TEAM MANAGER - SETTING UP A ROSTER
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Simple Roster
Example used is 11:3 for the entire season

1. Hover on Setup and click on Team Manager:

Setup -~ | Logout

I My Details 3 I

Login as Others

Team Manag

2. Select the team member:
Team Manager

Search Job Tise Access Levsl Team Remunsration Type Pay Frequency Empiayes Type Location
—all - - al o | [ can- . ol

E
acis o - |
———

Actions (selected) =

[ TeamMember JobTile AccessLevel Team Emoil] Usemome IRD Number  Dally Coniracted Hours  Remuneration Type  Pay Frequency  Gross Annual Remuneration  Employee Type  Locationis]  Actions
[ Elizabetn Green Administrator Lz - salary fartnighity - Admin only T @ ©

- & | ceoge Hamion pm goemgoggmsloom i Gege | 123455728 | 000 ooy — [ Fulime thae 2 ©
O Hany Brown REIEt ot Mikar [anEEAQENMEONT iy gpa3 - wages fannigaly - Casual EY 2 oo
[0 dane Smin prertOl . Jorneh mEa@ErMA O 41120233 10.00 wages formionty 76756.00 Fulkime R A ]

The following screen will appear:

] Employment Details I Payroll I Leave I Payroll Audit I Notes T Reminders I user Files T skills I Preferences I

Usermame - * George
Password: * minimum 8 characlers (minimum 2 numbers, case sensiive)
First Name:* George
LastName - * Hamilton
Empioyee Type : *| Fulltime B
Remuneration Type :* | salary -
Emai Address | george@amail com
Job Title - Farm Manager
Toam: | no team -
Primary Location : | Walhou Farm v

e elact Son plions

Access Level:| Farm Manager -

Health and Safety Responsibilty Level | manager B

Roster display colour .

Hide rostered days off - @
Exclude from Rosters and Tasks (]
Pay Week Ending Day : | Sunday -
Exclude from dashboard )
Access Tmasheet Viewer Report [ * Iis oveides access level
Timeshest Supervisor : (]

3. Click on the Employment Details tab:

Edit Team Member. George Har

General Employment Details ] Payroll I Leave I Payroll Audit l Notes I Reminders I User Files I skills l Preferences I

IRD Mumber | 123-456-780

Employee Code
Tax Code | M |
* Start Date - | Jun 20 2018 *®
Date Entitied To Sick Leave : | Dec 20 2018 X (casual employees nol enfilied {0 sick leave)
Temination Date x
Employee KiwiSaver Contribution : 4 %
Employer KiiSaver Contribution : 3 %
Kivisaver Status | Active KSMember v |
Kivisaver Opted Cut Date. x
PayFrequency [fonmgnty  + |
= Gross Annual Remuneration || 60400.00 (total package value)
Amount Bayable [ Pay Reriod : 2323.08
* Humber of Weeks Holiday Enftiement : 4 (only leave tnis fleld as zero ifhe employes is  Casual Employs
*Rostered Days On | 4.08 B8 (click o calculate) @

“Rostered Days Off
*Daiy Gontracted Hours : | 10.00

& (click 1o calculate)

* Weekly Contracted Hours ;| 56.22 B (clck o calculate)
* Actual Hourly Rate Paid ;| 20.6606 B (clck o calculale)
Minimum Hourly Rate :|0.00 (leave this blank to use default rate of 17.70)

Sick Day entitiement for the full year : | 5

Maximum number of sick days available ;| 20
Latest pay change : Jul 15 2019

Latest pay period start  ul 20 2019
Latest pay pericd end : | Aug 11 2010




4. Click on the calculator icon in line with the Rostered Days On field:

* Rostered Days On© 2.5 [ dpick to calculate) @
* Rostered Days Off - 1 B (click to calculate)

The following screen will appear:

Year: Jun 012019 to May 312020

Total | Period 1 o+
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTO during the period
b 4 —

5. Change the Year if applicable:

Year . Jun 012019 fo May 312020 ¥

Total | Period 1 +
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTQ during the period
x —_—

% clear all [ save B save to user

6. Enterin the first period of the Roster, i.e. 11:3:

Year: Jun 012019 to May 31 2020

Total | Period 1 +
Start date Jun 01 2019
End date Jun 14 2019
Roster days on 1 1" u|
Roster days off 3 3
No. of RTO during the period | 3.00 | 3
» —




7. Click the arrow icon to carry this roster over the entire season:

Year . Jun 01 2019 to May 31 2020 v
Total | Period 1 +
Start date Jun 01 2019
End date

Jun 14 2019

Roster days on

1

1

o

Roster days off

Mo. of RTO during the period | 3.00

The following screen will appear:

NB: You will see the roster of 11:3 is carried through to 31/05 of the following year

Year:| Jun 012019 to May 31 2020 ¥

Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period & Period 9 Period 10 Period 11
Start date Jun 012018 Jun 15 2019 Jun 29 2019 Jul13 2019 Jul27 2019 Aug 102019 Aug 24 2019 Sep 07 2019 Sep 212019 Oct 05 2019 et 192019
End gate Jun 142018 Jun 28 2019 Jul 122019 Jul 26 2019 Aug 092019 Aug 232019 Sep 062019 Sep 202019 Oct 04 2019 Oct 12 2010 Nov 012019
Roster days on 288 14 @ 1 (=] i o 1 1 @ 1 @ 1 o il @ 1 @ i @ 1 (=]
Roster days off B 3 3 3 3 3 3 3 3 3 3
No. of RTO during the period | 72.00 | 3 3 3 3 3 3 3 3 3 3 3
—_ —_ - - —_ —_
1
8. Click Save to User:
Year: | Jun 012010 to May 312020 ¥
Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period Period 7 Period & Period @ Period 10 Period 11
Start date Jun 012018 Jun 15 2018 Jun 26 2018 Jul 132019 1ul 27 2019 Aug 102019 Aug 242019 Sep 072019 Sep 212019 0Oct 05 2019 Oct 192019
End cate Jun 142019 Jun 28 2019 Jul 122019 Jul 26 2019 Aug 09 2019 AuUg 232019 Sep 06 2019 Sep 20 2019 Oct 04 2019 Oct 12 2019 Nov 012019
Roster days on 28 1 8] 1 o N o 1 a 1 8] 1 8] 1 o 1 a 1 8] 1 8] 1 o
Roster days off 2 3 3 3 3 3 3 3 3 3 3
No. of RTO during the period | 72.00 | 3 3 3 3 3 3 3 3 3 3 3
— — — — - — — — - — —




Alternating Roster
Example used is 7:2 7:2 7:3 for the entire season

1. Hover on Setup and click on Team Manager:

Setup -~ | Logout

I My Details 3 I

Login as Others

Team Manag

2. Select the team member:
Team Manager

Search Job Tise Access Levsl Team Remunsration Type Pay Frequency Empiayes Type Location
—all - - al o | [ can- . =

E
acis o - |
———

Actions (selected) =

[ TeamMember JobTile AccessLevel Team Emoil] Usemome IRD Number  Dally Coniracted Hours  Remuneration Type  Pay Frequency  Gross Annual Remuneration  Employee Type  Locationis]  Actions
[ Elizabetn Green Administrator Lz - salary fartnighity - Admin only T @ ©

- & | ceoge Hamion pm goemgoggmsloom i Gege | 123455728 | 000 ooy — [ Fulime thae 2 ©
O Hany Brown REIEt ot Mikar [anEEAQENMEONT iy gpa3 - wages fannigaly - Casual EY 2 oo
[0 dane Smin prertOl . Jorneh mEa@ErMA O 41120233 10.00 wages formionty 76756.00 Fulkime R A ]

The following screen will appear:

] Employment Details I Payroll I Leave I Payroll Audit I Notes T Reminders I user Files T skills I Preferences I

Usermame - * George
Password: * minimum 8 characlers (minimum 2 numbers, case sensiive)
First Name:* George
LastName - * Hamilton
Empioyee Type : *| Fulltime B
Remuneration Type :* | salary -
Emai Address | george@amail com
Job Title - Farm Manager
Toam: | no team -
Primary Location : | Walhou Farm v
Ofher Locsons s olact Some Options
Access Level:| Famm Manager -
Health and Safety Responsibilty Level | manager B
Rostor aepto coour: 1

Hide rostered days off - @
Exclude from Rosters and Tasks (]
Pay Week Ending Day : | Sunday -
Exclude from dashboard )
Access Tmasheet Viewer Report [ * Iis oveides access level
Timeshest Supervisor : (]

3. Click on the Employment Details tab:

Edit Team Member. George Har

General Employment Details ] Payroll I Leave I Payroll Audit l Notes I Reminders I User Files I skills l Preferences I

IRD Mumber | 123-456-780

Employee Code
Tax Code | M |
* Start Date - | Jun 20 2018 *®
Date Entitied To Sick Leave : | Dec 20 2018 X (casual employees nol enfilied {0 sick leave)
Temination Date x
Employee KiwiSaver Contribution : 4 %
Employer KiiSaver Contribution : 3 %
Kivisaver Status | Active KSMember v |
Kivisaver Opted Cut Date. x
PayFrequency [fonmgnty  + |
= Gross Annual Remuneration || 60400.00 (total package value)
Amount Bayable [ Pay Reriod : 2323.08
* Humber of Weeks Holiday Enftiement : 4 (only leave tnis fleld as zero ifhe employes is  Casual Employs
*Rostered Days On | 4.08 B8 (click o calculate) @

“Rostered Days Off
*Daiy Gontracted Hours : | 10.00

& (click 1o calculate)

* Weekly Contracted Hours ;| 56.22 B (clck o calculate)
* Actual Hourly Rate Paid ;| 20.6606 B (clck o calculale)
Minimum Hourly Rate :|0.00 (leave this blank to use default rate of 17.70)

Sick Day entitiement for the full year : | 5

Maximum number of sick days available ;| 20
Latest pay change : Jul 15 2019

Latest pay period start  ul 20 2019
Latest pay pericd end : | Aug 11 2010




4. Click on the calculator icon in line with the Rostered Days On field:

* Rostered Days On - 2.5 Iick to calculate) @
* Rostered Days Off - 1 &= (click to calculate)

The following screen will appear:

Year: Jun 012019 to May 312020

Total | Period 1 o+
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTO during the period
b 4 —

5. Change the Year if applicable:

Year . Jun 012019 fo May 312020 v

Total | Period 1 +
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTO during the period
b 4 —_—

6. Enterin the first period of the Roster, i.e. 7:2:

Year . Jun 012019 to May 31 2020 v

Total | Period 1 +
Start date Jun 01 2019
End date Jun 09 2019
Roster days on 7 7 |
Roster days ofi 2 2
No. of RTO during the period | 2.00 | 2

b 4 d




7. Click the Repeat Roster icon:

Year: Jun 012019 to May 31 2020 »
Total | Period 1 +

Start date Jun 01 2019

End date Jun 09 2019
Roster days on T 7

Roster days off 2 2

Mo. of RTO during the period | 2.00 | 2

b 4 —

8. Click the arrow icon:
Year ;| Jun 01 2019 to May 31 2020 »
Total | Period 1 o+
Start date Jun 01 2019
End date Jun 09 2019
Roster days on 7 7 ]|
Roster days off 2 9
Mo. of RTO during the period | 2.00 | 2
b4 | — |

=

The following screen will appear:

NB: You will see the roster of 7:2 has been carried through to 31/05 of the following year

Year: Jun 012019 to May 312020 v

Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period & Period 9 Period 10 Period 11
Start date Jun 012019 Jun 10 2019 Jun 192019 Jun 28 2019 Jul 07 2019 Jul 16 2019 Jul 252019 Aug 03 2019 Aug 12 2019 Aug 212019 Aug 30 2019
End date Jun 09 2019 Jun 18 2019 Jun 27 2019 Jul 06 2019 Jul 152019 Jul 24 2019 Aug 02 2019 ‘Aug 11 2019 Aug 20 2019 Aug 29 2019 Sep 07 2019
Roster days on 285 |7 7] 7 @ 7 o 7 o 7 @ 7 =] 7 @ 7 o 7 o 7 @ 7 =]
Roster days off 80 2 2 2 2 2 2 2 2 2 2 2
No. of RTO during the period | 80.00 | 2 2 2 2 2 2 2 2 2 2 2
— —_ — —_ — — — —_
«

save save to user




9. Tosetupthe 7:27:2 7:3 Roster, keep Period 1 and Period 2 as is, but change Period 3 from 7:2 to

7:3:

Total | Period 1 Period 2 Period 3
Start date Jun 012019 Jun 10 2019 Jun 19 2019
End date Jun 09 2019 Jun 18 2019 Jun 28 2019
Roster days on 285 7 # 7 (] 7 (||
Roster days off 81 2 3 3
No. of RTO during the period | 81.00 | 2 2 3
— — —

Total | Period 1 Period 2 Period 3

Start date Jun 012019 Jun 10 2019 Jun 19 2019

End date Jun 09 2019 Jun 18 2019 Jun 28 2019

Roster days on 285 7 [« 7 [« 7 [«

Roster days off a1 2 2 3

No. of RTO during the period | 81.00 | 2 2 3

— — —
11. Click the arrow icon in Period 3:
Total | Period 1 Period 2 Period 3
Start date Jun 012019 Jun 102019 Jun 19 2019
End date Jun 09 2019 Jun 18 2019 Jun 28 2019
Roster days on 285 7 [« 7 [ 7 )
Roster days off 81 2 2 3
No. of RTO during the period | 81.00 | 2 2 3
—_— —_— I —_—

The Roster now displays your 7:2 7:2 7:3 Roster for the entire season:

10. Tick the Repeat Roster box in Period 2 and Period 3, so all three periods are ticked:

Year:| Jun 012019 to May 312020 ¥
Total Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 9 Period 10 Period 11

Start date Jun 012019 Jun 10 2019 Jun 19 2019 Jun 29 2019 Jul 08 2019 Jul 17 2019 Jul 27 2019 Aug 05 2019 Aug 142019 Aug 24 2019 Sep 02 2019

End date Jun 09 2019 Jun 18 2019 Jun 28 2019 Jul 07 2019 Jul 16 2019 Jul 26 2019 Aug 04 2019 Aug 132019 Aug 23 2019 Sep 012019 Sep 10 2019

Rester days on a5 |y 4 7 @ 7 vl 7 5] 7 (5] 7 5] 7 (5] 7 5] 7 (5] 7 5] 7 (5]

Roster days off 91 | P 3 P > 5 > P 3 P >

Mo of RTO during the period | 91.00 | 2 2 3 2 2 3 2 2 3 2 2

- —_ - —_ - —_ - —_ - —_
=
Year:  Jun 012019 to May 312020 v
Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 8 Period 10 Period 11
Start date Jun 012019 Jun 102019 Jun 19 2019 Jun 292019 Jul 08 2019 Jul 17 2019 Jul 27 2019 Aug 05 2019 Aug 142019 Aug 242019 Sep 02 2019
End date Jun 09 2019 Jun 182019 Jun 28 2019 Jul 07 2019 Jul 162019 Jul 26 2019 Aug 042019 Aug 132019 Aug 232019 Sep 012019 Sep 102019
Roster days on s | g v 7 7] 7 v 7 (=] 7 (=] 7 (=] 7 (=] 7 (=] 7 o 7 (=] 7 =]
Roster days off 91 |13 2 3 2 2 3 2 2 3 2 2
No. of RTO during the period | 91.00 | 2 2 3 2 2 3 2 2 3 2 2
- - - - - - - - - - -




Same Roster for Entire Season except over Calving
Example used is 11:3 but 6:1 over Calving

1. Hover on Setup and click on Team Manager:

Setup -~ | Logout

y

| My Details

Login as Others

Team Manag

2. Select the team member:

Team Manager [s—
Search b T Access Leval Team RemuneratonTyps  Pay Frequsncy Enpioyes Tye Location
—all- o | —a ] [=m- . o) (et +] [=a .
Staus
active ol < |
Viewing records 110 8 018
Actions {salected)
| Team Member JobTile Accesslevel Team Email{ Username IRD Number  Dally Contracied Hours ~ Remuneration Type  Pay Frequency ~Gross Annual Remuneration  Employee Type  Location{s)  Actions
.o
[ Elizabetn Green Administrator Lz - salary fartnighity Admin only location & @O
Fam  Fam . * Wahou
[ George Hamitan hmocr | g gearge@gmailcom | Gearge | 123455769 10.00 salary farinigly 80400 00 Ful-time Fam ¥ ©
[ Harry Brown Rellel Reliof Milker harmnan.raza @agrsmart o0.nz 111222333 vrages fartnigntly Casual . :2:“ rg L &}
ny Miker 1 Harry
. Fam  Fam hannah raza@egrsmert co nz r—
Jane Smitn roean | Kamo o enan 100 waoss fortignty 7675800 Fulkme ¥ ©

The following screen will appear:

Edil Team Member

Details I Payroll I Leave I Payroll Audit I Notes I Reminders [ User Files { skills [ Preferences I

Usemame - * George
Password - * minimum 8 characlers (minimum 2 numbers, case sensitive)
First Name : * Gearge

Last Name - * Hamilton

Empioyee Type : *| Fulltime B
Remuneration Type :* | salary -

Email Agdress © george®gmail com

Job Title - Farm Manager

Toam: | no team -
Primary Location : | Walhou Farm v

Oer Lacatons : g ct Some Oplion
Access Level:| Famm Manager v
Health and Safety Responsibilty Level | manager B

Roster display colour .
Hide rostered days off © &
Exclude from Rosters and Tasks : (|
Pay Week Ending Day : | Sunday -
Exclude from dashboard ]
Access Timesheel Viewer Report . || « this overrides access level
Timesheet Supervizor:

3. Click on the Employment Details tab:

Edit Team Member.

George Hamilton

General Employment Details ] Payroll I Leave I Payroll Audit l Notes I Reminders I User Files I skills l Preferences I

IRD Mumber : | 123-456-789
Employee Code
Tax Code | M |
* Start Date - | Jun 20 2018 *®
Date Enitied To Sick Leave :| Dec 20 2018 X (casual employees nol enfilied {0 sick leave)
Temination Date x
Employee KiwiSaver Contribution : 4 %
Employer KiiSaver Contribution : 3 %
Kivisaver Status | Active KSMember v |
Kivisaver Opted Cut Date. x
PayFrequency [fonmgnty  + |
= Gross Annual Remuneration : | 60400.00 (total package value)
Amount Bayable [ Pay Reriod : 2323.08

* Number of Weeks Holiday Entiiement : 4
*Rostered Days On | 4.08
“Rostered Days Off

(only leave tnis fleld as zero ifhe employes is  Casual Employs
B (click 1o calculate) @
& (click 1o calculate)

*Daiy Gontracted Hours : | 10.00
* Weekly Contracted Hours ;| 56.22 B (clck o calculate)
* Actual Hourly Rate Paid ;| 20.6606 B (clck o calculale)

Minimum Hourly Rate :|0.00
Sick Day entitiement for the full year : | 5

(leave this blank to use default rate of 17.70)

Maximum number of sick days available ;| 20

Latest pay change : Jul 15 2019

Latest pay period start  ul 20 2019
Latest pay pericd end : | Aug 11 2010

Bank Account Number :| 12-2343-4755532-50




4. Click on the calculator icon in line with the Rostered Days On field:

* Rostered Days On© 2.5 [ dpick to calculate) @
* Rostered Days Off - 1 B (click to calculate)

The following screen will appear:

Year: Jun 012019 to May 312020

Total | Period 1 o+
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTO during the period
b 4 —

5. Change the Year if applicable:

Year . Jun 012019 fo May 312020 ¥

Total | Period 1 +
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTQ during the period
x —_—

% clear all [ save B save to user

6. Enterin the first period of the Roster, i.e. 11:3:

Year: Jun 012019 to May 31 2020

Total | Period 1 +
Start date Jun 01 2019
End date Jun 14 2019
Roster days on 1 1" u|
Roster days off 3 3
No. of RTO during the period | 3.00 | 3
» —




7. Click the

arrow icon:

Year . Jun 01 2019 to May 31 2020 v
Total | Period 1 +
Start date Jun 01 2019
End date Jun 142019
Roster days on 1 1 O
Roster days off 3 3
Mo. of RTO during the period | 3.00 | 3
x [—

The following screen will appear:

NB: You will see the roster of 11:3 is carried through to 31/05 of the following year

Year:| Jun 012019 to May 31 2020 ¥

Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period & Period 9 Period 10 Period 11
Start date Jun 012018 Jun 15 2019 Jun 29 2019 Jul13 2019 Jul27 2019 Aug 102019 Aug 24 2019 Sep 07 2019 Sep 212019 Oct 05 2019 et 192019
End gate Jun 142018 Jun 28 2019 Jul 122019 Jul 26 2019 Aug 092019 Aug 232019 Sep 062019 Sep 202019 Oct 04 2019 Oct 12 2010 Nov 012019
Roster days on 288 14 @ 1 (=] i o 1 @ 1 @ 1 @ 1 o il @ 1 @ i @ 1 (=]
Roster days off B 3 3 3 3 3 3 3 3 3 3
No. of RTO during the period | 72.00 | 3 3 3 3 3 3 3 3 3 3 3

—_ —_ —_ - - —_ - - —_

1

(oo s J 0o | B

8. Find the period where the Roster changes from 11:3 to 6:1 i.e. Period 4 (13/07):
Period 1 Period 2 Period 3 Period 4
Jun 012019 Jun 152019 Jun 29 2019 Jul 132019
Jun 14 2019 Jun 28 2019 Jul 12 2019 Jul 26 2019
1 a 1 8] 1 8] 1 o
3 3 3 3
3 3 3 3
—_— — — —
9. Change 11:3to 6:1:
Period 1 Period 2 Period 3 Period 4
Jun 012019 Jun 15 2019 Jun 292019 Jul 122019
Jun 14 2019 Jun 28 2019 Jul 12 2019 Jul 19 2019
1 e 1 e 1 e 6 e
3 3 3 1
3 3 3 1
— — —_ —_




10. Tick the Repeat Roster box, then click the arrow icon:

Period 1 Period 2 Period 3 Period 4
Jun 012019 Jun 15 2019 Jun 29 2019 Jul 13 2019
Jun 14 2019 Jun 28 2019 Jul 12 2019 Jul 19 2019
1 = 1 o 1 o 6 @
3 2 3 1
3 3 3 1
— — — I —

You will now see that from Period 4 onwards, the Roster has changed to 6:1:

Period 4 Period 5 Period 6 Period 7 Period 8 Period § Period 10
Jul 13 2019 Jul 20 2019 Jul 27 2019 Aug 03 2019 Aug 10 2019 Aug 17 2019 Aug 24 2019
Jul 19 2019 Jul 26 2019 Aug 02 2019 Aug 09 2019 Aug 16 2019 Aug 23 2019 Aug 30 2019
6 2 6 D 6 ] 6 O 6 O 6 (] 6 O
1 1 1 1 1 1 1
1 1 1 1 1 1
- — — — — —
11. Untick the Repeat Roster box in Period 4:
Period 4 Period 5 Period 8 Period 7 Period 8 Period 9 Period 10
Jul 132019 Jul 20 2019 Jul 27 2019 Aug 03 2019 Aug 10 2019 Aug 17 2018 Aug 24 2019
Jul 192019 Jul 26 2019 Aug 02 2019 Aug 09 2019 Aug 16 2019 Aug 23 2019 Aug 30 2019
6 O 6 O [ @] 6 a 0 6 a 6 =
1 1 1 1 1 1
1 1 1 1 1
—_ —_ —_ —_ —_ —_

Period 10 Period 11 Period 12 Period 13
Aug 24 2019 Aug 312019 Sep 07 2019 Sep 14 2019
Aug 30 2019 Sep 06 2019 Sep 132019 Sep 20 2019
6 o 6 O 6 G 6 G
1 1 1 1
1 1 1 1
— — — —
13. Change 6:1 to 11:3:
Period 10 Period 11 Period 12 Period 13
Aug 24 2018 Aug 312019 Sep 07 2019 Sep 14 2019
Aug 30 2018 Sep 06 2019 Sep 13 2019 Sep 27 2019
6 O 6 O 6 O 1 @
1 1 1 3
1 1 1 3
— — — —

12. Find the period where the Roster should change back to 11:3 to 6:1 i.e. Period 13 (14/09):




14. Tick the Repeat Roster box, then click the arrow icon:

Period 10 Period 11 Period 12 Period 13
Aug 24 2019 Aug 312019 Sep 07 2019 Sep 14 2019
Aug 30 2019 Sep 06 2019 Sep 132019 Sep 27 2018
6 ] 6 o 8 o 11 v
1 1 1 3
1 1 1 3
— — — I —

You will now see that from Period 13 onwards, the Roster has changed back to 11:3:

Period 13 Period 14 Period 15 Period 16 Period 17 Period 18 Period 19
Sep 14 2019 Sep 28 2019 Oct 12 2019 Oct 26 2019 Nov 09 2019 Nov 23 2019 Dec 07 2019
Sep 27 2019 Oct 11 2019 Oct 25 2019 Nov 08 2019 Nov 22 2019 Dec 06 2019 Dec 20 2019
11 = 1 8] 1 a 11 8] 1 o 1 a 11 8]
3 3 3 3 3 3 3
3 3 3 3 3 3 3
— — — — — — —
15. Click Save to User:
Year: Jun 012019 to May 312020 v
Total Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 9 Period 10 Period 11
Start date Jun 01 2019 Jun 15 2019 Jun 29 2019 Jul 13 2019 Jul 20 2019 Jul 27 2019 Aug 03 2019 Aug 10 2019 Aug 17 2019 Aug 24 2019 Aug 312019
End date Jun 14 2019 Jun 28 2019 Jul 12 2019 Jul 192019 Jul 26 2019 Aug 02 2019 Aug 09 2019 Aug 16 2019 Aug 23 2019 Aug 30 2019 Sep 06 2019
Roster days on 204 |5 =] i @ 1 @ 6 o 6 o 6 =] 6 (=] 6 (=] 6 =] 6 =] 6 (=]
Roster days off 72 |5 3 3 1 1 1 1 1 1 1 1
No. of RTO during the period | 72.00 3 3 1 1 1 1 1 1 1 1
— — — — — — — —

ve save to user




Complex Roster

Example used is 9 weeks of 8:2/8:3, then 8 weeks of 6:1 over Calving, then 5:2 for the reminder of the

season

1.

Setup -~ | Logout

I My Details

Login as Others
Team Manag

y

Hover on Setup and click on Team Manager:

2. Select the team member:

Team Manager
Sesrch Joo Tiom Access Level Team Remuneration Type Pay Frequency Employes Type Location
—al DIEE v ] [al- ] [~ DI ] [=an
Staius
active - B3
Viewng reconds 110 8013
Actions (selected)
[ Team member JonTile Accesslevel Team Emaili Usemame IRDNumber  Daity Contracted Hours  Remunsration Type  Pay Frequency  Gross Annual Remuneration  Employes Type  Location(s)
“no
[0 Ezabem Green Adminisrstor Lz saiary formigny Amin oniy location
Fam aem « Wainou
[0 George Hamitan T | george@omallcom (George 123455783 10.00 salary tarinigntly 5040000 Fullime Fam
« Karsta
[ Hary Brown e Rolod Milkr ey [ABRMEMATIONE | 441.222.333 wages fortnionty Casual Fam
0 Jane Smitn Tovstant | amsow [Snan EAREEMEON 41222333 100 wages fortnightly 76756 00 Fullme + Fami

Actions
¥ o
¥ ©
¥ o
¥ ©

The following screen will appear:

Edit Team Member

Usemame: * Gsorge
Password *
FirstName: * George

LastName: *
Employee Type: *

Remunerenon Type | * | salary

Health and Safety Responsibilty Level

Roster diplay colour :

I8 rostered days o
Exclude from Rosters and Tasks | ()

Pay Week Ending Dey ©
Exciude from dashboard : (]
Access Timesheet Viewer Report : ()

Timesneet Superviser

B =

Hamiiton
Fulltime

manager

Sunday

* this overrides access level

minimum @ characters {minimum 2 numbers, case sensitve)

Emai Adcress : georgeSgmail.com
JooTite : Farm Manager
Team: [ noteam  +
Frimary Location : | Waihou Farm
Omar Locations :| options
Acesss Level:| Farm Manager

3. Click on the Employment Details tab:

[Cenera ] emotoymenc et

George Hamilton

Payroll Audit Reminders | User Files Preferences

IRD Number
Emplojee Code.

Tax Code:

* Start Date

Date Entiled To Sick Leave
Termination Date:

Employee KiwiSaver Contribufion
Employer KiwiSaver Contribution
Kivisaver Status

Kivisaver Opted Out Date

123-456-750

[(m

Jun 20 2015

Dec 20 2018

Aciive KS Member

% (casual employees ot entitied o sick leave)

Pay Froquency
* Gross Annual Remuneration

Amount Payable fPay Period

* Number of Weeks Hoiiday Entilement
*Rostered Days On

*Rostered Days OF

*Daly Conlracted Hours

*Weskiy Coniracled Hours

~ Actual Hourly Rate Paid

Minimum Hourly Rate

Sick Day eniitlement for the ful year

Maximum number of sick days available

Latest pay change

Latest pay period start

Latest pay period end

fortnightly

50400.00
2323.08
g

4.08

1000
se.22
206606
0.00

s

20

Jul 182019

Jul 25 2019
Aug 112010

(total package value]

(only leave this field as zero if the employee is a Casual Employe
 (dickto caluiste) @
& (click to calculate)

& (cick to calculate)
8 (click to calculate)
(leave this biank to use defaut rate of 17.70)

Bank Account Number

12:2343-4755532:50




4. Click on the calculator icon in line with the Rostered Days On field:

* Rostered Days On© 2.5 [ dpick to calculate) @
* Rostered Days Off - 1 B (click to calculate)

The following screen will appear:

Year: Jun 012019 to May 312020

Total | Period 1 o+
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTO during the period
b 4 —

5. Change the Year if applicable:

Year . Jun 012019 fo May 312020 ¥

Total | Period 1 +
Start date Jun 012019
End date
Roster days on o
Roster days off
Mo. of RTQ during the period
x —_—

% clear all [ save B save to user

6. Enterin the first period of the Roster, i.e. 8:2:

Year: Jun 012019 to May 31 2020

Total | Period 1 +
Start date Jun 01 2019
End date Jun 10 2019
Roster days on g 8 |
Roster days off 2 2
Mo. of RTO during the period | 2.00 | 2
4 —




Click the Repeat Roster icon:

Year: Jun 012019 to May 31 2020 »

Total | Period 1 -+
Start date Jun 012019
End date Jun 10 2019
Roster days on 8 ) [+
Roster days off 2 2
No. of RTO during the period | 2.00 | 2

b 4 —

8. Click the arrow icon:
Year ;| Jun 01 2019 to May 31 2020 »

Total | Period 1 o+
Start date Jun 01 2019
End date Jun 10 2019
Roster days on 8 2 [+
Roster days off 2 2
Mo. of RTO during the period | 2.00 | 2

x [—

=

The following screen will appear:
NB: You will see the roster of 8:2 is carried through to 31/05 of the following year

Year:| Jun 012019 fo May 312020 v

Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 9 Period 10 Period 11
Start date Jun 012019 Jun 112019 Jun 212019 Jul 012019 Jul 112019 Jul 21 2019 Jul 312019 Aug 10 2019 Aug 202019 Aug 30 2010 Sep 002019
End date Jun 10 2019 Jun 20 2019 Jun 30 2019 Jul 102019 Jul 20 2019 Jul 30 2019 Aug 09 2019 Aug 19 2019 Aug 292019 Sep 08 2019 Sep 182019
Roster days on 204 | g @ 8 (=] 8 5] 8 [=] 8 [=] 8 @ 8 @ 8 @ 8 @ 8 @ 8 ]
Roster days off 72 2 2 2 z 2 2 2 2 2 B 2
No. of RTO during the period | 72.00 | 2 2 2 2 2 2 2 2 2 2 2

- - - - - — — - - -




9. To set up the 8:2 8:3 Roster, change Period 2 from 8:2 to 8:3:

Total | Period 1 Period 2
Start date Jun 01 2019 Jun 11 2019
End date Jun 10 2019 Jun 21 2019
Roster days on 293 8 Il 2 (]
Roster days off 73 2 3
Mo. of RTO during the peried | 73.00 | 2 3
g g

Total | Period 1 Period 2
Start date Jun 01 2019 Jun 112019
End date Jun 10 2019 Jun 21 2019
Roster days on 203 8 ) 8 )
Roster days off 73 2 3
Mo. of RTO during the period | 73.00 | 2 3
—_ —_
11. Click the arrow icon in Period 2:
Total | Period 1 Period 2
Start date Jun 01 2019 Jun 112019
End date Jun 10 2019 Jun 212019
Roster days on 203 8 ) 8 )
Roster days off 73 2 3
Mo. of RTO during the period | 73.00 | 2 3

10. Tick the Repeat Roster box in Period 2, so both periods are ticked:

The Roster now displays your 8:2 8:3 Roster for the entire season:

Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8 Period 9 Period 10 Period 11
Start date Jun 012019 Jun 112019 Jun 222019 Jul 02 2019 Jul 132019 Jul 232019 Aug 032019 Aug 132019 Aug 24 2019 Sep 032019 Sep 14 2019
End date Jun 10 2019 Jun 212019 Jul 012019 Jul 122019 Jul 222019 Aug 02 2019 Aug 122019 Aug 232019 Sep 022019 Sep 132019 Sep 232019
Roster days on 20 g @ 8 Ed 8 =] 8 =] g =] 8 o 8 =] 8 =] 8 =] g =] 8 o
Roster days off 86 2 3 2 3 2 3 5 3 2 3 &)

No. of RTO during the period | 86.00 | 2 3 2 3 2 3 2 3 2 3 2
—_ —_ —_ —_ —_ —_ —_

12. Untick the Repeat Roster boxes in Period 1 and 2, so both periods are unticked:

Total | Period 1 Period 2 Period 3 Period 4
Start date Jun 01 2019 Jun 112019 Jun 22 2019 Jul 02 2019
End date Jun 10 2019 Jun 21 2019 Jul 012019 Jul 12 2019
Roster days on 280 s (] s (] s (] s (]
Roster days off 86 2 3 z 2
Mo. of RTO during the period | 86.00 | 2 3 2 3
—_— —_— —_—




Period 5 Period 6 Period 7
Jul 13 2019 Jul 23 2019 Aug 03 2019
Jul 22 2019 Aug 02 2019 Aug 12 2019
8 O 8 O 8 O
2 3 2
2 3 2
— — —
14. Change 8:2 to 6:1:
Period 5 Period 6 Period 7
Jul 13 2019 Jul 23 2019 Aug 03 2019
Jul 22 2019 Aug 02 2019 Aug 09 2019
8 O 8 O 6 O
2 3 1
2 3 1
— — —

13. Find the period where the Roster changes from 8:2/8:3 to 6:1 i.e. Period 7 (03/08):

15. Tick the Repeat Roster box, then click the arrow icon:

Period 5 Period 6 Period 7
Jul 13 2019 Jul 23 2019 Aug 03 2019
Jul 22 2019 Aug 02 2019 Aug 09 2019
8 o 8 o 6 “
2 E) 1
2 3 1
— — I —

You will now see that from Period 7 onwards, the Roster has changed to 6:1:

Period 7 Period 8 Period 9 Period 10 Period 11
Aug 03 2019 Aug 10 2019 Aug 17 2019 Aug 24 2019 Aug 31 2019
Aug 09 2019 Aug 16 2019 Aug 23 2019 Aug 30 2019 Sep 06 2019
6 7] 6 a 6 a 6 a 6 (]
1 1 1 1 1
1 1 1 1 1
— —_— — — —
16. Untick the Repeat Roster box in Period 7:
Period 7 Period 8 Period 9 Period 10 Period 11
Aug 03 2019 Aug 10 2019 Aug 17 2019 Aug 24 2019 Aug 31 2019
Aug 09 2019 Aug 16 2019 Aug 23 2019 Aug 30 2019 Sep 06 2019
] 8 O 6 a 8 a 8 ]
1 1 1 1 1
1 1 1 1 1
-— — — — —




Period 13 Period 14 Period 15
Sep 14 2019 Sep 21 2019 Sep 28 2019
Sep 20 2019 Sep 27 2019 Oct 04 2019
6 a ] a 6 ]
1 1 1
1 1 1
—_ —_ —_
18. Change 6:1 to 5:2:
Period 13 Period 14 Period 15
Sep 14 2019 Sep 21 2019 Sep 28 2019
Sep 20 2019 Sep 27 2019 Oct 04 2019
] a ] a 5 (]
1 1 2
1 1 2
—_— —_— —

19. Tick the Repeat Roster box, then click the arrow icon:

Period 13 Period 14 Period 15
Sep 14 2019 Sep 21 2019 Sep 28 2019
Sep 20 2019 Sep 27 2019 Oct 04 2019
8 a 6 O 5 ]
1 1 2
1 1 2
— —_ —_—

You will now see that from Period 15 onwards, the Roster has changed to 5:2:

17. Find the period where the Roster changes from 6:1 to 5:2 i.e. Period 15 (28/09):

Period 15 Period 16 Period 17 Period 18 Period 19
Sep 28 2019 Oct 05 2019 Oct 12 2019 Oct 19 2019 Oct 26 2019
Oct 04 2019 Oct 11 2019 Oct 18 2019 Oct 25 2019 Nov 01 2019
5 & 5 a 5 a 5 (] 5 (]
2 2 2 2 2
2 2 2 2 2
— — — — —
20. Click Save to User:
Total | Period 1 Period 2 Period 3 Period 4 Period 5 Period 6 Period 7 Period 8
Start date Jun 01 2019 Jun 11 2019 Jun 22 2019 Jul 02 2019 Jul 13 2019 Jul 23 2019 Aug 03 2019 Aug 10 2019
End date Jun 10 2019 Jun 21 2019 Jul 01 2019 Jul 12 2019 Jul 22 2019 Aug 02 2019 Aug 09 2019 Aug 16 2019
Roster days on 273 8 8] 8 8] 8 (=] 8 =] 8 o 8 =] 6 ] 6 [§)
Roster days off 93 2 3 ) 3 % 3 1 9
No. of RTO during the period | 93.00 | 2 3 2 3 2 3
g — —_ — —_

oo




Deleting a Roster

1. Hover on Setup and click on Team Manager:

Setup -~ | Logout

| My Details »I

Login as Others

Team Manage

2. Select the team member:

Team Manager

Search Job Tise Access Levsl Team Remunsration Type Pay Frequency Empiayes Type
—all - - al o | [ can- . ol v [—an

E
acie o - |
———

Actions (selected) =

[ Team Member JobTile Accesslevel Team Emoili Usemame IRDHumber  Daily Contracied Hours  Kemuneration Type  Pay Frequency  Gross Annual Remuneration  Emplayee Type  Locationis}  Actions
o« e
[ Elizabetn Green Adminisirator Lz - salary fartnightly - Admin only location & @O
Fam  Fam * fanos
[ csorge Hamiton e | B georgegomailcom (George 123456789 10.00 saiary fonnigany 5040000 Fultme Fam ¥ ©
« Karsta
0 ey Brown L p— M EAQETELON | o0 - wages gty - casua 2 oo

[0 dane Smin prertOl . Jorneh mEa@ErMA O 41120233 10.00 wages formionty 76756.00 Fulkime R A ]

The following screen will appear:

iles T skills I Preferences I

[ Gener ] Employment Details I Payroll I Leave I Payroll Audit I Notes T Reminders I user

Usermame - * George
Password: * minimum 8 characlers (minimum 2 numbers, case sensiive)
Firsthame: * Gearge
LastName - * Hamilton
Empioyes Type: *| Fulltime %
Remuneration Type :* | salary -
Emai Address | george@amail com
Job Title - Farm Manager
Toam: | no team -
Primary Location : | Walhou Farm v
Other Locations

ne Oplions
Access Level:| Farm Manager -

Health and Safety Responsibilty Level | manager B

Roster display colour .

Hide rostered days off - @
Exclude from Rosters and Tasks (]
Pay Week Ending Day : | Sunday -
Exclude from dashboard )
Access Tmasheet Viewer Report [ * Iis oveides access level
Timeshest Supervisor : (]

3. Click on the Employment Details tab:

Edit Team Member George Hamilton

General || Employment Details ] Payroll I Leave ] Payroll Audit ] Notes ] Reminders ] User Files I skills ] Preferences I

IRD Number | 123-456-780

Employee Code
Tax Code | M )
* Start Date : Jun 20 2018 x
Date Entifled To Sick Leave : Dec 20 20138 R (casual employees not entitled to sick leave)
Termination Date x
Employee KiwiSaver Contribution : 4 %
Employer KiwiS aver Contribution : 3 %
Kivisaver Status | Acive KS Member v
Kiwisaver Opted Out Date: x

Pay Frequency :| fortnightly

= Gross Annual Remuneration || 60400.00 (total package value)
Amount Payable  Pay Period || 2323.08
* Number of Weeks Holiday Enfitement : | 4 (only leave tnis fleld as zero ifhe employes is  Casual Employs
*Rostered Days On | 4.08 B8 (click o calculate) @

“Rostered Days Off
*Daiy Gontracted Hours : | 10.00

& (click 1o calculate)

* Weekly Contracted Hours ;| 56.22 B (clck o calculate)
* Actual Hourly Rate Paid : | 20.6606 B (clck o calculale)
Minimum Hourly Rate :| 0,00 (leave this blank fo use default rate of 17.70)

Sick Day entitiement for the full year : | 5

Maximum number of sick days available : 20
Latest pay change : Jul 15 2019

Latest pay period start  Jul 20 2019
Latest pay pericd end : | Aug 11 2010




4. Click on the calculator icon in line with the Rostered Days On field:
* Rostered Days On: 4.08

* Rostered Days Off - 1

= (click to calculate)

A similar screen will appear:

Yoar: | Jun 01 2018 10 May 31 2020 ¥
[ Totat | peroa 1 Pariod 2 Pariod 3 Period 4 Panod Pernd s Pencd 7 Panad & Penads Panod 10 Period 11
Start date Jun 012019 Jun 15 2019 Jun 292019 Jul 132019 Jul 20 2019 Jul 27 2019 Aug 03 2019 Auj 102019 Aug 17 2019 Aug 24 2019 Aug 31 2019
End cate Jun 142019 Jun 28 2019 122019 Jul 192019 i 262019 Aug 022019 Aug 092019 Aug 152019 Aug 232019 Aug 302019 Sep 062019
Roster days on Y 2 | O | & |M 2 | & H o (B 2 |E 2 B @ |H B B 8]
Roster days off 2 3 E) 3 1 1 1 7 [ E 1 1
No. of RTO guring i perioa | 7200 | 3 3 3 1 1 1 1 1 1 1 1
- - - - - - - - - -
I Year: | Jun 01 2018 to May 31 2020 ¥ I
‘I’ma\ |P¢nmﬂ ‘Penm‘lz |P-nun; ‘Pem:ﬂl Fenod 5 Penod & Perad 7 Fenod3 Fennd 8 Ferod 10 Feriod 11
Start date Jun 01 2019 Jun 15 2019 Jun 292019 Jui 132019 202019 i 272019 Aug 032019 A 102019 Aug 172019 Aug 24 2019 Aug 312019
End oate un 142019 un 28 2018 122018 Jui 192019 i z6 2019 Aug 02 2019 Aug 092019 A 16 2019 Aug 232019 Aug 30 2019 40052019
Roster cays on O 8 || 0 |M e |E B |E 2 |m 2 |m o @ B B T & (B =
Roster days off [ | 3 3 1 1 1 (] 1 1 1 1
| No. ot RTO during e perioa | 7200 | 3 3 3 1 |4 1 1 1 1 1 1
- - - - - - - - - - -
=) =]
Year | Jun 012019 to May 31 2020 ¥
|Imal ‘Peﬂrﬂ Feriod 2 Feriod 3 Feriod 4 Pernd 5 Perod & Perad 7 Fenod3 Fennd 8 Ferod 10 Feriod 11
start date Jun 012019 Jun 152019 Jun 292019 132019 Jui20 2019 272019 Aug 032019 A 102019 Aug 172019 Aug 24 2019 Aug 312019
End date un 14 2018 un 282019 Ju 122019 192018 1262019 Aug 02 2019 Aug 092019 A 16 2019 Aug 232019 Aug 30 2019 40052019
Roster days on 24 | a |m 2 | o |@ 8 s 2 B o (B CI e |H & 8
Roster days off LEE | 3 3 1 1 1 T 1 [] 1 1
| Wo. ot ATO curing he peros | 7200 | 3 3 3 1 R 1 1 1 1 1 IR
- - - - - - - - - - -

7. Click OK:

c3.timesmart.co.nz says

clear all, are you sure?

“ Coneel

8. Click Save to User:

Year: Jun 012019 fo May 312020

Total | Period 1 -+
Start dafe Jun 01 2018
End date
Roster days on 294 (]
Roster days off T2
No. of RTO during the period | 72.00
»® —_—




