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DESCRIPTION

A fast rotation shift pattern that
uses 4 teams to provide around
the clock coverage.

Week 1: Five 8-hr day shifts,
two 12-hr day shifts

Week 2: Three days off, two 8-hr
night shifts, two 12-hr night shifts

Week 3: Three 8-hr night shifts,
4 days off

Week 4: Five 8-hr swing shifts,
two days off
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8 Plus 12 shift Schedule

OBJECTIVE

To provide 24/7 operation and
itis popular for security service
firms, military units and
operations that require 12-hr
weekend shifts

RULES

* Comprises of 4 teams

* Combination of three 8-hr
shifts on weekdays and two
12-hr shifts on weekends to

provide 24/7 coverage.

* Fach team rotates through
the following shift sequence
over a 4-week period

* Repeat cycle of 28 days

* 42 average hours per week
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PROCESS

Step 1: Select Clocking Schedule under the Schedule tab.

Home  Company = Schedule User Device Aftendance Report  Library

J User Duty Planner [l

Clocking Schedule

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

T

B Al « Al

Assign Users to Duty Roster

Customise Individual Duty Roster

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

Home Company | Schedue User Device = Aftendance Repot Libray  Support n
Clocking Schedule

A dlocking schedule is used as a calculator that has rules that can be set up and the software will look at these rules when calculating clocking activities. Managing Clocking Schedules is crucial in finding the
balance in business demands and company’s workforce resources. To achieve efficiency, clocking schedules need o be adjusted time and again. Edit details of your company’s clocking schedules in this tab.

Schedule No.

Description

Schedule Type

Al

1 1/ Normal (9am - 6pm) ‘Weekly 4
You will see:

Schedule No. * — Description Schedule Type Weekly -

‘ Clocking Schedule H Range | General Rounding | Break H Overtime |
Weekday Day Type | ‘ | B
Monday Workday Y
Tuesday Workday 4]
Wednesday Workday rd+]
Thursday Workday ’
Friday Workday Vi
Saturday Restday rd+]
Sunday Restday s

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

Deduct actual break time form work time:

Important: * s a required field
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Step 3: 1. Fill up the Schedule No for example 118

. Describe the schedule: 8 Plus 12 Shift Schedule for Team A, Day 12hrs Shift
. Select Schedule Type: Daily

. Set the time: Start at 7am and end at 7pm — 12 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.* 18 Description (8 Plus 12 Shift Schedule | 2477 Shift Coverage (Day 12-hrs Shift) Schedule Type [Daily -
| Gocking Schedule Range Genersl | Rounding | Break [ overtime ‘
e
07:00 19:00 4

Round to nearest minutes

Rounding

Deduct latevin 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: * is a required field

(® Video Guide m Submit  Cancel

6. Repeat the steps for Team A, Day 8hrs Shift

7. Give another Schedule No: 119

8. The time for Team A, Day 8hrs Shift will start at 7am and done at 3pm
9. Submit the Schedule.

Schedule No.* 119 Description [8 Plus 12 Shift Schedule | 24/7 Shift Coverage (Day 8-hrs Shift) Schedule Type [Daily Bl
|| cocking schedute | Range General | rounding 7 Break | overtime |
- o

07.00 15:00 s

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.

Deduct actual break time fom work time

Important: * is a required field

|
(® video Guide M Guide Me submit  Cancel

10. Repeat the steps for Team A, Swing 8hrs Shift

11. Give another Schedule No: 120

12.The time for Team A, Swing 8hrs Shift will start at 3pm and done at 11pm
13. Submit the Schedule.

Add Schedule x
Schedule No. * 120 Description 8 Plus 12 Shift Schedule | 24/7 Shift Coverage (Swing 8-hrs Shift) Schedule Type Daily Bl
| Clocking Schedule Range [ ceneral Rounding | Break Overtime | |
- o o - |
15:00 2300 Ve

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

Deduct actual break time form werk time

Important: * is a required field

(>) Video Guide r!m Submit Cancel

14. Repeat the steps for Team A, Night 12hrs Shift
15. Give another Schedule No: 121

16. The time for Team A, Night 12hrs Shift will start at 7pm and done at 7am
17. Submit the Schedule.

Clocking Schedule Templates « Flexible Schedule | 02



www.timeteccloud.com

Add Schedule X

Schedule No_* 121 Description 8 Plus 12 Shift Schedule | 24/7 Shift Coverage (Night 12-hrs Shift) Schedule Type Daily »
|| Clocking Schedule Range | Genesl | Rounding Bresk | Overtime
] b — I I I II IIEmi II
1900 0700 V-]

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 r'm Submit  Cancel
, = g

18. Repeat the steps for Team A, Night 8hrs Shift

19. Give another Schedule No: 122

20. The time for Team A, Night 8hrs Shift will start at 11pm and done at 7am
21. Submit the Schedule.

Add Schedule x

Schedule No.* (122 Description 8 Plus 12 Shift Schedule | 24/7 Shift Coverage (Night B-hrs Shift Schedule Type Daily -
[ Clocking Schedule Range General | Rounding Breek. [ overtime
I I
Weekday Day Type Stan | | End | | | Edt
2300 07:00 4

Round to nearest minutes

Rounding

Deduet late-in 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: * is a required field

® Video Guide rw Submit. Cancel ™
i - -

Step 4: Now that the clocking schedules for 8 Plus 12 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.

Schedule User Device  Attendance  Report  Librar

J Clocking Schedule [aatdalielsl
Clocking Schedule

A clocking schedule i . at can be set up and the soff
G ERasEINl Assign Users to Duty Roster Ends and company's workfore

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

S Do [
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Click button Add the new 8 Plus 12 Shift Schedule of Team A to a new Group Duty Roster

Add Duty Group

Group
Type

Group No. * Description Weekly
Overtime Only After | 1 -| Daily Totals[ ] Auto Calc 0T/ 7th Day 0TI

| 2015

Important: * s a required field

Step 5: 1. Fill up Group No — Put any number for example 118.
Describe the Duty Group
Select Group Type: Shift

Select Auto and the Auto Schedule Assistant will appear as below.

Select the Day Type and its corresponding Shift. It has to follow this pattern of 28 days:

Team A : Day 8hrs, Day 8hrs, Day 8hrs, Day 8hrs, Day 8hrs, Day 12hrs, Day 12hrs, rest, rest, rest,
Night 8hrs, Night 8hrs, Night 12hrs, Night 12hrs, Night 8hrs, Night 8hrs, Night 8hrs, rest,
rest, rest, rest, Swing 8hrs, Swing 8hrs, Swing 8hrs, Swing 8hrs, Swing 8hrs, rest, rest

Team B : Rest, rest, rest, Night 8hrs, Night 8hrs, Night 12hrs, Night 12hrs, Night 8hrs, Night 8hrs,
Night 8hrs, rest, rest, rest, rest, Swing 8hrs, Swing 8hrs, Swing 8hrs, Swing 8hrs, Swing 8hrs,
rest, rest, Day 8hrs, Day 8hrs, Day 8hrs, Day 8hrs, Day 8hrs, Day 12hrs, Day 12hrs

Team C : Night 8hrs, Night 8hrs, Night 8hrs, rest, rest, rest, rest, Swing 8hrs, Swing 8hrs, Swing 8hrs,
Swing 8hrs, Swing 8hrs, rest, rest, Day 8hrs, Day 8hrs, Day 8hrs, Day 8hrs, Day 8hrs,
Day 12hrs, Day 12hrs, rest, rest, rest, Night 8hrs, Night 8hrs, Night 12hrs, Night 12hrs

Team D : Swing 8hrs, Swing 8hrs, Swing 8hrs, Swing 8hrs, Swing 8hrs, rest, rest, Day 8hrs, Day 8hrs,
Day 8hrs, Day 8hrs, Day 8hrs, Day 12hrs, Day 12hrs, rest, rest, rest, Night 8hrs, Night 8hrs,
Night 12hrs, Night 12hrs, Night 8hrs, Night 8hrs, Night 8hrs, rest, rest, rest, rest

Auto Schedule Assistant x

1 Workday - 19 it i
2 Workday ¥, 19 . |:|
3 Workday b 19 v,
4 Workday A 119 %
5 Workday - 119 A
6 Workday - 18 A
7 Workday - 118 :
8 Restday > >
9 Restdav ¥ b =
Effective Date ;Wl
Possible schedules | i
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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

Add Duty Group

- B Grou & [
Group No_ * 18 Description 8 Plus 12 Shift Schedule | 24/7 Shift Coverage TYDZ Shift B
Overtime Only After ! <] DailyTotals[] AutoCalcOTT] Tt Day OT[] Shifts/Day |1 <
| 2015 | Shift 1 ‘
Month 1|2 n 6(7 /8|9 mn 131415 uﬂ 1920 21 ‘ 2 25|26|27(28 |29 H
January 19 1 |18 119 19 L& LS 24124 121 121 124|124 24 120|120 120|220 120 19 19 19
February 19 19 118|118 124 124|121 121|124 124 124 120 120 120|120 120 us s us [l
March 19 19 118|118 124 124 121|121 124 124 124 120|120 120|120 120 19 19 us 19 19 18
apri 18 124 124 121 121 124 [ 124 120 120|120 20| 20 19 19|19 19 19 u8 3
May 124 124 121121 124 124 124 120 120 120|120 120 19 19 13 13|19 18 18
June 124 121 121 |24 | 124|224 120 120|120 120 120 uS 19 19 M9 19 U8 1B 2a 2s ]
July 121 124|124 | 24 120 120/ 120 120 120 18 19|19 13 19 us us 124 124 121|121 124 124
August 124 120 120 120 120 120 19 L U L9 U9 U8 18 124|124 | 121 121 124 124 124
September 120|120 120|120 120 19119 119 19 13 18 18 124 124|121 121 | 124|124 124
Octaber 120 120 120|120 120 19 191|119 19 1e 18 124124 121 121 124|124 124 120 120|120
November 20 120 19 119 s 19 U3 u8|us 124 124 121|121 124 124 124 120 120 120 120 120 [l
Deeember 19119 19 19 19 18 18 124|124 | 121|121 124|124 124 120|120/ 120 120 120 )

Important: * s a required fiel

Auto Reset ® video Guide rw Submit | Cancel
i = -

Team B Duty Roster

- . Grou
Group No. * 18 Description (8 Plus 12 Shift Schedule | 24/7 Shift Coverage Tope Shift -
Overtime Only After / <] DailyTotals[] Auto Galc T[] 7th Day O[] Shifts/Day 1 L
| 2015 ‘ shier | |
January 124 124 121 121 124 124 14 120 120 20 20 220 U9 19 119 19 19 U8 18
Fane 1424 21 21 s s s 120 120 120| 20, 20 [N 15 19 19 113 19 113 s mEE
March 124 124 121 121 124 124 124 120 120 120 120 120 19 119 119 119 19 118 18 124 124|121
April 121 124 124 124 120 120 120 120 120 s 19 19 119 119 118 18 124 124 121 121 24 .
May 124 124 120 120 120 120 120 19119 19 19 19 18 u8 124 124 121 121 124 124 124
e 120 20 320 0o R 5| 0] | [ s I EE D u
July 120 120 120 120 120 19 119 119 119 119 18 18 124 124 121 121 124 124 124 120 | 120
Rugust 12020 20 1o 19119 19 19 us ua 124 24 121 21 24 24 20 120 120 120 20 20
September 119 119 119 119 19 118 18 124 124|121 121 124 124 124 120 120 120 120 120
October 119 119 119 19 119 U8 us 124 24 121 121 124 124 124 120 120 120 120 120 19 1u9|119
November 19 119 18 118 124 124 121 121 124 124 124 120 120 120 120 120 19 115 119 119 19 -
December us us 24 124121 121 124 124 R4 120 120 120 120 20 119 19 119 119 119 U8 us

Important-* s 5 required field

Auto Reset ® Video Guide rw submit | Cancel
- =]

Team C Duty Roster

e Groy -
Group No.* 18 Description |8 Plus 12 Shift Schedule | 24/7 Shift Coverage Typ'; Shift -
Overtime Only After / - Daily Totals 1 Auto Calc T[] th Day 0TI | Shifts/Day| 1
| 2085 Shift 1 \| |
e DLl L el s el e ol sl ol
January 120 120 120120 120 19 119 119 119 119 118 118 124 124 121 121 124 124 24
February 120 120 120 120 120 19 119 19 ue 1 18 us 124 124 121 121 124|124 120
March 120 120 120 120 120 119 119 119 119 19 118 u8 124 124 121 121 124|124 124
Aprit 120|120/ 120 120 120 19 119|119 119 119 118 us 124|124 121 121 124 124|120 =0 [li]
120 120 120 120 119 119 19 119 119 18 8 124 124 121 121124 124 124 120 120 120 120
120 19 118 19 119 119 18 118 124 124 121 121 124 124 124 120 120 120 120 120
U9 19|19 19 19 18 us 124 124 121 121 124 124 124 120 120 120 120 120 19 19
119 119 | 119 | 13 18 124|124 121121 124 124124 120|120 120|120 120 19 113 119 119 19
September us 18 124 124 121 121 124|124 124 120 120 120 120|120 19 19 19 119 u9 us 1]3-
October 124 124 121 121 124 124 124 120 120 120 120 120 119 115 119 19 119 118 us
November 124|124 121 | 120 124 124|124 120|120/ 120 120 120 u9 19|19 u9 19 us us e |
December 121|121 | 124|124 124 120|120 120|120 120 119 19 19 1919 18 18 4124|121 | 121|124
portant: * is a required field
e eoce |l oo

Team D Duty Roster

Grouy
Group No. * 118 Description |8 Plus 12 Shift Schedule | 24/T Shift Coverage Typg Shift *
Overtime Only After / - Daily Totals ] Auto Calc OT[ ] Tth Day OT[ | Shifts/Day |1
‘ 2015 | | shife1 ‘\
L J
I —C D 0RO DO OE SRS ooma
January 0/120 120 120 120 19 119 19 119 19 1513 124|124 121121124 124 124 120 120| 20
February 20/ 120 19 19 19|19 u9 18 18 124/ 124] 121 121 24| 124|124 20 o o [N
March 120 120 19 19 13 19 19 18 18 124 124|121 121 124 124 124 120 120 120|120 120
Aprit 19 119 U9 19 u9 L8 us 124 124|121 121|124 124 124 120/120 120 20 120 |
Moy 19 119 13 13 18 LB 124 124 121 121|124 | 124 124 120|120 /120|120 220 19 13 19 13
June 9 18 118 12424 121 121 124 124 124 120 120 120|120 20 19 19 19 19 me uB
July s 124 124|121 121 124 124 124 120|120 120 120 120 19 119 119 19 19|18 us
August 124]124 121 121|124 124 224 120|120 20| 20| 20 19 19|19 19 19 18 B 124|124
September 121 121 124 124 124 120 120 120|120 120 19 19 19 1S 9 118 18 24 2a 121 21 [l
Octaber 124|124 124 120 120 120 120 120 19 119 19 u9 19 U8 u8 124 124 121121 24| 2428
November 120 120 120|120 120 19 1919 19 19 us ua 124 124|121 121|124 124 124 |}
December 120|120 120|120 120 19 19 19 L9 |19 1 uE 124 124|121 121 | 126 | 124|124 20
Staff gets 2 weekends off every month and Imparant.* s  equied e

4 days off after consecutive night shifts. ho e Y s s
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