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1. ADMINISTRATIVE FUNCTIONS 

Starting the Program. 

 
To start the program, click on the shortcut icon on the desktop. This opens the application 
where you will have to enter your username and password [Fig1.1]. Depending on the role 
that has been assigned to you, some portions of the application may be locked. 
 

 
 

Fig 1.1 

 

Employees 

 

Click Actions > Manage Employees [Fig 1.2]. 
 

 
Fig 1.2 

 

Or click on the Employee icon [Fig 1.3]. 
 

 
Fig 1.3 
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Add New Employee 

 
Click Add [Fig 1.4]. 
 

                                                    
Fig 1.4 

 

 
Input the data required and click Save [Fig 1.5]. 
 

 
Fig 1.5 

 

Find Employee 

 
Open Employees. Click Search [Fig 1.6]. 
 

 
Fig 1.6 

 

 
Enter the employee’s surname in the box to search [Fig 1.7]. 
 

 
Fig 1.7 

 

Doubleclick on the record to open the details of the employee. 
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Edit Employee record 

 
Find the employee you want to edit. Do not click on Add. Make the required changes and click 
Save. Click Exit to close. [Fig 1.8]. 
 

 
Fig 1.8 

 
 

Add / Modify Holiday 

 
Click Actions > Set Holidays [Fig 1.9]. 
 

 
Fig 1.9 

Set Holiday  

 
Select the Holiday from the dropdown box and choose the date. Click Save to save changes. Click 
Exit to close. [Fig 1.10]. 
 

 
Fig 1.10 
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Edit/Delete Holiday  

Click Edit [Fig 1.11]. 
 

 
Fig 1.11 

 

 
 

Make appropriate changes [Fig 1.12]. 
 

 
Fig 1.12 

 

 

To delete an entry, select it and press delete on the keyboard [Fig 1.13]. 
 

 
Fig 1.13 
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Absentees 
 

Click Actions > Set Absentees [Fig 1.14] 
 

 
Fig 1.14 

 

Add Absentee record 

 
Click Add [Fig 1.15]. 
 

 
Fig 1.15 

 
Enter the required data and click Save [Fig 1.16]. 
 

 
Fig 1.16 
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Find Absentee record 

 

Open Absentees. Click on Search [Fig 1.17]. 
 

 
Fig 1.17 

 
You can filter records by name [Fig 1.18]. 
 

 
Fig 1.18 

 
Doubleclick on the record to open it. 
 

Delete Absentee record 

 

Open Absentees. Click on delete [Fig 1.19] 
 

 
Fig 1.19 

 

Click OK to delete or Cancel to quit [Fig 1.20]. 
 

 
Fig 1.20 

Modify existing Absentee record 

 

Find the record you want to modify. Do not click on Add. Make the appropriate changes and click 
on Save. Click on Exit to quit. [Fig 1.21] 
 

 
Fig 1.21 
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2. SHIFTS 

Set Shifts by Employee 

 

Click Shifts > Set Shifts > By Employee [Fig 2.1] 
 

 
Fig 2.1 

 

 

Select the details and click Add [Fig 2.2]. 
 

 
Fig 2.2 

 
 

 

 
By clicking Add, the employees are added to the list but are not saved yet [Fig 2.3]. 
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Fig 2.3 

 
To remove a record, select the name from the list and click on Delete [Fig 2.4]. 
 

 
Fig 2.4 

 

To save the list, click on Save [Fig 2.5] 
 

 
Fig 2.5 
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Set Shifts by Group 

 
You can put employees into groups in order to make it easier to set the shifts. 
Click Shifts > Set Shifts > By Group [Fig 2.6]. 
 

 
Fig 2.6 

 

Select the details and click on Add [Fig 2.7] 
 

 
Fig 2.7 

 
 

By clicking on Add, all the employees in the selected group are added to the list but are not saved 
yet [Fig 2.8] 
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Fig 2.8 

 

To remove a record, select the name from the list and click on Delete [Fig 2.9]. 
 

 
Fig 2.9 

 
To save the list, click on Save [Fig 2.10] 
 

 
Fig 2.10 
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Set Shift Groups 

 
Click Shifts > Set Shift Groups > [Fig 2.11] 
 

 
Fig 2.11 

 
Select the group from the group dropdown list. You can also create a new group. Click on Add to 
add to the list. The list is not saved yet. [Fig 2.12] 
 

 
Fig 2.12 

 
To remove a record, select the name from the list and click on Delete [Fig 2.13]. 
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Fig 2.13 

 
To save the list, click on Save [Fig 2.14] 
 

 
Fig 2.14 

Add a new group 

 
Open Set Shift Group and rightclick on the Group dropdown. Click Add Group [Fig 2.15] 
 

 
Fig 2.15 

 

Enter the name of the new group and select the department. Click on Save to save or Exit to 
close [Fig 2.16] 
 

 
Fig 2.16 
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Edit existing group 

Open Set Shift Group. Select the group you want to edit and rightclick on the Group dropdown. 
Click Edit Group [Fig 2.17] 

 

 
Fig 2.17 

 
Make the appropriate changes and click Save to save or Exit to close [Fig 2.18]. 
 

 
Fig 2.18 

Edit/Delete Shifts 

 

To make changes to the shifts, click Shifts > Edit / Delete shifts. You can do this by department 
[Fig 2.19] or by employee [Fig 2.20]. 
 

 
Fig 2.19 

 

 
Fig 2.20 
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To modify a record, select the parameters. You can change the date or the shift from the date 
and shift dropdown lists. [Fig 2.21] and [Fig 2.22]. 
 

 
Fig 2.21 

 

 
Fig 2.22 
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To delete a record, select the parameters. Select the record to delete and press delete on the 
keyboard. [Fig 2.23] and [Fig2.24]. 
 

 
Fig 2.23 

 
 

 
Fig 2.24 
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3. USERS 

Switch User 

 
Click Users > Switch User [Fig 3.1] or click on the icon [Fig 3.2]. 
 

 
Fig 3.1 

 

 
Fig 3.2 

 

Enter the new username and password and click on Login [Fig 3.3]. 
 

 
Fig 3.3 

Lock Application 

 
To lock your session, click Users > Lock Application [Fig 3.4] or click on the icon [Fig 3.5]. 
 

 
Fig 3.4 

 

 
Fig 3.5 
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Change Password 

 
Click Users > Change Password [Fig 3.6]. 
 

 
Fig 3.6 

 

Enter the new password and validate. Click on Save [Fig 3.7]. 
 

 
Fig 3.7 

Add User 

 
Click Users > Add User [Fig 3.8]. 
 

 
Fig 3.8 

 
Click Add [Fig 3.9]. 

 
Fig 3.9 
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Enter the details of the new user and click Save [Fig 3.10]. 
 

 
Fig 3.10 

 

User Access 

 
This defines the departments that a user can access. Click Users > User Access [Fig 3.11]. 
 

 
Fig 3.11 

 

Select the user and click Add to add the departments to the user [Fig 3.12]. The list is not saved 
yet. 
 

 
Fig 3.12 

 

To save the list, click Save [Fig 3.13] 
 

 
Fig 3.13 
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To delete, select the department and click Delete. Click Save to save changes [Fig 3.14] 
 

 
Fig 3.14 
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4. REPORTS 

 

To view any report, select the parameters and click Generate [Fig 4.1]. 
 

 
Fig 4.1 

 


