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References : Good to Read Before Setting Up

eier

Service Proposal

See what Shiftee has to offer.

Multiple Locations

Manage employees working in multiple branches.

Access Level Privileges

Learn more about Shiftee’s 4 access levels:
Owner, Manager, Supervisor, and Employee.



https://shiftee.io/assets/files/en/shiftee-proposal.pdf
https://shiftee.io/en/help/article/multipleLocations
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https://shiftee.io/en/help/article/accessLevelPrivileges
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INlTlAL SETUP : Create Company

o0 G U+ T 11:38 AM @ 5% M)

o Shiftee < Register @

Lo?'? fo 'Sh‘lﬁee Web Aidmin E Register with Google ID|
¢ Svoseein m Register with Naver ID

& Forgot you

New to SHIFTEE?

N Register with Naver 1D
=

Register with Emai

Register with Email

Copyright © 2018-2017 Shiftes Inc. Al rights reeerved

Online

Choose Company | wiLGUs = o%159 @ 7 59%m |

Skip

Hello. Who's there?

Please choose from below.

Create Company

(For owner)

? @

1
Employee

Online

‘Company’ encompasses all 'Locations’ and 'Employees’.
After creating a company, you can add locations and invite employees.
Create multiple stores or offices as Locations rather than creating separate companies.

01 Registration

A. Go to hitps://shiftee.io and click [Web Admin]
Or open Shiftee mobile app and click [Register]
B. Register with Google ID or your other personal Email

*Registering with your email other than gmail requires you to verify your email. Check your
inbox for a mail from Shiftee and click [Confirm].

02 Create Company

A. Click [Create Company] Or [Owner]
B. Enter company name
C. Click [Create]



https://shiftee.io

INlTlAL SETUP : Create Locations (GPS/WiFi)

‘Location’ contains 'Employees’ and unlimited number of locations can be created within a '‘Company’.

Add New Location eecalGUs T 100PM ® axmo Employees can only clock-in/out when they are at the location.
< Add New Locati...
Location Name
W pengerst Location Name  Pender St.
WU / Pender St. - Address 1200 Pender St. Vancouve . .
Coonginara (4928831, | 03 Create Location Using GPS

-123.12392)

PC [Location] - [Add Location] | Mobile [More] - [Location] - [+]
Enter Location name and address. Select suggested address below.
Check the GPS coordinates and the pin on the map.

Move around the pin on the map for more accuracy. [Save]

CSow>»

,Google . e Trmiollhe
(Optional) Tag Employee

Employees  Brook Lemon, Stev... ~

A J

g o
Edit Location eeees G U+ B o 4:48 @ + 83% W)

Cance Edit Location

Lacation Name

W. Pender St

Location Name  Pender St.

Address 1200 Pender St. Vancouve 04 Edit Location to Setup WiFi
[

Address

1200 W. Pender St

Using WiFi for Timeclock

WiFi Name: X

WiFi IP O

WiFi IP

Bl 50 A. PC [Location] - Select a location A. Mobile [More] - [Location] -
B. Check [Use WiFi for Timeclock] Select a Location - [Edit]
B C. Click red WiFi button B. Turn on [Use WiFi for
D. Check IP address - [Save] Timeclock]

C. Tap [Register Current WiFi]
D. Check IP address - [Save]

*We recommend using your smartphone to register WiFi by pressing [Register Current WiFi]
Register current WiFl Delete button as it will also get an SSID (WiFi name) to reduce confusion.
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INlTlAL SETUP : Create Positions

Multiple ‘Positions’ can be assigned to an 'Employee’.
Add New Position Every shift and attendance will contain a position to distinguish the work.

Position Name

Server

Color: []v

v
0 nEEE

e 05 Create Positions

more

A. PC [Positoins] - [Create Position]
B. Enter name and select color.
C. [Add]

*To delete a position, simply open the position and [Delete]

eeeco G UL T 28 6:22 @ 7 83% m_ eeecs (G U+ T o623 @ 7 83% w0 eees (G U+ T o% 524 @ 7 83%
£ Positions - £ Add New Positi... Save < Position f n:h'.
GETTING STARTED / Position Name  Cashier Position Name Cashier
No s Color @ Color ®

(Optional) Tag Employee Employees in this position
Add Positions

Employees Steven Parker ~ Na employ 1

sition represents roles that employees
work (eg, 'Sales!, 'Waitress', 'Devaloper')

A. Mobile [More] - [Positions] - [+]
B. Enter name and select color.
C. [Save]

*You can view who has the position or even assign employees in Edit Position.




MANAGE EMPLOYE ES : Create and Invite Employees

eeeco G U+ T 2% 6:09 @ 83% W)

£ Add New Emplo...

Add New Employee

*First Name
o First Name  Jane
*ACcess Level ©
staff s Last Name Salad

Pasitions

Locations Pender St. ~

Cashier, Server-AM

Locations Positions

W. Pender St.

Cashier , Server ~

Access Level Staff ~

Invite Employee To jo

Invite Employee To Join ' .

via Emall OR viasSMs mm -

via Email

viaSMS  (+1) 7789876543

Edit E a U = o% 6:1 @ 83%
Edit Employee ®e00a LG U+ * 6:10 @ 83% W

ancel Edit Employee

*First Name

John

First Name Jane
Last Name Salad
Locations Pender St. ~

Positions Positions

Unselected

Cashier , Server ~
Access Level Staff ~
Locations

el Invite Employee To Join i

*Access Level &

via Email

viaSMS  (+82)

An employee can be assigned more than one location. He/she can only have
shifts scheduled in the assigned locations and also clock-in/out there.
All managing access levels can manage other employees.

01 Create an Employee Profile

CoOow>

PC [Employees] - [Add] | Mobile [More] - [Employees] - [+]
Enter Name, Access Level, Position(s), and Location(s)

To send an INVITE code, enter either an email or a phone number.
[Save]

*Employees can ‘Join Company’ by:
Download - [Registration] - [Join Company] - Enter INVITE code.
*Please distribute the Employee User Manual to Staff Level Employees.

02 Edit Employee Profile

COow>

PC [Employees] | Mobile [More] - [Employees]
Select a employee and [Edit]

Make changes

[Save]

*Deactivate an employee upon permanent leave or layoff.

/ *You may permanently delete an employee profile and all records only after deactivating.
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https://shiftee.io/assets/files/en/shiftee-staff-manual.pdf

MANAGE EMPLOYE ES : Manage Wages and a Registered Device

Edit Jane Salad's Wage

Hourly Rate

Effective From

2017-11-20

Edit John Smith's Device

Device bound: O .

Prevent surrogate attendance through coworker's mobile device by binding first logged-in mobile
device to each employee,

If you need to reset employee's bound device due to employee's device change etc, click ‘Reset Device’

button.

SIMRIE = & 2% 12116 s
< Employee Edi
Steve Brown
Email support+al@shiftee.io
Phone 781 567
Locations Robson St.
Positions Bartender
Access Level Staff
[ Wage ]
Device bound o
Reset Device
SIMRE =T o 2F12:16 13
£ Employee Ed
Steve Brown
Email support+al@shiftee.io

Phone
Locations
Positions
Access Level
Wage

Device bound

Robson St.

Bartender

Staff

[ Reset Device

Wages: Shiftee bases on wages to automatically process payroll.
Device Binding: An employee’s smartphone device will be bound
to the employee profile to prevent buddy-clocking.

03 Set Wages

A.

B.

PC [Employees] - Click [$ icon] | Mobile [More] - [Employees]
- Select an employee - [Wage]
Enter Wage and Effective Date

*Shiftee’s automatic payroll bases on each employee’s wages and effective dates.
*Learn more about Payroll at Help Article or EAQ page

04 Reset Employee’s Bound Device

OoOw

PC [Employees] - Click [Device Icon] | Mobile [More] - [Employees]
- Select an employee

Click [Reset Device]

‘Device Bound’ will turn from O to X.

Then have your staff to use the new device to login. We will re-bind the new

device automatically.

8
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https://shiftee.io/en/help/article/payroll
https://shiftee.io/en/faq
https://shiftee.io/en/help/article/payroll

SCHEDU LER : Create Shift Templates and Use Multi-Schedule

eeeco (G U+ T 2F11:51 @ 7 73% w0

< Add New Shift

Assign Shift to Jane Salad on Fri, Dec st

LRLARO0.: i Feet Date  Thursday, 16 November 2017
Position: | Cashier &
Time 9:30 am - 4:30 pm

Time: 2:00p - 9:30p

Location Pender St. ~
Position Server ~
Employee Jane Salad ~

© Check out Web Admin to schedule multiple
shifts all at once using shift template and multi-
schedule.

f =]
Shitt ter
wlGUs o% 6:44 @ 7 a0%m |

Add New Shift Template £ Add New Shift ...
Template Name Template Name  Close-A

Open-7am Location W. Pender ... ~
Location Position Cashier ~

Pender St

Time 2:00 pm - 9:45 pm

Position

Server
Time: 7:00a - 3:30p
Assigned Employees: | Diane Park, Lawrence Larson, Ryan Day

All

Diane Park v

Jane Salad

Lawrence Larson v

Ryan Day v 2 j
Sharon Richardson

Shiftee uses the planned shifts to tell if an employee is late,
overtime, early clock-out, etc. and send appropriate notifications.

01 Single Scheduling

A. PC [Schedule] - Selectadate | Mobile [Shift] - [+] - [Single Shift]
B. Select Employee, Location, Position, and enter time.
C. [Save]

02 Create Shift Templates

A PC [Shift Templates] -[Add] | Mobile [More] - [Shift Templates] - [+]
B. Enter Name, Location, Position, and Shift Time for a template.
C [Save]

*How to select dates:
1. Tap Month (Selects all dates)
2. Tap Day (Selects whole column of day)
&, Tap Date (Only selects a single date)

9
O Shiftee



SCHEDU LER : Create Shift Templates and Use Multi-Schedule

Multi-Schedule with Many Templates at Pender St.

Location: Pender S

AM-1 Server [06:30a ...,
Shift Templates: PM-2 Cashier [03:00p...,
PM-2 Server [03:00p ...

PM-2 Cashier

April 2018

Multi-Schedule with Many Employees at Pender St.

Location: Pander St

MM C

hift T " A
Shift Templates:
AM-1 Cashier [06:30a - 01:30p / CashierE  Jane Salad

AM-1 Server [0630a - 01:30p / Server):  Diane Park
AM-T [0 a - 01:30p ¢ Cook]:  Kathy Andrews, Laura Sanders
AM-1 [06:30a - 01:30p / Manager]:  Ryan Day

Dates

April 2018

Wed Thu Fri Sat
-

o [

9

2% 1:44 s
Multi-Schedule... Save

AM-1 Server [06:30 am
- 01:30 pm / Server],
PM-2 Cashier [03:00 pm
- 11:30 pm [ Cashier]

< March 2018 >

Templa

Sun Mon Tue Wed Thu Fri Sat

25 26 27 28 . 2

=]
SIMRIS T 2% 5:08 -
< Multi-Schedule...
Location Pender St.

Select employees per
template

Click dates with X and see employees
who have conflicting shift

< April 2018 >

Sun Mon Tue Wed Thu Fri Sat

Multi-Schedule a Single Employee: Mass-schedule an employee for sporadic shifts
Multi-Schedule Many Employees: Mass-schedule a group of employees for consistent shifts.

03 Multi-Schedule a Single Employee

A.

04 Multi-Schedule Many Employees

A.

PC [Schedule] - Select Location - A.

[Multi-Schedule a Single

Employee] B.

Select an employee and

template(s) C.

Select dates for each template -
[Save]

*How to quickly select dates:

1. Tap Month (Selects all dates)
2. Tap Day (Selects whole column of day)
&, Tap Date (Only selects a single date)

PC [Schedule] - Select Location ~ A.

- [Multi-Schedule Many

Employees] B.

Select template(s) and

employee(s) C.

Select dates for the shifts to
occur.

Mobile [Shift] - [+] - [Multi-Schedule
a Single Employee]

Select employee, location, and
template(s)

Select dates for each template -
[Save]

Mobile [Shift] - [+] - [Multi-Schedule
Many Templates]

Select location, template(s), and
employee(s)

Select dates - [Save]




Manage Timesheet and Process PayroII : Manage Timesheet

Edit Attendance eeeco G U+ T 2%1:04 @ GO% W)
Empiopee Cancel Edit Attendance
Jane Sxad
Location Employee Jane Salad ~
W. Pender St
Location Pender St. ~
Postion
Position Server *

Date  Thursday, 16 November 2017

20173

Clock In Time 9:00 am
Currersly Warkng
e = Clock Out Time 4:29 am

Currently Working

Shift On Call ~

Notes 0

De
) I )

S oA 2% 6:27 { -

Edit Kathy Andrews's Attendance Breaks

Employee Laura Sanders
Attendance: 2018/01/15(Mon) 09:01 - 17:00

Automatically Added Break Time: Om Location Pender St.

) Position Manager
Break Start Time

[2018/01/15(Mon) 14:00] Date

Work Time

Monday, 8th January 2018

Break End Time 07:01am - 03:59 pm

, {2018/01/15(Mon) 14:30]

Number of Hours 8h 58m

[Break Time Om ]

Shift 07:00 pm - 02:00 am

(e Save Changes Notes 0

Attendance Edit .

Break can be recorded by employees which will be deducted from the Total hours.

01 Add/Edit Attendance

PC [Attendance]

Edit) Open an attendance

Add) Click [Add an Attendance]
Fill in or make changes

[Save]

C.
D.

Mobile [Attendance]

Edit) Open an attendance - [Edit]
Add) Tap [+]

Fill in or make changes

[Save]

*Attendances not Clocked-out’ is easily accessible in Shifte Mobile App
Home screen and organizes all attendances with no clock-out time..

02 Edit/Add Break

PC [Attendance]

Click on a coffee icon on the
right

Add or Edit break time
[Save]

CoOow>

m

Mobile [Attendance]

Select an attendance

Select [Break] row.

Open an existing break to edit
or tap [+] to add.

[Save]




Manage Timesheet and Process PayroII : Payroll Export to Excel

Payroll is based on the wage of each employee and his/her attendances.

03 Payroll Export to Excel

A.  PC [Attendance] - Click [abiaaiifieiEsinis
B. Select employee(s), Start-date, and End-date
C. [Export]

04 Check Exported Excel

{Payroll Time Unk

Brock won AM 1318 [Set] 82600 L8000 . 17:3100 7'.1 ‘- s 2 ;.‘lu“ m:ﬁwuy“.’r‘:‘- O
TR I T B PN SR— . - A.  Shiftee bases payroll on Payroll Time Unit applied hours.
: it ame ame  uwe  xew T B.  Total hours and payroll cells have formula and functions within.
| | — *Check out Help Articles on payroll to learn more.
T I —— 12



https://shiftee.io/en/help/article/payrollTimeUnit
https://shiftee.io/ko/help?tag=payroll
https://shiftee.io/en/help?tag=payroll

Company Settings

Only Owner access level can change Company Settings.

Scheduler
Use shit pprova fesure ® 01 Approve Shifts Feature
(Owner/manager can approve/unapprove shifts (supervisors cannot). Approved shifts cannot be edited/deleted.)
Timeclock
@ Use clock out button
(If your company only records clock in time, turn this off.)
 Sjrerie ~ 02 Use Clock-out or Break
(Record precise break time by using Start/End Break buttons. If undesired, managers can always add/edit break manually.)
Use attendance approval feature, .
(Owner/manager can approve/unapprove attendances (supervisors cannot). Apprgﬂ attendances cannot be edited/deleted.) O 3 Ap prove Atte n d a n Ces
Supervisor Permissior Supervisors can view their own attendance records. Featu re
Supervisors can view attendance records for staffs in assigned location.
® Supervisors can add/edit/delete attendance records for staffs in assigned location. . . . . .
04 Limit Permissions
Staff Permissi ®@ Staffs can view their own attendance records
*You can limit permissions for Supervisor
access level. Change these settings to fit
your business needs.
Payroll
rency [ $ - Canada Dollar 2|
Payroll Time Unit Clock In Time: [ Round Up tonearest 5 minutes 4] (e.g 08:37 => 08:40) . > 05 Roundlng UplDown Rules

Clock Out Time: [ Round down to nearest 15 minutes %] (e.g 18:08 => 18:00) for PaerI I

Total Break Time: [ Round up to nearest 5 minutes

reak Time Usec‘utovnal(breakr addition feature. 06 Automatic Break Time

Per Working Hours: | 4 :Vlhc»urﬁ o

Add Break Time: ;mmule; r. Addition

] (e.g 43m =>45m)




FAQ

For more, check out FAQ on Shiftee homepage.

Frequently Asked Questions Solution / Answer

| do not want to receive notifications on employees’

clock-infout. late. and overtime notifications [More] - [Alert Preferences] - Turn off unwanted notifications.

Some of my employees can’t clock-in/out because it says 1. Please set the location’s GPS coordinates more accurately.
they are too far from the worksite. 2. Or, increase the radial distance from the coordinates to widen the timeclock area.

If the IP address was reset, or the router has been replaced,
In a location using WiFi, users fail to clock-in due to IP 1. Manager can open Shiftee mobile app and follow below steps to re-register the new WiFi.
address does not match starting yesterday. 2. [More] - [Location] - Open the location - [Edit] - Tap [Register Current WiFi] while the device
IS CONNECTED to the location’s WiFi.

In [Company Settings], you can set up a rule for ‘Automatic Break Addition’. Don’t forget to

I'd like the breaks automatically added to the hours. [Save] after.
e.g.) 30 m break every 4.5 hrs => 60 m break automatically added after you have worked 9 hrs

Is Shiftee offered in another language? Open [Account Settings] to change the language to Korean. Shiftee is also offered in Korean.

| don’t want ‘Supervisor’ to manage attendances but just

invite employees to the location. You can modify the privileges of Supervisor Access Level in [Company Settings]

Can Shiftee notify me if an employee leaves work during Shiftee does not check users’ GPS coordinates or WiFi since it goes against our privacy policy.
work hours? Shiftee only checks the GPS or WiFi when a user pressed clock-in/out, break-in/out, etc.

14
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https://shiftee.io/en/faq

Support and Inquiries

Address



mailto:support@shiftee.io
https://shiftee.io/

