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Shift Management Process

• Shift Management helps organize the work schedules of employees in organizations 
with different shift timings.

• Shift Management includes two types of shifts: General Shift and Roaster Shift, which 
are assigned based on the organization's requirements.
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Shift Configuration
A Quick Walkthrough



How to allow the General/Roster shift to Employee?
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• User can assign General Shift by selecting Is Shift Roaster Applicable as No.
• User can assign Roaster Shift by selecting Is Shift Roaster Applicable as Yes

Employee Details 



How to create a General/Roster Shift?
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• On submission, the shift is created and 
reflected in the shift master list view.

• General and Roaster shift can be created 
by selecting Shift Type.

Enter the Shift Name, In/Out 
Time, Status and Shift time

Click here to create 
the shift

Shift Master
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How to create the Duty Area? 
• Admin can create Department wise Duty Area. By selecting the Area of Duty and Area of 

Duty Code, admin can create the Duty Area.

Select the “Area of Duty” and “Area 
of Duty Code”

Click here to create the area 
of duty

Duty Area Master
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How to create the Working Designation?
• Admin can create Department-wise Working Designation. By selecting the Working 

Designation and Abbreviation, admin can create the Working Designation.

Select the “Working Designation ” and 
“Abbreviation”

Click here to create the working 
designation

Working Designation Master



Shift Roster Preparation 
A Quick Walkthrough



It facilitates admin to view Employee and dates in one single screen
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• Admin can prepare shift roster weekly and period wise.  
• Prepared shift roster can be forwarded to next week.
• To prepare roster, admin has to just select duty area and click on any of these actions – Submit, 

Forward, Submit and Forward.

Shift Roaster

Select duty area

Click here to forward the 
roster to next week

Click here to create and forward the 
shift roster to next week

Click here to submit roster 
for selected week

Note: Roster cannot be defined for past dates



MIS
A Quick Walkthrough
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Duty Report

• Admin can view the employee wise report for selected time duration.
• The report contains employee name, Duty Type, Duty Date and Day with Shift details. 
• In and Out time also visible for each employee duty.
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Monthly attendance Report

• The monthly attendance report provides a detailed overview of each employee's attendance.
• The attendance of the employees in the report is marked as “P”, “A”, and “PP”.
• Attendance marking represent as 

• “A” indicates “Absent”
• “P” indicates “Present”
• “PP” indicates “Partially Present”
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THANK  YOU


