
 

Adjust Shift Times 
 

• Right click on the shift and select Adjust Times from the drop-down menu. 
 

      
 
 
 

NOTE: If multiple shifts need the same time adjustment made, you can do these simultaneously by holding Shift or Ctrl as 
appropriate and selecting all relevant shifts, then select Adjust Times from the menu along the bottom of the page. 
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• Enter the new times as required in the slide-in panel and click OK. 
 

 
 
 

• The new times will be displayed on the shift in the roster 
 

 


