
To set up Shift Management, 

Click the Shift & Schedule

Shift & Schedule Management



Define work schedules for employees: 

● Flexible, normal, graveyard, or custom shifts 

● Set maximum allowed hours per day (to avoid excess time counted as regular hours) 

● Assign shifts using: 

○ Recurring dates – regular weekly schedules 

○ Custom dates—start and end dates, ideal for rotating schedules 

● Configure rest days: enable “Allow Clock-in on Rest Day” for employees required to work during off-days. 
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To activate the Break Hour feature:

1. Go to Shift & Schedule and open your Shift List.

2. Set the Break Duration to 60 minutes (or your preferred duration).

3. Once saved, the Break Hour button will automatically appear on the employee’s Attendance Dashboard, 

allowing them to log their break time during work hours.

Enable Break Hour Button
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1. To edit an existing 

Shift, Click this button

2. Then click the edit 

quick access button



Allow Extra Hours – Automatically records excess working hours as overtime and files them as pending for approval.

Enable Excess Hours


