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6 46-4 6 4Ten Hour Rotating Shift Schedule

PROCESS

DESCRIPTION Step 1: Select Clocking Schedule under the Schedule tab.
This rotating shift uses 5 teams
and 3 overlapping ten-hour Home Company = Schedule User Device Attendance Report Library
shifts to provide 24/7 :
P J User Duty Planner [l
coverage

Clocking Schedule

Each employee has h his/her duty on specific dates. You ¢

Assign Users to Duty Roster

OBECTVE N | > | cmoreroomvo s | b | e

Well suited to the variable =] =] A - i Al
workloads confronted by police
departments, law enforcement

agencies, emergency medical
services, EMS call centers and

Step 2: Click Add icon on the right corner of the page.

dISpatCherS Home Company | Schedule User Device = Aftendance Repot Libary  Support n
RULES R e e
» 30-day cycle. : T o —
* This plan requires 5 teams
with a minimum of 5 employees You will see:
With 3 teams on duty and 2
teams off at any given day. Schodiete s | scntt yelWsty ~
| locking scheaute | Range | General Rounding | Break | oveme |
* Each team works six consecutive o = —  —
10-hour first shifts, followed Wot "
by 4 days off duty, works six e i
consecutive 10-hour third shifts, e .
followed by 4 days off duty, works bl 28
six consecutive 10-hour second == ;
shifts, followed by 4 days off duty. e
* The overlapping shifts provide (B
extra manpower during high D:“”“’Mm
activity periods

Deduct actual break time form work time:

* Average of 42 hour per week

© v R e [
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Step 3: 1. Fill up the Schedule No for example 115

. Describe the schedule: 6-4 6-4 6-4 Ten Hour Rotating Shift Schedule for Team A, st Shift

. Select Schedule Type: Daily

. Set the time: Start at T1am and end at 9pm — 10 hours

. Make sure you properly select the other fields like Range, General, Rounding and etc, based on your

company’s attendance’s rules and policies.

O I U I NS RN

Schedule No. * 115 Description (6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 2477 Shift Coverage (First Shift) Schedule Type Daily -
| Clocking Schedule Range General | Rounding Break H Overtime
Woakday Day Type | | m
11:00 21.00 4

Round to nearest minutes

Rounding

Deduct late-in time or early-out time from work
time if more than (minutes

Break time duration for flex-break range in
minutes

Deduct actual break time fom work time

field

® video Guide m Submit | Concel
L 2 e

6. Repeat the steps for Team A, 2nd Shift

7. Give another Schedule No: 116

8. The time for Team A, 2nd Shift will start at 3pm and done at 1am
9. Submit the Schedule.

Schedule No.* 116 Description (6-4 6-4 6- Ten Hour Rotating Shift Schedule | 24/7 Shift Coverage (second shift) Schedule Type Daily -
|| Clocking Schedule Range General | Rounding Break | overtime
e ———— =
15:00 01:00 e

Round to nearest minutes

Rounding

Deduct late-in time or early-out time from work
time if more than (minutes)

Break time duration for flexi-break range in
minutes

Deduet actual break time fom work time

Important: * is 2 required field

® video Guide m Sbmit | Camcel

10. Repeat the steps for Team A, 3rd Shift

11. Give another Schedule No: 117

12.The time for Team A, 3rd Shift will start at 17am and done at 17am
13. Submit the Schedule.

Schedule No. * r Description [6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 24/7 Shift Coverage (Third Shift) Schedule Type [Daily -]
|| clocking schedule Range General |  Rounding Break | overtime
Weekday Day Type Start ‘ ‘ End I .=I
01:00 11:00 Y

Round to nearest minutes

Rounding

Deduct late-n time or early-out time from work
time if more than (minutes)

Break time duration for flexi-break range in
minutes

Deduct actual break time form work time

Important: * s a required field

(® Video Guide m T
| = :
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Step 4: Now that the clocking schedules for 6-4 6-4 6-4 Ten Hour Rotating Shift Schedule have been established,
let’s proceed to the Group Duty Roster where you apply this daily schedule to a working yearly calendar.

Under Schedule tab select Assign Users to Duty Roster.

Home Company = Schedule User Device Attendance Report  Librar

J Clocking Schedule [l
Clocking Schedule

A clocking schedule 1 ) at can be set up and the sof]
SRR /\ssign Users to Duty Roster bnds and company's workforcs

again. Edit details of Customise Individual Duty Roster this tab.

T Lo

Click button Add to add the new 6-4 6-4 6-4 Ten Hour Rotating Shift Schedule of Team A to a new Group Duty

Add Duty Group
Group N Description GrOUP okt
p - P Typs (Weekly
Overtime Only After /| - Daily Totals[ | Auto Calc OT[| Tth Day OT[ |
I 2015
anuar [ ]
ebrua

Important: * is a required field

Auto Reset ® Video Guide M Guide Me Submit  Cancel

Step 5: 1. Fill up Group No — Put any number for example 115.
2. Describe the Duty Group
3. Select Group Type: Shift
4. Select Auto and the Auto Schedule Assistant will appear as below.
5. Select the Day Type and its corresponding Shift. It has to follow this pattern of 30 days:

Team A : st Shift, Tst Shift, Tst Shift, Tst Shift, 1st Shift, 1st Shift,
rest, rest, rest, rest, 3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift,
3rd Shift, 3rd Shift, rest, rest, rest, rest, 2nd Shift, 2nd Shift,
2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift, rest, rest, rest, rest

Team B : 2nd Shift, 2nd Shift, rest, rest, rest, rest, 1st Shift, 1st Shift,
1st Shift, 1st Shift, Tst Shift, Tst Shift, rest, rest, rest, rest,
3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift,
rest, rest, rest, rest, 2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift

Team C : Rest, rest, 2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift,
2nd Shift, rest, rest, rest, rest, 1st Shift, 1st Shift, 1st Shift,
1st Shift, Tst Shift, 1st Shift, rest, rest, rest, rest, 3rd Shift,
3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift, rest, rest

Team D : 3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift, rest, rest, rest, rest,
2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift,
rest, rest, rest, rest, 1st Shift, 1st Shift, Tst Shift, 1st Shift,
1st Shift, Tst Shift, rest, rest, rest, rest, 3rd Shift, 3rd Shift

Team E : Rest, rest, rest, rest, 3rd Shift, 3rd Shift, 3rd Shift, 3rd Shift,
3rd Shift, 3rd Shift, rest, rest, rest, rest, 2nd Shift, 2nd Shift,
2nd Shift, 2nd Shift, 2nd Shift, 2nd Shift, rest, rest, rest, rest,
1st Shift, 1st Shift, Tst Shift, 1st Shift, 1st Shift, Tst Shift

www.timeteccloud.com Clocking Schedule Templates - Flexible Schedule | 03



Auto Schedule Assistant

1 Workday - 115 e !
z Workday - 115 >
3 Workday - 115 o
4 Workday - 115 A
5 Workday - 115 =
4 Workday - 115 g
7 Restday o >
8 Restday s bt
9 Restdav hd . i
Effective Date lovov2015 -

Paossible schedules

Apply Cancel

6. Select your Effective Date to start the schedule and click Apply. Your Duty Group will look like
the one below:

Team A Duty Roster

. - — - Grou
Group No. 1us Description 6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 24/7 Shift Coverage Twz Shift ™
Overtime Only After / ~|  DailyTotals [ AutoGalc QT[] 7th Day OT[] Shifes/Day 1 2]
—_—
I 2055 | IBER |
DDOn O O S el
January 115 15 18] us|us s wr w7 116|116 116 116|116 116 us
February us US| us us us w W W w|w 116|116 116 116 116|116 | |
March 115 115 15 115|115 115 17| 17| | a7 | 17 [ 116 116|116 116 116 115
April 15 15 s us|us us W w0 www 116|116 116 116 116 116
May i8] us i8] us us 15 W W ur ww 116 16 115 116 116 116 us
June us us us us us W W W w | w|w 116|116 116 116 116|116 us [l
July 115 115 15| 15| 15 w7 177 |7y 116|116 115 116 116 | 116 15| 115
August s us us us ww W wur W 116|116 116 116 116 116 s 15|15
September s us us wr | wr | w7 a7 a7 T 116|116 116 116 115 115 us us us [l
Octoner 15 us us ww w w | w ur 116 116|116 116 | 116 116 us s us|1s
November 15 15 u7 07 w7 m7 |y ar 116 116|116 116 | 115 116 us us ns us [l
December us us W W w W w 116116 | 116 116 116 16 us us s us|us
Important: * is a required field

Auto Resat Video Guide M Guide Me Submit | Concel

Team B Duty Roster

Edi
: Group.
Group No. 115 Description (6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 24/ Type St -
Overtime Only After / - Daily Totals [ Auto Calc OT[T]  7th Day OT[ ] Shifts/Day|1 1
| 2015 | | shifed [ |
January e 16 115 U5 115 15 15 us 7 U7 | U7 ur a7 a7 116 16 16 116 116
February 116 15|15 15 15 15 15 07 w7 07| ur|ur ur 116 116 U6
March 16 16 16 1S 115 15 1S us|us u7 Uz ur W w w 16 116 16 116
s s s 5 s s s s wr 16 10 10 0 [l
May 116 116 115 115 115 15 15 1S W7 U7 | U7 ur ur u7 116 116 116 116 116
June 16 1S 15 1S 15 1S 1S 07 07 07| ur|ur ur 116 116 16 16 116 .
July ue 1S 1S 1S 1S us us 0707 | a7 ur|urour 116 116 16 16 116 116
August s us|us us us us w1 || a7 |7 | wr 116|116 116 116 16 116
September 1S 15 15 115 15 15 W w w w w|uw 16116 116 15 us us I
October 1us 15 115 15 1S us 07 U7 97 07 ur|ur 116116 116 116 116 116
November 15 15 us 1S us us ww W w | w | w 116 116|116/ 116 16 116 [}
December us us|us us|us us wr | w7 | | 7| r 116 16| 116 116 15 18
Important: * is a required field

areesst Viteo Guide siome Gl
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Team C Duty Roster

Team D Duty Roster

Group No. * 15

Description |6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 24/

z Grou
Group No. * 115 Description |6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 24/ Tvp': shift -
Overtime Only After / - Daily Totals[]  Auto Calc OT["] 7t Day OT[] Shifts/Day 1 2]
T i | \
I £ AR ORI
Janvary 116 116 116|116 116 116 15 15 15 U5 15 1S w w7
February 116 116 116|116 116 115 15|15 15 15 15 15 W w|w w
March 116 116|116 116 | 116 116 15 us us us|us us | 7
April 16 116 16| 116 | 16 16 15 115 U5 1S 1S 15 W W W W w [ ]
May 115 116 16| 115 | 116 116 115 15 15 15|15 15 w w17 7| ur
June 6 16 16 116|116 16 15| 15| U5 15 U5 us w w|w w ur u
sy 116|116 116 116 116 116 us|11s 115 15 15 15 wrwr wr ar e
August 116|116 116 116 116 116 115 | 115 | 15| 115 15| 1 W | w | 115
September 116 116 115 116 116 115 15|15 115 | 1S 115 ur|ur 17 wr | v w [l
October s us|us| us | us us ur|ur | wr W ur us 16
November 16 16 116 116 15 15 15 15|15 15 |7 w7 w7 e 1o 1o [l
December 116116 16 116 15 15 15| 15| 1S 15 w|w w w | w w 116|116 116
Important: *is a required field
Auto Reset Video Guide e Me Submit Cancel

Group =

Type Shift

Important: * is a required field

Auto Reset

Team E Duty Roster

e Only After / - Daily Totals "1 Auto Calc 0TI 7th Day OT[] Shifts/Day 1

| 205 ‘ [ smirer [ |
I [N I O CE e D S E S
January ur ur w o 116 116 116 16 116 116 1S 115 115 1S 1S 1S ur ur |
February ur | ur ur 16 116 116 116 116 116 us 1S 115 115 U5 1S ur ...
March urur W ow our 116 16 16 16 116 116 US 1S uS us us us ur ur
April ur|w | w 16 116 116 16| 116 116 15| us| 15| 15| 15| 15 wr w [l
May ur ur w 116 116 116 116 116 116 115115 115 115 15 1S ur|ur w
June ur| w7 wr 16|16 115 116|116 | 116 us| 15|15 15 15 1S w | w [l
July ur ur ur 116 116 116 116 116 116 us 15 /15 115 1S 1S 07 7| uzur
August ur | ur 110 10 116 116 10 16 1S us 115 15 us us W w7 ur|ur ur
September ur 116 116 116 116 116 116 15 1S 1S 115/ 1S 115 un w7 n7 ur L\T-
October ur 16 16 16 116 16 116 US uS 1S 1S |us us ur a7 ur ur|ur ur
November 116|116 116 116 116 116 115 115 15| us| 15| 15 ur w7 || Y

December 116|116 116 116 116 116 s 115 1S 1s us s ur ur w7 ur ur

Cancel

Workdays and offdays are rotated so
personnel can have weekend days off

Copyright © 2015 Timetec Computing Sdn. Bhd. All rights reserved - 082015

Grouj
Group No. * 115 Description |6-4 6-4 6-4 Ten Hour Rotating Shift Schedule | 24/ Tyﬂz Shift. v
Overtime Only After / <] DailyTotals[] Auto Calc T[]  TthDay T[] Shifts/Day 1 5
[ 2015 | shiftl | |
e T T TS Ty b o
January 1w 7| ur | ur wr 116 116/116 116 116 116 1S 1S 15 15 15115
February w7 || wr | wr | w7 16 116|116 16 16 16 15 1S 15 1S us
March 115 TaraT T 116 16|16 116|116 116 15 15|15 15| 15| 15
April w w|w w ww 116 16116 116 16 116 ns 15 us us|us us Il
May |7 | ur wr w7 wr 116 116|116 116 16 116 15 15 15 15 15 1S
June w ||| wr | wr 16 116|116 16 16 116 us us | us us us us I
July 17| a7 || iz | wr w7 116 116 116 116|116 116 115 15 15 15 15 115
Aug w7 w | ur|ur | ur 16 16 16 18|16 16 us us us us us us
September w17 w7 7 |7 ur 116|116 116 116 116|116 115 115 15|15 15 1S [ |
october w | w || ur 116 110 116 110 116|116 15 115 15 15 U5 15
November w W w | ur 116 116 116 116 116 116 1515|115 15 us| 15 B
December ww | w w w|ur 116116 116 116 116 116 us|us | us us | us us ur
Important: * is & required field
= R IV i ey |
i - -

Clocking Schedule Templates « Flexible Schedule | 05



