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GROUP DUTY ROSTER WITH
FING@RIEC. OPEN SCHEDULE (OVER NIGHT SHIFT)

Conditions that requiring this feature:

1. Have more than 1 working shift.

2. Staff could work for any other shift when they are required to do so.
3. There are over night shifts in the clocking time.

For example, a factory is operating 24 hours a day. There are 3 teams of workers
in the factory, which the timetable for them to work is according to the working
schedules tabled below:

Shift In Break Resume Out
Morning 8:00am 12:30pm 1:30pm 5:00pm

Night 5:00pm 11:30pm 1:30am 3:00am
Midnight 3:00am 5:00am 6:00am 8:00am

Table 1: Schedule for the 3 teams of workers.

The special condition in this factory is that, workers might be called back to
work when required. Therefore, workers might clock in more than 1 shift in
a day. In this case, you need to assign 3 working schedules according to the
workers working time as shown in the table above.

Step l e Setting the clocking schedule for the 3 shift using the Schedule

atoz

Scroll down the Schedule to
For morning shift, choose the daily schedule (a to z).

Clocking Schedule

Specify the clocking =chedules and itz settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

Schedule 1 Description | morning shift

]General I Tolerance l Rounding } Break ] Overtime: l

Clocking Time:- In Bresk Resume Out ot Done

At i ok 08:00 12:30 13:30 17:00
Leave it blank if not used

Round to nearest minutes
Rounding lz‘ E‘ lz‘ lz‘ lz‘ E‘

Clocking Range:-

Clockuyg Defope; iy e 12:00 13:00 14:00 17:00
Leave it blank for default range

Latest Clocking:-

Replace with most recent clocking within the
clocking range

=

e

Figure 1.1
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Figure 1.2
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For night shift,

Clocking Schedule

Specify the clocking schedules and its settings as indicated below. Fied clocking schedule is not applicable to flexi-work schedule.
Schedule &

Description | night shift

{Clocking || General ] Tolerance ] Rounding ] Break ] Overtime ]

Clocking Time:- D
Potual slocking time
Leave it blank if not used

Break Resume Out

17:00

23:30 00:30

Round to nearest minutes

Rounding |z| |z| E‘ |z|

Clocking Range:-
Clocking before this time

20:00 00:00 01:00 03:00
Leave it biank for default rangs
Latest Clocking:-
Replace with most recent clocking within the ] ] al & ] al
clocking rangs

Save

For midnight shift,

Clocking Schedule

Specify the clocking schedules and its settings as indicated below. Fixed clocking schedule is not applicable to flexi-work schedule.

Schedule 3 Description | midnight shift

Clocking Time:-
Actual clocking time
Leave it blank if not used

Clocking Range:-
Clocking before this time

Latest Clocking:-

clocking range

Leave it blank for default range

Replace with most recant clocking within the |}

Clocking! | General l Tolerance ] Rounding ] Break ] Overtime l

In Break
03:00

Round to nearest minutes.

Rounding lz‘

04:00

Resume Out

0E:00 0&:00

07:00 0&:00

=]
=
=
@

Figure 1.3

Save
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GROUP DUTY ROSTER WITH
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After configuring the working schedules, you need to configure a Group Duty
Rooster with open schedule as shown below,

Auto Schedule Assistant

Use this function to faciitate the assignment of recurring weekday's working
schedule by a day type and a clocking schedule number.

Multi-Shifts

Sequence Day Type 1 2 3 |
1 RESTDAY
2 WORKDAY i
3 WORKDAY
4 VWORKDAY
5 WORKDAY
8 VIORKDAY'
7 WORKDAY ~|
Effective date range vtz = |3z
Posgible option of schedule codes for open schedule attendance that has no
prejdetermined schedule code:- ie. 11,1213
124 _
oy
Figure 1.3
Scroll down the group Input the possible clocking
by choosing A. schedule here.

First, click the “Auto Schedule” button and a new dialog box will appear. Clear
all working schedules shown in the column “Schedule”, and assign working
day and rest day according to the factory policy.

Notice the sentence “Possible option of schedule code for open schedule
attendance that has no predetermined schedule code”. Key in the schedule
code “abc” in the box below the sentence. “Schedule code a” means clocking
schedule a, “schedule code b” means clocking schedule b and “schedule code
c” represents schedule code c.

You may notice that there is no weekdays displayed but just the sequences.

Therefore, you need to consider the relationship between sequences and
weekdays as below,
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Sequence Day

1 Sunday

Monday

Tuesday
Wednesday
Thursday
Friday

N|Oo ||| wN

Saturday

Table 2: Relations between sequence and weekday.

It is recommended that user chooses the effective date range for the duty roster
to take effect. Duty roster will be only taking effect when there is an effective
period. Please always choose a date which in Sunday.

After all the settings have been completed, you should obtain the Group Duty
Roster dialog result as shown below:

(Group Duty Roster

Select group yearly duty planner according to the year salected. Use Holiday List for holidays that applicable to all group duty rosters, and *Auto-Schdule’ to faciltats the rotational shift
planning and optional open-schedule codes. Different Restday’ is applicable for users of same weekly duty roster but have different restday in the week
*ou may change each day planner by right-ciick on the cellin order to change the day type or clocking schedule.

2012 %[ [20/01/2012 Group| 4 Description shiftsDay| 3 [+ Overtime Only After

[«

1stshift 2nd Shift 3rd Shift ] !
Daily Totals

5 r T
jl 2|3|4|s|6|7|&|9|10]|1]|12|13[14[95[16|17|18|19|20 |21 {ﬁZB 24 25|26 (27|28 Auto Calculate OT

[ 7th Day OT

Different Restday
Import Roster
Erase Roster

[[1an

T

Figure 1.4
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GROUP DUTY ROSTER WITH
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Workers could attend to any working shifts when they are called to attend.
Under this open schedule, attendance of workers will be captured once they
clock in to any working shift. After configuration, remember to click the
“Apply” button to save the settings.

" System Configuration EI b
The following configuration compenents are available:
Date / Hour format -
Day type
Leave type

Staff extended leave
Reschedule staff roster
Clocking schedule
Company & contact person
Change password
Preferred language
Re-build database indexes
Backup/Restore database files
Department definition
Section definition

Remark definition

What's new in this release 7

Use this setting to setup the duty roster for individual work
group.

apply | [ Gancel |

Figure 1.5
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