) 

 

 


