TIMETAP GUIDE

Shifts & rosters

TimeTap

Set up your shift times once, then build the weekly roster. Staff see their shifts in the app
and lateness is worked out from them.

Shift templates
Go to Attendance - Shifts —» Shift Templates.

Click New shift and set the name, start and end time, break and the days it applies to.
Optionally link it to roles and mark a default per role — then the roster can fill itself in.

Shifts ©) @ Help ( Time & breaks rules + New shift
2 active shift templates

@ Set up your time & breaks rules
Right now every clocked minute is paid — even clocking in an hour early. Choose what counts in 4 quick questions.

Weekly Roster Shift Templates I Branch Setup

1y Link each shift template to one or more roles. Mark one template as the default per role — then use "Apply role defaults® on the roster to auto-fill the week for all employees based on their role.

m Org-wide Central Store

- ©
Day shift Late shift
Central Store Org-wide
08:00-17:00 9 12:00 - 21:00
[ Mon Tue Wed Thu Fri J] Mon Tue Wed Thu Fri Sat

&, Assign roles

&, Assign roles

\ (=]
@) shift Templates tab. @) Thedays it is used.
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The weekly roster

Open the Weekly Roster tab and pick the week with the arrows.

Each row is a person, each column a day. Click an empty box (+ add) to give someone a shift.
Apply role defaults or Apply branch defaults fills the whole week in one click.

. ’ O
:’_ Shifts @ @ Help (> Time & breaks rules + New shift
b

Week of 09 Nov - 15 Nov 2026 - 37 shifts for 7 of 9 people

W

O Set up your time & breaks rules
Right now every clocked minute is paid — even clocking in an hour early. Choose what counts in 4 quick questions.

[ Weekly Roster Shift Templates Branch Setup J

| Team leaders' roster changes need approval

When on, changes by people who only manage their branches’ shifts wait here (and In the staff app under Approvals) until a manager approves them. Staff are told once a change Is approved
[ < 09 Nov - 15 Nov 2026 > This week J [ # Apply role defaults =~ D Replace al ® Apply branch defaults ?
All branches ~ All shifts v %y Hide unscheduled
Mon Tue Wed Thu Fri Sat Sun
Employee 1

Day shift Day shift Day shift Day shift Day shift I
Ayanda Zulu 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00
. Day shift Day shift Day shift Day shift Day shift e
Johan Pretorius 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00
Day shift Day shift Day shift Day shift Day shift Day shift
Lerato Mokoena 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00 08:00-17:00

9 New shift. Q A shift on the roster.
a Weekly Roster, Shift Templates and Branch e Click + add to add a shift.
Setup.

G Fill the week from role or branch defaults.
9 Pick the week.
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Give someone a shift

Click the day for that person.
Pick the shift, or Off / Remove to take it away.
Click Confirm. The person sees it in the staff app.

I R o e )

Assign shift — Saturday, 14 Nov

| o

g © Off / Remove it
| ,=o |
[ Day shift 08:00-17:00 - 60min break E

L

ol

Cancel v Confirm
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Q Pick the shift. 9 Confirm.
e Off / remove.

Tip: Want team leaders’ roster changes approved first? Tick Team leaders’ roster changes
need approval above the roster.

Still stuck? Use the feedback button in the TimeTap side menu, or ask us — we’re happy to help.



