
 

Run Auto Roster 
 

• Right click on the purple bar in the roster and select Auto Roster from the drop-down menu. 
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• Select the relevant Auto Roster step on the slide-in panel and click OK 

 

• The standard order of Auto Roster steps is: 

1. Shared & Personal Patterns 

2. Nights Only 

3. Final Run 

 



 

• The purple bar will turn orange to indicate the Auto Roster is running 

 

• Double click on the orange bar to open the progress panel 
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• The progress panel will indicate how far along the process is 

 

• Use the refresh button to update the progress report 

 

 



 

• Once the process is complete, close the slide-in panel using the X icon in the top right corner, then refresh the roster to display 

the inputted shifts 

 

 



 

• Repeat these steps for all 3 Auto Roster stages. Manual adjustments can be made to the rostered shifts between each step or at 

the end of the full process 

 

• If you need to clear the roster of auto-rostered shifts, right click on the purple bar and select Clear Roster to remove all shifts 
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• Select the relevant date range and any type of shift you do not wish to remove, 

then click OK 

 

 

 


