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1. The Basics

1.1. Screen sizes
StaffSavvy is designed to work on as many screen sizes and devices as possible. Due to the vast array of devices

and screen sizes available, it’s not always possible to offer every feature in every situation.

Some features are only available to large screens as they are very difficult to use on small monitors. Please
ensure you have your browser window maximised when using the site on a desktop computer.

1.2. Glossary

Many of the key phases on the site can be customised as needed to suit your workplace. Below is a list of the
terms this guide will use and what they mean.

1.2.1. Staff Member

An individual account on the site. This grants the user access to their shifts, training, events and much more.
Individuals can have different levels of access to the site (allowed to see/do different things) and also have access
to one or more venues.

Common alternatives: crew, colleagues

1.2.2. Venues

These are single locations within your business group. They might be shops; coffee stalls, night clubs or
nurseries. Each outlet’s schedule of shifts is managed separately. Staff have access to one or more venues;
granting them access allows them to work at that venue. Staff also have a “home” venue which allows staff to be
grouped into teams easily.

Common alternatives: outlets, units, departments, branches, locations, rooms

1.2.3. Venue Groups

This is a collection of several venues that operate together. Each ops group can have any combination of venues
assigned to it and venues can be in multiple groups.

Many of the reports and shift management functions on the site support viewing and managing as a venue
group. This allows you to run multiple venues as a single operational unit.

Common alternatives: regions, ops groups, departments
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1.2.4. Departments (NEW)

Departments are a series of groups. Under these groups you can assign Venues, and many other assets. A Venue
can only be assigned to one Department, however all other assets can be assigned to multiple Departments.
Departments are unique in that they add a level of restriction and privacy to your assets. You can set up
restrictions so that assets are restricted by access to a Department.

1.2.5. Teams

These are sub-groups of staff. They can combine different venues together. It is used for team building primarily;
it does not affect shift schedules or any other part of the staff management.
Common alternatives: squad, group, troop, division

1.2.6. Skills

This is how staff are selected for certain shifts; a role comes with certain job requirements the staff member will
perform for that shift. Different skills can also be paid at different hourly rates.

A staff member can only work a shift if they have been assigned the same skill. A duty manager shift can only be
worked by a staff member that has been added to the Duty Manager skill.

Skills can also be assigned to specific venues. When assigning skills to staff, you can only assign staff to a skill if
that skill has been assigned to a venue they and the assignee work at. So the system should show only those
skills the assignee is interested in.

Common alternatives: roles, group, type

1.2.7. Levels

A level is the access a staff member has on the site. This dictates what they can see and what they can’t on the
site. Normally the levels of access mirror your internal levels of seniority within your workplace; staff, team
leader, duty manager, venue manager, chief executive.

1.2.8. Covershifts

These are simple shifts available for cover; they might be unassigned (extra shifts) or they might be a request
from a staff member to cover.

1.2.9. Extra Shifts

These are shifts that staff members can take via Available Shifts in their menu. Only staff with the same skill as
required for the shift and with access to the venue the shift is taking place at, will be able to take the shift. It will
also prevent them from taking a shift that breaches hour limits or working in two places at the same time.
Additional restrictions can be applied using Shift Ranges and Venue Settings.

1.2.10. Offered Shifts

These are extra shifts that staff can offer to work but managers make the final decision on who will work each
one.
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This is useful for certain situations but we do recommend using skills correctly so that extra shifts can be used

most of the time. Offered shifts are manager-intensive and thus limits some of the efficiency savings you can
make.

1.2.11. Unassigned Shifts

These are empty shifts ready to be assigned by a manager. These cannot be taken by staff themselves and must
be manually assigned to staff.
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1.3. The Navigation

e

i-gJumas A B

£ ~ MyAccount ~ Staff ¥ Shifts ¥ Training ¥ Pay ~ Recruitment ~ Reports ~ System ~ — 52 Venue Uno

% Exportall contacts as CSV  # Advanced Search & Show My Direct Reports Only

Staff Directory é Qo

A: Your Details

B: Main Menu

C: Quick Search

D: Venue / Venue Group Selector
E: Actions Menu

F: Page Filter

1.3.1. A: Your Details

In this area we’ll display your profile image and your name. It allows you to quickly confirm that you are logged in
and by clicking on your name will take you directly to your profile page.

1.3.2. B: Main Menu

This is constant throughout all pages however it will be customised based on your access level to the system and
the size of screen you are using. Some of the larger reports (like the year planner) might vanish if you have your
browser window too small or are using a small tablet screen.

1.3.3. C: Quick Search

The quick search function is designed to help speed up your navigation and to help you find the page you are
looking for quickly and with ease. This is displayed in the menu on all pages and will give quick access to all pages
within the menu, staff profiles and assigning options for Skills and Venues.

Simply start to type anything in and the system will aim to give you the best options:
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~ Shifts off List
- Shift Ranges

Qo T S 1

You can also search for staff members:

£ Venue Uno

James Hodgetts (my profile) X

James Nicholls

Benjamin "Ben" Nicholls
Jamie O'Grady

James "Sheridan” twynham

James "James M" Bailey

James "James M" twynham

Shey "shey" James

And go directly to editing a venue, editing a skill, assigning staff to a venue or assigning staff to a skill.

In addition, if you hover over the suggestion, we’ll provide a summary to help you choose the right page each
time.
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Add or remove staff Edit Venue: Coffee Hut X
member to the Coffee P Assign Venue: Coffee Hut
Hut venue

| Awaiting Review £59.25

1.3.4. D: Venue or Venue Group Selector

If you have access to more than one venue then this option will display which venue or venue group you are
currently viewing. Clicking on the venue will bring up a selection box where you can choose which venue or
group to manage.

Venue or Venue Group
Venues Venue Groups
ARTIFAX: PALACE THEATRE

COFFEE HUT

HEALTH CARE

At the top of the popup choose Venues or Venue Groups to change between the individual items or the groups
of venues. The current venue/group will be highlighted and you can simply click to change to another venue or

group.

Only the venues/groups that you have access to will be displayed.

1.3.5. E: Actions Menu

This menu is only displayed on some pages; it’s always contextual so changes based on the page and record you
are looking at.

On some pages it might simply add “Add a new...” and on others there might be many options to do with that
profile or record.

It’s often where additional options and settings are made available (the actions) as well as links to edit items or
view additional reports.
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This is an example of the Actions Menu on the manage shifts page; it provides access to different views, options
to duplicate shifts, contact staff who are working and quick access to other features.

£* -~ MyAccount - Staff ~ Shifts ~ Training ~ Pay -~ Recruitment ~ Reports ~ System ~ _ 55 Venue Uno

B Swap to Timeline View  F9 Choose another day [ Previous shift: Thursday 21st January 2021 [ Next shift: Saturday 23rd January 2021 [ Duplicate this shift £ Email this shift

@ SMS this shift g Email staff not working g SMS staff not working @ Create extra shifts & Create shifts off [ Shift Memos

1.3.6. F: Page Filter

This allows you to quickly filter the page items to find the record you want, for example on the staff directory,
you can type in any part of a staff member’s name and the system will filter the staff down to those who match.

Different pages might have additional filter options to assist in finding the right records.

The example below shows the permissions page filter only displaying permissions for time entries:

Manage Access Permissions

¥ Fiter | time entrieq

Clock in, Time Sheets, Pay & Expenses

¢ Active staff member time entries * .o @ Review and approve time entries to be paid

* Create Wagesheets * View confirmed perscnal time entries & pay
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2. Organisation Configuration

2.1. Global Settings

You can control a vast array of options for your organisation. These are managed under the System >
Configuration > Global Settings.

2.1.1. General: Details

Entity Name

This is the name that we’ll include on various parts of the system and should be your legal or trading
name.

Organisation Week Starts

For some reports and views, we need to know the start of the week.

Organisation Country

To provide national holidays and currency automatically.

Default Colour Scheme

These allow you to choose the default colour scheme in use on the system. Staff can choose to change
this for their accounts, but it will still be used on login/register screens.

2.1.2. General: Data Controller

We use this information on the registration screens as part of your default data protection compliance
statement. Data protection compliance is your responsibility but we are ready to be compliant as your
data processor. We recommend that you add your own data protection compliance statement under the
Data Policies: Data Privacy Declarations tab. Your policy should cover all use of private staff data, in this
system, in any other systems and offline.

We’ll simply display this data controller information in legally required locations so that you can be
compliant with various data protection laws. It is your responsibility to keep this information up to date
and ensure you comply with local data protection legislation.

In addition, we ask for you to provide a contact email address for those who should be informed of a
data breach. We work hard to ensure this doesn’t happen in the first place.

2.1.3. General: Services

SMS

SMS messages are used throughout the site for last minute notifications and urgent messages. You can
disable this entire feature here but it will block everything from last minute reminders to evacuation
lists.
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The SMS feature has costs associated with its use. SMS credits are purchased in packs up front and we'll
simply use up the credits as SMS are sent. We won’t automatically invoice you for additional credits.

You can see the options for SMS credit packs under System > Finance > SMS Credits. This page allows you
to purchase additional credits which will be added to your next invoice automatically.

2.1.4. Payroll: Calculation Method

This is how the system will manage rounding with reports and exports. It allows you to prioritise
accuracy or consistency across reports.

2.1.5. Payroll: Services

Each of these services add employee reference fields, account codes, cost codes and more to the site to
support the selected payroll service.

For additional information on each of the payroll services please speak to StaffSavvy Support.

2.1.6. Payroll: Export Formats

These additional export formats allow you to export wage sheets in different formats for use in other
applications or to provide to third parties.

Descriptions on the export formats provide some information on the data they contain and how it will be
presented.

For additional information on each of the payroll services please contact StaffSavvy Support.

2.1.7. Payroll: Payroll Settings

o Require NI Number (UK ONLY)
This option can require NI Number to be added (and optionally verified by a manager) for the
employee’s pay to be included in Wage Sheets for payroll. When enabled, anyone without an NI number
will be excluded from wage sheet exports. Their hours will be kept on record for when their NI number is
provided.

o Require Employee References
Employee references are often their payroll ID or account code used to connect their account in
StaffSavvy to their payroll account.
When enabled, staff without employee references for the payroll services you have enabled will not be
included in wage sheets. Their hours will be kept back until all of their required references are provided.

2.1.8. Features

This page section allows for many different features to be turned on and off. The change will take place
almost instantly and can be changed at any time. Features that can be enabled include:

o Employment Eligibility - Allows you to categorise and monitor staff’s right to work documents. If

disabled, Work Eligibility documents will not be able to be uploaded by a staff member.
e Cases - Allows for detailed case management for HR and other processes.
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e Staff Document Store - Opens up a secure document store for each staff member. Required for
Employment Eligibility features.

e Squads - With squads you can organise your staff into teams or small groups for easy
management.

e Training Management - Full training management includes physical and digital courses plus
online exams.

Staff Events - Allows you to set up optional events that staff can sign up to attend.

Resource Library - Opens up a place where resources can be stored. Under menu location, you
can choose whether to show this option within the Training menu option.

There is also an additional option to enable/disable the most viewed items.

e Forum - If enabled provides a conversational space within StaffSavvy, similar to news but less
urgent designed for staff to discuss topics in a dedicated room.

e Triggers - If enabled, allows you to create a set of actions that are performed automatically by
StaffSavvy when triggered by a specific event.

e Tasks - Tasks are designed to be automatically created and assigned to staff to be completed.
It’s perfect for HR tasks automatically created by triggers.

e Shift Assets - This feature allows you to track assets provided to staff when they are working a

shift. Examples include ticket scanners, radios etc.

Expenses & Mileage Claims - Allow staff to add expense and travel claims, including receipts.

Awards - Manage and assign awards to staff.

Welfare & Performance- Allow staff to be assigned forms relating to welfare and performance.

Goals - Allows you to set staff targets that are trackable with progress status and will often be

linked to training programs and certificates.

e Shift Deployments - Here you can enable Shift Deployments. This feature allows you to assign
staff to specific physical locations or positions within a venue. This allows for the movement of
staff between these positions during their shift and enables the creation of deployment patterns
for repeated use. These can be printed out and left on location. For more details see Shift

Deployments.

e Jobs & Organisation Hierarchy - If enabled, having jobs allows you to add a job title, description,
and reporting structure. It allows you to set up an organisational hierarchy, showing the chain of
command.

e Pay Scales - If enabled, can be assigned to specific contracts. Allows you to automatically
calculate pay based on skill level and contract pay spine and can be displayed on profiles.

e Staff Photos - Choose whether to allow staff profile pictures.

In addition, this is also where you can add on our recruitment features for additional cost.

Disabling a feature will not remove any data; it will be retained until the feature is enabled again.
Disabling the recruitment add-on will remove the data stored to assist with data protection laws.

2.1.9. Integrations

This is where you are able to enable Integrations with StaffSavvy.
Please see the detailed integration sections at the end of this document for more information.
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2.1.10. SCIM & SSO

This is where you can enable Single Sign On (SSO) and SCIM services. We recommend making sure the SSO services
are connected and working properly before disabling login with email option.

Alternatively, you can choose to require SSO for only certain access levels. This would block the StaffSavvy
Email/Password login options for certain access levels which will ensure they login via your SSO system.

In addition, you can enable SAML Single Sign On. Here you can edit your SAML login screen. It is required to give
Service Provider Details and Identity Provider Details. If in a Key roll over process additional information is
required.

There is also new support for automatic account provisioning via SCIM. Enabling SCIM allows you to transfer and
synchronise data across platforms already using SCIM. Once a user account has been created and the central
identity has this information, if SCIM is enabled, this information will be synchronised with all other applications
where SCIM has been enabled. This information will also apply if the user updates their information.

One of the most useful features that comes from enabling SCIM is that it can automatically archive accounts where
a work email account has also been deleted, restricting past staff members’ access to the system.
It is also helpful for larger companies, where more users need profiles created across multiple platforms.

To set up you will need to enable SCIM. You will see that your SCIM root and schema endpoints are automatically
set up so that you can use them for your integration. You also have a token. Then set your default Venue, Skill and
Access Level.

SCIM vs SSO vs SAML

SCIM and SSO have two different functions within security and data storing that play slightly different roles in
managing identities and access to your applications. SCIM helps sync identities across various applications, and
SSO authenticates users in multiple applications with a single set of credentials. These two technologies can be
used together to create a secure experience.

SCIM and SAML are features that streamline the exchange of identity data and can be used together or separately.
Like SCIM, SAML allows users to reuse the same credentials across different platforms. SCIM can work well with
SAML as it functions by creating, updating, or deleting profiles in the target system, providing key information for
the user to sign in to an app.

2.1.11. SCIM & SSO: Stay Logged In Duration

You can use this configuration to establish a limit on the number of days a computer remains authenticated for a
specific user. When employing Single Sign-On (SSO) or the "stay logged in" functionality, this setting determines
the maximum duration a user can stay active in the system. The current standard is 90 days, after which a fresh
login is mandatory. There are several options to choose from, between as little as 5 days and then up to 90 days.
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2.1.12. SCIM & SSO: Email/Password Login

These options set up how your login will appear and the MFA options.

If using email or device-based Multi Factor Authentication codes, you can set a valid MFA duration that
determines how long the user will be remembered on that device. This defaults to 30 days before requiring
re-validation, but can be set to as little as five days.

2.1.14, Staff & Contracts: New Staff

This is where you are able to enable a new staff account. This tab also allows you to manage your contract settings;
manage holiday and absences; manage employment eligibility & continuous employment date.

Allow staff to request an account

When enabled, staff can request access to the site from the login page. Access must be granted before
they have any access to the site at all.

Request Account: Anti-SPAM Secret Code

When an answer is provided here, staff requesting an account must provide the same text as entered.
This forms a secret code or secret answer that prevents spam account requests or requests from users
who do not have legitimate access rights (Accounts provided without an access code will not be created
and the information will not be saved).

Request Account: Prompt for Code

This is the information the staff member will be asked for then requesting an account.

Automatically Assign PIN Codes on Authorisation

When staff are approved or invited, they will have a clock in screen PIN code generated for them and
emailed out.

2.1.15. Staff & Contracts: Contracts

Contract Requirement

Allows you to set that staff must have a valid and signed contract (if one is assigned to them) to take
shifts.

Contract Document Approval

When enabled, this option requires a manager to approve the contract document that a staff member
has been assigned before they are allowed to view and digitally sign it.

The approving staff member must be different from the person who assigned the document in the first
place and serves to add a validation step for all contract documents before they are signed by the staff
member.

Contract Upload Document

Decide which document type any physically signed contract documents should be assigned to

(Only needed when you have historical contracts you wish to upload).

Contract Limit Date Points

Decides the dates the system uses to work out contracted hours limits. This can prevent issues if you
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have shifts starting at midnight on the first day of a new contract period and they clock in 5 minutes
early. Either this shift will be included in the previous week or the next week.

Weekly Availability Preferences per Contract

When enabled, staff provide availability for each of their concurrent contracts.

2.1.16. Staff & Contracts: Continuous Employment Date

You are now able to clear a continuous employment date once a contract hasn’t been in place for several
months. This is used to help improve GDPR compliance and protect staff members data.

Gap in contracts

This option will clear the continuous employment start date once they have had a gap in employment of
so many weeks.

Period being archived

This option will reset their on-boarding status and continuous employment start date once the staff
member has been archived for so many months. The documents will still be available in the history but
new documents will need to be provided.

2.1.17. Staff & Contracts: Employment Eligibility Configuration

Employment Eligibility Document Notes

This is displayed when a document must be provided in person to be checked. It can be overridden per
venue but this should be used to set where (and when) staff can have their documents checked and
uploaded.

Employment Eligibility Reassessments

This allows the system to automatically archive documents used to prove eligibility if the account has
been archived for a certain number of months. It effectively means they will need to provide new
documentation if they have not worked within this period.

Employment Eligibility: shifts

This option allows you to allow managers to assign shifts even when staff members have not completed
assigned documents.

2.1.18. Staff & Contracts: Holiday

Holiday requests non-entitlements

This allows staff to enter a holiday request but ask for it not to use their holiday entitlement. They must
choose an option from the list you provide here. Use the Add Option to add as many items to this list as
needed.

Merge multiple contract periods together for a yearly holiday total

Holiday allowances can now be merged together for multiple, different contract periods across a holiday
year. Wherever possible, this will present a yearly total for entitlements and usage. However, this can
only be applied if all parts of the year use the same entitlement options. If not enabled, holiday will be
limited to a single contract period, with any leftover holiday rolling over.
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Holiday pro-rata rounding

This option controls how prorated holiday amounts will be rounded. The options are; no rounding at all,
nearest 0.5, up to 0.5 or down to 0.5.

Fixed entitlement holiday: default action for staff member shifts

This is the default action on what happens to scheduled shifts when staff put in holiday requests using
their fixed entitlement. You can choose to repost, cancel, make no changes to shifts or set to pending
approval until cover is found.

Casual holiday: default action for staff member shifts

This is the default action on what happens to scheduled shifts when staff request casual holiday. You can
repost, cancel, make no changes to shifts or set to pending approval until cover is found.

Holiday rolling limit

This is a general limit that can be used to limit hours of rolling for all staff between holiday years. When
entered, it will default the maximum rolling amount to that number of hours (converted to days if their
entitlement is in days). Managers can still override this.

Holiday request notice

This is the default notice period required for all holiday requests. This applies to requests; managers can
still add entries closer to the start date.

Earn & claim holiday rates

By default, earn and claim holiday is paid out at the hourly rate of pay that the hours were earned at. If
you have had an hourly rate change since the holiday pay was earned, then the rate will be the previous
rate of pay. Choose which rate of pay to be used for the claims.

2.1.19. Staff & Contracts: Absences

Require categories to be set if they are available

This option allows you to make categories on absence reasons a required field throughout. This means
that an absence must have a category set or you will not be able to add the absence.

If a line manager is absent

Choose what you want to happen if a line manager is absent regarding requests and escalations.
Minimum line manager's absence duration in calendar days

Set the number of days the line manager needs to be absent before the above is enacted.

Default action to repost shifts

This is where you decide what the default action will be if a shift can no longer be taken by a staff
member. Your options include; repost as offered or extra or change to unassigned.

Default action for staff member shifts

This option allows you to choose the default reason that will be set if a shift is cancelled by a member of
staff. This default should be set by a manager.

Thresholds for Bradford Factor

You are also able to add a threshold level for the Bradford Factor calculation. You have the option to set
the threshold for gradually increasing the severity of problems and the threshold that disciplinary action
would need to be taken. There can also be adjustments made to the Bradford Factor threshold labels to
customise them for your organisation’s preferences.
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2.1.20. Staff & Contracts: Suspended Staff

o What to do with their shifts?
For suspended staff, you can instruct the system to change/cancel the staff member’s shifts or set a
reason for absence.

e Do you want to fill their shifts?
This allows the system to add extra shifts to replace the staff member who is not attending.

e Do this for X days into the future
This allows you to automatically update their shifts for a rolling period of time into the future, up to 90
days.

2.1.21. Staff & Contracts: Email Prevention

e Availability Changes
Ability to stop automatic emails when an account's availability is changed automatically due to changes
in the restrictions. Selecting this option will prevent any affected staff member from receiving an email
notification when their account is archived.

2.1.22. Staff & Contracts: Employee Numbers

e Display StaffSavvy ID
Include unique StaffSavvy IDs. Enable to choose how many numbers they will include and whether they
have a character prefix.
e Optional Account Number/Reference
Choose who can set this information
Additional Number/Reference
Choose who can set this information

2.1.23. Staff & Contracts: Staff Additional Data

e Additional Contact Details
Here, you can allow/request staff to provide the following information via StaffSavvy:
Personal email address

o Make private email address required
o Additional Personal Mobile Number (post-employment contact)
o Make Private Phone Number Required

2.1.24. Staff & Contracts: Additional Configuration

e Approve Profile Photos
When enabled this requires that all profile photos are approved before they are displayed to other users.
It’s not normally required but can be used when needed.

e Photo Wall Additional Info

Add a snippet of additional information below a profile image on the photo wall. Note that they must
also have access to that data to be able to see it.
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2.1.25. Configuration: Organisation

Reporting Year Start

This is used for several reports in the system including year end for holiday entitlement.

Holiday Entitlement Year Start

This is used for setting the start of the holiday year and is used for holiday entitlement and other
reporting dates.

Year length

For entitlements and FTE, calculate a full year as either 52 weeks, which better calculates FTE and
annualised hours in some situations or our default option, 52.1429 weeks.

Default Time Format

This is the format for all times shown in the system. Staff can override this on their own accounts too.
Default Date Format

This is the format for all short-style dates shown in the system. Staff can override this on their own
accounts too. An example would be 1/1/2025.

Default Time Format (Verbose)

This is the format for more verbose dates in the system. Normally, this is for titles and will be in the
format of 1st January 2025.

Default Time Format (Export)

Passing dates between computer systems can cause issues with different date formats as the other
system will not know if the data is North American style (MM-DD-YYYY) or international style
(DD-MM-YYYY).

For this reason, exports will default to the standardised YYYY-MM-DD format which will not be mistaken.

2.1.26. Configuration: Shifts

Control how shifts are assigned per skill

When enabled you can choose how shifts are assigned to individual staff members based on their skills.
If enabled, you must then dictate how many shifts can be assigned per Skill, per account.

Require Extra Shifts Filled First

When enabled, the system will require extra shifts to be taken before any shifts with the same time,
venue, skill and task that are cover requests can be covered.

This effectively means the shift schedule must be assigned to staff before staff can swap shifts. It only
applies to shifts where the details are the same, so cover shifts with slightly different times or skills can
still be taken on the same day.

Regular Shift Creation

Regular shifts are set up per day of the week and repeat every week. These shifts allow for any weekly
shift patterns to be saved easily.

Regular shifts can then be converted automatically to either sick pay or holiday pay. This setting states
how far in advance the shifts should be created.

Send SMS Update

If SMS is enabled then this will send SMS messages when changes are made to shifts at short notice. You
can use this setting to choose the time frame to send SMS instead of email.
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Force Shift Off Deadline

This setting changes how far in advance of a shift is the forced shift off decision made and SMS sent.
Read more about the Shift Off feature.

Available Shifts Email Rest

This controls the frequency of Available Shift emails; it defaults to once every 5 days unless staff show an
interest in shifts.

Notes: This setting simply changes the maximum frequency that we’ll send new shift alerts to staff who
have not shown interest in new shifts. If the staff member does view the available shifts then we’ll email
them as soon as new shifts are next available.

If they do not view the shifts, we’ll wait up to this number of days before we email them again about any
new shifts. Staff can disable these alerts completely.

Include hourly holiday costs within shift budget cost

This option allows you to enable or disable whether hourly holiday costs will be factored into shift budget
costs.

Default Message When Cancelling Shifts

Here, you can write the default message that will be sent to staff members when they cancel shifts.

2.1.27. Configuration: Cost Codes

This option displays up to two cost codes on the shift grid page and within time entries. It allows you to set
specific costs per whole day, or on certain time entries and then use the pay report groupings to report on the

shifts.

This allows cross-charging of hours as well as reports on each type of event etc.

Cost Codes: Label

You can enable each code and provide a label for how it’s displayed.

Cost Codes: Data Input

You are also able to choose how data is allowed to be input depending on your specific cost code. You
have the option to allow any code to be typed in or only from a predefined list

2.1.28. Configuration: Time Entries / Clock Ins

Shift Late Attendance Reason
This is the reason that is selected automatically by the system when a staff member is late to a shift. The
grace period between the start of the shift and being marked as late can be set per venue.
Shift Non-attendance Reason
This is the reason that is automatically selected by the system when a staff member does not show up
for a shift.
Allow Breaks
This enables/disables the break options for the entire organisation.
Force Breaks
When enabled, this will force unpaid breaks into shifts even if staff did not clock out for the shifts. This
allows you to not have staff clock out for breaks but for the unpaid breaks to be automatically deducted
from their shifts. There are several options available when forcing breaks;

o Apply breaks based on the planned length of the shift. Unplanned time entries do not have

breaks deducted.
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o Apply breaks based on the planned length of the shift. Unplanned time entries have breaks
deducted based on the time worked.

o Apply breaks on the time worked only regardless of the planned shift time.
Note: we strongly recommend that breaks are not automatically deducted. There are legal requirements
to take breaks and HSE can impose fines if breaks are not taken (even if deemed optional). Automatically
deducting breaks means you cannot accurately track if staff are taking breaks and can be making illegal
deductions from their pay.
Break Calculations
This changes when and how the full working duration of breaks is calculated. You have different options
available to calculate breaks including, but not limited to, total planned duration of work, previously
scheduled shifts or ignoring previous shifts and looking to future shifts.
Quick Breaks
This feature allows breaks of fixed times (e.g. 15 mins, 20 mins) to be added to a shift at the click of a
button. You can enter the break options here in minutes. Separate each option with a comma (e.g:
10, 15, 30). This will offer quick breaks for 10 minutes, 15 minutes and 30 minutes.
Round Break Length
This option, once enabled, allows you to round breaks to the nearest 5, 15 or 30 minutes. Alternatively,
you can choose to have your break length matched to planned shift length.
Require PIN Codes
This option is not recommended. When enabled, it requires staff to enter a PIN code to clock in or out.
This means there is extra admin for staff and managers.
Merge Back-to-Back Shifts
This setting will automatically merge back-to-back shifts for a staff member who is working the same skill
within the same venue. It allows breaks to be correctly calculated and keeps the timeline and reporting
simpler.
Time Entry Rounding & Rounding Method
This option rounds all time entries to the set period. It’s not recommended as StaffSavvy is happy to
handle minutes and seconds of shifts without a problem. As the figures are exported automatically to
payroll services, there is no need to round hours for human use.
You can also choose the rounding method; round to the nearest minute, round up or round down.
Holiday Time Entry Rounding
This can round every automatically calculated holiday time entry to the nearest minute or can be set to
be even more specific.
Long Time Entry Warning
This sets what should classify as an excessively long shift. If the shift is longer than this time then it will
be flagged when creating wage sheets and in other locations.
Block future time entries from being approved
This will prevent any time entries that have already been added for a future date from being approved.
They can only be approved once they have happened.

Notification about time entries for direct reports

If you are wanting to disable the time entries notification this can now be enabled under settings. You are
able to enable notifications for when you receive a direct report. The default has been set as ‘disabled’ so
if you are wanting to receive direct report time entries you will need to update your settings.

If you want notifications enabled you can choose to only receive notifications specific to one of the
following: unprocessed pay, daily review, weekly time sheets.
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2.1.29. Configuration: Clock In Screens

Display Webcam

The clock in screens can display a feed from the device’s webcam on the page. This helps to deter staff
clocking in other staff members as it appears to be a CCTV feed. When enabled, you might still need to
allow the browser to access the webcam; this is normally shown as a warning popup or an icon in the
address bar.

Record Webcam

Note: this requires the webcam to be displayed. You cannot secretly record from the webcam. When
enabled, this will take a photo using the webcam at the moment staff clock in and out on the system.
These can be reviewed via the Unprocessed Pay page and the Wagesheets.

Photos are only stored for a limited period; see the Date Retention tab in the Global Settings to see how
long the photos will be stored for.

Auto Clock Out After Shifts (Casual Contracts)

This option will forcibly clock out all staff from their shifts. This is used for staff with casual contracts.
This has been separated so that you can choose different options depending on contract type.

It’s not recommended as the manager review process will catch all staff who have not clocked out and
allows better control. By forcing a clock out, you also do not have a record of when the employee might
have actually worked even if it is adjusted later.

Auto Clock Out After Shifts (Permanent/Contracted Contracts)
This option will forcibly clock out all staff from their shifts. This is used for staff with permanent
contracts. This has been separated so that you can choose different options depending on contract type.

It’s not recommended as the manager review process will catch all staff who have not clocked out and
allows better control. By forcing a clock out, you also do not have a record of when the employee might
have actually worked even if it is adjusted later.

Auto Clock Out Unexpected Shifts

This option is the same as the previous one but applies to staff who have clocked in with a PIN code and
thus the system does not know when they should be working. The option will simply clock out the
member of staff after the set number of hours. This option is not recommended as the manager review
process will catch these shifts and ask for expressed approval.

Treat PIN Clock Ins

This is an option to change what happens when an employee clocks in with just a PIN and no planned
shift. By default, the shifts will be marked as unexpected and it will be flagged for approval within the
daily shift review to be approved.

The other option is that the site will expect everyone to clock in and out with a PIN code and accept the
shift as a normal shift.

Break Access

Fixed break patterns are a set of shift lengths and the breaks each length of shift can take. You can
configure the breaks within the break policies under Absences & Breaks.

Free breaks basically allow every employee to clock out for a break and take as long as they want. All
unlimited breaks are unpaid.
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Remote Deauthorisation

This setting allows you to block any deauthorisation attempts on the screens themselves. They must be
deauthorised by the Manage Clock In Screens page.

Display profile images on awaiting/clocked in list

This allows you to show or hide profile images. The profile images make it easier to select the right
account and see who is currently working.

2.1.30. Configuration: Printing Configuration

o Name Format
This allows you to set how names will appear in the system. This option determines how names will
appear across printed shifts and deployments. You can choose to include full names, first names and last
name initial or nick names.

2.1.31. Billing

e Billing Entity
This is the name we’ll raise the invoices in. Due to several automated systems, please contact our
support team to change this.

e Billing Address
This is the address we will include on your invoices.

e Invoices Sent To

This is where we’ll send copies of your invoices to. You can add multiple email addresses or access the
invoices under the System > Finance menu option.

2.1.32. Data Policies: Data Privacy Declarations

Staff Declaration

The information is displayed to users when they first provide data when creating or completing their
StaffSavvy account. If this is blank, we will provide generic information for your users.

Recruitment Applicants Declaration

The information is displayed to users when they first provide data for their recruitment application. If
this is blank, we will provide generic information for your users.

2.1.33. Data Policies: Auto Archive Staff

Automatically Archive Inactive Staff

This option automatically marks staff as archived when they have been inactive in the system for a set
period. This will disable their access to the site, remove them from staff lists, etc.

If you wish to reset the timer manually (l.e., revert the day count back to zero), go to the staff member’s
profile under the employment details tab and click reset for the auto-archived period.

Archive After

How many months a staff member must be inactive before being automatically archived.

Apply to Levels

You can choose which levels the automatic archive option applies to. This is to prevent senior managers
who might not use StaffSavvy often from being removed repeatedly.
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o Notify Us
This is where you can enter the email addresses you would like to be notified when an account is
archived (or when one of the following two email notifications are also sent). Separate each email
address with a comma.

o Notify When Leaving Date is Set
When this option is enabled, we’ll send an email notification to the email addresses in Notify Us
whenever an account’s leaving date is set, changed or removed.

o Leaving Date Warning
When this option is enabled, we’ll send an email notification to the email addresses in Notify Us one
month before the account is due to be archived.

2.1.34. Data Policies: Data Retention
o This is the length of time data is stored by the system.

2.1.35. Data Policies: Data Backup Retention

e This is the length of time Backups of your StaffSavvy data are stored for. To change this contact StaffSavvy
support.

2.2. Venues

A venue in StaffSavvy can be used for lots of different things; they are often physical departments or locations. A
venue has its own shift schedules and budgets. Staff have a home venue but can be given access to any other
venues as well.

Each venue has its own management structure and a lot of different configuration options. You can create as
many venues as you want and configure them to match your needs.

See the Venues section under Staff Management for more details.

2.3. Venue Groups

Venue Groups allow venues to be grouped into different combinations for use in reports, shift management and
time sheets.

Venues can be shown in as many venue groups as needed so you can split your different venues in different ways
to compare both physical locations and different venue types.

You are also able to set the orders of the venues within the group and this allows you to manage how they will
be displayed on various reports.
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2.3.1. Automatically assigned to all venues in a venue group

This allows you to ensure that all staff within any of the venues of a venue group have access to all of the other
venues. It’s perfect for departments as it prevents any managers needing to manually assign lots of venues to
lots of new staff.

Note that you will only be able to enable this option if you have permission to view all venues within that venue
group.

2.3.2. Lone Working Notifications

Lone Worker notifications are designed to help keep single workers safe across a large venue, campus or
complex. When enabled, the system will notify staff when they are the only clocked-in members on site or when
they cease to be the only clocked-in staff member.

These notifications can be via Push notifications (in the apps or using desktop notifications), using SMS credits or
email notifications. You can also choose the priority of the notifications so the system will try one before trying
the next notification method.

Configure this feature on a venue group so that it covers all venues within the group. If you want the feature on a
single venue, you'll need to create a venue group with just that venue in it.

Lone Working Notifications

Enable Lone Worker Notifications Enabled b

Communication Push notifications > SMS = Emails (first available, in that order) v

Message when starting lone working

Remember, SMS is limited 160 characters and

push notifications to 200

Message when no longer lone working

Remember, SMS is limited 160 characters

Then, enter the message you wish to show to staff when they start working alone and the message when they
finish. Keep in mind that SMS messages are 160 characters so longer messages will take multiple credits.

2.3.3. Information Fields

These optional data fields are displayed on the manage shift week page and allow data to be shared across a
venue group. They might offer information such as occupancy levels, expected attendees or other details useful
for multiple teams.

To use these fields, enable the number of fields you need (up to 5) and provide a label. Once enabled then the
venues who have this venue group set as their default group will have the options displayed within the schedule
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2.4. Departments (NEW)

A Department in StaffSavvy can be used for organisation and keeping certain parts of your company separate to
help protect privacy and achieve compliance.

Each Department has its own hierarchy and configuration options. You can create as many Departments as you
need and configure them to match your needs. If you have set up Departments you will also need to assign
assets to a Department. Assets you can assign a department to include:

Messages, Tasks, Alerts, Triggers, Certificates, Exams, Document Types, Shift Tasks, News, check-in Forms,
clock-in locations, personal records, recruitment positions, recruitment forms, training programs, steplists, tasks,

case types, assets, awards & shift ranges.

See the Departments section under Staff Management for more details.

3. Staff Accounts

3.1. Access Levels

Access levels are set up and managed under Systems > Levels & Permissions > Access Levels.
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Levels

These are the levels of access your staff can be assigned. Each can have a vastly different combination of permissions. To prevent anyone being able to grant
permissions above their own, each level can only assign staff to levels up to their own and not above.

Note: The highest level is at the bottom of this list so you can read it as basic access at the top, higher access at the bottom.

Level

Invited - [in use by 0 staff]
Suspended a - [in use by 0 staff]
Unauthorised a - [in use by 2 staffl

F 3 Freelancers FS - [in use by 141 staff]
Staff a - [in use by 106 staff]

Manager a - [in use by 9 staff]
[czr]

c

We provide default access levels but we recommend these are customised for your organisation so they fit with
your terminology and hierarchy. Access levels are critical for managing permissions in the system but they also
allow some additional features.

Each access level can have its own unique set of permissions assigned to it which might not share any similarities
with other access levels (e.g. HR and Payroll teams might have completely different permissions). In general

however, the levels have more access to the system as you go down the list.

You can copy, create afresh or remove any of the levels which are not in use by active accounts on the system.
The View button allows you to see who is assigned to an access level.

3.1.1. Access Level Options

When editing or creating a level, you have several options which dictate how it will be used.
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Level Title Manager

Show as team leader

o
Only used within Teams
Account Type
Supplier accounts are perfect
for external suppliers of staff as
it limits their access and allows Personal Account (default)

them unlimited concurrent shifts

so they can provide multiple

starf.

Shift Access

Cover Shift Credits

This allows staff to be exempt

Normal access to shifts v

Apply limits if configured (recommended) b

from the cover shifts credits

system and limits

lcon

& SAVE LEVEL

In the general tab:

o Show as Team Leader
In the basic teams feature, you can display some staff as team leaders. This is determined by their access
level. Check this box to make staff with this access level team leaders for the team they are in.

e Account Type

Default option. Staff sign in to this account and it’s a personal account for them.

This option is used in set up and has no access to the system.

No access to system and suspended rules apply.

o Personal account

o Volunteer personal account
Has limited features.

o Test account/System setup

o Suspended account

o Supplier account

StaffSavvy Manual for v2026.1.0

Removes restrictions such as working two shifts at once or any personal details. Designed for
suppliers of staff or resources so they can log in and see staff requirements.

This also allows them to add worker’s names to their shifts so managers can see who they
should expect to show up to work.
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o APl Integration account
This option is used for connecting to external systems only (unavailable for logging into a normal
interface). When using this option ensure permissions also allow access to API.

e Shift Access
Allows accounts to be assigned shifts by the system. Also, can be used to block staff from being assigned
shifts.

e Cover Shift Credits
Cover shift credits is a system to help manage cover requests and encourage staff to cover each other
and pick up additional shifts. This option allows you to exempt some levels from these rules (if they are
in use).

® lcon
Staff will have this icon next to their name and image when adding messages or posts.

Under the security tab:

e Password Rotation
This allows you to enforce a policy of password rotation for accounts on this access level.*
e Password Reuse
This allows you to prevent the same password being reused on an account for a certain number of days.
o Multi-Factor Authentication
This allows you to require use of multi-factor authentication on access of this level. It allows you to
enforce this recommended security feature for accounts. We recommend it for all accounts with access
to personal data.
Staff will be required to install a MFA app on their personal devices so that a security code can be
generated that allows them to log in. Any TOTP Multi-factor app is supported.

*There is also a minimum character limit you have to reach when setting up your password for security
reasons. This cannot be changed.

3.2. Staff Data Sets & Fields

Data Sets allow StaffSavvy to record unlimited amounts of data against each profile. We include standard data
sets such as Bank Details, Emergency Contact Details and Home Address that you can simply turn on.

You can also add any custom data sets you need. For example, you might want to create an organisation-specific
section on Ethnicity and Diversity.

Go to System > Staff Data & Processes > Data Sets & Fields. This will list the Field Sets within the organisation
plus a few system options that you can enable if required.

To add a new Field Set, go to Actions > Create New Field Set.
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Add Field Set

Title

Introduction
Shown at the top of the fields to staff T B 1 u =

Icon

=]
[a][@][e]2][=][]
-]

Access to the data

Permission to view

Access to anyone with ission to view pri
The subject staff member automatically has access

Permission to edit Access to anyone with ission view pri l details (including the

Shown?

Do not show on profile
Display on a staff member's profife if the viewer has permission?

Data Management

Ask for data on sign up?

Request this information when a staff member first signs up? Note that this is different from
the on-boarding steps and makes fields required for all account holders and not just the
target employees

Do not show on sign up pages. This can still be requested using on-boarding steps.

Require staff member to confirm details are correct

No review required
Request data is checked and confinmed correct by the staff member

Changes require acknowledgement?

No - just record details
Changes will be displayed in a report for a manager to ‘acknowledge’

Can be verified & locked?

Data can be marked as verified and locked preventing further changes by the staff No
member

Data Retention

Data Retention Policy Account Retention Policy (removed with account is shredded)

[5 SAVE DETAILLS

The picture above shows the add field set options. Here you can manage who has access to the information and

who can edit the details. This is useful if you want the information to only be viewable by certain personnel, such
as managers.

You can now set access to a data set so that it can only be viewed by the staff member to whom it applies.
To In the ‘Access to the data’ field, first, enable the ‘Permission for the subject to view this data’. Then, under
permission to view and edit, untick ‘Access to anyone with permission to view private employee details

(including the employee themselves)’ and leave all boxes blank. In the edit option, tick Employee if you want the
staff member to be able to access the data set.

In addition, you can configure where the information should be shown on the staff member’s profile page (if

they have permission to view the details). You can also set the site to request the information on sign up for an
account.

Once the field set is created then you can add fields to that set. The sets are purely there to help organise the
information and permissions.
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You can add fields by clicking the Edit Set Details button and then adding a new field under the Actions menu.
When you add a field, you will see the following information form.

The title and detailed information will be shown to staff and managers alike. It is there to provide information to
them on how the data should be used.

Type of Field Select one from a list v

Values ' SORT ALPHABETICALLY
Removing options from this list will not delete the data but will

;‘:;;e”f;j: ;o choose another option when they update their Iformatich nknown refused @ REMOVE
Asian/Asian British & REMOVE
Black/Black British & REMOVE
Chinese ¢! REMOVE
Mixed & REMOVE
White & REMOVE

¢! REMOVE

@ ADD OPTION

"Other" Label

The label shown next to the option to enter the bespoke answer

Who can set this information? Allow staff member to set and update this information as needed (if allowed by field set) v
Required? Optional v
Searchable? Not searchable on staff directory (data is encrypted) v

The Type of Field option allows you to choose the type of data that this field will hold. Some of the options such
as multiple select will require you to provide the options that can be selected.

Then depending on your type of field you choose you will need to enter all the options you want to appear under
the values section.

Under the ‘Other’ label you can type in how you want to label this. The other option will appear blank and allow
for staff to enter their own bespoke answer*. This can help clarify the data gathered and ensure no personal data
is missed.

*This option will only appear when using ‘the list or bespoke answer’ option.

The rest of the options on the form allows you to control how the information can be updated, if it must be
provided and if the information can be searched for on the staff director page (if you have permission to view).
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3.2.1. Data Management

Data management can be managed by going to ‘Edit Set Details’.
This allows you to automatically manage your data lifecycle for each of the data sets. You can ask for the data
when accounts are initially set up or confirmed.

You can set a review period so that StaffSavvy will automatically display the data to the staff member and ask
them to update or confirm the data as correct.

In addition, you have options to request the data be acknowledged by managers (so other tasks can be updated
normally) and also allow the data to be verified and locked.

Locked data means the staff member can’t change it without a manager unlocking it first.

3.2.2. Data Retention

This allows you to configure an additional data retention policy. By default the data will be shredded with the
rest of their account details but you can configure the system to shred this information sooner. This ensures that
you don’t store it longer than is necessary and new data will be sought if they return.

3.2.3. Data Set Report

When editing the field set, you will have access to the Data Set Report in the Actions menu.

This report will show you all of the fields within the field set and number of staff who have provided each
answer. It will also display the percentage of staff providing that answer.

3.2.4. Summary Report

For each field, you can see a report of the answers provided by all active accounts. This will be presented in a list
of all field answers, a total number of staff who chose that answer and a percentage.

This can be viewed from within a field set by clicking the summary report button on the right of the field of
interest.

3.3. Data Field Organisation

Data Fields can now be easily reordered within the data set. To do this, first go to System > Staff data and
processes > Data sets and Fields > Edit Set. Once you are in the Data Field Set page you can rearrange the Fields by
hovering your cursor on the blue arrow button next to the Field you want to shuffle and dragging it below or
above.
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© AddField |- Data Set Repert

ALLFELDGROUPS ~ ETHNICITY

Data Fields: Ethnicity

aP»

Ethnicity

aP»

Job

Gender

P»

W»

Disability

8 8 2 2 8
] & & £ ;

2 Education

3.4. Alphabetical Data Field Options

Reports that include data fields, i.e. Ethnicity can now be sorted alphabetically. This means that you can more
easily find and organise your data. Only certain data sets have data fields and allow this feature.

To find this, go to System > HR > Data Sets and Fields > Edit Fields. Here you can create a new field or edit and
you'll see the new option to sort the items alphabetically.

Removing options from this list will not delete the data but will

force staff to choose another option when they update their Asian/Asian British & REMOVE

information.
Black/Black British & REMOVE

Chinese ot REMOVE

Information unknown/refused & REMOVE

3.5. Creating Accounts

If you are using our Recruitment Add-On then you do not need to create staff accounts. Applicants who digitally
accept their job offers will automatically have accounts created and their details copied across.

There are three ways to create staff accounts. We recommend you use the Request an Account option which
basically asks the staff to sign up themselves and then are approved by managers.

3.5.1. Request an Account

The easiest and most recommended method is by simply asking staff to create their own accounts. On the login
screen for StaffSavvy is a button marked Request an Account. This allows staff to complete all of their
information and send it to you to approve. Staff can’t access your site without being approved so this is a very
safe and easy method. It means you do not need to collect staff contact details manually.

3.5.1.1. Authorise Accounts

For accounts created using the Request an Account, they need to be authorised before gaining access. All other
methods will provide instant access.
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Once you have accounts to approve, these will be displayed on your dashboard under a panel called
notifications.

@ Notifications

@ One staff member is lacking their Right to Work proof
You have 2 staff awaiting authorisation
A staff member has updated personal information that now

reguires acknowledgement

Simply clicking on this, will display a list of all of the staff awaiting approval; each staff name is listed down the
left of the screen. This can also be accessed via Dashboard > Staff > New Staff > Authorise Accounts.

Their key contact information will be displayed on the right. Underneath this, the levels the staff member can be
assigned is listed. To approve a staff member, simply select a level other than ‘Unauthorised’ and click the

Process Accounts button at the bottom of the screen.

You will normally want to assign the staff member a couple of skills as needed so they can start working and be
assigned shifts as needed.

If you don’t recognise the account, then you can use the Delete option in the list of levels to delete the account
and block the email address.

Once you approve the staff member, they will be sent an email to let them know they can access the account.

.
Authorise Accounts
& Frank "Frankie” Anidow
& 07828123456 E frank.a@staffsavvy.com Coffee Hut .
& Steph "Stephie” Jones
I've just joined the coffee hut team!
Staff Member's Contract @ Staff Member's Roles @
Casual Student Staff - # Bar Crew (@ Phota Crew
#3 Bar Training [ Production Managers
'
Staff Member's Access Level @ & Barista Promation Crew - Marketing
& Cashier ' Promotional Crew
Delete Account Staff §iF Clockroom Security
Suspended % Duty Manager 1 DM Training 48 Shop Assistant
®  Unauthorised = Duty Manager Plus # Duty Managers Bar [E] Shop Manager
A Security ™ Manager [ Duty Managers Door & Sound Engineer
& Duty Manager Plus Extra i System Manager = Engine Room Cafe Crew Steward
& Freslancers ¢ First Aid /* Technical Setup Crew
&Y Hall Rep @ Theme Crew
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3.5.2. Invite StafF

To navigate to this page go to your Dashboard > Staff > New Staff > Invite Staff.
This page allows you to get accounts set up on the system with minimal information. There are two options;
instant access or create account (but with no immediate access).

The instant access option allows you to pre-set the staff member’s access level within the site. Simply enter their
email address, select their home venue and choose their access level. They will be sent a welcome email which
allows them to sign up for the system and provide all of their information.

If you provide their name when setting up, then you will be able to edit their account immediately. If you leave
their name blank then you will need to wait until they have accepted their invite and provided this information
to you. They will not appear on the site until their name has been provided.

Alternatively, the no immediate access option requires you to provide their email, first name and last name. The
staff member will have an account created but they will not be given access and they won’t receive a welcome
email (yet). This allows you to set up more details on their account without them having access.

Once staff have access they will need to confirm their details the first time they log in to the system.

Once you are ready to provide access, go to the Staff > Staff Settings > Manage Staff page and search for the staff
member. Under the Manage menu on their row, you will have an option to send their invite email.

You can view your active invites from the invite staff page anytime. From here you can also cancel their invite or
re-send the invite to them.

Resending the invite will also create a new activation link so the staff member needs to use the newest email
they have been sent.

Review Staff Invites

examplet+l@staffsavvy.com 1:33pm 07/04,/2020 ) RESEND INVITE ' CANCEL INVITE

examplet2@staffsavvy.com 1:33pm O7/04/2020 2 RESEND INVITE ' CANCEL INVITE

example+3@staffsavvy.com 1:33pm 07/04,/2020 2 RESEND INVITE ' CANCEL INVITE

3.5.3. Create Account

This option allows you to set up a complete account on behalf of a staff member. You will need to provide all of
their information including email and mobile details.

There is an option to email them a temporary password; they will be asked to change it when they log in.
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This has the benefit that the account is ready to use immediately and can have shifts assigned to it straight away.
However, this requires a lot more admin than the other methods and thus should only be used when really
needed.

3.6. Logging in

You must be logged in to view any part of the system. This is using a simple email address and password.

This must be entered in order to access your account and the wider system.

3.6.1. Forgotten Passwords

If you or another staff member has forgotten their password, then you can request it is reset using the Forgotten
Your Password link on the login page just under the password field.

This will take you to a page where you can enter your email address and have a new password sent to you.

3.6.1.1. Unknown Accounts / Archived Accounts / Suspended Accounts
To improve security, we only display a generic message when you are unable to log in to your account. This is so
attackers are not able to use failed logins to work out valid email addresses held by the system.

To assist users struggling to login, we will send emails to the address provided if:

e Unknown Account
The email address used to login is not attached to another account. If they are sure they have an account
then please double check the email address. It must exactly match the email address provided when the
account was created.
Some email accounts have multiple domains that will work for sending emails. For example, @gmail.com
and @googlemail.com will both work when sending emails to an address there; however the email
address must be an exact match to your account in StaffSavvy.

e Archived Account
If the account is no longer active then we’ll inform the user via email so that they can discuss this with
the line manager. We are unable to restore accounts without approval from another system user who
has permission to do so within StaffSavvy.

e Suspended Account
If the account is currently suspended then we’ll inform the user via email so that they can discuss this
with the line manager. We are unable to restore accounts without approval from another system user
who has permission to do so within StaffSavvy.

3.6.2. Failed Logins

To prevent brute force attacks on your account, the system will automatically suspend all access to your account
if multiple failed login attempts are made.

This suspension will last a few minutes before being lifted. Multiple suspensions can lead to email verification,
longer suspensions and permanent access suspensions.
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We do not disclose the exact processes or timings to help protect your account.

3.6.3. Multi-Factor Authentication (MFA/2FA)

This is the process where we need to verify a second piece of information before providing access to your
account. It is the best way to prevent any unauthorised access to your account, as an attacker needs both your
password and the second piece of information. All our passwords must meet a minimum character length limit
for security purposes.

This second factor is typically a time-sensitive code that can only be accessed on a device you have sole control
over. For example, your mobile phone. This means you must have both your mobile phone and your account
password to log in. As most attacks are conducted remotely, it severely limits the possibility of someone else
using your account.

Multi-Factor Authentication can be enabled on any account, and you can also enforce its use on certain access
levels. This means staff with access to personal details must enable and use multi-factor authentication.

We now require email-based Multi-Factor Authentication for all accounts not using SSO or device-based MFA.
This ensures the system provides a high level of encryption and security.

3.6.3.1. Verification

When staff members attempt to log in, all users will receive an email (to the email address associated with their
StaffSavvy account) with a login verification code. The message will also provide information about the time and
approximate location of the login attempt so staff can easily identify if it was them or someone else.

They can then input the verification code into the login screen on StaffSavvy. Once logged in, they will have the
option to save this login for 30 days. After this period, they must log in again using the code. For more security,
staff can continue to require a verification code for each login.

3.6.3.1. Device based MFA (2FA) Verification

Device Multi-factor (sometimes called 2FA) is the process of requiring your password and a time-based access
code that only you have. This is a similar code to the one we currently email to you when you try to log in. This
code is normally generated by a device you keep on your person such as your mobile phone. This prevents
anyone from gaining access to your email account and then using that access to reset your password and receive
your access code, which we send to your email.

We recommend that everyone use this feature to protect their personal information.
We currently support Time-based One-time Password Algorithm (TOTP), which requires an app to be installed on
your mobile device. We recommend either Google Authenticator or Authy; both are free and can be installed

from your app store. Set up your additional security options under Dashboard > My Account > About Me >
Account Security.
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Under the Multi-Factor Authentication box, click the Add Multi-Factor Protection button. Enter your account
password to verify it’s you. You’ll then see a QR code. This is the code you need to scan with your TOTP app,
such as Google Authenticator or Authy. Once scanned, you will need to confirm it’s all working by entering the
current code from your app back into the pop-up on StaffSavvy.

Once accepted, MFA will be enabled on your account, and you'll need your device to log in.

You can also set permissions for personnel to reset MFA codes on an account. This means you can now delegate
the process of resetting an MFA code without granting ‘God’ access to an account. To use, set who has
permission to “Reset Staff MFA Code” under manage permissions.

3.7. Profile

Every account has a detailed profile page. This profile page provides summary information about the staff
member but also provides access to edit and update their account, view detailed reports and archive their
account.

You can access the profile page by clicking on any staff member’s name when it’s in blue or their profile picture.

The information and options shown on a profile page will depend heavily on the access and permissions you
have for that staff member. You might be able to see all the details, access all reports and make all changes. You
might also only be able to see basic information such as name, venue and profile picture.

3.8. Actions Menu

The actions menu gives managers access to edit any part of the staff member’s profile from skills to venues,
holiday bookings, absences, shift reports and more. Additionally, there is the option to ‘Become’ a staff member
which allows you to view the Staff Savvy system from that employee's account to see how the website will
appear to them.

From this menu you can also:
e Edit a staff members skills/details/venues
Create reports
Manage training progress
Send a personal message to staff member

View a staff member’s documents
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3.8.1. Reports

3.8.1.1. Reports: Account History
This report allows for you to see any changes made to a staff member’s account between a certain dated period.
It allows you to track any changes made to an individual staff member’s account. This includes, changes to:

Account information (including when an account has been archived) Salary, Data fields, Skills, Squads, Jobs,
Venues and Salaries.

3.8.1.2. Reports: Contact Tracing Report

This report allows for tracing of the locations and staff that a staff member has probably been in contact with
using their shifts and time entries.

o View the locations a staff member has been reported at over a period of time

o View the other staff members at each of those locations during the same period

o Create an alert to those staff members at a click of a button

There is also the option to send out an alert to all staff members in the report so you can advise them of any
issues.

Crecte Alert for Staff

Contact Trace Report
Aaron's "Aaron L" Grafton

Reported Date 21st v  May v 2020 v

Report Duration 14 Days Previously b

* FILTER

Venue Contact (1)

Venue Uno 3 possible visits

Staff Member Contact (44)

Millicent "Millie” Gibson 3 8:30pm 20/05/2020
Laura Bryant 1 8:55pm 10,/05/2020
Michael "Sheehan” Grice 2 @:50pm 20/05/2020
Jack Dart 2 10:30pm 20/05/2020
Jack Stevens 2 10:28pm 13,/05/2020
Luke "Rainbow” Sewell 2 7:27pm 13/05/2020

3.8.1.3. Reports : Holiday/Time Off Report

This report shows all of the entries recorded against a staff member’s holiday allowance. It allows for the days to
be edited or removed as well as add missing entries.

3.8.1.4. Reports: Shift and Time Entries Report

This report shows a staff member all the shifts they have had between a chosen start and end date.
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3.8.1.5. Reports: Check In Report

This report shows all of a staff member’s completed check in forms. These are more regular reports that can be
used to keep track of staff health, well-being or ensuring a staff member has the right equipment for the day.
You can filter to only view forms that have raised alarms.

3.8.1.5. Reports: Case Report

You can view a report per staff member of the cases that they were involved in between two dates. This will
streamline the investigation process of a staff member’s case history log. You can filter this further by case type if
you are only interested in investigating a certain type of case. You can find this under a staff member’s profile, and
in the actions menu under Reports, then choose Case Reports and set a time frame you want to look back through.

3.8.2. Custom Line Managers

Under the Actions menu, you are able to set custom line managers for this staff member. Without these set, they
will default to having their home venue’s managers as their line managers.

It’s important to configure the venue manager’s line managers otherwise they will be assigned to manage
themselves.

James Hodgetts's Line Managers

Configured Line Managers

Aaron "Aaron L Grafton 5l REMOVE

Alex carstairs 5] REMOVE

3.8.3. Basic Info

This tab includes generic information about the profile; where they are based, current access level, their line
managers and anyone they line manage.

It will include employee numbers, PIN codes and last logged in dates depending on access and which features
are enabled.

The staff member’s contact information will also be displayed and can include up to two email addresses and
two phone numbers. Staff members can also provide details here for an Emergency Contact.

We also include a profile image and personal statement in the About Me section.
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3.8.3.1. Support Code
The support code is a private code visible only to the staff member and the StaffSavvy support team. It allows
the support team to verify the staff member who has contacted them is the person they claim to be.

Do not share your support code with anyone other than the StaffSavvy support team.

3.8.4. Employment Details

This section includes details on the staff member’s employment with you. Start date, leaving dates along with
assigned contracts.

You can now choose to update related contract expiry dates at the same time as updating the leaving date.
This option will only appear if a contract is in place, and the leaving date has been altered at least once.

You also have access to Employment Eligibility statuses, onboarding status and any payroll specific information.

3.8.5. Additional Details

This tab provides access to an array of data field sets. You can choose which data sets appear here. This is
commonly used for addresses, demographic details and additional details you might wish to record.

Access to edit this information (if permitted) is under the Actions menu.

3.8.6. Training and Skills

This tab includes the staff member’s skills, exam results and training progress.

Their skills will be displayed in a table and it will confirm if they are active and allowed to work that skill, or if
there are outstanding requirements. The details button will provide a breakdown of the requirements needed.

Training programs that the staff member can access are listed along with their current status and access to any
digital certificates.

The exams list provides access to all completed exams and the details button includes a breakdown of their
answers and scores.

3.8.7. Shifts

This tab includes quick access to the staff member’s next 10 shifts, along with lifetime statistics about their shift
management.

3.8.8. Absences

This will only be displayed if the staff member’s primary contract includes an absence policy.

From this tab a staff member can have absence recorded or removed, managers can see the different absence
types and review reports for those. There is also an automatic Bradford Factor calculation.
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There is also a quick report absence option under the profile making it easier to report an absence quickly.

3.8.9. Personal Record

Personal Record entries allow for managers to create and store documents or letters from templates provided by
system administrators.

The record can be of any content at all and can be fully customised by the manager when completing the entry.
Records will stay within the active panel for their set duration and then move to the historical panel for your
records. This is also where Welfare and Performance records will be displayed. For each form assigned, you will
see the date and time the form was issued, and, if relevant, the name of the person who issued the form.

3.8.10. Contract

This provides details of the staff member’s primary contract; from expected hours to maximum hours. It also
includes three summary boxes for the current period, last period and the upcoming period. If the contract is set
to cover a week, these boxes will show this week, last week and next week.

They also provide quick access to detailed reports.

3.8.11. Availability

This tab is only shown if the staff member does not have a holiday allowance.
It will display any booked time off periods that have been approved alongside a summary of their weekly
preferences as they provided.

3.8.12. Holiday

This tab is only shown if the staff member has a holiday allowance.

This will show a summary of the staff member’s holiday bookings and a breakdown of their holiday entitlement
and how it’s been currently used.

You can still access the staff member’s weekly preferences from the Reports > Availability Preferences section
under the Actions menu.

3.8.13. Awards

This tab displays awards a staff member has received. From this tab you are also able to nominate a staff
member for an award. You can edit the award title and the reason for the nomination.
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3.9. My Account

Each account is separated into various areas across several menu drop downs. The menu can be different per site
so you might have additional options from these below or fewer.

e About Me

o

My Profile

Takes you to your personal page where you can see details about your account, your work history
and training.

Update My Details

Keep your personal details up to date in this area. Add your name, nickname, contact details and
more. See 3.9.1 for more detail.

Change My Password

Change and set a new password. You’ll need to enter your previous password at the same time.
Your new password will need to be at least as long as the minimum character length set within
the StaffSavvy system.

Change My Photo

Add a photo of yourself so that others can easily recognise you on team pages and across the
site.

My Documents

This is the storage page for all documents uploaded to an employee’s account. You can allow
them to upload some documents and others (for Employment Eligibility proof) are uploaded via
approved managers. See 3.9.2 for more detail.

My Work Eligibility (if enabled)

This page gives employees information on how they can prove their Employment Eligibility. Once
completed, it will provide a list of their documents and their status - particularly any that are
expiring. It will also tell you your classification here, which determines which documents you
need to legally work.

My Account Security

From this page you can view your saved devices, recent activity on your account and
enable/control Multi-Factor Authentication.

MFA is a process where we require a code from a personal device (such as your phone) when you
are logging in to ensure it’s you and not someone guessing your password.

My Notifications

This page provides access to set up email notifications and push notifications to devices. Push
notifications are the messages that appear at the top of your phone screen to tell you about
events or new information. You will receive automatic notifications when any changes are made
to groups, venues or shift tasks. Push notifications will only be sent to trusted devices.

e My Availability

o

Weekly Preferences

This allows you to set your availability from week to week. It doesn’t affect any shifts you have
already been assigned but will be taken into account when assigning new shifts or making
changes. Green = available to work, Blue = prefer not to work, Red = cannot work. Blocks of dark
green are locked and can not be marked as prefer not to work.
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o Add a Time Off Request / Request Holiday
This allows you to request holiday or longer periods when you are not available to work
depending on your contract rules.
o My Time Off Requests / My Holiday Requests
View your requests, ask for changes or request cancellation of any request.
o Request Planned Absence
This allows you to view and make requests for other types of leave such as Maternity, Paternity,
Jury Service etc. The exact options available here will be based on your organisation.
My Tasks
Review all completed and upcoming tasks you have. This is also where you can view tasks that you have
created. For more detail see 3.9.53.9.5
My Cases
Review any ongoing or past cases that you have been assigned or have assigned to others. It is worth noting
that there might be ongoing cases involving you that you do not have access to and are not aware of.
may For more detail see
My Messages
Review any messages that have been sent to you, and also send messages. Click “Send a new Message” in
the Actions menu to create a new message. Choose the people that you would like to send the message to,
the title, and the message itself. In the actions tab you can also set an ‘Out of Office’ message. For more
detail see 3.9.4
My News
Review the latest news from your staff. New posts will be highlighted.
My Team
List of the current staff members in your team.
My Alerts
List of alerts and information. You are able to keep track of the alert, when it was posted, who posted it, and
when you signed it.
My Goals (if enabled)
This lists your goals or objectives and allows you to post updates to each of them. This tab will also tell you
the deadline for set goals and allows you to view the certificate for completed goals.
My Tasks
This lists the tasks assigned to you or that involve you.
My Events
See the list of events that are open for you to attend and any events that you are already planning on
attending.
My Time Entries & Pay
Keep track of the hours and shifts you have worked.
My Expenses (if enabled)
Make expense or mileage claims and view their current status.

Page 57 of 437



Manual @ StaffSavvy

3.9.1. Update My Details

This is where you can view and update the information stored about you on the system. Everything from your
name, contact details, preferences on time formats and other information your organisation has decided to
collect. There is also an area for system options, including colour scheme and default time.

- System Options

Time Format

How do you want to Default (12:38pm) v
see your time?
Sl S Default Colours v

Phone numbers and email addresses are no longer automatically under my details. If you wish to include these

fields you will need to create them under data sets & fields. This is so you can restrict who has access to this
information, making it more confidential.

3.9.2. My Documents
DOCUMENT STORE

Preview Title Authenticated Expiry

Biometric Residence Permit or British passport with indefinitely leave to remain in the UK

Biometric Residence Permit or British passport with indefinitely leave to remain in the UK Expires 01/09/2017 =

UK Pt

This is where all of your documents will be stored. This can be used for lots of different documents and it is
designed to allow you to see all documents that your employer has stored for you. Documents will fall into the

following categories; All, Certificates, Contracts, Personal Records, Right to Work Documents and Welfare and
Performance.

In your document store Performance & welfare forms are split into categories. You can choose to view all

performance and welfare forms, or you can be more specific and view specific types of performance and welfare
forms.

StaffSavvy Manual for v2026.1.0 Page 58 of 437 © 2026 SmartBlue



@ StaffSavvy

Some documents you can upload yourself and remove. Others are being stored for legal purposes (your passport
for example).

If you want to add a document to the store then you can do this under the Actions menu at the top.
You might also be directed by the system to complete or upload certain documents based on your employer’s
policies.

All documents are displayed here to make it easy for you to access them all in one place. Across the top of the
page is a View filter which allows you to view certain types of documents rather than all of them on one list.

3.9.2.1. Bulk Import of Documents
This option allows you to upload a zip archive of multiple documents to a staff member’s account.

Each document will be checked and added to their document store. The files will all be imported as a single
document type into their profile. It’s a perfect tool to import historical documents.

On a profile page under the actions menu, choose Documents > All (Insert Staff Member’s name) Documents. At
the top of their documents use the Import Documents option. This import page will keep you updated with the
import progress.

Import Documents
James Hodgetts

Yau can use this tool to bulk import documents to an account. Simply create a zip file that contains all of the documents you want to import.

Choose the document type you wish all of these documenits to be added as (tip: you might want to create a new document type called ‘historical
documents’ or something similar so they are all in one place.)

Use the form below to upload the zip file. We'll then process the files in the background so you can continue using the system while we get everything
imperted and encrypted.
Document type to upload all documents as Application Registration Card hd

Upload Zip ‘ Choose File ‘ No file chosen

* UPLOAD AND START IMPORT

3.9.3. My Shifts

This page will display your shifts. The tabs across the top of the page allow you to see your Upcoming and
Previous shifts, as well as your shift calendar. You can see your shift times, your skill for that shift, your venue (if
you happen to work at multiple venues), and if there is a particular task that you need to complete during your
shift. This page is available for all staff members who should be able to exchange, send and request shift cover
themselves, depending on their contract.

The Options button in the last column allows you to:

® Request cover for your shift (see Requesting Cover)
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e Send your shift to someone else with the same skills (Sending Shifts)
® Exchange shifts with someone else (Exchange Shifts)

e Split your shift (Splitting Your Shift)

The “Details” column reflects the status of your shift if you have chosen one of the options and if you have
picked up a covershift (see Available Covershifts in Shifts).

The Shift Details button will take you to a dedicated page that shows all of your information about that shift. The
page includes a history of changes to the shift including changes to times, staff and status.

The page also shows a full breakdown of the colleagues that will be working alongside you for that shift. It is
important to note, to view colleagues on shift you will need to enable the permission under the staff
management category in Permissions. The permission allows staff to view other staff members working at the
same time within the same venue.

It also includes the daily budget, a target percentage per day rather than a fixed percentage per venue.

In addition, for the assigned staff member, there are controls on this page to request cover, split the shift etc.
Once the shift has been worked, clock in information will also be displayed here providing a single-view for this
shift.

3.9.3.1. Requesting Cover
To request cover for your shift is very simple - click the Options button and then click “Request Cover” in My Shift
that matches your skill for that shift can see that cover has been requested and can take the shift for themselves.

In the first image below, you can see that Daisie has requested cover for her shift on 11th August. In the second
image, you can see that this is appearing on Rebecca’s Available Covershift list. To cover Daisie’s shift, Rebecca
would click on the “Take” button, confirm that she is able to work, and then the shift would now appear in
Rebecca’s calendar and be removed from Daisie’s.

Note: until a shift is taken by another staff member then you are expected to work the shift. You will still see it

listed on your shifts and you will receive email reminders to work. If enabled, the site will also send you an SMS 2
hours before you shift to remind you if you do not have cover.
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My shifts
View: Previous || Shift Calendar

Date

Event Times Role Venue Info
Fri 10th Apr 20 Lollipop 9:45pm - 3:30am Bar Venue Uno OPTIONS
3£ Request Cover
Thu 16th Apr 20 James and the Peaches (live)  7:30pm - 11:30pm Bar  Venue Uno

Sat 25th Apr 20 Super Saturdays 8:30pm - 4:30am Bar  Venue Uno 3f Exchange with...

¥ Send shift to... H

= Split shift

Available Shifts

There are some limits on how many cover/extra shifts that you can hold in advance. These can be different over time as for each venue. Any active restrictions
will be shown in the list. You will be allowed to take additional shifts once you have worked your next cover/extra shift.

Date Times Staff Member Role Venue Further Details

For Aero Engineering Ex
An extra shift % Bar Crew Artifax Event Example 2020 2 el m

For Aero Engineering Ex
An extra shift ‘% Bar Crew Artifax Event Example ) . sz

Thu 10th Mar 8:00am to 2200pm

Thu 10th Mar 1:00pm to 8:00pm
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3.9.3.2. Sending Shifts

Instead of requesting cover, you are able to ‘send’ your shift to a specific member of staff. Here you can select
the person that you would like to send your shift to, as well as seeing who is available. The recipient is then
notified and can either accept or decline the shift. This option is great if you have personally asked someone to
cover you; you can then send them the shift for them to accept.

Note: as per a normal covershift; you are still expected to work the shift until your colleague has accepted the
shift from you.

Send shift to... %

The list below shows everyone who can work bar crew shifts and shows if they are able to receive the shift.

O Aaron Grafton Jamie O'Grady
Adam Kelly UNAVAILABLE Jasmin Page
Adiran bollons Jasmine Sewell
Alex Cox Jennifer Hayward
Alex Huntley Jesica Bailey
Alex McCallam Jessica crane
Alex Savage Jessica Hammerton
Alex Urena Ruiz Jessica Locke
Alexander Fisher Joe lane
Alexander Gardner Joe Lauer
Alexander Lauer Johnny Gerrard

BN SEND SHIFT

Once you’ve sent your shift to someone, “Awaiting request response” now appears in the Info column next to
that shift.

Cancelling a Holiday Request
In the event that you change your mind, you can cancel the request by clicking the “Options” button and then

“Cancel Request”.

When cancelling a holiday request it will restore any regular repeating shifts that were cancelled for the holiday
Cancelling will restore their previous regular repeating shift pattern.
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3.9.3.3. Exchange Shifts

Exchanging shifts allows you to swap shifts simultaneously with another staff member. This is important for staff
who are on strict hour limited contracts as they will not be able to take a shift first before giving another away
(as they would go over their limit and this is automatically blocked).

The exchange process:
1. You choose a shift you want to exchange.
Then choose a colleague to receive that shift.
Then choose a shift from the colleague you wish to receive in return.
Your colleague is now emailed with the proposed exchange.
Your colleague reviews the exchange and either approves or rejects it.

vk wnN

When approved, the swap is made instantly and simultaneously.

With the most recent update staff members are able to swap their shifts for longer or more coveted shifts.
Previously, you could only swap shifts of the same length, but this update has provided more flexibility.

To do this under my shifts hover over options and choose the ‘exchange with’ option here or on the shift details
page.

There is an additional restriction that means you cannot exchange shifts if the received shift is shorter and this
means you would be under your contracted hours.

Exchange shifts and the association options are enabled under the venue/outlet settings.

Choose Shift To Receive

You are proposing to change your Bar Crew shift at on 16,/04,/2020 from 07:30pm until 11:30pm with one of
Jasmine "Jaz" Sewell's shifts below.

Please choose which shift you would like to receive in return. We'll then email your colleague to confirm the
exchange.

Date Times Role Venue

Wed 8th Apr  8:30pm to 11:30pm ¥ Bar Crew  Venue Uno mm
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3.9.3.4. Splitting Your Shift

To split your shift, click the “Options” button and then “Split shift”. You now see a slide bar where you can
determine how long your first and second shifts will last. When you’re happy with the hours, click “Split” to
confirm. Your shift list will now update to show two separate shift times for the same date. You can now proceed
to request cover for only part of the shift.

Allowing staff to split a shift can be controlled under each Venue. You can set the minimum length of shift that
can be split and the minimum lengths of the two halves that will be created. The option to split shifts is disable
by default.

Split shift

Move the slider below to choose where to split your shift.

Your shift will be split at 9:30pm
First shift: 2 hours
Second shift: 2 hours

SPLIT

3.9.3.5. Relinquish Shift
This option allows staff to un-assign themselves from shifts without needing to find someone to cover them. The
shift is not removed but marked as unassigned and available to cover.

This setting is disabled by default and can be enabled on each venue as needed. You can also set a limit as to

how close to the shift start time this option can be used. For example, ‘only allow this to be used up to 3 days
before the shift starts’, to allow time for someone to cover it.
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3.9.4. My Personal Messages

Personal Messages are a secure, internal version of email. Unfortunately email is very insecure and they are easy
to intercept and read their details. StaffSavvy provides the personal message service so that staff and managers
can communicate securely; they also do not need to share personal details such as email addresses to do so.

Personal Messages can be sent to several staff members at the same time to provide group communications.
Messages can be forwarded or colleagues added to the message thread.

To start a personal message you can either go via a staff member’s profile and click on the Personal Message
button or you can go to My Account > My Messages and use the Actions menu to start a new message.

You can archive message threads that you no longer need. These will be hidden from your main inbox but you
can access them under the actions menu.

3.9.4.1. Reply and Add Staff Member

This option simply adds a staff member to the message thread (they will be able to see all messages) and adds a
message.

To do this - go to My Messages and click the Open button on the chosen message.

The other staff on the thread will be informed by a notification:

Notification: Thu 21st Feb - 4:12PM
Kimberley "Kim” Wynne has added Sam Ryan to this message

3.9.4.2. Forward Message
When a message is forwarded, a full copy of the message is saved to the new thread. They are shown with a grey
outline:

HI Matt,
Just forwarding this to you for reference.

Heather
Thanks! YH

Hi Kim,

i\
- R

Can you help me with an issue please?
James Hodgetts

Thanks &
Hi James, 9
| think Sam has the answer to this so I've included them in this messagel o ‘
Kimberley Wynne
i £
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3.9.4.3. Delegate Message

Delegating a message allows you to forward the message to a different staff member and remove yourself from
the message thread.

Staff will be informed via a notification in the message thread. Once delegated, you will not have access to the
message unless you are added back in or it is delegated back to you.
3.9.4.4. Out-of-Office Message

The system will automatically display an out-of-office message if the staff member is currently on approved
absence. This can be set up in the Action bar in My Messages.

This allows everyone in the conversation to see that a staff member might not reply until they return.

3.9.4.5. Weekly update email
We have introduced a weekly email (enabled by default) that lists the notifications on each account including all

relevant tasks and deadlines coming up in the next 7 days. It will go out to all staff every Monday, unless disabled
under My Notifications.

3.9.5. My Tasks

2 Create New Task % Show Archived Tasks

My Tasks

View: | Assigned Tasks @) | JBECEIRERVIGIaRACICVENES Just My Personal Tasks @) = Tasks Awaiting Your Review @) | Escalated Tasks @)

Shirt details TASK ESCALATED James Hodgetts
3:090m 09/02/2026

Shirt details TASK ESCALATED James Hodgetts m

3:10pm 09,/02/2026

The My Tasks page shows both individual tasks and shared tasks for that staff member. You can also see at a
glance any new tasks and any new messages on tasks that you have access to.

Under view, you can toggle between showing just your assigned tasks, tasks with a deadline coming up within
seven days, tasks you have created, tasks you need to review and tasks that have been escalated.

The example below shows a task that is offering staff the ability to opt-out of the working time directive. Staff
can dismiss the task or follow the direct link to complete the opt-out document if they wish.
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WORKING TIME DIRECTIVE

Task Open

Created: Fri 9th Nov - 3-25PM HR Team
As part of law and our protections for you, we automatically restrict your hours to comply with the Working Time Directive.

If you wish to work additional hours and opt-out of this provision then you can sign the document below. We'll automatically
remove the restrictions on your account

You can also dismiss this task so the restrictions remain active.

Compete task by completing document:

Complete Document [ @b [

New or open tasks are also shown on your dashboard so you can see new tasks requiring your attention.

MY TASKS

= =2 1 new task in Assigned Tasks
= =2 11 new messages in My Shared Tasks
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3.10. Dashboard

The Dashboard in StaffSavvy is your home centre, and the first page you are taken to when you log in. It is also
where you will receive notifications and a lot of information about shift-related things.

From the Dashboard, you can enter other sections of the site by clicking on recent updates.

3.10.1. Taking action

At the top of your dashboard, there will typically be a notification reminding you of any urgent actions you must
take in the system, especially if they are time-sensitive and need your attention, such as if you have not completed
your Right to Work requirements.

If the action is required urgently (i.e. you are not able to receive shifts until you have completed that document),
then that notification will appear in an orange box.

Some other examples of urgent notifications include:

® Onboarding Progress - This message will appear if the account is not yet entirely set up or there are one or
more steps to be completed, and these might affect your shifts.
New contract - You will need to sign and agree
Confirming your Shifts - Confirm whether you can accept any assigned shifts

Other options that are not always present on the Dashboard but will pop up when relevant include:

Profile Photo - Reminding you to set your profile picture
Confirming an Absence - If you or a staff member is actively absent, you will be asked to confirm your
return date and any other relevant details.

o My Tasks - This tab will only appear if you have any active tasks. This includes any assigned or personal
tasks and any tasks you have been asked to review.

o Welfare & Performance - This tab will only appear if you have Welfare and Performance forms to complete.
This will include any check-in forms you have set up.

e Goals - Line managers set goals for staff. Under this section, you will see any Goals that are in progress.
Managers can assign status updates and notes to all goals so a record of progress can be kept.

e Exams - Will show any exams that need to be completed. This is often used for staff training for skills.

Once these tasks are completed, these sections will not appear on your regular dashboard. The following sections
will always appear on your Dashboard.

3.10.2. Notifications

The Notifications tab includes essential things you need to complete the review or sign. It combines all your
notifications under one heading and only shows the most recent ones. This tab can be used to confirm previous
absences, authorise accounts, approve holiday requests, review TOIL, and more.

3.10.3. My Next Shifts

Next Shifts details any upcoming shifts, including the date, time, venue and role of that shift for easy access. Under
this page, you can also click to go into the shift details page. This can also be accessed via the Dashboard.
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The orange icon in the corner allows you to download these shifts into your calendar feed. You will be given a link
to load your calendar feed into your favourite calendar program and keep updating as more shifts are added.

It is important to note that you should not share this link with anyone else, as it will give them continuous access
to your schedule.

3.10.4. My News

Here, you can review the latest news from all Staff. This information is often used to send messages company-wide
to staff. For example, it might be used to let staff know there are shifts open and available for the Weekend.

This is the default way of communicating with staff.

News is a passive communication, meaning that staff are not forced to read it and can simply ignore the message.
News is shown on the dashboard, and new items are highlighted for attention.

Staff members will receive news notifications when skills, venues, or shift tasks are changed so that staff receive all
information that pertains to them and might affect any upcoming shifts. When clicking on a News notification, staff
can send a reply or ask a further question.

3.10.5. My Training Courses & Certificates
Under these two sections, you will see ongoing training or certificates in progress.

3.10.6. Forum
The forum is similar to news but usually involves more conversations and less urgent information, and allows staff
to discuss topics in rooms.

3.10.7. Polls
Polls allow for quick feedback from all staff in the StaffSavvy system. You can select up to five answers for the poll.
Questions are shown on the dashboard to all staff and await their answers.

3.10.8. My Hours

Under the Dashboard, hours worked can be viewed in ‘My Hours. ' There is now a percentage bar telling you how
many hours you are from your maximum and minimum hours. This can be helpful if you have working-hour
restrictions as a visual means of keeping track of your hours.

3.10.9. My Attendance

My attendance shows all shifts you have worked, shifts that have been covered by others and any you have
covered.

4. Staff Management

4.1. Basics

By default StaffSavvy treats all staff as casual staff with no restrictions on working. You can set employment
details on an employee by assigning them to a Contract.
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Rules about which roles/skills a staff member can do and which venues they can work at are still in force without
a contract however no limits can be set, no regular hours setup, no TOIL management and no holiday
entitlement.

This basis for staff allows you to get set up and using StaffSavvy quickly and then apply contracts to staff to
achieve finer control over their employment.

Contracts are also where you can set if an employee is permanent, casual or contract. These options will change
the features and reporting for the assigned staff. Only permanent and contracted staff can have regular hours,
TOIL and holiday management.

You can assign contracts from the Dashboard > Pay > Contracts > Assign Contracts.

4.2. Understanding Levels

Levels is the most important setting in the site as a staff member’s level will dictate what they can see and do
within StaffSavvy. Levels are also placed in a hierarchy which means that staff can never increase their access or
give higher access than they are to others.

Each level is assigned permissions and the permissions dictate what a staff member can do. All staff are shown
the level of colleagues so they can see their authority within your organisation.

While the hierarchy of levels is linear and they must always be in a fixed order, the actual permissions assigned to
each level can be vastly different. Levels do not inherit permissions from the level below them and can have a
completely different set of access permissions. For example, a venue manager might have a significant number
of permissions to manage their staff. Payroll staff might have far less access as they only need to process payroll
but they will be hierarchically higher than a venue manager as they can see Pay for all staff.

4.3. Managing Access Permissions

StaffSavvy comes loaded with several default levels. These can be renamed and customised. Additional levels can
be added and these default levels can also be removed.

Permissions can be assigned two different ways. via the Access Levels page where you can set which permissions
the level has via the Dashboard > Staff > Staff Settings > Access Levels.

Or alternatively, you can use the Manage Permissions page where you can set which levels have access to a
particular permission. Both methods do the same thing and can be interchanged.

Navigate to this page through Dashboard > System > Configuration > Manage Permissions
The Manage Permissions page also has additional access levels that can be used on certain permissions:

e Everyone
As you would expect, this option allows all staff to access this permission.
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e Staff have this permission for their own account
This allows staff to perform this action on their own account. Note that the staff member might have
permission via the access level already.
e Direct Line Managers Only
This allows line managers to have this permission on the staff they manage. It is only the direct line
managers and anyone further up the line manager chain does not have this permission on this person.
e All Line Managers
This allows line managers and everyone above them to have this permission on the staff they manage
(directly on indirectly).
o Venue Managers (for items within the venue they manage)
This allows staff who are venue managers to conduct the actions if the item is within their venue. E.g.
permission to approve time entries within the venue they manage.

4.3.1. Account Access Escalation

Account Access Escalation is available so that managers are able to switch between access levels. The system
defaults all users to have a lower access level, but they can escalate their access to make admin changes when
needed.

This feature is handy for increasing best practices around data security. It allows managers to use a personal
account with limited permissions for general use.

Then, they can choose to escalate their permissions when working on things like scheduling or onboarding. This
also means companies with a secondary account under an unnamed staff member are called ‘HR’ that multiple
personnel under the same permissions might have access to, limiting the amount of individual responsibility in
cases of data breaches.

To set this up you will need to go to System > Levels & Permissions > Access Levels > Choose the role you want to
set permissions for, i.e. system manager, and click the edit button. Go to the Access Escalation tab and choose
what level the staff member should be on their general login, i.e. this might be set as ‘general staff’. When the
user first logs on, this is the level they will be set to.

Set how a manager might switch to their higher access account ( This could be via MFA authentication or
password authentication). You can choose no additional authentication, but we recommend choosing one of the
alternate settings. When you next log in after saving, these settings should be in place, and when you log in, you
will have the default level access.

To escalate your account, click the house icon at the top right of your screen. You will see an option to ‘Switch to
System Manager Access’ there. Depending on your settings, you will be asked to confirm your password or
authenticate who is using the system before gaining system manager access.

4.3.1. Access to Lower Access Levels Only

With this option, you can grant access for an access level but they only have access to complete that task on access
levels lower than theirs. This might be used to allow HR teams access to edit staff details but not each other as
they will share an access level.
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EDIT ACCESS

EDIT ACCESS

¢ Block access to their
own items

% Block access levels
above

1l Revoke access

To Use: Edit the permission by clicking the permission under the Manage Permission page and update the options
for that access level.

Note: Always test and check your permissions once you make a change.

4.3.2. Block Access

With this option, you can override access and block the user from having that permission. This might be used to
allow access to all staff but to block certain access levels or to give line manager access but then block a certain
level of line manager from that particular permission.To Use: Edit the permission and use the Block Access section
to add a block. Note: It’s always safer to grant access than to take it away so we recommend only using the block
option when absolutely needed. Always test and check your permissions once you make a change.

4.3.3. Testing Permissions

Testing the access levels of your staff is just as important as setting them up in the first place. StaffSavvy’s

permissions system is immensely powerful and flexible but this means you will need to double check the settings
you have used.

# Become Jake  [{] Documents v 7 Edit Joke's Details -

1l Archive Jake

Jake "Jake Kemp" Bailey

System managers can use the “God mode” and “Become” a staff member to take control of a user's account. This
will display the site as the selected user and their access level. This is perfect for checking permissions and
ensuring they only have access to the information and functions you want them to have.

You can also view the site as that user but with your access level. There is another Magic Wand icon next to the
user’s image which allows system managers to view the user's account as them but also with either access level.
Once enabled, you can use their account but with your access permissions (excluding line manager access
permissions as this account might not be a line manager).
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Use my access level

My Account = Staff -

4.4. Venues

Each Venue (ask StaffSavvy support to change this name) is a separate department or entity within your
organisation. It will have separate managers, separate budgets and separate shift schedules.

You can create as many venues as you wish and each one of them can be managed in different ways.

Automatic notifications will be sent to staff members when any changes are made to Venues. This is to ensure that
each staff member receives all information that pertains to them and might affect any upcoming shifts.

4.4.1. Venue Settings

There are a lot of different settings on each venue that can control the tools available and the way the site
behaves for shifts at that venue. Settings can be updated at any time and will take effect within a few moments.

This can be adjusted via Dashboard > System > Venues > Manage Venues > Edit Venue.
4.4.1.1. Details
e Venue Title
The main title used throughout the site. This should be the full official department or venue name.
Please ensure your venue titles are unique within the site to prevent confusion.
e Venue Short Title
Shortened title to be used when space is tight. Try to use your existing acronym for the
department/venue. Please ensure your venue titles are unique within the site to prevent confusion.
o Venue Title for Staff
This is what staff will see on their shifts and time entries. It ensures they see a title/location that makes
sense to them while you can set a title for admin use.
e Display Colour
Some reports and views make use of colours to show which venue a shift or time entry occurred at.
Colours always include the short title as well but they help to separate venues at a glance.
e Display Texture
Where we can’t include the name of a venue, we’ll likely include the colour and texture to allow you to
easily see which venue each shift is taking place at.
e Title for Exports
This is used for several of the bespoke export formats. You can set any title to be used in the exports. You
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can also set the same title for several different departments/venues and the exports will combine the
figures for these venues into one line for your reports.
Sage Payroll Department
This will only display if you have the Sage Payroll service enabled.
Venue Groups
Venue Groups are a way to combine any combination of venues together for reporting purposes. Venues
can be in any number of groups so you can venue reports from a single location or all venues of the
same time across different locations. See Venue Groups for more detail.
Shift Configuration
New Shifts Notification Email
This determines how and when staff will be informed of new shifts. The shifts might be visible on the site
before this email is sent (depending on the shift mode). This email is designed to help keep all staff
informed. More details.
Shift Confirmation or Acknowledgement
o Require shifts to be accepted or acknowledged?
This requires shifts to be confirmed or acknowledged.
Confirmed means staff must confirm each shift. They also have the option to reject the shift.
Acknowledged means staff can acknowledge the shifts but they do not have the option to reject.
o Rejected shifts status
This is what happens to a shift if the staff member decides to reject the shift rather than accept
it.
Staff Availability
o Weekly Preferences
This sets how many different weeks of preference staff are stored.
o Start Date For Preferences
Select a date for the series of weeks to start. The weeks will repeat forever from this date. We'll
change this date to the nearest Monday.
o Level of Detail
This allows staff to set their availability to a fine level of detail from between hourly, every 30
minutes or every 15 minutes.
o Maximum Reserved Hours
How many hours each staff member can ask not to work each week.
o0 Minimum Gap
This allows for you to set a minimum gap of time that staff members have to take between
blocks of reserved shifts. This helps prevent abuse of the reserved hours limit.
o Show Week Numbers
If you have multiple weeks, you can choose to include the week 'number'. This is helpful if it
matches other schedules that use weeks or you simply want to label the weeks. The numbers
will repeat once you reach the last week.
o Staff Choice of Hours
Allow staff to choose the hours they would like to work each week between their contract's
expected hours and general limit.
o Remember Preferences
We'll remember the hours staff asked not to work last time so they only need to make changes
o Lock Weekly Preferences
When enabled, this will prevent staff who are set to have this venue as their home venue from
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editing their weekly preferences. They can see the times they have set but not make any
changes to it.

Reservable Hours

This setting allows you to control what hours Staff can reserve and blocks of time that will always
be available.

e Covershift / Extra Shift Restrictions

O

Allow Extra Shifts/Offered Shifts to be taken when locked

This setting allows unassigned extra or offered shifts to still be taken when they are locked. Once
assigned, the shift remains locked so the staff member cannot request cover themselves.

Allow Shifts to be Relinquished

Relinquishing shifts is the process of simply giving up a shift as setting it to be an
unassigned/extra shift. This means the staff member has no further responsibility for the shift at
all. It should be used carefully!

You can set how close to the shift start time that a staff member can simply give up the shift. If
they fail to relinquish their shift before the set time, they will need to request cover instead.
Relinquished Shifts Status

Choose what happens to relinquished shifts; do they return to being extra or offered shifts or
specify the type of unassigned shift you want relinquished to become.

Allow staff to post shifts for cover?

Allows staff to post their shifts for other qualified staff to cover. This will automatically make the
shift available for any other staff member with the same skills and venue assigned to take and
work.

Cover Request Approval

This allows you to choose which cover requests you need to approve. We highly recommend you
approve as few as possible to avoid delays, excessive management and other issues. Feel free to
discuss this with our support team for more details.

Allow staff to send cover requests to specific colleagues

Allows staff to send cover requests to specific staff. The recipient can either accept or reject the
request.

Allow staff to exchange shifts?

Allows staff to send cover requests to specific staff and choose a shift they want from the
recipient in return. The recipient can accept/reject the request or offer a different shift in return.
Number of cover/extra shifts which can be taken in advance

This setting overrides the Shift Ranges option that is set globally. It will restrict the number of
covershifts or additional shifts that a staff member can take in advance. They will be allowed to
take an additional shift once they have worked one of cover/extra shifts. This simply prevents
one staff member from taking all shifts before other staff are able to choose the shifts they want
to work. The staff member can always take additional shifts, they just can’t take them all at once.
to work. The staff member can always take additional shifts, they just can’t take them all at once.

e Deployments

o

Show Deployments on Shift Details
This option allows staff to view the deployment details for a shift on the details page. You must
select how many hours before a shift starts that staff can see deployments. This feature works
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well with our new View Deployments feature, giving staff more access to deployments before
their shifts.

o Equal Spread of Deployments Timeframe
When allocating deployments, look at past deployment patterns from this chosen period of time
to ensure a fair and equal spread of deployments. The timeframe the system will review will be
from between 2 weeks and 2 months.

o Default length of a deployment
When adding a single deployment, set up the default length. This means that whenever you add
a single deployment, when managing shift deployments, it will default to this length. The length
can be between 10 minutes and up to 4 hours.

® Arrival & Finish Times

o Arrival for Shift
You can set an arrival time on your shifts. This will be displayed in email reminders and on the
shift details page. It will state the time the employee needs to be ready to clock in by taking the
shift start time and deducting the set number of minutes from it.

O  Arrival Message
This message accompanies the arrival time and can be used to tell staff where to go or what not
to have with them on duty (mobile phones etc). It’s displayed on all shift reminders and on the
shift details page.

o Show Estimated Finish Time
Choose whether or not to label the finish time as ‘estimated’ or not.

o Estimated finish time message
Set a default message that will appear to staff when they finish a shift. This will be included on
shift reminder emails and shift details page and show note

e ChecklIn

o Check In Form
This allows you to request a check in form to be completed before the staff member attends
their shift. Note that only one form can be requested per calendar day.

o Time before shift
This only applies to Check in Forms and is the number of hours before the shift that we’ll send
the check in form request to the staff member via email and push notifications.

o Alarm Message
If the answers provided on the check in form trigger an alarm, the message provided will be
displayed.

o Alarm Attendance Reason
If the answers provided on the check in form trigger an alarm, the system can update the shift
non-attendance reason to be the selected option.

Note: if you wish email notifications or tasks to be created when an alert is raised, this can be
configured using a custom trigger. Our support team can assist with setting these up.

e Operational Day / Timeline Settings
o Day Start Time
This is what time your timeline will start on a given day. It’s useful for departments that open
late as you can see your full set of shifts in one view.
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This is also the setting that dictates what “day” a shift is displayed on. For example, if a shift
works midnight to 4am you will probably think about it as being part of the schedule from the
previous day. Using this setting, it will be included with all shifts from the previous day for
reporting and editing.
Ideally set this time to be before your first shift of the day.
There are no limits to shifts and they can be worked beyond this time but viewing them on a
timeline might be harder.
o Timeline Rounding
When using the shift timeline page it can be difficult to select the exact minutes you want to use
for this. This setting will automatically round shift times so that you prevent shifts starting at
10:01am for example.
Schedule Shift Week Settings
o Staff Filter
This allows the system to display either just those based at the venue within the Manage Shift
Schedule view or any staff member assigned to the venue.
o Empty Day Message
This allows a custom message to be displayed on a staff member’s schedule view for days that
they have no shifts assigned.
Handover Period
This option allows your staff to be assigned or pick up shifts that overlap slightly. It’s designed to allow a
staff member who normally hands over to another staff member during an overlap to actually work both
shifts. The system will automatically adjust the second shift so that its start time matches the finish time
of the previous shift.
Only shifts taking place at the same venue are eligible for the handover period.

Splitting Shifts

This option allows your staff to split their shifts into two parts with the primary purpose of putting one of
the halves up for cover.

You can set the rules around this by stating how long a shift must be to allow it to be split, the minimum
length of each of the resulting shifts and the time period they can choose between the two halves.

For example, | can set it to allow shifts of 6 hours or more to be split. Each half must be 2 hours or more
and the staff member can choose which 30mins after 2 hours that the shift can be split. This will allow
the shift to be split at 2 hours, 2 hours 30mins, 3 hours, 3 30mins or 4 hours. This will always leave the
second part of the shift as at least 2 hours.

Schedule Generation Split Shifts

These settings are used with the Schedule Management tool and sets the rules on how the Split option
will work.When enabled, the split option will take the full requirement and break it down into the max
shift length set here.

If any resulting shift will be less than the minimum length then the max length will not apply.

If there are no staff available to fill the max length of shift then the length of the shift will be reduced by
the Segment length and staff available will be checked again. If staff are available for the shorter shift
then they will be assigned and the remainder time will be assigned out.
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If there are still no staff available then the system will repeat the process of reducing the shift length by
the segment amount until the shift is filled or the minimum length of shift is reached.

If no staff are available then you can choose to allow the system to only fill part of the requirement and
unassigned/extra shifts will be created.

e Shift Events
Shift events allow you to display the times of events taking place at the venue. This information will be
displayed to staff members too.

o

Shift Event Titles

This option allows for shift titles or notes to be added to a certain day within the site. All shifts
for that 24-hour period at this venue will contain this title for staff and managers to see.
Linking Shifts to Events

This option allows you to choose between making shifts link automatically to events based on
the time or you can choose to manually link shifts directly to an event.

Summarise the day's events automatically

This option allows you to enter your own summary of events per day or automatically
summarises all events on a given date.

Individual Events

This option allows you to either set an event title for a set of shifts based on times during the
venue. E.g. “the event today is X” or “the event from 6pm is X”.

Or you can manually add the event title to each individual staff member’s shift. This allows you
to provide specific event related information to the staff member.

Default Event

You can also set a default title to be shown if there is no title set. This might be “normal service”
or “event TBC”. You can also leave this blank.

e Event Briefing Notes

Briefing notes work alongside shift events and budgets. They allow you to add notes for a whole day or a
specific event. These notes are then displayed to the staff members working within those event times.

Once enabled, ensure the events or budgets tools are enabled. You can edit the briefing notes on the

Mange Shifts > Grid view page. A button marked “Briefing” will be displayed in the header area:

Manage Shifts

Friday 8th January 2021

View: Tasks | Staff Summary || Cancelled Shifts

Venue Uno

Estimates  scles Target: £1,060.00 Staff Target: £159.00 Cost Estimate: £167.50 N BUDGET

15.8% Staff Costs

4.4.1.3. Clock In Configuration
o Clock in Screens?

This option enables/disables the clock in screen features.
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When disabled, the system presumes that time entries will be copied from the shift schedule. All shifts

will automatically be added as time entries to be reviewed, edited and approved.
It’s useful if you do not want staff to clock in/out but need to record hours worked.
e Checkin

Check In Form

This allows you to request a check in form be completed when the staff member attends their
shift. Note that only one form will be requested per calendar day.

Alarm Message

If the answers provided on the check in form trigger an alarm, the message provided will be
displayed.

Prevent Clock In

If the answers provided on the check in form trigger an alarm, do we allow them to continue to
clock in?

Alarm Attendance Reason

If the answers provided on the check in form trigger an alarm, the system can update the shift
non-attendance reason to be the selected option.

Check In on Clock Out

This allows you to require a staff member to complete a basic form when they clock out.
Note: if you wish email notifications or tasks to be created when an alert is raised, this can be
configured using a custom trigger. Our support team can assist with setting these up.

e Clocking In Settings

O

Allow Clock In

How early a staff member can clock in for a shift. This is when they will be displayed on the
Awaiting column of the clock in screens.

Paid Shift Start & End

These settings allow you to automatically adjust the clock in start and end times to match the
planned shift times.

Shift start simply sets the clock in times to be the planned shift times even if staff clock in earlier.
When in use, this will display the staff member under the Clocked In list but will show their
actual start time in the green box under their name.

Shift end settings means that if someone clocks out just a few minutes after their shift ends then
it will set the end time back to the planned shift times. Alternatively, these can be set so that
Pay starts from the moment a staff member clocks in and finishes the time entry the moment
they clock out even if longer than planned.

Note that employment law is strict on what activities need to be paid for so speak to your HR
and finance managers before adjusting this setting.

Extra Time

This allows you to set how much time past the end of the shift times should be considered as
working excessive additional time. Shifts below this setting won’t be flagged for additional
review and will be considered “normal” for approval purposes.

Clocking Back In For Shift

This allows a staff member to quickly be clocked back into a shift that is still ongoing if they have
been clocked out incorrectly. You can choose how much time needs to be remaining on the shift
to be able to use this option.

Clocking Back In

This option applies to all staff who have recently clocked out on a screen. It allows for them to be

Page 79 of 437



4.4.1.4.

@ StaffSavvy

clocked back in quickly and is perfect for correcting mistakes or restarting when they had
expected to finish.
Break Settings
o Allow Split Breaks
This allows a staff member to clock in and out for breaks so they can take a longer break in
multiple parts.
o Paid Break Grace
Minutes over a set break that you allow staff to still be paid for before changing the additional
time to unpaid.
Back to Back Shifts
o Automatically clock in/out
Allows the system to clock a staff member out and back in with different cost codes, skills and
tasks if their shifts are back to back.
Lateness
This is the grace period after the shift start time that the staff member can still clock in and not be late.
Once this has passed, their button in the Awaiting column will be flagged as late and they will be
reminded that they are late when they clock in. The shift will also automatically be flagged as Late for
reporting. You can see which non-attendance reason is used for this lateness flag under Global Settings.
Clock in screen changes
This option allows you to choose which venues can staff be manually transferred to within that clock in
screen. This allows managers on shift to move staff around using the screens and instantly record
changes in venues and skills.

Budgets
Enable Budget
Enable/Disable budgeting
Budget Period
This dictates whether you use daily or weekly budgeting when calculating estimates.
Shift Pay Elements
This dictates where the staff costs should be calculated from; either actual staff rates or the set
budgeting cost defined in the skills/roles.
Target Origin
Where should the budget target come from:

o Simple Budget

You set an actual staff cost you wish to hit in your currency.
o Percentage of Sales
You provide a sales estimate and the staff cost is a percentage of the expected sales

Budget Percentage
Only used with the Sales Percentage Target, this is the percentage of the sales that should be spent on
staff costs. 15% for example
Acceptable Deviation
Percentage up or down from the target that is acceptable and considered “on budget”. When set to 5%,
any value between 95% of the budget and 105% will be marked as on budget.
Actual Figure Display
Only used with the Sales Percentage Target, this decides if the budget should show a percentage to the
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budget the actual staff cost percentage. For example, if my staff costs are exactly 15% of the sales target
then this will either show 100% (exact target) or 15% (the actual staff cost percentage).

4.4.1.5. Skills

This tab allows you to set which skills you want to use within this venue. This simply allows you to keep the list of
available skills more relevant to your venue.

4.4.1.6. Tasks

This tab allows you to set which shift actions you want to use within this venue. This simply allows you to keep
the list of available actions more relevant to your venue.

You can also choose to hide all actions/tasks from your staff when they access their shifts via the system. This
means they will not see the task for their shift. This will also affect all calendar feeds and emails about these
shifts.

Setting the tasks to be required means that all shifts must have a task assigned when being created in this venue.
The “n task” option will not be available.

4.4.1.7. Employment Eligibility

This field allows you to override the default message set under Global Settings. This means you can bespoke
where the staff members based at this venue should take their documents to be checked.

4.4.1.8. ArtifaxEvent Configuration

This tab will only be displayed if Artifax integration is enabled on the system.

For details on the options, see Artifax Event Integration.

4.4.2. Copy venue configuration to a venue group

This allows you to copy all or parts of the configuration from one venue to all venues within a venue group that
you have access to. Go to System > Venues > Manage Venues. Click ‘More’ and choose ‘Copy Configuration’.

This will then show a popup box where you can choose the venue group to copy the configuration to. You can
also choose which tabs you wish to copy so that you can just update the details you wish.

4.4.3. Venue Staff and Access

Access to a venue must be granted. There are three ways this can happen.

4.4.3.1. Full Venue Access Permission

There is a permission that allows staff to see all venues all of the time. This grants them access to the venue in a
technical sense. They might not have permissions to actually do anything at that venue nor have any skills/roles
assigned that allow them to work at the venue. This permission can be granted via System > Configuration >
Manage Permissions > Venues: Automatic access to all Venues.

This option is useful for casual staff who might want to offer additional shifts or unskilled shifts to any staff in
your organisation. It’s also useful for System Managers who need access to everything.
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4.4.3.2. Home Venue
Every employee must have a home venue. This is where they are based and will grant them access to this venue.
This will also dictate who their default line managers are. See Venue Managers and Line Managers.

Home Venues are assigned via the_Authorisation page, Staff Member’s Venues or Manage Staff.

4.4.3.3. Assigned Venues

Every employee can also be assigned individual access to certain venues. This can be accessed via the staff
member’s profile page or via System > Venues > Manage Venues (Venues might be replaced with your own
name for a venue).

4.4.4. Venue Managers

Venue managers are individuals who have special access to that venue. Managers can also be set to be the
default line managers for all staff that have this venue set as their home venue. Different line managers can be
set for each staff member under their profile page.

Venue managers are also displayed on different pages as the venue’s managers.

When adding a venue manager, carefully decide if they should be a default line manager or not. If they are a line
manager then this could provide them access to private and personal details that should be protected. It might
also grant them permission to make changes to staff accounts and approve requests.

If they are not a default line manager then this can be used to grant them management access for shifts and
time entries within the venues they help manage.

Venue Uno
Add Manager

Staff Member Adaron Grafton v

I ls also a default line manager for staff based at venue

Existing Managers

Alon Meyer 0
Alex Hurtley 0
James Hodgetts 0

H REMOVE SELECTED
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4.4.5. Managing Different Venues

If you have access to different venues then you can jump between them using the button in the top right of the

screen.
o= Venue Uno

Venue or Venue Group

Venues Venue Groups

ARTIFAX EVENT EXAMPLE > MUSEUM EXAMPLE _
COFFEE HUT 2 OFFICE
HOTEL EX -+ SHOP

# CANCEL

4.4.6. Restoring a Deleted Venue

If you have deleted a venue for any reason, it will have moved to the Deleted Venues List. You can only delete a
venue if there are no staff members currently based at that venue.

If you need to restore a venue, use the ‘View Deleted Venues’ option in the Actions menu on the list of venues.

This will show you a list of all deleted venues along with details on who and when they are removed. You can
also restore them from this panel.

[E View Active Venue @ Create Venue

ve n u es B Filter:

Venue Details Restore

Shop DELETED 1:32PM 28/01/2021 BY JAMES HODGETTS ) RESTORE
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4.5. Departments (NEW)

A new key feature that has been added to StaffSavvy is Departments.

Departments is an organisational feature that, if you choose to use it, will interact with many different areas of
StaffSavvy. This new feature has been designed to create a clear structure within your company by allowing you to
do the following things.

4.5.1. Establish a Hierarchy

You can create a visible chain of command amongst different Departments in your organisation that might have
different functions. The Hierarchy page lets you quickly see this structure. Managers are able to add new chains to
the hierarchy using the interactive buttons in the Visual Manager.

4.5.2. Assign Venues

You can assign your different office spaces (venues) to a specific Department. This allows each Venue to belong to
a Department, helping separate venues in companies that require organisational separation. Because of the way
the hierarchy works - if you assign an asset to a department it will be viewable by that department and also any
departments above it within the hierarchy.

4.5.3. Limit Access

A key element of Departments is the ability to limit access to features and items based on departments. Many
items in StaffSavvy can now be assigned to a specific department and if enabled can only belong to a single
department. This applies to many items in the system including Welfare and Performance forms, Contracts,
Messages, Tasks, Alerts, Triggers, Certificates, Exams, Awards, Venues, Document types, Skills/Roles, Shift tasks,
Tasks, News, clock in locations, personal records, recruitment positions, recruitment forms, training programs,
steplists, case types, assets, & shift ranges.

This ensures managers in a department can only view and edit items that belong to their department,
streamlining management and security.

4.5.4. How are Departments different from Venue Groups?

Whilst both features serve a purpose of separating different parts of your organisation, departments is a more
complex and integrated version of this. Whilst Venue Groups allows you to filter to view only a specific venue,
there were still many elements of the site that could be viewed by any staff member with the same access level.
Departments can provide true separation of management and security for files, assets and personnel details.

4.5.5. Creating Departments

Creating new departments is simple. However, assigning existing venues, skills, and assets to a specific department
will take some effort. The good news is that any items not yet assigned to a department will retain their original
access level, so their current functionality will not be affected.
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To get started introducing Departments to your system you will want to Go to System > Departments & Venues >
Manage Departments. Then, go to the actions bar and click Create Department. If this is not coming up, ensure
you have enabled permissions for a system manager to create and edit departments from the permissions level.

When creating a department, you will need to give it a title, a place within the hierarchy and a description. If your
department is at the top of the hierarchy you can select this option, otherwise select another department to
report to. Once you have created a department, an option will come up to manually add staff to a department
individually, which can be helpful if there are specific staff who need to be added.

Departments
New Department

General Settings

Department Title

Managment
Full official title

Hierarchy Top of the Hierarchy

Department Description
This is the full department description T B | u <)
and is available to all

This is the top of the structural hierarchy, and covers main management.

= SAVE DEPARTMENT

You should create as many departments as you have within your company, and to make things easier consider
using the same structural process you followed when setting up your Venue Groups.

4.5.6. Creating a Hierarchy

Once you have created all the relevant departments within your company you can think about creating an
organisational structure. Remember that once something has been assigned to a department, only staff within that
department will have access to it, unless they are in a department that is hierarchically above them. So it is
important to consider this when creating your department structure. To view your organisational structure, click to
view Visual Manager from the actions bar, which you can see under Manage Departments.

What would this look like in practice?

Now we have discussed why it is useful to have departments. Let's consider what this would look like in practice.
At the top of your company you might have a management department, which encompasses your management
personnel who have access to a lot of important information and make company-wide decisions. This might
include your CEOQ, Chief of Staff, Chief of Operations. The management department would be at the top of the
hierarchy and have access to everything assigned to them at that access level.
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From here you might have several different departments under this, which operate separately. If we consider an
example at a theatre, departments could include Front of House, Back of House and the Office. These departments
don’t have a lot of interaction and so managers of these different departments might not need access to all
information.

) Create department View List

Department Hierarchy

Head Office

Back of House Front of House Office Venues

It is important to remember that assigning the permissions to view, manage, and edit departments grants access to
a large amount of information. Therefore, we strongly recommend that this access typically be assigned to System
Managers. Personnel with this permission will also benefit from a simpler organisational view when assigning
assets, as they can now filter by department.

4.5.7. Assigning a department to an asset

One of the key benefits to introducing Departments to your system is assigning things to departments, as this is
where departments come to life. It is important before implementing Departments to understand that you will
need to go through and individually assign assets to a department or your access will be affected. In this section
we will go through all the affected assets.

4.5.7.1. Venues

When creating or editing a Venue the first thing that comes up under Venue Details is what Department that
Venue Falls under. Once selected this will have a knock on effect on access as a venue can only belong to one
Department. Once assigned, you will only be able to assign Skills that have been assigned to this department as
well. You also will only be able to assign approved documents and forms that are available under this Department.
If we were going back to our theatre example, Venues that might come under a Front of House department might
include areas such as Theatre Bar, Merchandise stall or Main Theatre.
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4.5.7.2. Skills

Once applied to Venues, it is important to assign your Skills to the correct Venues as together these are the
cornerstone elements that will help you build up a department. To do this go to Staff > Staff Settings > Staff Skills.
Then when editing or creating a Skill you will see the option to assign a Department. Some Skills should fit simply
into certain Departments, such as for a Front of House department you might add, Bar Staff, Box office Staff,
Ushers, Front of House Manager, Cloakroom Assistant and many other relevant roles.

Once assigned this means only this department and departments below it will be able to access and use this Skill.
To reiterate, once you assign a Skill to a Department, to assign that Skill to a shift you will need the Venue you are
assigning shifts in to have been assigned to the same Department. You can see from this how closely, Venues, Skills
and Departments work together in this new structure.

2.5.7.3. Other assets

Now we have gone through the main areas affected by departments we will go through other assets that can be
assigned.

Forms can now be assigned to a department. Do this by going to Systems > Documents > Forms > Manage Welfare
and Performance forms and Create a new form. Under access and display you will see there are two new options.
The first element to select is who owns the form. This means only this department and departments above it will
be able to edit this form. In addition to this you can set separately who this form is available to use. This means
staff members assigned to the departments listed will be able to use this form, and be assigned this form but will
not be able to edit or change the form itself.

Access and Display

Owner Department

This means only this department and Choose Department
departments above it will be able to edit
this form v Head Office

Back of House

Front of House

Office
Venues
Available to Departments
This means only staff member assigned to All Departments
the departments listed will be able to use
this form | v [ Head Office

Back of House

Front of House
Office

Venues

Then, when you are viewing all forms, with the right access level, there is a search feature which allows you to
filter by Department.
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ALL WELFARE & PERFORMANCE FORMS

Manage Welfare & Performance Forms

Search Department

[ Q ‘ E= Filter by Department ~ ‘ € Clear

. Shared across Departments
- Head Office
-- Front of House
-- Office

& EDIT DETAILS & EDIT QUESTIONS #¥ PUBLISH DRAFT m

Example Form

Monthly check-in

Probation Review

test

DRAFT: V2

This also allows you to view when a form has been shared across all departments.

Performance and Welfare forms are an example of one asset that can be shared to a specific venue.
Contracts are set up in a similar way, where there are two department configuration options.

e Contract Owner: The chosen Department and those above it in the hierarchy can edit this contract.
e Department Usage: The selected Departments (and those below them) can assign this contract to their
staff, but they cannot edit the contract itself.

Other assets that can be assigned to a Department include: Messages, Tasks, Alerts, Triggers, Certificates, Exams,
Document Types, Shift Tasks, News, check-in Forms, clock-in locations, personal records, recruitment positions,
recruitment forms, training programs, steplists, tasks, case types, assets, awards & shift ranges.

It is worth noting as well, that whilst assets like Templates of Deployments are not assigned to a Department, if you
choose to assign them to a Venue, there will be a chain effect where you will only see templates depending on the
the Department you are managing which will have been assigned a Department.

4.6. Editing Staff Details

Access to edit most staff details can be accessed under the staff member’s profile page. The exact options visible
will depend on the access level and permissions for that staff member.

With full access you will be able to see the following from the profile page:
e Edit details

Edit skills

Edit venues

Edit regular shifts

View Employment Eligibility status

View all documents

Change line manager

Create a personal record entry for employee
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Manage Bonus Covershift Credits (see Shift Ranges)
View various reports

View their weekly availability preferences

View holiday & absence reports

Transfer all shifts (to a new staff member or extra shifts)
View training progress

Archive staff member (to remove them)

4.7. Jobs

The Jobs feature is here to improve structural management and permissions. Using Jobs you can set who each job
has to report to and you are then able to view this in a visual hierarchy, so you can clearly view the chain of
command.

Jobs can be renamed as “Positions”, “Seats” or “Roles”. You might already have roles in your system; these are
normally used for scheduling and we recommend they be renamed ‘skills’ to more accurately reflect their use. You
are able to create as many jobs as required by your organisation. To set this feature up simply go to Global Settings
> Features > Enable Jobs and Organisational Hierarchy.

4.7.1. Permissions

You have two system permissions relating to jobs. This includes ‘Manage Jobs’, which revolves around assigning
jobs. Then there is the ‘View Jobs’ permission, which means this level of staff member is able to view the
organisational hierarchy, which might be more helpful for senior personnel rather than accessible to the entire
workforce.

4.7.2. Managing Jobs

To start managing jobs you will need to go through System > Staff Data & Processes > Manage Jobs. From here you
are able to use the action bar to view the Job Hierarchy or create a new job. When creating a job you can decide
the job title, description and who that job reports to.

) Create job ] Visual Manager

Staff Jobs % Fiter:

Bar Manager m S MENAGE ASSIGNEMENTS & EDIT JOBg | ¢ DELETE
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You are also able to view all jobs that have been created, their details. You can see who is currently assigned to a
job, assign staff to a job, or edit a job. If this page is not appearing for you ensure that you have enabled the
‘Manage Jobs’ permission in Global Settings.

Assign someone to a job by clicking Manage Assignments. From here, you will need to select what type of
appointment this is, including:

Permanent
Cover
Secondment
Acting

Fixed term
Relief

You can also select here whether or not you want to attach a contract document to this Job.

4.7.3. Hierarchy

The new Job Hierarchy page allows you to quickly and clearly see the different roles in your organisation and the
chain of command. Additionally, each job is an interactive button, when clicked on you are able to edit the job
from here or add an additional chain to the hierarchy. When adding a new chain into the hierarchy, it will
automatically appear below the job you are editing.

Job Hierarchy

CEO
.
, Edit \\ \
@ Add
FOH Head Production Head
Bar Manager Lighting Sound Technician
Bar Staff Cloakroom

4.7.4. Specific Management under Jobs

You have different options for setting up someone’s direct manager, ranging from the most to the least specific,
depending on how much information has been set. Starting with the most specific and the one that has most
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recently been added, you can set a specific line manager as a person, which can override the manager set up in
the jobs hierarchy.

This might be useful if you have two team levels under the same position, i.e. bar manager, but who have different
teams they manage.

There are many options. You can set the system up only to use jobs and never use job hierarchy. Alternatively, you
can use jobs if made available and then fall to custom line or room managers (as previously). You can also
customise the line managers per job assignment if needed.

By default, line managers are set to be the same as the holders of the parent job. However, you are now able to
add a line manager above that will override the preset managers (remember that line managers must share at
least one venue with the staff member). To set a specific line manager for a staff member that will override what
has been established in the Job Hierarchy, you must go to Manage Jobs > Assign Staff. Click on the ‘set line
manager’ button next to the staff member you want to assign them to and choose from the drop-down list.

This can be helpful if you have multiple staff members in the same position but are leading different teams. For
example, if you had two bar managers and wanted to specify that some bar staff report directly to a specific
manager.

Amanda Jenkin's Job Managers

Svenicellinelllonagersiwith: v Self Manages / Has no line manager ‘

Inherited Line Managers aSroniCration
Abigail Camps
By default, line managers are set to be the same Adam Heather ler above will over-ride the manages. Remember
that line managers must share at least one venue  Adam Kelly

Adam Watson

Adiran Bollons CLOSE

Alan Meyer

Alex Carstairs

Alex Cox

Alex Huntley

Alex McCallam
Alex Savage

Alex Urena Ruiz
Alexander Fisher
Alexander Gardner
Alexander Lauer

Alice bollons

Additionally, the relevant line managers for the contract document will be presented when signing the contract
document for a job.

If you do not specify a person, the default person, your staff member, will report to match what'’s been set in the
job hierarchy. If the job hasn’t been set up in the hierarchy, it will default to what was assigned under the staff
member’s profile. If this has not been set up, it will default to the venue manager at the venue to which the staff
member was assigned.
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4.8. Pay Scales

Pay scales differentiate pay levels for a job within a company. You can assign the pay scale to a specific contract,
and the system will automatically calculate where a skill falls on the pay spine for that contract. This information
is displayed on profiles under the Training & Skills tab.

4.8.1. Implementing Pay Scales

To implement this new feature, you must ensure it is set up in your Global Settings. Then, go to the Features tab

and enable Pay Scales (Spinal Points). Before a pay scale can be set up, managers must also be permitted (under
permissions) to create and manage it.

Go to Pay > Pay Settings > Manage Pay Scales to set the pay scale. The first step in creating a pay scale is to set up
your details. Once your details have been set, you can add the spine points to your pay scale. To do this, click to
edit the pay scale you have just created. You can include as many spinal points as is required.

Pay Scales
1-C
Effective from 01/12/2024

9.000 1
11.000 2
13.000 g
14.000 1

4.8.2. Assigning Pay Scales

Once you have created a pay scale, you can assign it to a contract under the details section of your contract
(Contracts can be found under Pay > Manage Contracts).
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Version 3

Details Working Pattern Breaks, Rests & Limits Holiday TOIL Absences Shifts & Time Entries

Contract Details

Contract Title

. Permanent (Monthly)
Visible to staff

Description
Information for managers

Type
This determines the language used and remuneration Permanent v
types

RayScale v - None Used J
1-C

Employment Contract 2-C I

Default Contract Document 3-C

This is a digital document that the staff member is 4-C
required to sign online. First

Contracted Hours

Once assigned, you can view the pay scale on their profile under the training and skills tab.

& Skills
~  Bar Crew Bar (£11.00) 1-C:2
4 - AcTvE
%/  Duty Managers Bar TOFS DM (£13.00) 1-C:3  ( acmve
& First Aid Ents Rate 3 (£14.00)  1-C 1| (Uacwen

As you can see from the figure above, each skill has the same pay grade, which is determined by the staff
member’s primary contract. This is the general pay bracket they should be in for their contract.

Using pay scales allows for a range of hourly rates to be expected for the contract to which they have been
assigned. This will typically range from a starting rate and will gradually increase. The system will calculate which
points in the spine at which that skill is paid based on the skill that has been assigned and the pay rate for that skill.
For example, if a staff member is paid at £13 an hour for the skill ‘Bar Crew’ and within that pay grade point 1 is
paid at £13 per hour, the number 1 will appear on their profile next to the pay grade.

4.8.

4.8. Staff Skills

Note: You can choose to call these items either skills or roles; contact our support team to change this.
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4.9.1. Understanding Skills

Skills are the cornerstone of all shift and timesheet management within StaffSavvy. A skill is a group of staff who
are all capable of completing a particular job or task. For example, you might have ‘Cocktail Making’ as a skill.

Stdff Ski"s A Filter:

Category: Front of House = Management Marketing

You can categorise skills as well so you can quickly filter the long list down to just the relevant ones to review.
Just the ‘Set Category’ button to add a category as needed.

Security

“»

@ Cloakroom

a@»

Duty Managers Door

a@»

Everyone who is assigned to that skill is considered equal and interchangeable. If they are not then they need to
be split out into more specific skills. Senior Bar Staff and Junior Bar Staff for example. You can have any number
of skills; the key is that everyone assigned to that skill/role is interchangeable with everyone else.

Skills are used to easily categorise people into shifts (e.g. fill this shift with anyone that has the skill Senior Bar
Staff) and also for swapping shifts (e.g. only staff who are assigned to the same skill will be able to take the shift).

When creating a skill, you can set the basic details as well as set who is able to view the skill. You can also stylise
your skill, select a colour (Each skill will then show up as a separate colour when viewing Schedule View) and
choose an appropriate and unique icon from our 70 options, making your skills easy to identify.

4.9.1.1. Venue specific

Skills can also be assigned to specific venues under venue settings. This is helpful if you have more specific skills.
When assigning skills to staff, you can only assign staff to a skill if that skill has been assigned to a venue they and
the assignee work at. So the system should show only those skills the assignee is interested in.

4.9.2. Pay for Skills

There are four options for paying staff for a shift; pay per hour, pay per item (e.g. per shift), pay on-call (fixed pay
per instance plus an additional paid time if needed) and hourly with fixed value (allows the hours to be reported
but only a fixed pay item is paid).

Simply choose the option that matches the general payment process for that skill.

Note: Salaried staff should use a pay per hour rate set to 0. This allows the hours to be calculated and recorded
but no additional financial costs associated with the time entry.
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Pay per hour payments means the staff member will be paid an hourly rate for the exact time worked after
breaks and adjustments.

Pay per item means that regardless of the length of shift scheduled, the staff member will be paid one pay item
for that “shift”. It’s important to only use this when absolutely necessary. Most combinations of payments can be
archived with pay per time (including minimum payments, automatic double time etc).

On-Call shifts use a combination of both; there is a fixed pay item per shift which is always paid, plus the option
to add additional hours at an hourly rate. The additional hours can be added when editing the time entry once
it’s been added and allows for additional travel or active time to be paid on top of the fixed amount.

Hourly with fixed value is for special circumstances where staff need to be paid a fixed value for a shift but you
also need to report the actual number of hours worked as part of the shift.

4.9.2.1. Pay Element Rates and Skills

Each skill has a default pay element. This is the hourly rate the staff member will be paid when working a shift in
this skill.

If the staff member should be paid a different rate of pay then you can override the default pay element when
managing their skills. In the example below, Adam is being paid a special rate whenever he works a cloakroom
shift.

Edit Staff Member Roles

Adam Kelly
None
Bar Crew ® Default Role Pay Element
Bar Training Default Role Pay Element v
Barista Default Role Pay Element
Cashier Default Role Pay Element
Cloakroom Ents DM + Bonus

You can also configure automatic changes in rates based on factors such as time or age. See more in pay
elements.

4.9.2.2. Assigning shifts individually to staff depending on Skill

You can also now choose how shifts are assigned to individual staff members based on Skill. This option will

prevent shift swapping until all extra shifts are filled at the same times, locations, and skills.
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This option will only apply if the ‘Control how shifts are assigned per skill’ option has been enabled in Global
Settings (which allows you to choose how shifts are assigned to each staff member). If enabled, you must then

dictate how many shifts can be assigned per Skill, per account.

Edit Staff Member Skills

Abigail "abi” Watson

None O
Bar Crew 0 O Default Skill Pay Element v Not Automatic Rota  ~
Bar Training O O Default Skill Pay Element v ‘ Not Automatic Rota v

Do this by going to their profile and selecting Edit Assignments> Edit Skills in the actions bar. Under the ‘Receive
Shifts via’, you can select for each Skill whether this Skill can be assigned via any method (including automatically
assigned using templates), not automatically assigned (but any other assignment option) or only manually

assigned.

4.9.2.3. Adding display for hourly rates on profile pages.

You can now display hourly rates on a staff member’s profile. This includes a new ‘View Pay’ Permission. This
should already be enabled but to ensure this has been enabled go to Manage Access Permissions and find under
Clock in, Time Sheets, Pay & Expenses. This permission will be expanded to cover the protection of all pay displayed
within the system; currently it just covers the new features.

View and manage staff clock in PINs F.
[ Access Granted LINE MANAGER AND ABOVE HAS ACCESS

Permission to create, edit and clock in screen PIN codes (staff with permission Manage staff member Details' automatically have this permission too)

View confirmed pers ntries & pay

itiies; expenses and pay items that have been approved and placed into a wagesheet. Al staff member should have this permission.

Access Granted EVERVONE HAS ACCESS

Permissioric-view you

Wage sheets & Wages Reports -
9 g8s Rep! O Access Granted

Permission to view full wage sheets of al staff and export the information into various formats.

4.9.3. Skill Requirements

There is the option to stipulate requirements to work on a skill/role. The requirements mean staff must have all
of the requirements completed to be able to be scheduled for shifts with that skill/role.
This can be altered via Staff > Staff Settings > Staff Skills > Edit > Requirements.
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Training Program Requirements

Program

Programs that must be completed Program Mode
and valid to be able to do this skill.

Staff will automatically be assigned to ® ADD PROGRAM REQUIREMENT

these programs and the certificates
that are included in them.

Certificate

Certificates that must be completed
and valid to be able to do this skill.
Staff will automatically be assigned to
these certificates and they will be
allowed to take exams or courses as
needed.

g
=
| I

Mode

® ADD CERTIFICATE REQUIREMENT

Document Requirements

Documents Document Type Mode

Documents that must be completed
and valid to be able to do this skill

library document v Always Required v &b DELETE

® ADD DOCUMENT REQUIREMENT

Library ltem Views or Signatures Requirements

Item Library Item Mode Grace Period
Library Items that must be viewed or
signed to do this skill
Information v Always Required v No grace period v ¢t DELETE

@ ADD LIBRARY ITEM REQUIREMENT

Exam Requirements

Exams

Exam that must be completed and Exam Mode Retake exam every (days)
valid to be able to do this skill. Staff

will automatically be assigned to

these exams and they will be allowed
to retake the exam as needed.

= SAVE SKILL

Be warned that changes to the requirements are applied instantly. This might prevent some staff from working
until the requirements are met. It is advisable to have the requirements completed before adding them to the
skill/role.

You can set the mode to be “Requested, not required” and this will warn staff to complete the items listed but
will still allow them to access shifts.

If you have a skill requirement that needs to be fulfilled, a warning banner will appear in an orange box at the
top of the dashboard. This applies whether the Skill requirement is required or if the requirement is just
requested.

4.9.3.1. Requirement Options

4.9.3.1.1. Training Program Requirements

With this requirement, staff must have completed the required training program (and all the parts it contains).
The expiry settings on the training program will ensure staff keep their training requirements active to have
access to the skill. Additionally, you can add here a Certificate requirement, if a formal certification is required for
the skill.
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4.9.3.1.2. Training Requirements

With this requirement, staff must have completed the required training.
The expiry settings on the training stage will ensure staff keep their training requirements active to have access
to the skill.

4.9.3.1.3. Document Requirements

Document requirements mean staff must have supplied documents uploaded to the site to be active in this skill.
You can create any number of document types and place requirements on the documents such as requiring
management verification.

On the document type, you can also stipulate that an expiry date is needed. This therefore requires managers to
confirm the document expiry when it is uploaded.

The site will automatically ask for a replacement document once the document expiry date approaches.

4.9.3.1.4. Library Item Requirements

Library Item requirements require staff members under this skill to either review, view or add a digital signature
to an item in the resource library.

You can apply a grace period that the staff member should complete reviewing the item by, to allow time to
review/sign new versions of the library item.

4.9.3.1.5. Exam Requirements

This allows you to specify exams that staff assigned to the skill must complete to work in the skill.
You can also specify an expiry period that staff must retake the exam. This allows you to ensure staff repeatedly
take this exam at regular intervals.

4.9.3.2. Staff Point of View
Staff will be informed via email if the requirements change on their skills/roles. A warning is also displayed on
their dashboard and my shifts pages if the staff member’s requirements are missing or are due to expire.

Staff will receive an automatic notification when any changes are made to skills. This is to ensure that each staff
member receives all information that pertains to them and might affect any upcoming shifts.
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Hayden Huntley

Basic Info Employment Details Private Details Skills Shifts Per
# Roles
7  BarCrew

=

Cloakroom

Duty Managers Bar

Duty Managers Door

Engine Room Cafe Crew

First Aid

Promotional Crew

4.9.3.3. Requirements Report
This report is available for each skill and displays all staff assigned to that skill. Next to each staff member is a
current status for their access to that skill:

e Active (with any expiry dates)
They can be assigned shifts for this skill. If there is an expiry date shown then this is the limit that they
can receive shifts until new documents, training or exams are uploaded or completed that extends the
expiry date.

e Inactive: Requirements not met

¥, REQUIREMENTS

They cannot currently be assigned shifts for this skill as one or more of the required items has not been
completed or has expired.

Across the rest of the page is displayed all of the requirements and the status for each of the staff members. This
allows you to see at a glance who has completed which items and which items expire on each date.

The options for each of the requirements per staff member are:
e Complete
The item has been completed and has no expiry date

StaffSavvy Manual for v2026.1.0
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e Complete: expires X

The items has been completed and expires on the given date

o Not provided or not yet verified

Manual
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The item is outstanding; they might have provided the document but it’s not yet been checked or simply
they haven’t completed the requirement at all.

o Not required, not complete

The requirement has not been completed but it’s marked as “Requested, not required” so it does not

block access to working the shifts

Barista

Status (Summary)

INACTIVE: REQUIREMENTS NOT MET
INACTIVE: REQUIREMENTS NOT MET

Alison Camps
Angus Forbes- Martin

Ava Ashurst

Dins Brown
Lauren Puxley | ACTIVE:EXPIRES28/01/2022
Marita Osunsanmi
Melissa Ingram | ACTIVE EXPIRES28/01/2022

Rebecca Madge

INACTIVE: REQUIREMENTS NOT MET
INACTIVE: REQUIREMENTS NOT MET

Scott Murray

Certificate: Food Hygiene Level 1

NOT PROVIDED OR NOT YET VERIFIED

NOT PROVIDED OR NOT YET VERIFIED
NOT PROVIDED OR NOT YET VERIFIED

NOT PROVIDED OR NOT YET VERIFIED

NOT PROVIDED OR NOT YET VERIFIED
NOT PROVIDED OR NOT YET VERIFIED

4.9.4. Display Leadership Team for a shift

Leadership for this shift

& Duty Managers Bar

Document: Working Time Directive Opt-Out Agreement

Aaron Elanor Natalie
Grafton Savva Serghides
8:30pm - 8:30pm - 8:30pm -
3:00am 3:00am £4:00am

Colleagues for this shift

& Bar Crew

StaffSavvy Manual for v2026.1.0
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You can split the colleagues section on the shift details page to show different skills as the leadership role for that
shift.

In addition, you can now display leadership staff from any of the venues within the same primary venue group.
This allows staff who might be assigned to a different venue to still be shown on the shift details page as either
colleagues or as leadership for the shift.

Under Staff > Staff Settings > Staff Skills, edit the skill you wish to display. Under the General Settings tab, change
the Colleagues section to change how and when those shifts are displayed.

Private?

This makes the rofe completely hidden from

any searches or profile pages. It's designed Staff can see members of this role v
to be used only when you have d role that

no one else should know abouit.

Colleagues

This sets if staff who are working at the

same time can see staff within the venue or Staff can see members of this role when working at the same venue v

SERESlEe  Staff can see members of this role when working at the same venue
part of the led Staff can see members of this role when working within the same primary venue group
Show as Leadership: Staff can see members of this role when working at the same venue and they are shown as leadership for the shift
Show as Leadership: Staff can see members of this role when working within the same primary venue group and they are shown as leadership for the shift

4.10. Manage Staff

This page allows for quick updating of information that only managers can set: staff levels, home venues, default
skills, employee references and numbers plus PIN codes.

Different permissions can be set to allow certain staff access to different areas to this page. Only staff within
venues that the manager has access to will be displayed. They will not be able to edit staff who are based at
different venues.

Equally, managers can only edit the level of staff that are currently set to their level or below. High access staff
members will have their level locked on this page.

If you have senior managers who need access to each venue but you do not want the venue managers to be able
to see or edit their accounts then create an “admin” or “head office” venue and set this as the home venue for
your senior managers. They will now not display for any junior managers as they are not based within one of the
venues they look after.
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Paul Aquilina Manager v None A Uno b 0 312 m
Holly Aguilina Freelancers v None - Uno v 0 737 m
Ava Ashurst Staff v Barista v Coffee v o] 709 m
Rojan atkin 2 Bar v Uno v s} 458 m
Jake Bailey Staff v Bar - Uno b 0 802 m
James Bailey Staff v Tech Setup v Uno A 0 614 m
Daniel Bailey Freelancers v None v Uno v o] 690 m
Jesica Bailey Staff v Bar A Uno b 0 701 m
4.11. Contracts

A contract in StaffSavvy is a set of rules to govern the employment of a staff member. A contract can include an
online signature (typed or digitally drawn) of a contract document or it can simply be used to match a physical
contract handled offline.

Contracts can be assigned to cover just specific skills on an employee or cover all skills. This allows a staff
member to be contracted for specific hours on some skills and also be a casual staff member for other skills.
To search for a contract once created, simply type the contract name into your search box.

4.11.1. Contract Types

Contract types allow you to group different contracts together for reporting purposes. They also allow you to
change how the system refers to a contract for those staff members on the contract.

For example, employees will see it called a Contract. Volunteers might have it called terms and conditions etc.

On the Manage Contracts page, you can use the Edit Contract types option in the actions menu to edit, add and
remove contract types.

4.12. Contract Types: Additional emails notes

Additional email notes can now be added to all shift emails automatically based on contract types. So freelancers
can receive Terms and Conditions directly in their email notifications automatically.

This can be done when creating a contract type by going to Pay > Contracts > Manage Contracts. From here go to
‘Manage Contract Types’ from the actions menu. From here there is the option to ‘Add a New Contract Type’ from
the action menu.
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From here you can add any notes specific to contract types or attach a form. This is useful for freelance contracts

where there may be forms that need to be added automatically .

4.12.1. Contract Options: Details

Each contract has a collection of options which will restrict an employee's working hours, allocate them holiday
and change the reports that can be seen.
4.12.1.1. Contract Details

Contract Title

The name of the contract.

Description

Description for managers

Contract Type

This groups different types of contract together and can change the language used about a contract, so
freelancers sign an agreement, volunteers sign terms & conditions and employees sigh an employment
contract.

4.12.1.2. Employment Contract

Default Contract Document

This feature enables online signing of employment contracts. You will need to create a Contract
Document to be used for the contract and this can be a copy and paste from Word. Once created, you
can use the same Contract Document on multiple contracts.

This will force staff to sign a digital copy of the contract document if they’ve not yet signed one or the
previous document has expired.

4.12.1.3. Contract Hours

Period

The length of time over which the following hour limits should be applied. This can be between a week
and a year.

Start Date

This is when the period starts. The system will automatically calculate periods before and after this date.
It’s designed to roll each year.

Expected Minimum Hours

For permanent & contracted staff, this will be the number of hours you expect them to complete each
contracted period. The TOIL settings then allow reporting on rolled hours month to month.

For casual staff this is purely advisory and allows a report to be shown on how many hours each
employee has completed this period.

Expected Minimum Hours: Exclude Dates

This allows you to tell the system not to apply the expected minimum hours for these staff members
during the dates listed in the Exception Dates. It’s perfect for staff who only work hours during specific
terms or periods.

4.12.1.4. Different Hours for Contract Date Sets

This option allows you to set up a minimum number of hours based on the holiday set you are working on.This
means you are able to have more control over hours for different blocks in the year and have three levels of
contracted hours based on date ranges.
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e Date Set One
Special Hours: Date Set One - This allows you to set different expected hours during certain date periods.
Create / Edit the dates using Contract Date Sets

o Date Set Two
Special Hours: Date Set Two - This allows you to set different expected hours during certain date periods.
Create / Edit the dates using Contract Date Sets

4.12.1.5. Contract Options: Working Pattern

The working pattern tab allows you to specify exactly what times of day a staff member works, as well as the
days of the week. This is particularly useful for part time staff members or staff members working unusual shift
patterns. What this means is that the system is not looking at hours per period and this is instead based on their
scheduled shifts.

Absences will only be deducted on working days and if they have a shift scheduled. The system will automatically
know which days are eligible for Sick pay based on your working pattern.

If you have staff working compressed hours you can also specify here what your full time contract would look like
would be under standard working days

e Standard Working Days
These are the regular working days which staff members will be expected to work under this contract.
You can now specify whether this will include morning and evenings or both.

o Normal Hours per full day
This option allows you to choose how many hours are in a given standard working day excluding breaks.
This is used in various parts of the system. If shifts can vary greatly, try to provide an average.

e Normal Hours per half day
This option allows you to choose how many hours are in a half day excluding breaks. This might be
different from half of the full working day if you exclude longer breaks that are not included.

e Normal Day Start Time
This is the default start time for the first half of a working day; this is used to help calculate normal
working hours and requests that fall outside of a normal working day.

e Different Hours per day of the week
This is the option to set different hours per day of the week. Here, you can set exactly how many hours
you have each day. This can be helpful if you have an early finish on Friday, but not necessarily a half-day.
Touse this under ‘Normal Hours per full day’, where you would typically select the number of hoursin a
working week, instead scroll up to the very first option ‘Different hours per day of the week’. This will
then bring up a sidebar next to each day on the right side of the page, with the option to set how many
hours are needed each day.
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Staff Contracts

Details Working Pattern Breaks, Rests & Limits Holiday TOIL Absences Shifts & Time Entries

Standard Working Days Select all | Select none | Select week days | Select weekends
[J Monday AM ) Monday PM
(J Tuesday AM J Tuesday PM
[J Wednesday AM [ Wednesday PM
) Thursday AM J Thursday PM
O Friday AM O Friday PM
O saturday AM O saturday PM
O sunday AM O sunday PM

[= SAVE CONTRACT

Compressed Hours

There is now built-in support for staff members who want to work compressed hours. What this means is that a
staff member would be able to work a ‘full week’ in fewer days by working more hours each day that they are
working.

To use this feature you must first ensure that you have set up in your contract what the ‘normal’ or default hours
are for full time workers. To do this you will first need to go to edit the contract that will be used, and under the
working pattern select the number of days and hours that would be considered ‘full time’ i.e. monday to friday, 7
hours a day.

When doing this ensure that you are working on the correct contract and that the staff member you are wanting
to implement compressed hours for has been assigned to this contract.

Period Month v

Start Date for Period st of each month v

Expected Minimum Hours (use O for no minimum)
Enter the contracted hours or the hours you want the
system to try and assign.

30 Hours

Then to set up compressed hours for a particular staff member you will need to go into ‘manage contract’ which
can be found under a staff member’s profile. Then go into edit the contract, and select their standard working
days, (i.e. Monday & Tuesday). The key point here is to ensure that under the ‘Less than Full Time?’ option that you
have selected the ‘as per their contracted hours’ option, as this means they will not be miscalculated as part time

workers.
Contract Permanent (Monthly) v
r R Nas iy
Less than full time? (- As per contract's hours - v
B [ Tm—— =7
Standard Working Days O Default Con(r:ct Days
Select all | Select none | Select week days | Select weekends
Monday AM Monday PM
Tuesday AM Tuesday PM
Wednesday AM Wednesday PM
O Thursday AM O Thursday PM
O Friday AM O Friday PM
O saturday AM O saturday PM
O Sunday AM O Sunday PM
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Once this is input, this will then automatically flag the staff member as working compressed hours, as can be seen
when viewing their contract details on their profile, or going to manage a staff member’s contract.

Abigail "abi" Watson

Basic Info Employment Details Additional Details Training & Roles
Awards
Contract Details Pig IS
\
/ e
Contract: Permanent (Monthly) H
Relationshi Empl N /
elati 3 1t
ionship: mploymen N V4
S =
Active: From 25/12/2017

4.12.1.6. Contract Options: Breaks, Rests & Limits

Schedule Limit: Maximum Hours
This limit is used by the intelligent schedule creation tool when assigning shifts. It will never assign more
hours than this setting within a given contract period. Staff can still be manually assigned or take
additional shifts above these hours.
General Limit: Maximum Hours
This hard limit is designed to prevent staff working too many hours in a given time period. Exactly what
happens once the limit is reached is controlled by the Overage Rule.
General Limit: Overage Rule
This setting decides what should be done once the employee reaches the max hours per period.
o Never allow staff to be scheduled or paid in excess of these hours
Use this option for staff who have legal limits on hours they can work (Tier 2 and Tier 4 visas for
example). They will never be allowed to be scheduled for more than the max hours and wage
sheets will be blocked if the hours are exceeded until the issue is resolved.
o Allow additional hours and either pay staff or allow TOIL
This means the max hours will be used for advisory reports only.
o In general, do not allow staff to be assigned additional hours but allow managers to override
via assign shift only
This will prevent the hours being breached by additional shifts or covershifts. Managers can
override this by assigning a shift via the shift grid only. All other ways of assigning a shift or
extending hours on a shift will be blocked.
o Never allow staff to be assigned additional hours but pay or allow TOIL for any overtime as
normal
This will prevent a staff member from being assigned any additional hours but if they are clocked
in for longer then this will not block a wage sheet and will allow the payment.
General Limits: Exclude Dates
This allows you to tell the system not to apply the general limit hours for these staff members during the
dates listed in the Exception Dates. It’s perfect for staff who are allowed to work longer hours outside of
term dates or particular periods.
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Enforced Rest

These settings will enforce a break between shifts once they reach a certain length. If a shift is X hours
long then it will not allow a shift before or after this shift for the number of hours specified.
Overnight Enforced Rest

This enforces the specified period if the shift passes over midnight; it means that rest periods can be
enforced for short shifts if they are worked late at night.

Breaks

Here you can select the break policy you want to use when the staff member is working under this
contract.

Additional Restrictions

Here you can choose which contract restrictions should be enforced on this contract. You can create your
own contract restrictions under Pay > Contracts > Restriction Rules.

4.12.2. Contract Options: Holiday

Earning Holiday

How should staff earn holiday hours within this contract?

This can be fixed entitlements, pay as they earn, earn and claim and more.

By default, earn and claim holiday is paid out at the hourly rate of pay that the hours were earned at.
Alternatively, you can choose to have an hourly rate change. Since the holiday pay was earned then the
rate will be the previous rate of pay.

Calculation Method

This allows you to choose whether to calculate holiday based on actual shifts scheduled or simply allow
full and half days to be booked. There is also the option here for complex calculation, which allows for
holiday requests to include partial hours, however, this requires both shifts and time entries.

Show Entitlement As

This allows you to either show your holiday entitlement as raw hours or days.

Holiday Entitlement

These settings will only appear for permanent or contracted staff. For casual staff, you can set up
automatic holiday payments in pay elements.

The entitlement is a starting point for holiday allowances over the course of the business year. The year
start date can be set under System > Configuration > Global Settings. See holiday for more information
on how holidays work in StaffSavvy.

Maximum Days per week

Decide whether there will be a limit on how many days are deducted during the week. Maximum of 7
days per week to be deducted. Absence policies will also take into account the max working days a week
setting.

Existing Shifts

This option decides whether you want holiday days to be deducted from a staff member’s working
pattern exclusively, or to only deduct days within their working pattern when they also have shifts
booked.

Partial Day Breaks

This option means that the system will not include those expected breaks that might happen once the
team member has left for the day into consideration when calculating pay. You can choose whether to
calculate their breaks or simply deduct the exact hours requested.
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e Automatically Approve?
This option is for if you want to skip the approval process. If enabled this means the system can
auto-approve holiday requests per contract type if no automatic blocks or warnings are shown.

e Add Holiday Time Entries
This allows you to auto-add holiday time entries for approved or unapproved holidays. Recommended if
using TOIL. Time entries can be set to be automatically approved depending on the contract.

e National/Organisation Holidays
These options determine if the various types of national holidays are deducted from their holiday
entitlement or not. There are also options to auto-book in the days for these holidays. This will
automatically ad the holiday requests for the staff on this contract and deduct them from their
entitlement (if that’s the option above).
Length Of Service Additional Entitlements
This option increases holiday options in correlation with the length of service a Staff Member has given.

o Rolling Allowance
These options determine if any unused/owed allowances can be rolled into the following year. You can
also set a limit of how much can be rolled.
Managers will still be able to review and approve the rolling of hours but these settings mean they will
automatically be capped to save time.

e Warnings and Request Blocking
These options allow the exclusion of certain dates as options to be booked off for Holidays. Alternatively,
you can choose to set up a warning message if certain dates are requested.

e Ratio Checking
There is now a warning or automatic block option when staff request a holiday if it will negatively affect
staffing numbers. If enabled, the system will check to see if a request will affect a venue's ratio if a shift is
cancelled. It will then give a warning to managers (or block the holiday automatically) when a request
has been made, if it will negatively impact ratios. You can choose whether this restriction just triggers a
warning or prevents the holiday from being allowed completely.

e Holiday Options: Simple mode only deducting on days with shifts
To use, simply disable the “Ignore shifts” option when using a contract in simple holiday mode.This
option allows you to only deduct holiday allowance on working days if the staff member also has a shift
scheduled. It allows you to ignore non-working days rather than needing to use the complex calculation
option.

4.12.3. Contract Options: Time OFff / Time Owed In Lieu Settings

e TOIL Mode
Allows you to enable/disable TOIL tracking
o Automatic TOIL Calculation
This is an automated management process for flexitime/TOIL. Using expected hours and actual
recorded time, the system will report on how a staff member is doing against their expected
hours.
This can be seen at a glance on their profile and dashboard or managers will see a notification
for all their staff who are under/over hours on their dashboard.
This is the easiest process but requires staff to report all their hours.
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o Manual TOIL Requests
This process allows staff to make requests for TOIL hours to be added to their account. Start
times can be included in manual TOIL as well. Managers receive notifications and approve/reject
these requests. Staff can then view their approved hours and claim against their TOIL hours with
managers approving these claims in the same way.It allows a manual but managed process to
track TOIL or flexitime within the system.

o Automatic TOIL recommendations with manual claims
With this option, the system can recommend a specific number of rolling hours for managers to
confirm manually. The system will automatically recommend a total number of hours that should
be rolled each week, but wait for a manual TOIL request. For example, the system might say "The
staff member is owed 10 hours", and your manager will then need to confirm this, edit it or
cancel it.

Enabled When

This decides when we start counting TOIL based on how many hours over the expected hours the staff
member has performed. Roll time owned in blocks of

This allows you to only roll hours in specific lengths.

Limit on Rolled Hours

This allows you to limit how many hours can be rolled from a given period. This prevents too many hours
being rolled forward or back.

4.12.4. Contract Options: Absences

Policy Set

The absence policy determines any pay entitlements for absences such as sickness. You can have
different absence policies for different staff and choose the correct absence policy to be in place for each
contract.

Auto-close Absences

If absences are created automatically due to non-attendance, keep the shifts open or close them
automatically. If you select no, they will be kept open till the staff member next attends a shift or a
manager manually closes the shift. There are two more options: Yes, end the absence automatically at
the end of the absent staff member’s shift, or close the absence at the end of the working day.

Sickness Review
This allows you to choose whether it is necessary to require all sickness periods to be confirmed by a

manager.

4.12.5. Contract Options: Shifts & Time Entries

Allow Shifts From

This allows a contract to restrict where the staff member can receive shifts. For example, they might be
‘bank’ staff that can only be manually assigned shifts by managers rather than being included in
schedules by default.

Shift Confirmation or Acknowledgement

The ability to require staff on this contract to either acknowledge their shifts (so you can see which have
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been seen and accepted) or confirm their shifts. Confirming also allows them to reject the shift if they
cannot work it.
Minimum Shift Length
This is the minimum length of shift you can assign to someone on this contract.
Maximum Shift Length
This is the maximum length of shift you can assign to someone on this contract.
Minimum Paid Shift Length
This will ensure all time entries are paid as though the staff member has worked at least this amount of
time. Shift budgets, contracted hours and staffing costs will use this minimum length. Staff will be paid as
though they have worked this amount of time even if they were clocked in for much less.
It will not affect working restrictions so staff can be paid the minimum amount for showing up to a short
shift and then return to work later in the day.
Note: Changing this setting will cause shifts and unapproved time entries to be re-calculated.
Time Entry confirmation
By default, managers need to approve each time entry before it will go into a wage sheet.
This option enables an additional stop where staff must confirm their approved time entries before they
will be processed. So managers still approve the time entries but then staff receive a notification here
they can accept or question each approved time entry. Only confirmed time entries will be processed
into a wage sheet.
Budgets
This option allows you to choose how the system budgets for staff on this contract. It allows you to
provide different budget figures so that managers using the budget system cannot see their actual salary
or rate of pay.
o Expected/accurate times
The system will use their expected rate of pay to calculate budgets
o Fixed cost per hour
The system will ignore their expected rate of pay and simply use this hourly rate in all cases
o Fixed budget per half day
The system will round any shift up to the nearest % day based on the hours in a day set on the
previous pages. This is then budgeted at the figure provided.
Note: working just a few mins over the boundary into two half days will be budgeted as a full
day.
o Fixed budget per full day
The system will round any shift up to the nearest full day based on the hours in a day set on the
previous pages. This is then budgeted at the figure provided.
Note: working just a few minutes will still be budgeted as a full day
Lock Pay Element
This option locks the staff member's pay elements for all of the skills covered by this contract to use their
default skill rate. Alternatively, you can allow each skill to have a different rate of pay.
Override Pay Element
If you have contracted or permanent staff who are paid a fixed salary for their hours and are paid
separately for any additional hours then use this setting. When enabled, all hours below the maximum
contracted hours in a given month will be set to the chosen pay element. The pay element should be set
to be 0 per hour.
Once the employee has worked their maximum number of hours then any additional hours in the month
will be paid as per the normal rates on the skills/roles for that employee.
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4.12.6. Correcting Contracts

When making changes to a contract’s settings, you can now tell the system if the change is a correction to the
contract or if it should be set to apply the change from a specific date.

This allows you to schedule changes in entitlements or other settings to apply from a date without affecting
previous weeks/months/years.

Then adding a dated change, the system will add a new contract, archive the old contract and create new
contract records to each affected staff member so the system will correctly understand the changes and the
effective date. This is all performed automatically for you and a confirmation message will be displayed when
editing a contract.

4.12.7. Managing/Assigning Contracts

You can assign and manage a contract when an employee registers for the site, within their profile under
Relationship Settings > Edit Details > Manage Contracts or via the Assign Contracts report. The date that the
contract is assigned becomes the contract start date.

Detailed contract management is available on the same page accessed via their profile. From here, you are able
to edit start and end dates for the contract, which skills it should cover and view past contracts.

Manage Employment/Agreements

Frankie Meyer

@ NEW ENTRY

Start Relationship  Contract Salary Expiry Notes Signed Copies

09/04/2019  Casual EU Casual Staff (SHours) (D) N/A
09/08/2019  Salary Permanent (Annualised) SECONDARY: SELECTED ROLES ONLY N/A
Start Relationship  Contract Salary Expired Notes Signed Copies

09/04/2077  Casual Casual Student Staff = 09/04/2019 N/A

You can set the system to block staff working without an active contract under the Staff Settings section of
Configuration in ‘Manage Global Settings’.
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Add New Details *

Each staff member can only have one contract per skill at a single point in time so the system will adjust other contracts to ensure this rule is maintained.

Contract Permanent Full-Time v

|  Title/Note (optional)

Require a new contract document? - Do not require a new document to be signed v
Less than full time? -- As per contract's hours v
Standard Working Days Default Contract Days

Salary £ Value is FTE?
Skills Filter? Applies to all skills v
Start:

18/06/2025 }

Effective from this date

Expiry:

No Expiry Date
This is the last day of this contract/relationship

= SAVE

If the contract type is enabled for salaried staff, a salary box will be displayed to allow this information to be
entered.

Under salary you can choose whether to tick the full time equivalent option. If you add salary as an FTE (full-time
equivalent) figure, the system will calculate the actual salary. You can also add the exact wage; the FTE figure will
be calculated for reports. When in use, the system will take the input salary and pro-rata it based on any FTE
calculation to provide the actual salary. When unchecked, input their actual salary, the system will output the
FTE salary for reports.

Under expiry you can add an end date for the contract, if it is a fixed term contract. Additionally, if you have a Job
attached with the Contract, the system will intelligently offer to update job end dates when editing attached
contracts or adding new contract records.

4.12.7.1. Uploading / Overriding Contract Documents

Under each contract within the ‘manage contract’ entries, you can manage the paperwork associated with the
contract. This allows you to upload a pre-signed contract (e.g. a scan of a paper copy) or disable digital signatures
completely.

You also have the option to assign a contract document that has previously been uploaded to it that is associated
with that contract entry.
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Contract
Start Job  Relationshij Contract Sala Expi Notes
2 Y i Document
DOCUMENTS
Permanent .
04/01/2024 Employment Ful-Time SECONDARY: SELECTED SKILLS ONLY AWAITING ) Preview Contract
ull-Ti

Document ﬂ

& Change contract

document
Casual Staff
04/01/2024 Employment  (Earn & Claim N/A 'SECONDARY: SELECTED SKILLS ONLY = Assign Uploaded
Holiday) Document ﬂ
« Approve
& Replace Document
Permanent -
04/12/2024 Employment QTSI

*All uploaded images, spreadsheets & documents will have meta data such as author details, locations, summary
descriptions and other information removed. This is in line with best security practices to prevent unexpected
data leaking via the file metadata.

4.12.7.2. Linking Contract Documents to records

Additionally, when managing assigned contract documents, you are now able to remove existing attachments or
attach documents to contract records to ensure your records are linked correctly.To do this go to the contract
document you wish to link or unlink. View the document and use the option in the actions menu at the top of the
page to review existing links or add a new link to a different contract.

4.13. Contract Documents

As discussed, Contracts are a system of rules that help ensure staff are scheduled at the right time and holiday can
be calculated appropriately. Contact Documents are digitally signed documents that can be attached (via the
manage contract details page discussed above) to an active contract. They are often used in conjunction with
contracts and can be a written formalisation of the staff member’s signed contract.

4.13.1. Creating Contract Documents
Firstly, you will need to go to Pay > Contracts > Contract Documents.

This is where you can create the paperwork that is associated with the contract in the system. This is equivalent to
the terms and conditions that you’re asking staff to sign.

To create a new contract document template, click the button ‘Create a new Contract Document’.

You can have as many contract documents as you want; each can be personalised before you issue it to a staff
member.

4.13.2. Choosing your Document options
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Title - Firstly, you can give the template a title here.

What will the document be used for? - Then, choose the purpose of the contract document. There are several
options to select for the contract documents purpose, including whether it will be used for contract agreements,
changes in salary and/or changes in job titles.

Block scheduling of shifts until signed? - Decide if contract documents should block staff from accepting shifts
unless the contract is signed. Alternatively, choose to allow staff access to shifts. This option can be helpful if you
need to be able to make changes in salary documents or job descriptions.

Expiry - Then choose whether you wish for the document to expire. You can choose whether you want it to have
an automatic expiry.

® You can choose a fixed date.
e Instead, specify after a certain number of days, weeks, months, or years.
o Or it might be one that stays in place and there’s no automatic expiry.

You can also allow re-signing as well. So you can ask a staff member to sign the document again automatically after
a certain period or you can choose not to request a new signature.

Counter Signature - You also have the option to add a counter signature to the contract document. You have
several options regarding this.

® You can choose not to require a counter signature.
® You can request instead to ask for an image of the signature to be added into the template.
e Orif you want someone to go in and add their digital signature to it you can choose to do that here as well.

The counter signature is in addition to the staff member that you’re issuing the contract to. This is somebody else
that would need to sign it after the staff member who has been issued the contract.

You have options regarding who will be allowed to counter-sign the document as well

® You can choose an exact staff member to counter sign, (you would just type their name in there and
select).

You can choose the line manager of the signee.

Someone from a particular skill (i.e. Duty Managers).

Somebody in a particular team (i.e. HR team)

Or someone from an access level - (so you might say that the contract document needs to be counter
signed by the system manager, but it doesn’t matter who, as long as they’re of system manager level).

If you would like to see who has been allowed to counter sign a document once created, the Countersignature
report shows who needs to sign.

Under the countersignature report, under the “Who Can?’ title, you can see who is required as a counter signature.
If you have access to view it, you will be able to see who can countersign each document.

4.14. Contract Document Set up
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4.14.1. Setting up your Document Content and Template

The next step brings you onto the Document Template. You will see this is a plain text box for you to type in. You
can start from scratch and start typing in your terms and conditions.

Another option other clients have used is to copy and paste their existing terms and conditions into this box. Then
you can tweak, add or take away elements of the contract.

Formatting Options
From here you can start formatting your document so it matches your design ideas.

You have a variety of formatting tools including:

Lists

Numbered Lists
Ordered Lists
Bullet points.
Tables

Links

Upload an image.

(Uploading an image is really useful if you want to put your company logo at the top. Or if you want to add a digital
signature, signed on behalf of the company as well.)

So you can go through and copy and paste or type in your contract document here.
Dynamic Content

There is also dynamic content you can embed and is a type of mail merge feature. At the bottom you can see the
options StaffSavvy include.

If you copy and paste the fields from the bottom into the main text box, the system will automatically populate
them with, for example, the date the contract is being signed. Another example would be if you put the signature
box code into the text bow, which will prompt a digital signature.

There are a wide variety of field options here that might be useful for you to include, such as:

Job title

Wage

Home Address

Salary

Contract full time equivalent (fte)

and also any of the custom fields that you might have set up in your data sets and field set.

Once you’re happy with your contract document, you can just click save at the bottom. That will be added to your
list of contract documents here.
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GENERAL

You will be expected at all times to portray a positive image of the Students’ Union at Your University and SUTrade Ltd. Separate documents detailing the rules and regulations, grievance and
disciplinary procedures will be given to you during your induction period.

ACCEPTANCE
I wish to accept the offer of employment and agree with the terms and conditions specified above.
Signed: [signature]

Date: [date]

Dynamic Content
You can use the following short tags in your Template Text do automatically complete some of the personal record.
« Default Fields
« [date] : Date Signed
« [start date] : Staff Member's start date (if not set, signed date is used)
continuous employment start date] : Staff Member's continuous employment start date
assigned] : Date that the contract was assigned
expiry] : Expiry date (if available from automatic expiry)
recipient] : Staff Member's name

N
N
N
N

« [job title] : Staff Member's assigned job for this contract or assigned default skill
« [job wage] OR [wage] : Staff Member's assigned default skill's hourly wage

A full list of the available options is displayed just below the text box. Once you’re happy with your contract
document, you can just click save at the bottom. That will be added to your list of contract documents here.

4.15. Assigning Contract Documents

4.15.1. Issuing a contract to A Staff Member
Finally, we will go into how to assign a contract to a Staff Member and customise the document.

First, find the staff member’s profile to which you want to assign the contract. You can find them under the Staff
Directory or the Photo wall or by typing their name into the search bar.

Then go to 'edit details' in the actions bar under their profile and choose 'manage the contract'. You'll see the
option of 'documents' here.

You can choose:

e contract document
e upload document
® orsign an existing document.

If you click on ‘Contract Document’ this will bring up a list of all the contract documents you have created.

You then pick the contract you want to assign and click ‘Assign’' to that document.
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You can then preview the contract document. This brings up the document as they will view it as they come to
read it, so you can double check all the contract details.

4.15.1.1. Contract Document Approval
By default, contract documents do not need approval. This allows for rapid assigning of documents. You can
enable an approval process for contract documents within the Global Settings under Configuration.

There are two options: general approval and third-party approval. The general approval means someone with
permission to edit contracts must approve a contract before it can be signed. This allows the contract document
to be reviewed with the staff members details (and using the edit option detailed below, adjusted) before the
staff member can see the document.

The third-party approval option extends the requirement so the approval must be made by a different manager
to the one who assigned the document. For example Jane assigns a contract to Alice. Jack must now approve the
contract document; Jane cannot approve the contract themselves. This provides a third-party check of the
contract document.

4.15.1.2. Contract Document Customisation

If you have a contract document assigned to the contract, you’ll be able to preview the contract as the staff
member will see it. On this preview, you also have the option to customise the contract to edit any of the
content. Once saved, this document will be presented to the staff member to sign.

This option, combined with the approval process for contract documents allows you to review and adjust
contract documents before the staff member is able to view them.

4.15.1.3. Contract Document Manual Assignment

Documents are not automatically assigned by the system and need to be manually assigned by a manager.
However, the default contract document for that contract will be pre-selected when assigning a new contract to a
staff member so that this signing request will be added. This allows the documents to be requested but only when
desired by the manager assigning the contract.

4.15.2. Contract Hours Reports

These reports allow you to see each employee within each contract and the hours they are performing against
their min and max hours for any contract period. You can find this under Pay > Contracts > Contract Hours
Report.

You can use the previous and next period buttons to jump between contract periods. You can also view a
detailed breakdown of the hours worked per employee. When time entries are connected to shifts, absences,
and holidays, they will now appear on contract reports. If the time entry is marked as a holiday or absence, it will
show that in an orange bubble in your contract report and can also indicate the type of absence or holiday it is.

This report will be different depending on if the employee is allowed TOIL or not. The TOIL report will include
information on previous periods and a suggested action at the bottom if the employee owes or is owed hours.
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The non-TOIL version will simply report the hours compared to the employee’s maximum hours in this contract
period.

Staff who are assigned to multiple concurrent contracts will appear in multiple reports.
4.15.3. Quick ‘Increase Salary’ option

You are able to quickly increase a staff member’s salary by simply going to profile pages and Manage Contracts.

x
Salary Increase
Current Salary £0.00
Increase Type v Fixed Value J
Percentage [
New Salary L
Takes Effect 14/06/2022 ]

&= PROCESS SALARY INCREASE

You can find this under Profile > Employment Details > Relationships. There you will be allowed to schedule a
fixed change in salary or a percentage increase.

(Salary records are now separated from contract records so you can issue salary increases or changes without
having a new contract record added to that account.)
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Basic Info Employment Details Additional Details Training & Roles S

Employment Dates

Continuous Employment

& EDIT
Start Date

UNKEHOWM

Account Created 01/09/2016

Leaving Date & EDIT

7 Relationships

From 21/02/2018

Permanent (Monthly)

Salary & INCREASE

& EDIT

This can only be viewed and altered on a staff member with a salaried contract and does not apply to casual staff
or freelancers.

4.15.4. Multiple Contracts Holiday/Vacation

The system handles multiple holiday/vacation entitlements to be tracked and claimed based on the staff
member’s multiple contracts. This means that staff can earn additional holiday under a secondary contract and
claim these hours or days when requesting holiday/vacations.

Profile pages will display each holiday entitlement for each of their contracts.
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When requesting time off, the system will display all of the valid entitlements and allow the staff member to
choose which entitlements to put the request against.

.
Req U est HO I I d qy Primary: Holiday Entitlement
Request Under: Prorated Basic Entitlement 154.00 hours
e IR W le| =l |l | EU Casual Staff (5 Hours) Total Holiday Available 154.00 hours
Heliday Used 0.00 hours
Heliday Booked 0.00 hours
Holiday Remaining 154.00 hours

Secondary: Earned Holiday

Holiday Earned So Far 2.00 hours
Holiday Claimed 0.00 hours
Holiday Booked 2.00 hours
Holiday Available to Claim 0.00 hours

Each of the entitlements will contain a full breakdown and have the normal holiday report to be able to report
and carefully manage the holiday entitlement usage. You will receive progress updates when running complex
reports so you can see the progress.

4.15.5. Historical holiday report

You are also able to view a contract report that will show a history of all holidays taken on a previous holiday . This
report is helpful for staff who have changed jobs, if, as a manager, you want to see what holiday they had for a
previous contract. This will only apply to previous contracts if the contract had a holiday entitlement enabled.
Additionally, the staff member or manager wishing to view it must have had permission to approve the holiday for
their access to this report.

This can be accessed under a staff member’s profile. In the actions bar, go to Edit Details > Manage Contracts.
Then, under previous contracts, you will see a view holiday report button.

4.15.6. Contract Options: Full Time Equivalent Contracts

Full time equivalent contracts allow managers to customise a staff member’s contract. This option allows you to
configure a full time contract and then set a staff member’s part time hours on their account alone. This will
reduce their holiday, contracted hours and maximum hours accordingly.

This can be done by editing the contract details under a staff member’s profile and will only affect that singular
staff member’s contract.
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Note: We do not recommend that you rush to change all of your contracts to FTE versions. We recommend this is
tested on some dummy accounts first or applied to new starters first rather than changing existing configuration
that is working well for you.

This option can also be used to change the working days of a staff member if they are different from the default
contract.

The option to reduce their contract is set on their contract when you assign them to the contract.

Add New Details

Each staff member can only have one contract per role at a single point in time so the system will adjust other contracts to ensure this rule is maintained.

Contract Permanent (Monthly) v
Require a new contract document? - Do not require a new document to be signed v
Less than full time? Part time based on reduced working days v
Standard Working Days Default Contract Days

Select all | Select none | Select week days | Select weekends

Monday AM Monday PM

Tuesday AM Tuesday PM

O Wednesday AM Wednesday PM

Thursday AM O Thursday PM

Friday AM Friday PM

O saturday AM O saturday PM

O sunday AM O sunday PM

You can choose three types of less than full time:

Part time (Reduced Days)

This is used for Staff Members who only work certain days, rather than a full working week. Once chosen, you will
be able to choose which days of the week they will be working. This is completed in morning and afternoon
sections so you can add half days.

The system will calculate a FTE figure by comparing the number of half days selected for this staff member to the
contract default.

Part time (Reduced Hours)

This can be used when staff members always work fewer hours each day. For example if the default contract was
9am - 5pm, these workers might work 9am - 12pm. This is then calculated by percentage, so if a staff member is
working 50% of the regular contracted hours you would put in 0.5 into the box. This will reduce their working
hours per day by this percentage.

Part time (Regular Repeating Shifts)

This is perfect for staff who have complex working patterns that are set using Regular Repeating Shifts. The system
will review their regular repeating shifts, calculate the average number of hours per contract period and set this as
their FTE figure. For example, if you have a two week shift pattern with the first week having 30 hours of shifts and
the second week having 0 hours, it will calculate the average week as 15 hours. If the contract is set to be 30 hours
a week, the FTE figure will be 0.5 (50%).
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This is particularly useful if your company has several staff members with a regular repeating shift pattern, as the
system will work out their hours for them. Therefore, managers will not have to manually calculate the hours
worked for every single staff member using this type of shift pattern. Holiday allowances will be automatically
calculated based on the FTE figure.

Different working days
If your staff member works the contracted hours as per the contract but on different days to the contract settings
then you can set this on the contract settings too. Just uncheck Default Contract days.

Full-time contracted hours on contract documents

There is also the added option to get ‘Full-time’ contracted hours on a contract document when they are less than
full-time. To use this feature go to Pay > Contracts > Contract Documents.

When you create a new contract document under the mail merge features, there is now a new dynamic option for
‘contract expected hours’ that takes into account less-than-full-time options.

4.16. Contract Date Sets

Date sets allow you to set date ranges when certain rules, expected hours or limits do not apply. This can be
found under Pay > Contracts > Date Sets. It is particularly useful for the education sector, festival organisers or
any organisation who have very busy or very quiet periods which affect the working rules.

You can create multiple Date Sets within the system for use by different contracts. These can each then have
multiple date ranges contained within them.

For a university example, you might have a set of dates called “Out of term/semester”. This set would list all of
the holiday/vacation dates within the university and could be used to remove working visa limits or change the
expected weekly hours for affected staff.

You can continuously add dates to each Exception Date set so these can be kept up to date without having to edit
every rule or contract that makes use of them.

4.16.1. Automatically block holiday/time off requests during certain periods

This option allows you to display warning messages to staff when they are requesting holiday or time off that
cover certain periods of time.

You can also use the same option to block all requests during the dates provided. This is the ultimate option and
no requests will be permitted during these dates.
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Reason/note
_ 1 Example
Optional note for your reference
| won't be available from 02/09/2025 | All Day
Il be available to work again
s 04/10/2025 (4 @ Aibay

from

Unable to add request: Dates overlap Festival A

To set up a date set (which can be used to either block or display warnings) go to Pay > Contracts > Date Sets.

Create a new date set or update an existing set. Simply add all of the date ranges you wish to exclude. Ifit’s a
single date, then set the start and end dates the same.

Contract Date Sets

Set Title Holiday Blocks

Dates Reason Start End (inclusive)

Any shifts which are wholly

within one of the date Festival A 01/01/2025 [ 12/12/2025 B & DELETE

periods below will be

except from hard limits on

Festival B 02/09/2026 | 02/10/2026 B & DELETE

hours

@® ADD DATES

& SAVE GROUP

Now, to assign the date sets to a contract. Go to Pay > Contracts > Manage Contracts. Edit your contract. Under
the Holiday tab, find the Warnings and Request Blocking section.

You can choose different date sets for displaying warnings and blocking requests.
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Warnings and Request Blocking

Warning Dates

Show a warning message when

requesting dates within this date set. No Warnings v
Create / Edit the dates using Contract

Date Sets

Block Request Dates

Prevent requesting dates within this date
- No Blocked Dates v
set. Create / Edit the dates using

Contract Date Sets No Blocked Dates

Holiday Blocks

= SAVE CONTRACT

4.17. Contract Manipulation Rules

Contract manipulation rules are a very powerful set of rules that can be employed to update a staff member’s
paid or worked hours based on a range of filters.

Create the rules under Pay > Contracts > Manipulation Rules. When editing or adding a new rule, you will be
presented with a series of filters that you can use to tell StaffSavvy when to apply the rule. These can be
between specific times, days, national or organisation holidays, when working so many days a week or when
working over a number of hours.

Once the rule has been reached, you can tell the system to manipulate the paid hours and/or any hours
deducted from the staff members' contracted hours. For example, you can configure the rule to automatically
pay double time on bank holidays; there are many, many possibilities. You can choose to run multiple rules on
the same time entries and also have sub-rules that apply.

The system will still maintain the actual hours worked and will use these for contract limits and rules; it is simply
the hours paid that will be adjusted. When a rule is in effect, a breakdown of the rules will be shown on both the
shift details and the time entry details pages.

2 Calculations in use

Minimum Paid Shift Length Paid duration changed from 2.00 hours to 4.00 hours

Time and a half on Sundays Paid duration changed from 4.00 hours to 6.00 hours

Shift budgets will take into account any of the contract rules too, so that the predicted cost of a shift will be
correct.
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You can also now copy a manipulation rule or a restriction rule when viewing your list of rules. When you click
the copy button, it duplicates the rule and takes you straight into settings, where you can make any adjustments
to the rule and give it a different title.

4.17.1. Sub Rules

Sub-rules are used so that you can have a set of rules running separately from all others. For example, if you
introduce an overtime pay rule that stops all other rules but you still have rules that you need to add that pertain
to overtime, a sub-rule is a great way of keeping a set of interlinked rules running whilst stopping the rest.

We will just go over the specifics of the options of contract manipulation and how to use this alongside sub-rules.

4.17.2. Stop Further Rules

The new update allows you to specify when creating a new rule whether you want to stop all other rules when
this specific rule applies. This means that when enabled, certain rules will have higher priority over others.
This is useful as a fail-safe for specific times when you need to override a rule, i.e. if a staff member has worked
too many hours.

It is worth noting that ‘Stop Further Rules’ will not include the Sub Rules set up for this rule.

4.17.3. Forced Rests

You can now set a specific time range to force a rest after working. E.g. require an 11-hour break if working
between 10pm and 5am. This can override any other rule if enabled.

This is useful to prevent staff members working a late night shift and then being given an early shift the next
morning. This assures you can keep in line with government regulations.

4.17.4. Apply when

Once you have established any sub-rules, you can decide what events will trigger the manipulation rule to be enacted.
There are a series of general options here that need to be configured, including:

e Apply Between - Only apply the rules between these times. Set both times to midnight if you wish the rule always
to apply.
Apply to Skills - You can select exactly which Skills or Roles you want this rule to apply to.
Apply on shifts at Venue - You can also specify whether you want shift rules to apply to a specific venue or venue
group.
Apply on Days - select which days of the week the rule applies to.
National/Company Holidays? - Does the rule apply over holidays, or should the system ignore holidays?
Minimum Length of Service - How long must a staff member work here before this rule applies?

4.17.4.1. Apply on hours worked
You have a variety of options for when this rule will be applied based on the following categories;
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When working above a certain amount of hours
When working below a certain amount of hours
When working X days in a week

When working X days in their contract period

4.17.4.2. Apply based on missed rest

You can now be even more specific about when the rule applies based on the rest period between shifts, i.e. if
there hasn't been a rest period of at least a certain amount of hours after working a certain amount of hours in a
row. This is useful for if there are certain shifts that would require a break that are unique to others, for example,
10pm - 5am.

4.17.4.3. Apply based on fixed duration
The ability to choose a fixed duration for an additional time entry and the ability to round up the segment paid
time to the next X minutes within a rule.

4.17.5. Contract Date Sets

Choose only to enact this rule if the dates are within a holiday block. You can also specify which holiday block you
want this to come under. Date sets allow you to set date ranges when certain rules, expected hours or limits do or
do not apply.

4.17.6. Additional Filter Options

There are also several other, more specific options to apply that relate to whether or not the rule will be
implemented, depending on the shift.

o Apply to a Whole or Partial Shift - This option allows you to limit how a rule will apply to shifts that only
partially match the filters set up. For example, a shift might start at 9 pm on a bank holiday and goon to a
regular working day. Here you can specify if the rule applies to the whole shift, regardless, or applies to the
part of the shift that matches up exactly, or the shift must all match up with the rule or will not be applied.

e Minimum Paid Length - For minimum paid hours rules, you can choose if the system should look at all
hours worked back to back or just the hours worked under the selected roles/skills for that rule.
This allows you to treat certain types of shifts as independent from all other work for the purposes of
minimum paid time. For example, a staff member might be paid a minimum of 3 hours for assisting with
production load out at the end of a full day of work. This change will allow you to always pay them for 3
hours for that load out, even if they have also previously worked 10 hours in a row.

o Calculate Working Times - You can also set whether to calculate hours based on the Default Contracted
Hours (excluding breaks but including manipulation rules). Another option is to use the raw working hours,
which are Worked Hours (excluding breaks and manipulation rules). The final option is Raw Paid Hours.
Raw Paid hours will not take into account manipulation rules, but will take into account paid breaks.
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o Apply on - The final manipulation filter allows you to apply this on normal worked time entries, holiday
entries, absence time entries, or a combination of the above. This allows you to pay holiday hours as
though they were working time.

4.17.7. Changes to Make

This section outlines the action of the 'rule'. A rule can have more than one action, and below, we will specify your action
options for a rule.

4.17.7.1. Multiplying Pay
Multiplying pay options allows pay to be increased if certain specifications are met.

e Multiply Hours Paid By
This will increase the hours to be paid. The actual hours worked will not be affected.

e Multiply Contracted Hours Worked By
This will increase the hours worked as part of a staff member's contracted hours. It won't affect hours worked for
restrictions or required breaks. Use this to reduce the number of hours a staff member must work under their
contract if they work specific hours/days.

e Multiply Hourly Rate By
This will multiply the hourly rate. The actual hours worked and the pay element used will not be affected. You must
choose how much this will be multiplied by; it can be anything between 0 and 9.95. For example, you could
multiply the hourly wage by .5, and 1 hour would become 0.5 hours.

e Minimum Paid Length
This will increase the hours to be paid. The actual hours worked will not be affected.

4.17.7.2. Changes to time entries

You can also apply a rule so that if the staff member doesn’t meet a specific condition, their pay rate or Skill will change. An
example of this might be that if a staff member doesn’t get an 11-hour break after working 8 hours or more, their shifts are
paid double the time until they receive their break. This can be added under the ‘changes to make’ section, where you can
add the financial changes you want to make to your rule.

o Change Pay Element - This option will forcibly change the pay rate for the affected part of the time entry. You must
select the pay element they would receive once the requirements of the rule had been met, i.e. double time pay.

o Change Skill - This option forcibly changes the skill for the affected part of the time entry. Once the rule
requirement has been met, a staff member will be marked under this Skill instead of their assigned one.

e Round Paid Duration Up - This option allows you round the paid duration of a time entry (or segment of time
entry) up to the nearest X amount of minutes (going up in five minute intervals).

4.17.7.3. Additions
With Additions, you can increase hourly rates or introduce multiple paid hours if a staff member doesn’t meet the rule
requirement, such as receiving a break during their shift. There are two types of additions.

o Add additional time entry - This will add a mirrored time entry for the duration with a different pay element. This
is the only way time entries overlap and is designed for additional payments on top of the original time entry.

e Additional time entry: Length - This is the paid duration of the additional overlapping time entry. This option only
appears once you have chosen to add an additional time entry.
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e Add additional pay item - This will add a pay item when the time entry matches the criteria.

The final configuration option is to select which Contracts will be affected by this.

4.18. Contract Restrictions

Contract restrictions are a way to provide restrictions to working practices on each contract. You can manage
these under Pay > Contracts > Restriction Rules.

You can add as many restrictions as you wish, and each can be assigned to any number of contracts. You can also
now copy a restriction rule when viewing your list of rules. When you click the copy button, it duplicates the rule
and takes you straight into settings, where you can make any adjustments to the rule and give it a different title.

In addition to this, you can allow staff to opt out of the restriction by completing a document. For example, you
might create a rule called the “Working Time Directive’ restriction that will be applied automatically unless the
staff member signs the WTD Opt-out document.

You can apply time restrictions on how long a staff member can work before they need to take a break. The time
period can now reach up to 12 months, and there are more months and weeks options as well.

Contract Restrictions

Restriction Title 48 hours rest every 7 days
Restriction Type Required rest over a period of time
Time Range 7 days

Required Breaks Atleast 1 breaks of 48 hours each during time range

Manager Override

This restriction is always in place.
Allow managers to manually override this restriction

Exemption Dates . T .
. - " This restriction is always in place.
Do not apply this restriction within these dates

Exemption Document . L
) ) ) -- No document exempts this restriction
Staff are exempt from this restriction when this document is completed

You can also configure the restrictions to be ignored during the exemption dates set up on the contract.
There are several types of restrictions:

e Limit of hours (averaged over period)
This is a limit of the maximum number of hours over a set time range. The range can be between one
day and a year. The system will add up all of the hours and will not allow a staff member to be scheduled
in excess of these hours. The averaged option looks at a period each side of a shift and averages the
hours. It’s great for a general limit. Choose the maximum number of hours during time range, this can be
set to a decimal point.
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Limit of hours (strictly never any period over hours)

This is a limit of the maximum number of hours over a set time range. The range can be between one
day and a year. The system will add up all of the hours and will not allow a staff member to be scheduled
in excess of these hours.

This is a stricter version which will look at the period of time immediately around the shift and ensure
that the period where the shift falls in the middle of will not be over hours.

Limit of hours (Monday - Sunday)

This is a limit of the maximum number of hours over a set time range. The range can be between one
day and a year. The system will add up all of the hours and will not allow a staff member to be scheduled
in excess of these hours.

This is a simpler version of the limit that looks at the week the shift falls within and applies the limit to
the shifts within that week.

Limit of operating hours per day

With this option you can set a maximum number of operating hours (from start of the first shift to end of
the last shift). This is the maximum number of hours you want from the start of the first shift to the end
of the last shift (where the shifts start on the same physical day). Once set, contracts will not be able to
allow shifts outside of these hours unless exemptions are created.

Maximum number of weekends worked
This is a limit of how many weekends are worked during the set time range. A working weekend includes
any weekend where there is a shift on one or both of the days.

Required break duration

This restriction allows you to enforce a single break period of a number of hours during the set time
range. For example, you can enforce an 11-hour rest within every 24 hours. You can also enforce 48
hours of rest every 10 days. This can go up a maximum of 12 months.

Limit of Similar Shifts

This restriction allows you to enforce a rest period after the staff member has completed X shifts in a row
between certain times. It’s perfect to prevent a staff member from being scheduled for a 5th night in a
row and will ensure they receive a full rest period before working again.

Prevent shifts between certain times
This restriction allows you to enforce set the times between which shifts can be scheduled, and shifts
cannot be added at any other time.

Limit shifts between certain times

This restriction allows you to select the time period during which shifts can be added and how long the
time range you are working with will be. You must also select the maximum number of hours that can be
assigned within that time range. Remember that shifts can only be assigned within the set time period.
For example, you might say there can only be a maximum of 40 hours assigned within a week, and the
hours assigned must be between 8am - 8pm. This is a helpful feature if you have a certain period within
the year that requires very specific restrictions.
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e Prevent a gap between Shifts
This restriction allows you to implement a maximum gap between shifts to ensure staff do not need to
wait for extended periods between shifts. This means you can set the maximum time allowed for staff to
wait between shifts.
This option prevents staff from having a large gap between shifts (hours long) within the same day. This
option can be set up to allow a short gap (e.g. 0.5 hours, 2 hours) between shifts, but a bigger gap (5
hours, for example) would be blocked. So, under the ‘Block a gap between shifts longer than’ option, you
might choose 4 hours as the maximum gap.

This means that if a staff member works until 1pm, they could be asked to work again at 2pm, but would
not be able to work at 6pm as the gap between shifts is too big. This is set up so that managers can ask
someone to work again if they are likely already on site, but it prevents a situation where they would be
waiting around for hours for a second shift.

You can also set the restriction to clear after a period, e.g., after 11 hours. This is under the ‘Prevent
further Shifts for’ option. So, if the time for a new shift has exceeded the maximum gap, you would
select how many hours until the staff member can be assigned a new shift, which would probably be the
next day.

4.19. TOIL (Time OFF In Lieu)

StaffSavvy has three options for TOIL reporting; automatic, manual and a combination of both.

Automatic is the most common and is also used to allow hours to be rolled between months even if staff are not
permitted to take a paid day off and are simply assigned less shifts.

TOIL is set up under each contract and you can choose how many hours can be rolled as well as the size chunks
of time that can roll too. This can be edited under ‘Manage contracts’.

Once configured, the system will automatically calculate hours owned based on rolling hours. This will be shown
within the staff member’s account and will be used whenever assigning hours.

4.20.1. Manual TOIL

To use manual options, you need to ensure this is set up and enabled under Manage Contracts and then staff can
make TOIL requests from their profile pages. The requests will be displayed to managers to approve on the TOIL
Report. This can be accessed via a staff member’s profile from the actions bar. Go to Report > TOIL Request
Report.
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Absence Report Start Date: /m/2022 0
Alan Meyer End Date: 2/1/2024 B

Summary Instances Full Duration Working Days

Absence Type Sickness v
Sickness 1 1.536 days 1.536 days
. . * FILTER

Category Instances Full Duration Working Days -

Abdominal (0) 1 1.536 days 1.536 days

Date Type Details Duration Entitlements Paid Notes

@® ADD DOCUMENT
Sickness: Full Duration: 1.54 Days Affected: 154

12 2023 - 14/04/21
/04/2023 -14/04/2023 Days (10.75 hrs) & EDIT ABSENCE PERIOD

Added by James Hodgettson  0.536 Days (3.75

12/04/2023 (Wed) Sickness o 14,/04/202%, .- g
Added by James Hodgetts on

13/04/2023 (Thu) Sickness s5tom o 1Days (7.00 hrs) o=
Added by James Hodgetts on

Loy Sickness 5:54pm 13/./04/2023. ° 0 Days {0.00 hrs) R

@III

TOIL requests can be both edited and approved from this page. Additionally, when a staff member has
submitted several TOIL requests in a single day, all the TOIL requests appear compressed under one TOIL request
rather than a list of requests. This makes it clearer to see what date a TOIL request is for. You can then either
approve the total requested hours or select the button ‘show each request to edit’ for more detail and
adjustments.

Additionally, depending on your settings, the system can run TOIL automatically forever. This can cause a
problem if adding TOIL to an existing account as you often want to start TOIL reporting from a specific date. You
might also want to reset TOIL at the start of each company year.

Start Times

You are now able to input a start time, (by the hour) when requesting TOIL. To enable this you need to ensure
manual TOIL requests are set up. This can be done by going to ‘manage contracts’. Click the edit icon () for the
contract you are using TOIL with. Then go to the TOIL tab and when selecting the TOIL mode, choose ‘manual
requests only’. This will mean that TOIL requests will need to be manually input by staff and allows them to choose
specific time slots/days.
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Add TOIL Request

Date:
Date the additional hours were worked or hours 15/11/2023 [m]
are due to be used

Start Time 00:00 ©

Hours
0 01

03 03

02 02

04 04

4.19.1. Claiming against TOIL hours

If you have hours approved in your account then you should claim any time off against those hours. This ensures that
your claims are recorded against hours earned. It is particularly important if you have a time limit on when you can
use the hours by.

If you don't make claims against the hours in your account then you can be in a situation when the hours owed to you
have expired but the hours you have taken back are still valid and show your total as negative hours.

To claim against your TOIL balance, either go to your TOIL report; under your profile, use the actions menu at the top.
Reports > Manual TOIL Report, on the report, simply use the Claim Against button. In the box, you will see an option
to claim hours back and to choose which of your balances to claim against:
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Add TOIL Request

Claiming Hours Back?

Use the quick claim option below or choose which previous TOIL hours you want to claim against.
QUICK CLAIM FROM MY TOTAL

*®

Or claim for a specific set of hours:

CLAIM AGAINST UNTITLED (17/07/2023) (6.00 HOURS AVAILABLE)

CLAIM AGAINST UNTITLED (19/07/2023) (6.00 HOURS AVAILABLE)

Date:
Date the additional hours were worked or hours 16/1/2023 [m]

are due to be used

Start Time 00:00 ©®
Hours 0]
Note

= SAVE

Once you are claiming against hours, you will see a summary box at the top which shows you how much time you can
claim back. You can only claim back up to the total hours in your original request. So if you requested 10 hours of TOIL

then you can put multiple claims in for those hours until there are none left.

You can choose whether you want to claim back TOIL from your total pot, or from a specific day. You will be able to

see how many hours are available for each day.
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Claim TOIL

Tiger Day Saturday 8am-5pm

Criginal total: 2.00 hours
Already reclaimed: 7.50 hours
Remaining: 1.50 hours

Date:
Date the additional hours were v || Oct v | 2020

worked or hours are due to be used

Hours 1.00 hours

Note: If you need to claim more hours than there is available under a single entry then you will need to make
multiple claims for the same day. This will ensure your TOIL balances are correctly recorded and accounted for.

Your TOIL request will go through the usual approval process but you will now receive a clearer summary of your TOIL
balance and your usage:

Date Note Amount Status
07/08/2020 Tiger Day Friday 8am - $am 1.00 hours | aPROVED
12/08/2020 -1.00 hours -
Remaining to claim  0.00 hours

08/08/2020 Tiger Day Saturday 8am-Spm 9.00 hours | aPROVED
12/08/2020 -1.00 hours  aevROVED
13/08,/2020 -1.50 hours  aevROVED
14/08/2020 -1.50 hours -
19/08/2020 -0.50 hours -
23/08/2020 -2.50 hours -
30/08/2020 -0.50 hours -

Remaining to claim  1.50 hours

Total 1.50 hours
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4.19.2. Manager Options

A manager has additional options within the Manual TOIL Report. These options allow the manager to add additional
entries to a claim even if it will reduce the total below zero. They can also delete entries, edit them and
connect/disconnect.

The connect/disconnect options allow for entries to be assigned to each other, so they are displayed in the groups
shown on the report. For example, in the image below, the 03/09/2020 entry is not connected to Tiger Day on
08/08/2020. Using the Connect option, a manager can assign that claim against the Tiger Day balance.

Date Note Amount Status

07/08/2020  Tiger Day Friday 8am - 9am 100 hours =

/0872020 ooneus QD
Remaining to claim  0.00 hours

08/08/2020  Tiger Day Saturday 8am-5pm 9,00 hours -

12/08/2020 ooneus QD

/082020 Asonous QD

w/08/2020 Asonous QD

w/oe/2020 osnous QD

2/08/2020 oo D

30/08/2020 osonors QD
Remaining to claim  3.00 hours

— S

Remaining to claim  -7.50 hours

Total 1.50 hours

4.20.3. TOIL on profile
You can view and add TOIL requests from your Profile. You can set the exact number of TOIL rows you wish to
see, which can be between 10 and 100 under Global Settings.
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4.19.3. TOIL history report

TOIL can also be viewed as a report by creating a TOIL history report. This report displays a breakdown of hours for
the selected period and provides the option to download to Excel as an XLSX file.

You can now run a TOIL history report and view information from before a reset date. You can see all TOIL requests

from within the selected date range. There is by default a limit to how far TOIL can go back but this option allows
you to ignore this date and go further back if selected.

TOIL HiStOI‘y Report Start: 18/12/2003 8

Permanent (Monthly): James Hodgetts End: 10/06/2025 0
Period Start Period End Previously Owed Hours Contracted Hours Worked Hours Absence Hours Rolled Hours Notes
2024-01-01 2024-01-31 0.00 100.00 0.00 0.00 0
2024-02-01 2024-02-29 0.00 100.00 0.00 0.00 0
2024-03-01 2024-03-31 0.00 100.00 0.00 0.00 0
2024-04-01 2024-04-30 0.00 100.00 0.00 0.00 0
2024-05-01 2024-05-31 0.00 100.00 0.00 0.00 0
2024-06-01 2024-06-30 0.00 100.00 0.00 0.00 0
2024-07-01 2024-07-31 0.00 100.00 0.00 0.00 0

To find this, go to a staff member’s profile. Then, in the actions bar, go to Reports and in the drop-down menu
select TOIL History report. From here, you can filter by date and download the report.

4.20. Length of Service Holiday/Vacation

ALL LOS ENTITLEMENT GRCUPS EXAMPLE ENTITLEMENT

Group Adjustments: Example Entitlement

Length of Service Total additional entitlement
L
5.00 years 1.00 days - bl i DELETE

& 5
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Length of service adjustments allow you to automatically grant additional hours or days of holiday/vacation
entitlement to staff based on their length of service.

It will automatically adjust each year as the staff member’s length of service increases.

The length of service adjustments are created using groups; this allows you to have multiple automatic length of
service policies operating at the same time. Each contract can be assigned a different group if required.

To set this up, add a new Length of Service group under Pay > Contracts > LoS Holiday Entitlements. Once added,
add a new entitlement by specifying the years of service required and the total to add to their entitlement.

Note that the system will calculate their adjustment based on the length of service at the start of the holiday
entitlement year.

Once you have all of the different entitlements added, you can assign this to a contract. Edit a contract and select
the correct length of service entitlement group under the Holiday tab.

Note: this will be in addition to any manual adjustments you have added to a staff member’s account. If you have
Length of Service adjustments already then please discuss this with our support team who can help you migrate
to this new feature.

4.21. Break Policies

You can configure a default break policy and add more break policies and to assign them to different contracts.
This means staff can be entitled to different breaks depending on their contract (and with multiple contracts they
can be using different break policies for different skills).

Access the break policy management under System > Absence & Breaks > Break Policies. You will see your
existing default policy that you can edit along with options to add a new policy.
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Break Policy

Edit Break Policy
Title Default Breaks Policy
Break Groups

Working between 4h Om & 6h Om 1brecks
Working between 6h Om & 12h Om 2 breaks
Working between 12h Om & 24h Om 4 breaks

Break policies are made up of groups; each group covers a length of shift. So if you want a break policy for any
shifts over 6 hours, create a group with the shift lengths set to 6 hours and 1 minute (so over 6 hours) and
choose a maximum length. This can be very long to cover all shifts lengths.).

Note: to prevent any confusion, make sure your break groups do not overlap.
Once you have a group setup then you can add breaks to that group. Each break has a duration and a note to say
if it’s paid or not. You can also choose to make breaks optional; exclude them from automatic creation, and have

them not checked when adding a remote time entry. In addition to this you can add consequences for if a break
is missed.
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For shifts between 7h 5m to 12h Om: New Break

Title

Duration Tmin

Paid? Unpaid

Prechecked on Remote Clock-ins? Yes - default to deducting break on remote clock ins

Automatically Added Breaks

(@) staffsavvy

Include break when automatically applying breaks Yes - if automatic breaks are being applied

Add break at this point into the time entry

If forcing breaks or using the automatically add breaks option, this
allows you to set when in the time entry the break should be
automatically be applied.

- Automatic (usually in the middle of the time entry)

Missed Breaks

Add a time entry for the break’s duration -- Don't add an additional time entry

Pay a fixed amount -- No additional payment

Late Break: Adjust Hourly Rate until break has been taken or end of the time entry

Add Multiply Hours Paid By

This will add an additional amount of hours to be paid based on their Disabled

hourly rate for the time entry. The actual hours worked will not be

affected.

Change pay element until break is taken -- No change in hourly rate during break delay

You can then choose which break policy applies under each contract within the Breaks tab.
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4.22. Dynamic Employment Eligibility Management

4.22.1. The process

1.

New staff register on the site and are authorised by a
manager. Alternatively, they can be invited or have their
account created for them by a manager.

When they log in, they will be informed that they have
not yet proven their right to work (UK) or employment
eligibility (US) and they must prove this before they can
work. Staff will not be able to take shifts or be assigned
by managers at this stage.

Staff are asked to complete a questionnaire on what
documents they can provide to you. This is taken from
the Government online questionnaire and will aim to
assign them to a classification. The classification simply
stipulates the documents they have stated they can
provide to prove their eligibility.

Once classified, the staff member is shown a list of the
documents they need to provide and are informed
where to take the documents.

If there are documents that the staff member can
upload themselves (such as term times) then they are
invited to do that via the site. The uploaded document
will still need to be checked by a manager before being
accepted.

The staff member will now need to take the physical
documents to your stated location to be reviewed and
copies taken.

The managers will now need to upload copies of the

Proving Your Right to Work

Are you a British citizen?

This will be stated on the details page of your
passport
This does not include these kinds of British

citizenship:

* British Nationals Overseas, eg from Hong Kong

* British protected persons (from former British
Empire)

* British subjects, eg from India before 1949

s British Overseas Territories citizens

* British Overseas citizens, eg from Malaysia,

Kenya

Choose:

+ Yes

No

€ PREVIOUS 2 NEXT

documents. This is completed via the Employment Eligibility Report, accessed either via the notifications

on the dashboard or via the Staff menu option.

a. Manager finds the staff member on the Employment Eligibility report and clicks Upload/verify
documents. This can be found under Reports > Staff Reports > Work Eligibility Report.
b. Alist of the required documents will be listed and each one should be uploaded.
¢. When uploading each document, the staff member will be informed of the points to check on
the document. They will be asked to enter an expiry date if this is present on the document.
d. The manager will finally be asked to certify that they believe the document to be valid
Once all documents are uploaded and validated, the staff member will be informed that their documents
are in order and they can now either work or complete further on-boarding steps.
If a document expires in the future, the staff member will be informed before expiry and will repeat

steps 4 to 8.
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4.22.2. Classification

The built-in questionnaire will automatically assign the staff members to the expected correct classification. This
should not need manager interaction at all and has been built using plain English and using images of the
documents where available.

Some staff might not be able to be classified using this questionnaire and they will be informed to speak to the
HR team to work out how they can prove their employment eligibility.

The classifications are provided by StaffSavvy with the system. If required, additional classifications can also be
added. The custom classifications can only be assigned by a manager manually to each staff member using the
Employment Eligibility report. A custom classification can require any number of document types. Each
document type must be provided to confirm the staff member’s employment eligibility.

4.22.3. Uploading Documents

The Employment Eligibility Console is the easiest place to start when uploading documents. It allows a search for
a staff member’s name along with looking for staff without Employment Eligibility proof or that have proof
expiring soon. This can also be accessed via a Staff member’s profile under the Actions menu > Documents >
Employment Eligibility.

All uploaded images, spreadsheets & documents will have meta data such as author details, locations, summary
descriptions and other information removed. This is in line with best security practices to prevent unexpected
data leaking via the file metadata.

To upload a document, click Upload/Verify Documents.

This report will show you the documents that this employee needs to provide.

Employment Eligibility Report

Home Venue: Any Venue A
Levels: Any Level A
Status All Staff v
Name Classification Employment Eligibility Compliance View / Change

& CHANGE CLASSIFICATION

Aaron Grafton Offline Verification NO RECORD: NO STATUTORY EXCUSE

+ UPLOAD OR APPROVE DOCUMENTS
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Right to Work Console

Adam Kelly

More Proof Needed?

Outstanding Documents Required

) . ; ! + UPLOAD & VERIFY
Birth or Adoption Certificate from a Channel Island, Isle of Man er Ireland Classification [ raissme oocument
_ ) ) - - + UPLOAD & VERIFY
Official Letter including National Insurance Numiber Classification [ risswc oocument _

4.22.3.1. Upload a Document

Simply click the upload document button. This will take you to a page where it will ask you to select the
document to upload. On a mobile phone, you can select photos of the document to upload. You can upload any
document type. If you are uploading multiple pages of the same document then simply select all of the images at
the same time. StaffSavvy will combine these into one document when they are uploaded.

Review the notes about checking the document. The person uploading the document is ultimately responsible
for confirming this staff member has employment eligibility.

4.22.3.2. Verify a Document

If the document can be uploaded by the staff member then it might need to be verified. In this case, the
uploaded copy will just need to be verified by a manager to make sure that the document appears correct and
the required information is provided.

Review the notes about checking the document. The person verifying the document is ultimately responsible for
confirming this staff member has employment eligibility.

4.22.3.3. Expiring Documents

If a required document has been uploaded with an expiry date, both manager and staff will be informed before
the document expires.

Managers will see the information on the dashboard notifications and staff will receive both an email warning
and a large warning on their dashboard. These notifications also include time entries for direct reports that are
awaiting approval.

Staff will automatically be blocked from taking any shifts that go past the expiry date of the document.

New documents will need to be uploaded to continue; this process follows the same steps as a new staff
member. Staff can also change their classification if their circumstances have changed.
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4.23. On-Boarding

Welcome to StaffSavvy

In order for you to start working with us, we need to complete some steps. These can include collecting information from you and
getting you setup on our various computer systems.

Please work through the steps below so we can get your account setup completed as quickly as possible.

Proof you can work in the UK + VIEW REQUIRED DOCUMENTS

Upload a photo Complete previous steps first
Sign Employment Contract Complete previous steps first
Provide you bank details for your wages Complete previous steps first
View our employment policy Complete previous steps first

Your employee number Complete previous steps first

4.23.1. Concept

Ensuring that a staff member is correctly setup with all relevant paperwork and forms completed is normally a
challenge for large, high-turnover work forces. On-boarding Steps aims to make this easy and push the onus on
completing the steps down to the staff members themselves.

Onboarding Steps are perfect for organisation-wide steps. You can use Skill Requirements to add additional items
that specific jobs require.

You can set the order the items need to be completed and require previous steps to be completed before
continuing to the next group.

4.23.2. Creating the Steps

Steps can be added at any time. They will then only apply to staff who have not completed all of the steps so far.
It is possible to require all staff to complete that additional step, using the option available via System > Staff
Data & Processes > Manage Steps Lists.

First, you will need to create a step list. Set up your title details and how often you want staff to be reminded to
complete their step list, or if you do not want reminder emails to be sent.

Completion Gates are an option you can enable on some or all steps when editing. This means that the staff
member will not be asked to continue unless they have completed that step and all previous steps.
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This allows you to group the steps into groups which need to be done together.

Then, once created, click on the step list you have made and go to Manage Steps, where you can then add a Step in
the Actions Bar. When creating a step, you will be asked to confirm the requirements needed for each step (details
on these are listed below). Some steps require further information which will need to be displayed to you once
you’ve chosen the type of step.

Once a step has been created, you can also edit it to get access to an additional step; you can enable limited or
complete access to shifts once the step is completed. This allows you to put steps such as employee reference
numbers or profile photos after the staff member has been granted access to take shifts.

Manage On Boarding Steps

1 Proof you can work in the UK -

--- Completion Gate (all previous steps required before next step)

2 Upload a photo P
3 Sign Employment Contract P
4 Provide you bank details for your wages o L 4
5 View our employment policy P

--- Completion Gate (all previous steps required before next step)

--- Normal access to shifts granted after previous step completed

EDIT
o] Your employee number a £
7 On-boarding complete: Full access to shifts & wages can be paid

4.23.2.1. Employment Eligibility Proven

This simple step will simply ensure the staff member has had all of their documents checked and copies
uploaded to the site.

4.23.2.2. Additional Document Required

This allows you to require any document or combination of documents to be provided above the normal
Employment Eligibility proof. A common example is either the P45 or New Starter Form.

To require one of these documents, create a new Document Type (under the System > Documents & Forms >
Manage Document Types) that is called something like “P45 of New Starter Form”. In the description, you can
provide information to your staff members about providing either their last P45 or to download, complete and
upload the New Starter Form. You can provide a link to the form too. For either the P45 or New Starter Form,
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you do not need to see the original so you can allow staff to upload their own copies and simply require that
they are checked.

Once the new document type is added, this will be listed under the document type drop down within the steps.
4.23.2.3. Training Program or Training Certificate Completed

These two options allow you to require staff to complete a program of training or individual training stages as
part of their on-boarding process. These might be online or physical courses. They can also be externally
managed where staff upload their certificates back to StaffSavvy.

4.23.2.4. Contract Signed

This requirement will ensure that staff assigned to a digital-signature contract must review and sign their contact
at this stage. The digital signature can be either typed or digitally drawn.

4.23.2.5. Field Set completed

This allows you to choose any of your field sets to ensure staff complete this information before they can be
assigned shifts. Only fields marked required will be enforced.

4.23.2.6. Employe Reference Provided

Adding this step will require a staff member to provide their employee reference number.

4.23.2.7. Resource Library item viewed/downloaded

This step can force staff to view or download a particular page, document or link within the Resource Library.
This is perfect to point staff at policy documents or additional information.

4.23.2.8. Performance and Welfare Form Required

This step can add a performance and welfare form as a step.

4.23.2.9. Exam Successfully Completed

Exams allow you to test the knowledge of staff with an automatically marked exam. Exams can have any number
of questions and a highly customisable marking scheme. This is a great step to check if staff have read previous
policy or legal documents or have knowledge of licensing laws etc.

4.23.2.10. Profile Photo Uploaded

This step will require staff to upload a profile photo to their account. We’ve added the ability for staff to rotate
their photos when uploading and cropping them. This should resolve issues where the photo is reporting an
incorrect orientation.

4.23.3. View Employee Onboarding Status

The current status of an employee’s onboarding progress is shown on Staff > Staff Settings > Manage Staff. It is
displayed as a traffic light icon to the right of their name under the ‘Manage’ option.

° i [Red] In Progress and no access to shifts

« 8 [Yellow] In Progress but has access to one or more shifts
° ‘ [Green] Complete

° i [Off] Exempt

Clicking on the icon will display a full breakdown of the employee’s status.
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On Boarding For Alice Brinkley

Status: In Progress
Proof you can work in the UK
Upload a photo
Sign Employment Contract
Provide you bank details for your wages
View our employment policy

Your employee number Complete previous steps first

+ MARK AS EXEMPT FROM ON BOARDING + MARK AS ON-BOARDING COMPLETE

The popup displayed all of the steps and which ones the employee has completed and which are in progress.
Steps they do not yet need to complete will be marked as grey.

There are options on the popup to change the status. Either this will offer to set the status to Exempt or
Complete, or it will offer to reset the on-boarding status so that the staff member must complete all steps. If
they have already completed some steps then this will automatically be set as completed.

4.23.4. Avoiding / Completing Onboarding Steps

If you have an existing employee who does not need to complete the onboarding steps then you can “exempt”
them from needing to complete the steps at all.

Use the Manage Staff page to search for the employee. Click on the traffic light to the right of their name under
‘Manage’. This will show you their onboarding status. At the bottom is an option to mark them as exempt. This
will disable the on-boarding steps for this employee.

You can also use this option to mark the on-boarding steps as complete. There is little difference between being
exempt or marking their steps as complete. It can be used to separate existing employees and those who have
completed all steps that apply to them.

4.24. Staff Documents & Document Types

Staff have full access to all documents that are uploaded by them or you to their account. These also include
their Employment Eligibility documents. These can be viewed under their document store.

You can request or allow staff to upload or digitally complete their own documents too. This is often connected
to the onboarding process, role requirements or triggers.

StaffSavvy Manual for v2026.1.0 Page 146 of 437 © 2026 SmartBlue



@ StaffSavvy

4.24.1. Document store

The document store, otherwise known as My Documents is where any assigned documents will sit. For better
organisation, documents can be viewed under their document type in the Document Store.From the document
store you can assign a document to a case, view, download, archive or shred it.

4.24.1.1. Filter Document Type

Under the Document Store you are able to choose the type of documents you want to view under the different
categories. Folders can be viewed under their document type, allowing quick sorting of documents within the
document store. You can view all document types or be more specific and view specific types of performance
and welfare forms.

4.24.2. Document Types

StaffSavvy manages the document store using Document Types. A document type specifies what the document
is and rules around who can upload it, delete it and if it needs to be checked by a manager.

You can manage the document types under System > Documents & Forms > Manage Document Types.
There are currently four styles of document type; ‘Upload a Copy of Document’, ‘Digitally Signed Document’
‘Append Digital Document to Library Document’ or ‘Library Document Signature’.

4.24.2.1. Upload Document Type
Upload document type means staff must upload a copy of the document or an image of the completed
document. It’s perfect for complex documents or copies of licences etc.

When you are using the staff upload document type, there are three options to upload a document: documents
can be set so a manager can upload them. Staff members can complete them, but only if directed via tasks or
other actions; they cannot simply upload/complete a copy at will. The last option allows staff to upload a
document themselves at any time.

This must be set up when creating a document type so the system knows what you want to do. These changes
only apply to document types where you must upload a document.

4.24.2.2. Append Signature Document Type

This allows you to display a library document and request a signature below the document to confirm the staff
member has read and understood the document shown. There is the option to allow staff to type a signature
rather than draw out a signature if drawing a signature is unfeasible for a staff member. You will see under
‘Please Sign’ a call to action to change to a text signature. If you choose this, you can quickly revert by clicking
change to drawn signature.

4.24.2.3. Digitally Completed Type

Digitally Completed means that staff are presented with a template of text and then are allowed to provide text
in certain areas within the template. They then digitally sign the document to confirm their agreement and that
the content is correct.
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When using this document type, you need to provide the text for the document. You provide this within the
‘Template’ section when creating a new document. You can use a series of mail-merge fields to include
information about the employee completing the document automatically.

Template
m B I < = = @ — =]

1
Lateness Explanation: [date] : [recipient]

Reasons for lateness
[text-line]\

What steps have you taken to reduce the lateness
[text-block]

Did you try and contact your manager before the shift(s) you were late - if so please provide proof -

[text-block]
Your line manager will review this form and if necessary the disciplinary procedure will be invoked.
There are four types of form fields available; single line (e.g. a small amount of text), text-block (a large,

multi-paragraph amount of text), checkbox (e.g. check to confirm) or radio buttons (e.g. choose one from this
list).

Radio buttons are slightly more complex to set up than the other fields. To allow them to work correctly, we
need to know which radio buttons are part of the same group. This is the # within the [field-radiobutton-#] so
add [field-radiobutton-1] multiple times to have multiple options that you must choose between. If you need
another group of radio buttons, use [field-radiobutton-2]. You can have up to 100 groups of radio buttons.

You can also decide where to place their visual signature on the template with a mail-merge field.

Finally, you can set the declaration text. This is the text that the staff member is shown and asked to confirm as
they sign the document.
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| confirm the information provided is correct

Please sign:

CLEAR SIGNATURE

«" CONFIRM AND SAVE

Once completed, the digitally signed document is available to view online or download as a branded PDF.

New Starter Form

James Hodgetts

You lived in Scotland or Northern Ireland when
you started your course, or

You lived in England or Wales and started your
course before September 2012

You will have a Plan 2 Student Loan if:
You lived in England or Wales and started your
course on or after 1 September 2012.

Q11: What type of Student Loan do you

have?

Plan 1 Yes
Plan 2 No
Q12: Did you finish your studies before the

last 6 April?

Yes Yes
No No

Signed: James Hodgetts

Date: 18/06/2018

T

Digitally signed 18/06/2018 2:02:37pm

Experied 3082018 by Jamea Hodpati

. staff /

@sawy

Stored 8y SeufSany Dame Pawares by SalSarey

4.24.2.4. Library Document Signature
This option means you can add a PDF with a digital signature to the Resource library. Then, you can choose a
document type to hold the completed, sighed document.
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4.24.2.5. Document Management

The document management section will change depending on your document type but here you can set
whether the document will expire; if a document can be removed; can the document expire; does the document
require verification and how a document might be uploaded.

4.24.2.6. Document Permissions
You have detailed permission controls per document type so that different documents can be accessed by
different levels/line managers within the system. This prevents access to private information if required.

You can configure different rules for viewing, uploading and verifying documents. This is under Data Access
Management when creating a new document.

Managers will need general access to view a staff member’s documents to either View or Upload them in
addition to the permissions on the document type.

For verification, the managers will need to have the generic permission to verify documents in addition to any
requirements on the document type.

Permission to view = ) o . i .
The subject staff member automatically Access to anyone with permission to view document store (including staff member)

has access

Permission to upload ] . . .
Includes permission to view completed ¢ Access to anyone with permission to view document store (excluding staff member)

an ok

documents

Permission to verify - . . .
Includes permission to view completed Access to anyone with permission verify documents

documents

Note: there is now a new permission for verifying employment eligibility documents. This will apply to all system
created document types.

4.24.3. Assigning a Document

Once you have created a document, you will need to assign it to a staff member. This can be done in bulk or
assigned individually.

4.24.3.1. Assigning Documents in bulk

There is now the ability to bulk assign digitally signed documents, contract documents or personal records to
cohorts of staff. To use this feature, you must enable the permission “Bulk assign documents, contract documents
or personal records”. Then you can assign Documents by going to Documents & Forms > Bulk Assign Documents.

From here, you can choose the document you want to assign, and who will be assigned it. This can be chosen via,

Skill, Venue, Squad or Department. You can also choose to assign to certain staff, where you need to type each staff
member’s name you want to assign it to.
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4.24.3.2. Assigning Documents manually

There are three main ways to assign a document in StaffSavvy. The quickest way to assign a document to staff is to
assign it as a skill requirement. Assigning a document here is intuitive if it is related to a specific function related to
the skill.

When editing or creating a skill, go to the requirements tab and under document requirements, you can add the
document type relevant to the skill.

The second option is to assign a document via a task.Choose whether this document is a required or optional task
depending on its urgency. Under Task Completed When, select ‘Complete Document’. Then under the section
'Document to complete' you will see all the documents you are able to assign here.

Once assigned as a task it will come up on the dashboard under 'My Tasks'. Staff will need to open the task, and
complete the document. Once the document is saved it will be marked as complete and will move to the staff
member's document store. It might need authentication here but the task will be marked as complete.

The third way to assign a document is to include it as part of a step list (i.e. an onboarding step), which can be
helpful when assigning documents you need all staff members to complete upon joining the company.
To this, you must go to System > Staff data and processes > Manage step lists.

4.25. Personal Records

These records sit within the staff member’s profile page and can automatically expire after a certain period of
time. They can also be found under a staff member’s documents.

When they are created, the manager is presented with a template they can customise and adjust for the staff
member or incident concerned.

4.25.1. Creating Personal Record Templates

You can create and edit the record templates under System > Documents & Forms > Personal Record Templates.

You'll be asked to provide a Template Title, the record category and the folder you want the record to go into in
My Documents (This only applies if you are using folders/categories). You will also need to set the Active
Duration which is the time period that personal record templates are active until they are automatically moved
from the Active Records box to the Archived Records box.

Beneath these options are the permissions to view the records and who can add the records to the staff
member’s profile. Ensure the permission to view includes those who can add the records otherwise they won’t
be able to view the records they have added to a staff member’s profile.

You then have Guidance for managers and the actual Template Text. The guidance is displayed above the

template content when a manager is completing the record on a staff member’s profile. The actual text is the
template they will see and can edit.
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Personnel Record Templates

Template Title Verbal Warning

Active Duration

3 Months v
Permission to view . L .
i Access to anyone with permission to create personnel entries
The affected staff member automatically has access
Permission to add . o .
Access to anyone with permission to create personnel entries
These staff can add these items to staff

Guidance for Managers
bl B I u ==}

Replace all of the information required in the sqgaure brackets and ensure the details are correct.

If you have any questions then please contact HR before completing this statement so it can be checked.

Template Text:

bl B /

=

]

[date]
[add address]

Private and confidential
Within the template text box you can add dynamic content tags such as [date] and [recipient] to automatically
merge in some of the relevant details. A full list of the available options is displayed just below the text box.

4.25.1.1. Requesting a Signature

If you want the staff member to sign to acknowledge the record, you simply need to include the tag [recipient
signature] within the text.

The system will recognise this and automatically email the staff member to inform them that a signature has
been requested. It will also display on their dashboard.

4.25.2. Assigning a Record to a Staff Member

Under a staff member’s profile, use the Actions menu to find Documents > Add personnel record.

You will be shown a list of the record types you can assign:
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Add to Personnel Record

Template Title
Verbal Warning

And then will be shown the template text that you can update or expand before adding to the staff member’s
record.

Add to Personnel Record

Staff Member Aaron "Aaron |” Grafton
Visible to Staff Member
Guidance

Replace all of the information required in the sqaure brackets and ensure the details are correct.

If you have any guestions then please contact HR before completing this statement so it can be checked.

Record Details

Subject Verbal Warning

Active Duration 3 Months (expires 25/04,/20217)
hll B / U [

25th of January 2021
[add address]

Private and confidential

Dear Aaron "Aaron L" Grafton

Completed records will be displayed on the Personal Records tab of the staff member’s profile.
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4.26. Staff Availability

4.26.1. Weekly Preferences

Staff can be allowed to provide their upcoming availability themselves without a manager approval process. This
is done using weekly preferences found under My Account > My Availability > Weekly Preferences.

Staff are provided a view of a week (or multiple weeks) and can mark on the weeks the times/days they cannot
work. To mark a whole day as unavailable simply click the day of the week. Weekly preferences only affect new
shifts and do not change existing shifts.

This week
12AM 2AM 4AM SAM 8AM 10AM 12PM 2PM 4PM 6PM 8PM 10PM

Mo  23rd Mar

Tu 24th Mar

We  25th Mar

Th 26th Mar

Fr 27th Mar

Sa 28th Mar

Starting 30th March 2020
12AM 28M LAM SAM 8AM 10AM 12PM 2PM 4PM 6PM 8PM 10PM

Mo  30th Mar

Tu 3ist Mar

We Ist Apr

Th 2nd Apr

Fr 3rd Apr

Sa 4th Apr

Starting 6th April 2020
12AM 2AM 4AM &AM 8AM 10AM 12PM 2PM 4PM 6PM 8PM 10PM

Mo 6th Apr

Tu 7th Apr

We  8thApr

Th Oth Apr

There are three types of availability: available (green), unavailable (red), and prefer not to work (blue). The prefer
not to work option will appear in blue and allow managers to differentiate between times staff absolutely can’t
work and times they can work if needed but prefer not to.
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My Weekly Preferences

You can select hours each week that you are not available. Make sure these are red: . You can also use I to indicate you can work but would prefer not to. Green
indicates that you are available to work and dark green Il is locked as available. When automatically creating the rota, we will try not to assign you work these hours.
You can click and drag over the blocks to change several at the same time.

12AM 2AM 4AM 6AM 8AM 10AM 12PM 2PM 4PM 6PM 8PM 10PM
Mondays / 7
Tuesdays / /
Wednesdays / 7
Thursdays / /
Fridays / 7
Saturdays / /
Sundays // A

Weekly Preferences Reporting with remembered preferences disabled.
If you choose to have rolling preferences disabled under settings, shift availability reports will display the contract
default availability when searching for availability beyond the current weekly preference weeks.

Historical snapshots with Weekly Preferences
Historical Snapshots will now be saved when the preferences are updated. The system will save a snapshot of the
new preferences after they have been changed.

4.26.2. Reserved Hours (home venue)

You restrict the hours that staff members can reserve as well; this allows you to effectively block out sections of
the week so that staff must put in holiday/time off requests (that are manager approved) if they wish not to
work those times. This is very effective to prevent staff self-booking off your busiest times.

You can set these times per venue by using the ‘Set Reserved Hours’ option in the venue’s settings. This can be
found via System > Venues > Manage Venue > Edit Venue > Shift Configuration > Staff Availability. When
applied, the staff members will see a dark green section where they cannot change their availability.

This information will be used by the schedule creation tool to assign hours to staff. It’s also displayed within the
transfer shifts popup so you can allocate additional shifts to those who want them.

4.26.3. Remember Preferences

This option will remember staff preferences from week to week. For example, if you only allow one week of
preferences to be set then their preferences will be repeated every week. If you allow 10 weeks then the system
will loop through the provided availability weeks. This is recommended as it enables most staff to set their
preferences less often.
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4.26.4. Lock Weekly Preferences

This is an option to prevent any staff based at this venue from editing their preferences at all. This is not
necessary as the system is designed to cope with continuous changes and existing shifts will not be affected by
any changes in the weekly preferences.

4.26.4.1. Holiday Availability

The Holiday Availability option allows staff to see if any upcoming days will be blocked or a warning will be shown.
This is useful for allowing staff to see available dates before booking and whether they are likely to get them off
before making the request, helping the approval process run more smoothly. It will appear as a calendar view, and
if the dates are okay, you will see a green box saying requests are allowed. Additionally, because this is a
permission, you can be selective with who can see this information. Is it an access level just for the team, venue
group, or role?

This is also useful for use with role restrictions. For example, if you need a certain number of managers available
and have a ratio restriction in place, it will also show up with a warning if your holiday would impact ratios.

To use you must enable the Holiday Availability permission. Then, the staff must visit My Account > My availability
> Holiday Availability to view their holiday availability

4.26.4.2. Understanding Holiday
There are two main types of paid holiday managed by StaffSavvy:

o Fixed Entitlement

This is a fixed amount of holiday a staff member receives at the start of the year and can book any time

during the year.

e Earned Entitlement
This is a holiday that is earned per hour worked and is either immediately paid out or stored so the staff

member can claim it in the future.

Holiday rules are configured via a contract. Under the Holiday tab, you can choose the type of holiday StaffSavvy
should apply. You can also now include whether you want to take off just part of a day, one whole day, or a
longer period of time. This allows staff members to easily take off half days and specify exactly when they will be

in the office.
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Disable holiday pay and entitlement

We'll hide holiday options for this staff member. They can still request time off.

My Weekly Preferences

You can select hours each week that you prefer not to work. Make sure these are red: B Green indicates that you are available to work and dark green s
locked as available. When automatically creating the rota, we will try not to assign you work these hours.
You can click and drag over the blocks to change several at the same time.

12AM 2AM 4AM 6AM 8AM 10AM 12PM 2PM 4PM 6PM 8PM 10PM

Mondays

Tuesdays

Wednesdays

Thursdays

Fridays

Saturdays

Sundays

4.26.5. Reserved Hours & Default Availability (per contract)

In addition to setting reserved hours per venue, you can also apply reserved hours to a contract. This means that
staff on that contract will also have these restrictions applied.

Furthermore, you can set default non-availability on the contract. This means that unless staff change it, the
system will apply the default availability. This is useful if your employment agreement with them says they will
not be asked to work outside of specific hours without their consent.

Set contract reserved hours and default availability on the contract itself via Pay > Contracts > Manage
Contracts.

4.26.6. Availability Time Block Rules

This feature has the ability to add complex rules to the weekly preferences page so that staff cannot book
combinations that cause issues with full team availability. Within each rule, you can set a number of blocks and
then limit how many of the blocks can be self-reserved.

For example, you might have a rule that could allow your staff to book off a Friday night or a Saturday night but
not both. Or you could book off the first weekend but not the second.

Currently these complex rules are applied to the home venue underSystem > Venues > Manage Venues > Set
Reserved Hours. Click the more button next to the venue. The rules are at the bottom of the page.
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Availability Time Block Rules

RULE MAX TIME BLOCKS BOOKED OFF

Choose not to work any two of these three evenings 2 # EDIT

Time Blocks: Start End @ ADD TIME BLOCK
Tuesday 5:00pm Tuesday 11:00pm & EDIT
Wednesday 5:00pm Wednesday 11:00pm DIT

Thursday 12:00am Thursday 1:00pm

A ) ~
E m
5

4.26.7. Number of Weeks

The system can support from one to twelve individual weeks. This means staff can book up to 12 different weeks
of availability in advance. We recommend you only provide the number of weeks necessary. You can simply ask
them to complete a typical week and that week will be repeated.

If you work with a lot of students who have a two-week educational time table then you might allow them to
schedule two weeks and then repeat.

By default, staff weekly preferences will be kept and repeated. This means staff just need to adjust their
availability. You can also instruct the system to forget their availability as they must provide it afresh every time.

4.26.8. Maximum Reserved Hours

Managers can set a maximum number of hours staff can book as unavailable each week. Once this limit is
reached then they will need to put in a holiday request or Unpaid Time off request (depending on their contract).

4.26.9. Minimum Gap

The minimum gap setting enforces a period of time after some non-availability where staff must be available. It
works hand-in-hand with maximum hours so that staff cannot simply request one hour off every 3/4 hours and
block all shifts for a single day. They must use up their minimum hours off as a solid set of unavailable hours
rather than exploiting the system and setting a checkerboard of unavailability.

4.26.10. Show Week Numbers

This decides if the weekly preferences are shown with week numbers or not. Week numbers allow staff to see
which week number they are on out of the number of weeks you allow them to set. This can help to match it to
other timetables.
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4.26.11. Staff Choice of Hours

This option allows staff to set how many hours they would like to receive in that given week. They can choose a
number of hours between their contracted minimum and contract maximum hours.

e Pay holiday as a percentage of hours worked in wage sheets
Using the percentages and rates set under each pay element, automatically add holiday for every hour
worked.

e Earn holiday based on hours worked and claim with holiday request (Earn and Claim)

Same as above but it will not automatically add it for payment but store it on the staff member's account
for them to claim with a new holiday request.

‘Earn and Claim’ does not include hours already paid under a previous contract holiday mode.

When a new contract is signed, if someone was paid holiday under another type of holiday (e.g.
automatic payment or yearly entitlement), and then moves to earning and claiming holiday, their total
"claimed" holiday will no longer include any hours already paid out using a different method.

This means that when the new contract is started, it will not be affected by previous holidays and will be
worked out by how many hours a staff member has worked in accordance with Earn and Claim.

To change how holiday pay is managed for each contract, go to Pay > Contracts > Manage Contracts >
Edit > Holiday.

e Earn holiday based on pro-rata entitlement and claim with holiday request
Based on an expected hours per year, the system will provide a % of their yearly holiday allowance to
them based on the % of the yearly hours expected that has been worked.

o Fixed yearly entitlement
A fixed number of hours or days per year that the staff member has available.
Note: You can add/subtract hours from a staff member's entitlement within their account so most staff
can share a contract and have adjustments added this way.

e Fixed yearly entitlement (prorated)
A fixed number of hours or days per year that the staff member has available. This is adjusted down if
the staff member starts or finishes the assigned contract during the holiday year.
Note: You can add/subtract hours from a staff member's entitlement within their account so most staff
can share a contract and have adjustments added this way.

o Fixed entitlement with pay calculated on previous x weeks
This option allows staff to have a prorated holiday allowance however their pay is calculated on a
number of previous weeks (as defined) so that their holiday pay reflects the hours per week they have
recently been working.

There is a max number of days per week to be deducted when using simple mode. Only days that you are
contracted to work will be deducted from your holiday entitlement.
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Holiday Required (expected) . Wednesday 22nd Jun 2022
» @A Thursday 23rd Jun 2022
. Friday 24th Jun 2022
» @BEEED Saturday 25th Jun 2022 | NON-WORKING DAY
. - Sunday 26th Jun 2022 | NON-WORKING DAY
. Monday 27th Jun 2022
. Tuesday 28th Jun 2022
. Wednesday 29th Jun 2022
» @@ Thurscay 30th Jun 2022

. Friday 1st Jul 2022

» (@BEAEED Saturday 2nd Jul 2022 | NoN-WORKING DAY
. - Sunday 3rd Jul 2022 | NON-WORKING DAY

. Monday 4th Jul 2022

. Tuesday 5th Jul 2022

. Wednesday 6th Jul 2022

» @A Thursday 7th Jul 2022

. Friday 8th Jul 2022
. - Saturday 9th Jul 2022 | NON-WORKING DAY
Total Holiday Required (expected) 13 days (based on known shifts)

Available Holiday 22 days

There are then various options around how a holiday is treated. You can display the holiday in days (all requests
will be rounded up to the nearest half day) or hours (this will record holidays to the minute).

Calculation Method allows you to choose either a basic or complex calculation method. The basic option
basically only assigns a full or half day per calendar day and is perfect for simple holiday policies. Complex option
will use shifts to carefully calculate holiday usage down to the minute. It's much more detailed but not always
desired. If you choose the complex calculation holiday allowances will be based on the actual shifts scheduled,
which requires you to manually input shifts and tie entries to be effective.

Hours per day is important as this informs the system of how many hours a full day counts as. So if an employee
has 7 hours per day on average and requests 3 hours off in the morning, this would count as a half day. If they
requested 5 hours off then it would count as a full day.

The Holiday Days start time is also important as it tells the system when a holiday day should start; if someone
requests 12 hours off from 1pm until 1am but their start time is 9am then it would only deduct 0.5 days as most
of the request falls outside the normal hours.

Holiday Days and National/Organisation Holidays options allow you to set which days should count for holiday
requests. This can be overridden per request but it's easier to configure this correctly at the start.

Finally, the Existing Shifts option. There are two ways the system can apply holiday, either ignoring the existing
shifts the staff member has or using them for the calculations.

If you choose to ignore the shifts, the system will use the fixed hours per day settings to calculate how many
hours a holiday request will require. If you use the existing shifts then it will review the shifts assigned for that
staff member and use their hours to calculate the holiday request.

Using the existing shifts is perfect for someone on a complex working pattern that has been set up using the
regular repeating shifts feature. Ignoring the existing shifts is perfect for most operational staff where they won't
know their shifts until a few weeks before and holiday requests are scheduled much further in advance.
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4.26.12. Detailed Breakdown of Holiday Calculation

You are able to view a summary of every staff member’s holiday allowance and breakdown. A more detailed
breakdown of the holiday calculation was added to show how the total was generated. This allows you to see the
calculation for a full-time contract and then for the individual person based on their shortened year or
less-than-full-time status.

X

Calculation Breakdown

Period: 24/07/2024 - 23/07/2025

Your Entitlement

Allowance 154.00 hours
Plus Length Of Service (22 years) 0.00 hours
Total Allowance 154.00 hours

Total

Total in hours 154.00 hours
Day Length 7.00 hours
Allowance Grand Total 22 days

You will see “Breakdown” buttons within the holiday summary boxes throughout the site making it easy to find
and view.

4.26.13. Approve Holiday

Once a staff member has made a request, it will appear as a holiday request needing approval on a manager's
dashboard. Holiday Requests needing approval can also be viewed via Reports > Staff Reports > Holiday Approval.
Then, you can choose whether to approve or reject a shift. You will see you have the information about how much
holiday has already been booked, how this will affect skills and whether this affects any scheduled shifts.

Managers can also choose the order in which they view all holiday requests they must approve. The default is in
order of start date, but you can also choose the oldest request first and several other options, including name,
length, and end date.

A new restriction has been added concerning holiday periods across multiple holiday years to prevent edge-case
issues from being experienced. This block stops people from editing a holiday that takes it into next year's holiday
period. Staff can still request a holiday over two holiday periods, and the system will split it, but staff cannot edit a
holiday that has already been approved to go into the following year.

4.27. National and Organisation holidays

You can view National and Organisational holidays by going to the schedule creation calendar. To view a list of the
registered organisation and National holidays currently in the system go to System > Absence & Breaks >
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Organisation Holidays. Here you can add new organisational holidays and can also view the National Holidays
already implemented by the Staff Savvy system.

Date Title
ORGANISATION 21/06/2022 #4 Team Building Day
ORGANISATION 24/06/2022 ™ Fiesta Friday
29/08/2022 Summer Bank Holiday
26/12/2022 Boxing Day
27/12/2022 Christmas Day (substitute day)
02/01/2023 New Year's Day (substitute day)
07/04/2023 Good Friday
10/04/2023 Easter Monday

To view these holidays go to Shifts > Schedule Creation > Manage Schedule. Here you can see both National and
Organisational holidays. They will come up at the top of the day they are scheduled for.

You are now able to set a national country per staff member, for the purposes of ‘National Holidays’ by enabling
the data set called “Country per Staff Member” under data sets. Then view the profile of the staff member you
need to change and edit their Country as needed.

Staff Contracts

Details Breaks, Rests & Limits Holiday TOIL Absences Shifts & Time Entries

Earning Holiday 8
E v Disable holiday pay and entitiement v
How does the employee earn their hoiday?
Pay holiday as percentage of hours worked in wage sheets
Existing Shifts Earn holiday based on hours worked and claim with holiday request
Shouldl orignere standard hours per day of booked. Earn holiday based on pro-rata entitlement and claim with holiday request b
LRERD Fixed yearly entitlement (not prorated)

WinlrsaaTEln . ng Fixed yealjly enmleme‘nt (.prnrajled based on cn‘n(mct start/end dates) ‘
Yearly entitlement which is paid based on previous weeks of work
Warning Dates

Show @ warning message when requesting dates within this date set. Create / No Warnings
Edit the dates using Contract Date Sets

4.27.1. Automatic Holiday Shifts

Holiday Shifts are created three ways:

e Existing shifts
Any existing shifts within a holiday request are converted to a holiday shift when the request is
approved.

e Manually added
Holiday shifts can be added beforehand or afterwards by adding a holiday shift on the Manage Shift
Schedule view and Weekly Timesheets.

e Estimated Holiday Shifts
These use information saved in the staff member’s contract to quickly create holiday shifts. This is the
recommended method for permanent staff as it reduces a lot of admin time.

All three options can be used together as needed.
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Under each contract, you can set how many hours are in a “day”. This should be how many hours are considered
an average working day. Following this, you can set which days of the week should be used to calculate holidays.
These should be the days of the week that the employees are expected to work normally. Finally, you can set a

start time.

Holiday Settings

Show Entitlement As

Either show the holiday entittement as raw hours or days

Holiday Entitlement

Total hours available for holiday requests in & given year. 1 day = 24 hours of holiday entittement. To calculate in days off, take working

hours in & normal shift and multiply this by the days you wish fo offer.

Hours per Day
How many hours are in a given day

Holiday Days

Days of the week that holidsy allowance normally applies (this is just to save you time later)

Holiday Days Start
Defauit start ime for holiday days (this is just to save you time later)

Days

No Limit

7.00 hours in a day

I Monday

#| Tuesday

¥l \Wednesday

# Thursday
#| Friday
Saturday

Sunday

w

With this information, StaffSavvy will calculate the number of days of holiday a request needs and will ask the

approving manager to confirm the holiday shifts.

In the example below, the request covers just under two weeks. The employee is expected to do 7 hours each
day, starting at 9:30am. The employee does not work weekends.
StaffSavvy has estimated the shifts from 9:30am to 4:30pm (breaks are not applied to holiday shifts so they are

shorter than a normal working day).
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APPROVE HOLIDAY REQUEST?

Existing Shifts Cancel shifts

Create holiday shifts | \Wednesday 1st Nov 2017 from 9:30am until 4:30pm
These shifts will be added to use up holiday
allowance and to ensure staff are paid for the hours.
These shifts do not include breaks so may finish
earfier that normal

| Thursday 2nd Nov 2017 from 9:30am until 4:30pm
| Friday 3rd Nov 2017 from 9:30am until 4:30pm

| Monday 6th Nov 2017 from 9:30am until 4:30pm

¢l Tuesday 7th Nov 2017 from 9:30am until 4:30pm

| \Wednesday 8th Nov 2017 from 9:30am until 4:30pm
| Thursday 9th Nov 2017 from 9:30am until 4:30pm

| Friday 10th Nov 2017 from 9:30am until 4:30pm

¢l Monday 13th Nov 2017 from 9:30am until 4:30pm

The manager can leave all of the days checked to have these holiday shifts added automatically. If one or more of
the days should not count as holiday then then can be unchecked.

Holiday shifts can be edited in the same way as a normal shift once they are created.

4.27.3. Add holiday on behalf of an employee

You can grant permission to certain managers so they can create holiday requests on behalf of their staff. See the
permission called “Add holiday / Time off requests on behalf of staff”.

This allows requests to be added via the staff member’s profile page. Just click on Actions > Holidays and
Absence > Add Holiday Request.

*Holiday requests will be automatically blocked if they would leave a negative balance.

This can be disabled under each contract's settings for contracts that come under Fixed yearly salaries, where
there is a set holiday limit measured annually. To find this go to Pay > Contracts > Manage Contracts > Choose the
contract you want to edit > Holiday.
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Warnings and Request Blocking

Negative Remaining
+ No - block any request that takes the balance to below zero J

Yes - allow request but flag te the approving manager

Allow requests to be made that would take the balance to below zero

Warning Dates
Show a warning message when requesting dates within this date set. Holiday Blocks

Create / Edit the dates using Contract Date Sets

Block Request Dates
Prevent requesting dates within this date set. Create / Ediit the dates Holiday Blocks

[= SAVE CONTRACT

using Contract Date Sets

The request is in two steps; provide the basic information such as reason and dates first and then confirm the
request and holiday shifts.

Request Holiday

Holiday Entitlement

Holiday Available 22 days
Holiday Used 0 days
Holiday Booked 0 days
Holiday Remaining 22 days

Reason,/note Holiday

| won't be available from 9th || Apr v | 2020 v || All Day v

I'll be available to work again from Pth  » || Apr » | 2020 » || All Day v

= REVIEW REQUEST

From this request, StaffSavvy will suggest a series of holiday shifts. Un-selecting the shifts will recalculate the
holiday required and holiday remaining totals at the bottom.

4.24.4. Requesting Holiday as a Staff Member

To create a holiday request themselves a staff First go to My Account > My Availability > Request Holiday. The
screen will now ask for broad information about the request; is it less than a day, a single day or a longer period.
If a staff member has Earn & Claim holiday allowance you can choose how much time you want to take off down
to the hour.

To implement this you just need to go to your availability and put in a new holiday request.

Cancelling a Holiday Request

You can easily cancel a holiday request by going to holiday requests and clicking cancellation request. However, it
must be approved first. When a request is deleted, the system will automatically tidy up time entries and the
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shift is returned to the way it was before the request.

By default, most companies will need you to cancel your request before it starts, however, you are also able to
cancel holiday requests retrospectively. This option is useful if you want to allow staff to cancel a holiday that has
already started. By default, they cannot request cancellations for past holidays. However, you will need to set this
up in Global Settings first by going to the Staff & Contracts tab of the Global Settings. Change “Allow
retrospective holiday cancellation requests” to “Yes”.

Holiday Request Notice

This is the default notice period required for all holiday 0 Days
requests. This applies to requests, managers can still add

entries closer to the start date.

No - holiday cancellation requests can only be made before the start date
Allow retrospective holiday cancellation requests

Earn & Claim Holiday Rates

Requesting Partial Days

You are also able to request to only take part of a day off rather than the whole day, or a single day in a clear and
succinct way. The screen will now ask for broad information about the request; is it less than a day, a single day or
a longer period. To implement this you just need to go to your availability and put in a new holiday request.

Holiday Remaining 22 days

Reason/note

Optional note for reference’

| want to book @® Part of aday
O Justa day
O Longer than a day

| won't be available for part of 22/08/2023 =

I'm unavailable
® The morning

O The afternoon

= REVIEW REQUEST

This allows the system to then offer further options specific to the dates requested so that part day and half day
requests are much easier to enter.

Another updated feature is that when requesting to take part of a day off, you can specify whether this will be the
morning or the afternoon. This adjustment will make absences that much easier to keep track of, ensuring the
smooth running of your business regardless of absence.

To help with pay calculations the system will now be able to ignore expected breaks as part of the calculations.
What this means is that the system will not include those expected breaks that might happen once the team
member has left for the day into consideration when calculating pay.

You can choose whether to calculate their breaks or simply deduct the exact hours requested.
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The process will take into account the staff member’s specific contract configuration and offer options relevant. For
example, a staff member who is only allowed to book half or whole days will have options limited to those choices.

Confirm Holiday Request

For Abigail "abi" Watson

Holiday reason,/note

Abigail "abi” Watson won't be available from
And will be available from

Approve Reguest v

Holiday Required (expected) 1DAYS
1DAYS
1DAYS
1DAYS
1DAYS
1DAYS
1DAYS
1DAYS
1DAYS

1DAYS

1DAYS

Total Holiday Required 7 days
Available Holiday 22 days
Remaining holiday after request 15 days

4 CANCEL

4.27.4. Holiday Approval

Example

< & & & &

Holiday Entitlement

Holiday Available 22 days
Holiday Used 0 days
Holiday Booked 0 days
Holiday Remaining 22 days

09/05/2020 All Day

20/05/2020 All Day

Saturday 9th May 2020
Sunday 10th May 2020
Maonday 1ith May 2020
Tuesday 12th May 2020
Wednesday 13th May 2020
Thursday 14th May 2020
Friday 15th May 2020

NON-WORKING DAY

NON-WORKING DAY

Saturday 16th May 2020 NON-WORKING DAY
Sunday 17th May 2020

Monday 18th May 2020
Tuesday 19th May 2020

NON-WORKING DAY

B CONFIRM HOLIDAY REQUEST

Once a staff member has made a request, it will appear as a holiday request needing approval on a manager's
dashboard. Holiday Requests needing approval can also be viewed via Reports > Staff Reports > Holiday
Approval. Then, a manager can choose whether to approve or reject a shift. You will see you have the
information about how much holiday has already been booked, how this will affect skills and whether this affects
any scheduled shifts. You will be given the option to repost any shifts that will now need to be filled. However, if
the shift was hidden or locked, it would remain hidden and locked even if reposted, until changes were made.
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Managers can also choose the order in which they view all holiday requests they must approve. The default is in
order of start date, but you can also choose the oldest request first and several other options, including name,
length, and end date.

=] View All Holiday  [=] My Staff Preferences
Staff Holiday Authorisation & EndDote

By Name (A-2)
Time Off Requests (3) Holiday Requests (2) Holiday Request Cancellatiol i By Name (Z-A)
51 Oldest Request First
121 Newest Request First
" pu Days Already ‘Same skill on Remaining with
Staff Member @ L t First
taff Member Reguested Inavailabl Returns © Longest Firs B (3 B default skil
AlexU Rui 9:19am Thu Returns Fri g Shortest First o 0 7 9 N -
x Urena Ruiz -
Sibelati b 25/09/2024 03/10/2024 18/10/2024 days
9:20am Returns Fri
Alice boll Fri 25/10/2024 7 d 0 0 6 0
e8RS 25/09/2024 e 01/11/2024 bl 8
Alexander 9:2lam Wed Returns Sun -
REJECT
Gardner 25/09/2024 27/M/2004  0V/12/2024 4 days 2 o L © o

O Pending Approval: Post shifts for cover & holiday approved once cover has been found O Cancel any shifts O Repost shifts as extra shifts O Repost shifts as offered shifts O Do not chainge shifts

PLLION RN TNV Tl ¢ REJECT SELECTED HOLIDAYS ‘

4.27.4.1. Tentative Approval
When approving a holiday, if the staff member has shifts and they are not cancelled or reposted for cover (so the
shifts remain assigned to them) then their holiday will be marked as tentatively approved.

It will automatically change to approved when they find cover for those shifts.

4.27.5. Holiday Calendar

There is a holiday calendar view that can display any combination of staff holidays (casual, permanent, venue
staff etc). This can be found under Reports > Staff Reports > Absence Calendar.

Each holiday will be shown as a coloured bar across the page; the colour is taken from the staff member’s default
skill so you can see how the skills crossover.

The calendar view also shows the time of day the request starts and finishes so you can see who is available at
any one time and if there is a period when staff are not available.
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October 2017

MON TUE WED THU FRI SAT SUN
1
2 3 4 5 (6 ] 7 8
Kateland Mccaughan
8 10 " 12 13 14 15
e —————————
16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 A

« Previous

Absences that are still ‘open’ are now shown with a dotted line to indicate that they are ongoing. This will change
automatically once the staff member has returned or indicated when they will be returning.

You can filter by absence type as well, which can be helpful when looking for absences or TOIL requests
specifically. These have all been colour coded to simplify visibility.

Filter By Absence Types

TolL 0O " Holiday O I other (planned) O M sickness
O M Compassionate O M Jury Duty O M other (unplanned) O ' Training
(O M Disability Related Absence O M Maternity O M Ppaternity

CANCEL D CLEAR FILTERS SELECT

4.23.6. Holiday Pots

You are able to separate holidays into pots. You might run out of holiday in one pot but have other pots. Splitting
this up is helpful if you have legal specifications that require you to separate holidays for specific reasons. It can
also be used as additional holiday entitlement for staff who have worked over their contracted hours.
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In your holiday settings, your specific holiday pots will be a certain number of hours that will not be affected by
the ‘earn and claim’ holiday. An example might be staff receiving five days of holiday pay specifically for national
holidays per annum.

You will first need to create a new reason for absence. You can add a new reason for absence under System >
Absences and Breaks > Manage Absence Reasons and Categories.

Then click the ‘Add a new reason’ button in the actions bar, and you will need to choose Holiday under ‘Type of
Absence’ rather than Absence type. This will provide you with a list of options only relevant to the Holiday type.

Absence Reasons
lew Absence Reason

Reason Title Birthday

Type of absence

v Absence: This is an absence and can have an absence polic:
Does this absence type have an earned entitlement they can use? P Y

Allow self-requests
Allow staff to request this type of absence themselves. Note, they must also have the request absence No - do not allow this to be self-requested v
permission enabled.

Once saved, you can adjust your alternate holiday pots by going into ‘Manage Contracts’ and choosing the
contract you wish to edit. The new absence reasons will be automatically added to all contracts and can be found
under the holiday settings for each contract. You can specify which type of calculation will be available for your
default holiday settings and your separate holiday pots.

For example, if you choose yearly entitlement, you will just input the days these holidays are permitted.
Additionally, there might be eight national holiday dates in the year, in which case the number of days would be
eight. Staff would then be able to request a holiday on those days - asking for this specific type of holiday. You can
specify which calculation will be available for your default holiday settings and separate holiday pots.

Teamwork day Settings Disable this entitlement
All Hours: Pay holiday as percentage of hours worked in wage sheets

Earning Holiday
® v Above Contracted Hours: Pay holiday as percentage of hours worked in wage sheets

How does the employee eam their holiday ?
All Hours: Earn holiday based on hours worked and claim with holiday request
Above Contracted Hours: Earn holiday based on hours worked and claim with holiday request
Yearly entitlement (prorated based on contract start/end dates)
Yearly entitlement (not prorated for short contracts or FTE)

Yearly entitlement (applies if person is contracted over their birthday)

There is also added support to add hours to holiday pots if the hours are overtime rather than all hours.
Previously, adding holidays for overtime required additional contracts and contract manipulation rules.
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Now, you can tell the system to automatically add the holiday only when the hours exceed the staff member’s
contracted hours. In your earning holiday options you will now have new options to earn holiday that all start
“Above Contracted Hours:”. Choose one of these options to apply the additional holiday only to hours above their
contracted hours.

Holiday pots help separate holidays so they will not affect other holiday calculations.

4.28. Squads (Teams)

These are smaller groups of staff often within a single venue that are grouped together for purposes of training,
socialising and team competition.

They are officially called Squads however many organisations have labelled them as teams. You can also set a
primary squad for each staff member. This means staff can be in multiple squads but you can set their main
squad. Additionally, staff from different venues can be in the same squad.

Squads can also be used for sending news, emailing / SMS the squad directly and assigning alerts. You can also
send a message to your own squad or squad leader or another squad, just ensure you have enabled the ‘Squads:
Personal Message to Squad’ permission.

To organise your squads use the Staff Squads (or Teams) link under Staff Settings. This will display a page with all
the created squads. You then have the option to manage the members from each squad.

Edit Squad members

Management
Add Members

Staff

@® ADD MEMBER

Add Members From Another Squad

Squad - Select a Squad

i COPY ALL STAFF

Existing Members

a Alan Meyer

ja Sam howes

[= UPDATE MEMBERS

If you want to add extra details to a team, such as email addresses or additional notes, then this is now possible
using our References tools. Contact support to have this set up for you, and then you can add more details as
needed.
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4.29. Absence Policies & Reporting

Until now, attendance was always linked to shift attendance. These features allow the ability to record
attendance and non-attendance without shifts.

In addition, you can create complex policies to manage attendance between your staff. For example, the system
provides a policy that manages Statutory Sick Pay automatically for staff. This includes calculating ‘Waiting’ and
‘Eligible’ days. This can be managed under Dashboard > System > Absence & Breaks > Manage Absence Policies.
It will also correctly continue a single instance of sickness even if they return to work for short periods of time
under the SSP rules.

4.29.1. Absence Policies

Policies are the group of different rules that you can assign to a contract. You can have as many different policies
as you like and assign them to any combination of contracts. This allows you to have different policies for
different types of employment and also adjust policies over time while maintaining your older policies for staff
employed at that time.

Manage your policies under System > Absence & Breaks > Manage Absence Policies. Add a new policy under the
Actions menu.

Each policy holds Policy Entries for different types of absence. So you can have a set of rules for Sickness and a
different set for maternity under a single policy.

Under each policy entry (e.g. sickness) you then have phases. These phases dictate how the policy works; e.g.
two months full pay, 6 months unpaid. And the system will automatically calculate these phases when someone

is absent.

The structure is shown below:

Policy 1

9 Phase 1 Phase 2 Phase 3 Phase 4
Q : .
2 Duration: 2 days " | Duration: 14 days [ ™ | Duration: 21 days [ ~ Dur_atl_on.
Q : Unlimited
n Unpaid Full Pay Half pay Unpaid

o Phase 1 Phase 2 Phase 3

953, Duration: 3 —p Duration: 6 — Duration:

g months months Unlimited

Full Pay Statatory Pay Unpaid
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Once you are named your new policy, you can edit the set of policies attached.

Absence Policy
Edit Policy Set

Title Example Sick Pay
Use Bradford Factor No - do not use this calculation v
Policy Entries

Compassionate
Disability Related Absence
Maternity
Other (planned)
Other (unplanned)
Paternity
Sickness
Training

Each type of absence can have their own policy assigned. For example, the sickness policy might be made up of
three phases. The first being unpaid, the second paid a full amount and a third at a smaller amount.

Additional absence reasons can be added at the top of the Absence Policies list. This will allow you to add any
custom reasons you wish to your policies. You can then expand these custom reasons with detailed policies.
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The screenshot below will show the three different phases.

Entitlement Level 1 @ ADD ANOTHER ENTITLEMENT LEVEL

Length of Service Requirement No minimum length of service v

Title Duration

No pay 1days PR LRI EE | 7 REMOVE PHASE

& ADD PHASE

g

Entitlement Level 2 gl REMOVE ENTITLEMENT LEVEL

Length of Service Requirement One year v B save

Title Duration Pay

1 Week Paid 7 days PAID AT 100.00% & EDIT PHASE

@ ADD PHASE

Entitlement Level 3 ¢l REMOVE ENTITLEMENT LEVEL

Length of Service Reguirement 2 years - [= sAvE

Title Duration Pay

1Week Paid 7 days PAID AT 100.00%
1week half pay 7 days PAID AT 50.00%

& ADD PHASE

You can have as many phases as required and each phase can have different durations and pay items.
The duration can be calculated within the holiday year, or alternatively on a rolling basis of 1, 2, 3 or 4 years.

The pay items instruct the system to add one of those pay items into the payroll system on those eligible days.
For example, there is a SSP pay item that will pay a full-day of SSP when someone is absent and eligible.

We're also able to export the information stored here for your payroll system; please get in touch with StaffSavvy
support so we can discuss how best to provide this information for your payroll system.

The Linked Period option allows you to link this phase together with a previous absence. For example, if absence
happens again within X weeks then the system will continue this phase rather than restarting the phases.

In addition to simply having one set of phases, you are able to have different sets of phases for different lengths

of service. This allows the system to offer different amounts of paid absence depending on how long the staff
member has worked at the time of the absence. This is based on their Continuous Employment Start Date.
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4.29.2. Absence Reasons

Within the system there are a list of absence reasons that cover the main broad reasons staff take absences.
However, you are also able to add your own custom absence reasons by creating a new absence reason. Under
your absence reason you can set whether it relates to a holiday or an absence and also whether it can be
overwritten by other requests.

Additionally, you can make this type of absence only requestable by managers. If this option is enabled staff
members will not be able to submit requests. This will only go into effect once you disable the allow self
requests option under each relevant reason.

Absence Reasons

New Absence Reason

Reason Title

Type of absence Absence: This is an absence and can have an absence policy
Does this absence type have an earned entitlement

they can use?

Allow self-requests No - do not allow this to be self-requested
Allow staff member to request this type of

absence/holiday themselves. Note, they must also

have the request absence/holiday permissions

enabled.

Can be overwritten by other requests No - do not allow this to be replaced by newer requests
When enabled, new or updated absence requests

will be able to automatically over-ride this absence

type. The system will reduce or remove this existing

absence to make way for the new absence.

Use within Bradford Factor
Use this absence type when calculating the Bradford

No - do not use these absences in the calculation

Factor

Block Shifts during absence No - don't block shifts

4.29.3. Absence Reason Categories

In addition to the absence reasons, you can add different categories within that absence reason to further break
down all reasons for absence. For example, you might have different medical reasons for sickness.

These categories can be set for a period of absence and be used in reports for more detailed analysis.
To create a category, simply view the absence policies and use the Manage Absence Reasons at the top in the

Actions menu to view all Absence Reasons. Then use the Edit Reporting Categories to manage the categories for
each absence reason.
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ALL ABSENCE POLICIES NEWY ABSEMCE CATEGORY

Absence Categories
New Absence Category

Category Title

Reporting Code

=1 SAVE ABSENCE CATEGORY

4.29.4. Reporting an Absence

You can now report absence on a shift, in advance with an absence booking and from the staff member’s profile
page. Absences can be added retrospectively as well.

The screenshot below shows the popup where the line manager can quickly add a day of absence. Access this
under a staff member’s profile page who has been assigned an absence policy set (even if it’s empty).

Add Absence Period *

For James Hodgetts

Absence Type Sickness v
Category None - no category selected v
Reason

Absent Since

. 18/12/2024 8 from 00:00 ®©
Midnight is the start of the day

Return to work/available from
Midnight is the start of the day

Still absent

Absent until at least...
Allows you to set a minimum absence so shifts can be Unknown
cancelled

Cancel Shifts with reason Cancel with reason: Il - called before v

Repost Shifts? Yes, create Extra Shifts

5) DELETE

Choose whether the absence is ongoing, from what date and time it started and what to do with any additional
shifts.

&y Hd

= SAVE DETA...

Additionally, the system now supports adding multiple absence types within a single day. This can be used if a
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particular kind of absence covers some of a staff member’s hours. For example, with maternity pay, if a staff
member is transitioning back to work and working half days, this is covered by maternity/paternity leave. But if a
staff member is ill during this time, half the day they were off would be covered by maternity/paternity, and the

other half might be covered by sick pay.

It is important to note that multiple absence types cannot be input in bulk. The two different types of absences

must be entered individually for each day.

This feature can be implemented when reporting an absence from a staff member’s profile page. When inputting
the times for each absence type, ensure they do not overlap; otherwise, the absence will not go through.

Absences can be deleted under the absence report. When an absence is deleted, the system will automatically

tidy up time entries and the shift is returned to the way it was before the request.

4.29.5. Automatic escalation if the manager is absent

When a direct line manager is absent, the system can automatically escalate all of the line manager approval
requests to the next line manager(s) in the chain.

You can disable or limit the escalation rules within global settings by specifying whether a certain number of
absent days threshold must be met. You can choose whether this is only triggered by a single absent line
manager or if no line managers are available. This option will depend on how integrated different parts of your

organisation are.

Before setting off this escalation, specify whether a certain number of days threshold must be met.

Absences

If a line manager is absent...

Minimum line manager's absence duration in
calendar days

Default action for staff member shifts
This can be changed by the manager

Thresholds for Bradford Factor
This allows you to customise the thresholds for the Bradford
Factor

Absence Day Rounding

This will round every automatically calculated absence

Escalate direct report's approval requests if there are no direct line managers available (default) v

Always escalate regardless of absence duration

Don't cancel

No Concemn

Some Concern
Action Required
Consider Disciplinary

Serious Disciplinary Likely

Rounded to nearest 0.001 of a day
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4.30. Past Sickness Confirmation process;

If a staff member has been sick and submitted the information after a period of absence, it will automatically
display within the notifications panel for the staff who have permission to review their absences.

Staff Absence Confirmation

Alan Meyer From: 10/10/2020 Until: 16/10/2020 Work Days Affected: 5 days
] ) Reason: Flu _/ CONFIRM CORRECT & COMPLETE | 4001
Type: M sickness
Category: Cold and Influenza
Alan Meyer From: 22/11/2020 Until: 23/11/2020 Work Days Affected: 1day

Reason: (none provided) .~ CONFIRM CORRECT & COMPLETE |« =001

Type: M sickness
Category: Cold and Influenza

Each absence will be shown with the type, reason and category (if applicable). It will include the dates and the
number of working days affected.

‘Display confirmation requirement for sickness that has been closed’ (This will require managers to review and
confirm the absence).

They cannot confirm the absence while there are outstanding Performance and Welfare forms linked to that
absence.

4.30.1. Absence Report

The absence reports are available under the staff member’s profile via the Absences tab. From here, you can
view any Absence Report. These reports will show you all instances of absence and how they are processed
within the policy phases. You also have quick access to edit an absence or add an absence from the Actions
menu.

There is also the ability to set a day as exempt from deductions, which will not be overridden by the system later.
This can be done only after the absence has been submitted and is under the absence report.

You can manually set absences by the hour rather than just by days or half days. You can specify how long the
day is that the staff member was off and how much of a deduction should then be reported. This can be
manually input when editing an absence, which can be reached via a staff member’s profile, under their absence
tab. From here, click to go into the absence report and choose to edit the absence period.
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You have the option here to specify the hour they left and the hour they returned, ensuring specificity when
calculating deductions.

*It is worth noting that if you prefer to round up absences you are able to make adjustments in Global Settings
under the Staff tab. Under absences, you can choose to round.

Edit Absence *
For Alan Meyer
Absence Type Sickness v
Category Abdominal v
Reason

Absent Since

12/04/2023 from 00:00
Midnight is the start of the day /04/ B ©

Return to work/available from U still absent

Midnight is the start of the day 14/04/2023 (9 01:00 ®

Cancel Shifts with reason Cancel with reason: | n n 2 v
02 01

Repost Shifts? Yes, create Offered ¢ 03 02 v
04 03

05 04 [= SAVE DETAILS
na ng

Then, back to the absence report under duration you can see the affected days, and what that is in hours as well.

Absence Report Start Date: 20/m/202 8
Alan Meyer End Date: 20/1/2026 B
Summary Instances Full Duration Working Days
Absence Type Sickness v
Sickness 1 1.536 days 1.536 days
Category Instances Full Duration Working Days
Abdominal (0) 1 1.536 days 1.536 days
Date Type Details Duration Entitlements Paid Notes
Sickness: X Affected: 1.54
12/04/2023-14/04/2023 - " Full Duration: 1.54 Days 1075 hrs)
_ Added by James Hodgetts on  0.536 Days (3.75
12/04/2023 (Wed Sick ™ oxever rrom pouicy |
/04/' (Wed) ickness 5:54prm 14/04/2023, hrs) EXEMPT FROM POLICY [ unean ]
Added by J: Hodgett:
13/04/2023 (Thu) Sickness S:SAZm . /ng;z;z; OO 1 Days (7.00 hrs) " Uvean )
Added by J: Hodgett:
14/04/2023 (Fri) Sickness S:SASm 1Z/§;z;2; getson Days (0.00 hrs) [ unean ]

The absences will also automatically be used to calculate the staff member’s Bradford Factor:
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2 Bradford Factor

Absences 1
Working Days Absence &
Bradford Factor & MO CONCERN

4.30.1.1. Upload Documents to Absence
The system can assign documents to absence periods using two different methods; either manually by a
manager using the absence report and the ‘Upload Document’ button next to each absence period.

The other method is using triggers. The length of absence trigger can be used to create a task that requires staff
to upload a document (such as a medical note). The system will automatically link the upload document back to
the absence for which the task was created.

4.30.1.2. Calendar Report

This report allows you to view all types of absence for a whole team within a single view using colours and
patterns.

Using the filters at the top, you can choose to show a whole team or direct reports. You can also customise which

types of absence is being shown and if you want to see all staff in the team or only those with certain contracts
in use.
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SHOWING: SHOWING ALL STAFF | HAVE ACCESS TO CONTRACTS: ALL CONTRACTS SHOWN

€ PREVIOUS

MON TUE

2 2

HEATHER BRYANT

€ PREVIOUS

VIEWING: SHOWING ALL ABSENCES

October 2020

THU

@ StaffSavvy

3 NEXT

FRI SAT SUN

2% 2

HEATHER BRYANT

2l

+ NEXT

Clicking on the absence will display further details about the absence including the type, description, reporting
category, dates and who approved/reporting the absence.

4.30.1.3. Year Absence Planner

This great report allows you to view all types of absences plus TOIL requests/claims across a complete year for a
staff member. Absences are colour and pattern coded along with displaying requested and approved

absences/holidays.

You can access this view under each staff member's profile using the Absences & Holiday action menu.

Once on the report, you can select which absence types you wish to show. Using the option in the actions menu

at the top.

Year Absence Planner

Alan Meyer

View: 2018-2020 | 2019-2020 [geleriozviordll 2021-2022 || 2022-2023

VIEWING: SHOWING ALL ABSENCES TOIL: SHOWING TOIL
Week 1 Week 2 Week 5 Week 6
M ‘ TIW|T|F|S|SIM|[T|W|T|F|S Monday 2lst December 2020 S(M[T|W|T|F|S | S| M ‘ T ‘ w ‘ T | F | S ‘ S
Jul 2020 Sickness ) Jul 2020
g Pending Approval/Confirmation

Aug 2020 | ‘ ‘ Aug 2020
Sep|2024) | Sep 2020
Oct 2020 ‘ Oct 2020
Nov 2020 ‘ ‘ Nov 2020
DECIZD?JI) | ‘ Dec 2020
Jan 2021 ‘ | ‘ Jan 2021
Feb|202] Feb 2021
Mar| 202 Mar 2021
Apr 2021 Apr 2021
May 2021 | ‘ ‘ May 2021
Jur||202‘\| | Jun 2021
Jul 201 ‘ Jul 2021
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Note: if you have custom absence types, you will need to choose colours and textures for each of the types. Do
this under the settings for the absence types. Dashboard > System > Absence & Breaks > Absence Policies. Use
the Edit Absence Types in the actions menu.

4.31. Archived Staff: Archiving and restoring accounts

When a staff member leaves, their account is archived. This means their details are hidden from the bulk of the
system but are retained for your records. You are able to quickly see (and sort by) when an account was archived.
This includes the date and time the staff member was archived.

There are multiple ways to archive accounts however you must have the associated access permission to do this.

4.31.1. Scheduled Archiving

You can set a ‘Leaving Date’ on individual accounts anytime. This is under their ‘Employment Details’ tab on their
profile page. Setting this date will inform the system to automatically archive their account at the end of their
leaving date. It will happen automatically sometime after midnight. The leaving date is their last day.

Once a leaving date is set, no shifts can be scheduled for after the leaving date.
You can also configure automatic archiving under Dashboard > System > Configuration > Global Settings > Data

Policies. This allows you to configure various filters to capture inactive staff and automatically remove them from
the system.

4.31.2. Manual Archiving

You can manually archive an account from either their profile page or using the Staff > Staff Settings > Manage
Staff and clicking Manage on the right side of their name.
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Archive Abigail Camps?

This will archive Abigail Camps's account. They will not be able to log
into this site and they will not be displayed to regular users.

When did this person leave? All relevant

items, such as contracts, will be updated

with this date. Repost shifts as extra shifts to fill vacancy

Repost shifts as offered shifts to fill vacancy

Existing shifts v Repost shifts as unassigned shifts to fill vacancy

Just cancel shifts

Assign all to staff member named below
~

When archiving an account, you can choose to transfer any outstanding shifts to another account at the same
time. Other options include cancelling or reassigning shifts as offered/extra/unassigned shifts. You are also able
to set a leaving date which will affect all contracts and jobs.

The archive action is performed instantly so the account holder will be informed and access to their account
removed.

4.31.3. Restoring Accounts

You can view archived accounts under Staff > Staff Settings > Archived Staff. This will provide you with a
searchable list of all archived accounts.

Archived Staff M Fiter

Name (First, Last) Nickname Il Archived

B REQUEST EXPORT OF DOCUMENTS © GAIN TEMPORARY ACCESS

Comps Abbie  Abbie@smartblue.co.uk 07889401098 o T e m

Abigail 5:00am

B! REQUEST EXPORT OF DOCUMENTS | @ GAIN TEMPORARY ACCESS
5:59pm
Adam Watson  Adam Adam@smartblue.co.uk 07889401098 14/05/2025

The ‘Gain Temporary Access’ option allows you to temporarily view the staff member’s profile and associated
data. Temporary access is treated as an active account for billing purposes and granting access will keep the
access live for a month before returning to no access.

Then there is the ‘Silently Restore’ option, which still prevents staff from having login access, but managers can
access the account.
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The restore option will return the account to the main system and restore access for the user. They will be
informed of this action.

Shred data will permanently delete the account’s data. There will be a date that Archived staff data will
automatically be shredded if not restored.

4.31.4. Notifications

Account holders are automatically informed when their accounts are archived and restored.

You can also configure other email addresses to be informed of upcoming archiving and when an account is
actually archived. This is configured under Global Settings > Data Policies.

4.31.5. Data Shredding

This Is the process where we will delete all personally identifiable data attached to an account. It is not possible
to fully restore an account once this has happened. However, certain data could be restored manually on request
if still held by our backup systems. This is normally for up to 90 days.

Do not rely on our ability to restore this data once shredded. Shredding should be seen as final.

4.32.6. Archive Date

There is also the option to manually extend the auto archive date. This means even if you have set up a policy to
auto-archive an account after a month of inactivity under global settings, managers can manually reset the date
(from which the month starts to count down) from a staff member's profile. With auto archive, there will be an
expiry date that the staff member will be archived after - once reset, that date will change to a month from the
date it was reset.

Under Data & Policies in global settings turn on auto archive and save the new configuration. Then, to reset, go
to the staff member’s profile, under the employment details tab and click reset.

4.32. Archived Staff Member Information can be Accessed by Line
Manager

When a staff member has been archived but their information has not been shredded, a line manager can still
choose to gain temporary access to the account. This allows the line manager to view the information provided on
their profile in case it is needed.
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Archived staff can be viewed via Staff > Staff Settings > Archived Staff. From here click on ‘Gain Temporary Access’.
This will give you access to view the Staff Member’s profile for an additional month before automatically shredding
the Archived Staff Member’s data.

AI’Chived stdff A Fiter:

Name (First, Last) Nickname Email Phone

© GAIN TEMPORARY ACCESS | ) RESTORE SHRED DATA

Aaron Grafton  AaronL  Aaron L@smartblue.co.uk 07889401098 -
© EXTEND TEMPORARY ACCESS | *) RESTORE SHRED DATA

Ashabarnsdale  Asha  Asha@smortblue.co.uk 07889401098 _-

Additionally, you can extend the length of time you have access to the archived member by clicking extend
temporary access next to the staff member’s name. Alternatively, the Staff Member can be reinstated or have their
information shredded.

Asha barnsdale

Temporary Access

Basic Info Employment Details Additional Details Training & Roles Personnel Record Contract Availability Awards

@ Basic Information |4 References
R Permission Level:
4 Line Managers: Alan Meyer, Alex Huntley and James Hodgetts Actatek User Id
1 PIN: 503
4 Sage Payroll Employee Number: O
 Last logged on: 12/06/2014
©® About Me

5. Forms & Goals

5.1. Performance and Welfare Forms

This feature allows for multi-step forms to be completed by multiple parties such as HR, line managers and staff
members.

The forms are perfect for reviews, one-to-ones, change requests, investigations and more.

To create your first new performance and welfare form, go to System > Performance and Welfare > Manage
Performance and Welfare Forms. Or just search for Performance in the new menu search box.

Use the ‘Create New’ button from the Actions menu to start your new form.
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Welfare & Performance Form Version First ever version
Form Title
Introduction (shown at the start of the form):
T B I u ()
Please note that these restrictions are in addition to the access permission. Staff will need to have the assign permission plus be in this access list to assign - Direct Line Manager Only

the forms. O - Line Manager and all line manages above

Supplier
Currently has the permission:

« System Manoger

Permission to assign form - Staff Member can assign their own forms
O
(
(
O security
O

« Direct line managers and dll those above Duty Manager Plus Extra

O Freelancers
Edit Permissions O staff
O Duty Manager
[J Duty Manager Plus
) Manager

[J system Manager

Form Options

) show all upcoming phases and questions even if they are to be completed by different
Question Visibility |
people

Permission for the subject to view their own forms No - subject has no access to own forms =

Access level permission is also required.

Permission to view completed forms - Staff Member can view their own forms
(J - Direct Line Manaiger Only

- Line Manager and all line manages above
Currently has the permission:

Supplier
« System Manager

Security

(
(
(
(
Ediit Permissions ) Duty Manager Plus Extra
I

| Fraslmncare

Here, you’ll be asked to name the form and provide introductory instructions or an explanation of the process for
staff completing the form.

You can then choose the access levels that can both assign new forms to be completed and then view the
completed form. Performance and welfare forms and data fields have the option to limit whether staff members
assigned can view them or only if managers have access to this information. This is useful if the information is
sensitive and staff are not required to be informed.

Finally, choose where this form should be displayed, under the Personnel Records tab on a profile or within My
Documents. The access permissions apply wherever the form is displayed.

Once completed you will need to add questions to your form. These will be structured in phases which will be
further explained in the next section.

5.1.1. Phases

Forms use phases to separate out each step of completing the form. Each phase can be completed by a different
person; e.g. phase 1 completed by the staff member. Phase 2 by a line manager and phase 3 by a member of
another role. This can be edited once a new form has been created.

This is just an example; you can have as many phases as you like with different people completing each phase.
When you first create a form, the system will set up the initial phase for you. From the Manage Welfare and

Performance page you can choose to ‘Edit Questions’ for the new form. At the top of the ‘Editing questions’
page, you have access to Manage Phases in the Actions Menu.
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4 Returnto Formslist .7 Edit this Application Form 2| Preview Form 47 Manage Phases

ALL APPLICATION FIRMS EXAMPLE FORM (DRAFT V2] FORM PHASES EDITING QUESTIONS

On the manage phases page, you have access to add additional phases and manage any you have there already.
Every form needs at least one phase.

Below are the phases for the example above; staff member first, then line managers and finally the HR team sign
off.

ALL APPLICATION FIRMS EXAMPLE FORM [DRAFT V2] EDITING PHASES FORM QUESTIONS

Manage Form Phases
Editing Example Form : Draft v2

@ ADD A PHASE

Phase 1 5] REMOVE
Title Initial Phase
{‘L
Completed By Subject Staff Member v
Phase 2 5 REMOVE
Title Manager Contribution
‘l
Completed By Line Manager v
Phase 3 5] REMOVE
Title HR Approval
A
= Completed By A member of a Role v
Rale A member of Human Resources Team v

You can use the blue order arrows on the left to arrange the phases. Once you are happy with the phases, use
the Manage Questions button in the Actions menu to return to the form’s questions.

In addition to a phase that is assigned to a person or skill to complete, you can also have paused phases. This is
when the system will wait a set period of time before automatically moving the form to the next phase. This is
useful for forms like review periods where you need to wait a period of time before completing parts of the
form.

Page 188 of 437



Manual (@) staffsavvy

4 Return to Forms list o7 Edit this ApplicationForm  [2] Preview Form  .# Manage Questions @ Add a Phase

ALLFORVS  [DRAFTV) ~ EDITINGPHASES ~ FORM QUESTIONS

Manage Form Phases
Editing : Draft v1

® ADD A PHASE

Phase 1
Title Initial Phase
¢ Completed By Pause the form for a period of time v
Pause Duration 1Days v

= SAVE PHASES

Smanlue Lt s

As per the other form builders within StaffSavvy, the ‘Add Question’ section is first. Within here you can choose
the phase to assign questions to, enter the question title and choose the answer format.

Below the new question box are all of the existing question types.
Manage Form Questions
Editing Example Form : Draft v2

Phase 1: Initial Phase v
Question
Answer Format Multiple Choice: Select One Answer v

X T
& Initial Phase What has gone well since your last review? Long Text Answer

Manager Single answer (or other text): 3 EDIT
= Do you agree? & EDIT ¢ MORE
¥ Contribution 2 9 options ANSWERS

Manager .
] s Please Explain Long Text Answer & EDIT + MORE
Contribution
£ Initial Phase What do you think you could have done better? Long Text Answer
2 Initial Phase How would you rate your success in the role? SET A RATING OU # EDIT ¢ MORE
. i o Single answer (or other text): 5 & EDIT
£  Initial Phase How would you describe your level within your role? t' ©  ANSWERS & EDIT f MORE
options
Phase: RRENGIELGEEE  2: Manager Contribution | 3: HR Approval

Phase Details

1: Initial Phase
Phase completed by staff member

This is an example form to show a multi-step review process where different parts of the form are completed by different parties in a fixed order.

What has gone well since your last review? Long text answer

What do you think you could have done better? Long text answer
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*How the initial phase will appear.

Phase; [ 1:Initial Phase | PRINERISTEERIMTESIENE 3 HR Approval

2: Manager Contribution
Phase completed by one of the staff member's line managers

This is an example form to show a multi-step review process where different parts of the form are completed by different parties in a fixed order.

What has gone wel since your las review?

2 .
ETRICEI, Choose one of.. or enter ‘other' answer

Yes
Partially

No

As per the example, you can mix and match the order of the questions with the phases. So in this example order
there are two different phases together at the top. This is purely for display purposes, not the order they will
appear until all phases are revealed.

This allows for follow up questions to remain visually tied together with the relevant questions from the initial
phase and will determine how the form will be ordered once all phases are revealed. Only after all Phase 1
answers are completed, will any subsequent phases be revealed until they are ready to be completed.

So in the example above, the form is getting staff member feedback first. Then it will ask a manager to comment
on that feedback. The manager's feedback will be displayed just below the staff member’s comments.

5.1.2. Question Types & Publishing

Within the phases you will need to set up the questions staff will be required to answer. There are various
different options that we can choose for the answer format. You have the usual answer formats available such as
text and multiple choice. There are also more specific formats including, ratings (e.g. 0 to 10) and signatures
(when the person completing the form can sign their part of it). You can also select the New section option,
which can be used as a place header in a form to separate it into sections, where you can include a title and
introduction.

Our newest answer types include setting the answer format to a date. This can be any date, and the question
might be, ' What was the date of your last performance review?’ and the user would then answer with the date
format. You can also set a future date (users would only be able to select a date that came after the current date)
and a past date (users would only be able to choose a date before the current date).

Below we have listed all possible answer format types for our forms.

e Multiple Choice: Select one answer

e Multiple Choice: Select one answer or Other text entry
o Multiple Choice: Select multiple answers
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Single Line Text Answer

Long Text Answer

Date Answer

Future Date Answer

Past Date Answer

Rating

Previous Goals

Review and Add Goals

Signature Box

New Section (title and introduction)

By default, all questions are required. You can use the options under each question to change it to be optional
under the cog icon on the right of the screen.

As per other form builders, this form is version controlled so changes to the questions require a new version.
Once you have completed your initial version, you must publish it to be able to use it. Go to the forms overview
page where you can see a list of all forms to publish this version.

5.1.3. Making Questions Conditional

You can create conditional questions that will allow you only to ask specific questions for information if required.
This is useful when you have questions that might not be relevant to certain participants based on how they
answered a previous question. Rather than having them answer unnecessary questions, you can now set up
conditional answers where some will only be visible to users who answer a certain way.

5.1.4. Assigning forms to be completed

You can manually assign forms to be completed under each staff member’s profile. Choose Documents > Assign
Performance & Welfare form.
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Assign a Welfare & Performance Form

Choose a welfare & performance form you wish to assign to James
Hodgetts

Example Form

CANCEL

This will notify them to complete it and display the notification on their dashboard.

You can also assign forms using triggers; so forms can be assigned after X days or X shifts.
We’ll be adding further scheduling options for these forms along with check-in forms in a future release.

5.1.5. Completing the forms

Staff will see a link displayed at the top of their dashboard to complete their portions of the form. For managers,
it will be displayed within the notification area.

When completing the form, the system will display the questions from the current phase alongside the answers
from any previous phases.
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YOU ARE COMPLETING THIS PHASE

Example Form
Subject of form: Adam "Ads" Heather

. . | have really enjoyed the role.
What has gone well since your last y enjoy!

review?
Do you agree? Choose one answer:
D Yes
O Partially
O No
® Other..
Please Explain
B / u =

What do you think you could have I need to learn when to ask for help rather than struggling to complete a task on time

done better?

The phases and status is shown in the top right of the page,

5.1.6. Viewing the Full Form

If desired, you can show all parts of a form to a staff member. This allows them to see all of the questions all
parties will complete as part of the form.

By default, you can only see the questions for the phase you are completing.

Choose this option under the settings for the form.

5.1.7. Follow Up Forms

You can configure follow up forms within the form general settings. This can either pre-set a follow up form to be
completed after a fixed period of time or you can choose several options the manager can choose between
when completing the form. When you view the original form you can also view and edit the follow up form. You
can edit follow up form details, including the ability to remove the form or set a new date.

This allows managers to choose what the next step will be once a form is completed. For example, at the end of

a probation period, you might offer the manager a choice between completing an extended probation form next
or a regular review. These options allow you to create automated workflows.
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5.1.8. Deleting and Sending Back Forms

Managers are able to delete partially or completed forms from a staff member by viewing the form under their
profile page. The delete option will appear in the actions menu. Staff cannot remove their own forms.

The staff member(s) assigned to complete the current phase has the option to send the form back to the
previous phase (and the staff member(s) previously assigned for the form). This allows a form to be sent
backwards to have changes made.

5.1.9. Viewing the forms

You can access all of a staff member’s forms via their profile page. Either in the Personal Records section or
under their Documents page.

Forms can be downloaded as a PDF too. The system will format up the details of the form at the top of the page
along with all of the answers.
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Harry Summers

Details

Staff Member
Reguested
Completed
Parties invalved

Form

What has gone well since your
last review?

Do you agree?
By James Hodgetls

Please Explain
By James Hodgedls

What do you think you could
hawve done better?

How would you rate your
succass in the role?

How would you describe your
level within your role?

Do you agree?
By James Hodgetls

Please Explain
By James Hodgetls

What would you like do achieve
before your next review

Review and confirm the targets
By James Hodgetls

Staff Member Signature
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Q StaffSavvy

Gemomt-ation

Hamy Summers
9:30pm 131202020
9:52pm 13/12/2020

Hamy Summers
James Hodgetis
Sam howes

Pretty much nothing - | thought | could do the job but | am really struggling. | feel really lost and deflated.
Partially

Yes, | think this is a good

Everything. 've really not been able to understand the daily role and there is a severe lack of suppon

0 out of 10

Lots to learn

Yes

| think you are doing well with the role so far. It's been a very unique year and our operations have had to
adapt drastically. I'm sorry you don't feel you have received enough support; we'll address this
immediately.

I would like to receive support and training 2o that | can make this role a success

Yes, | think our target should be you confirming you are happy with the support and training received and
are able to perform the basic role unsupervised.

_4&1
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5.2. Check in Forms

5.2.1. Summary

Check in forms are designed as short multi-choice forms that can be completed quickly and often. The results of
the forms are not normally communicated.

Answers within the forms can be marked as raising an alarm which can then be used to cancel shifts, create
tasks, send emails etc.

It’s perfect for quick check-ins to see if there are any concerns from a staff member or to confirm they have the
correct safety equipment or no health concerns.

Check in forms can currently be assigned by a trigger or assigned as part of a shift or clock in.

5.2.2. Creating and managing Forms

Check in Forms are created and managed under System > Welfare and Performance > Check in Forms.

@ Create new checkin

ALL CHECK INS

Manage Check Ins

Category: 2l CCVID-19

Covid-19 Health Check

New forms can be created using the ‘Create new Check in’ option in the Actions menu. All existing check in forms
will be displayed below in the management list.

Each form can have a category set that allows you to filter the forms by those categories. In the example above
there is a COVID-19 category.

Check in forms are version controlled, just like many of the other forms and tools. This means that to make
changes to a form, you need to create a new draft, make your changes and then publish the draft.

Only published forms can be assigned and completed.

For draft check in forms, you have quick access to edit their details (i.e. the current title), the questions, publish
the draft and, under the more option, the options to copy, set a category and delete.
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5.2.3. Managing Check In Questions

ALL CHECK INS ANCTHER CHECK IN FORM [ DRAFT Vi EDITING QUESTIONS

Manage Check In Questions

Editing Another check in form : Draft v1

Question

® aDD

Sort Question Answers
Have you felt any symptoms related to Covid-19 in the last 7 days:

- Flu like aches, pains, chills

: “ sk -
» - High Temperature . ¢ &l DELETE
g P & srfres ANSWERS

- Persistent cough / sore throat

- Loss of taste or smell

Have you been in close contact with any person in the last 7 days who 5 e
4 EDIT
4 ¥ has suffered Covid-19 symptoms or has had a positive test result. & options ANSWERS

If you have suffered symptoms, have you have either isclated for the

5
& laist 14 days or received a negative Covid-19 test administered by Public &7 options

Health England in line with government guidelines.

Above is an example of the question management page for check in forms. At the top is the option to add a
guestion; simply enter the question content and click Add.

The questions will be displayed below in the list. Each one can have multiple answers and you can use the blue
arrows to re-order the questions.

When editing the answers for a question, you will see a popup similar to this example:
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Edit answers for
Have you felt any symptoms related to Covid-19 in the last 7 days:

* Flu like aches, pains, chills

* High Temperature

- Persistent cough / sore throat
* Loss of taste or smell

Sort Option Raise alarm if selected?

- Yes &

= SAVE ANSWERS

Add each of the options you want to offer the staff member to the list. If you need more options, use the Plus
icon to add another row.

The check box allows you to raise an alarm if that answer is selected. The alarmed answers can trigger different
events and notifications so it allows you to raise alarms on multiple questions or multiple answers. If any of the
alarmed answers are chosen then the alarm will be raised.

Once you have completed adding/editing your questions and answers then don’t forget to publish the draft so
that it becomes live and in use.

5.2.4. Assigning Forms

Check in forms are designed to be assigned automatically; there isn’t currently a manual option to assign a form
to a staff member.

® Assign on an upcoming shift
Setup the check in forms on a venue’s ‘Shift Configuration’ tab under Check-In. This allows you to set
how many hours before the shift the form should be requested and what happens if the staff member
triggers an alarm when answering the form.

® Assign on clock in
Setup the check in forms on a venue’s clock-in configuration tab. This allows you to set what should
happen if they trigger an alarm when completing the form.

e Assign on clock out
Setup the check in forms on a venue’s clock-in configuration tab. This allows you to set what should
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happen if they trigger an alarm when completing the form. The form will be displayed once a day when a
staff member clocks out of their shift.

e Assign using a trigger
Assigning a check in form can be set within a trigger. This can be managed via System > Manage Triggers.
This allows you to assign a form after X days of being employed, X shifts worked or when other events
happen.

5.2.5. Reporting on Check In Forms

You can report on all completed forms or view those completed by a staff member.
To view all forms simply go to Reports > Performance and Welfare > Check In Reports.

Check In Report Start: st v Jan v 2014 v

End: 9th v || Jan v || 2026 ~
Check In: Covid-19 Health Check v
Alarm Raised [ Only show those raising alarms

Staff Member Form Completed Linked? Raised Alarm

Jake "Joke Kemp" Bailey Covid-19 Health Check 11:22am 07/01/2021

Charlotte Boyton Covid-19 Health Check M:23am 07/01/2021 | ALARMRAIZED

Here you will be able to filter the dates and forms at the top as well as only viewing the forms that have raised

alarms.

Viewing the details page will display further information including all answers provided:
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Check In Details Report

Check In Details Answers Provided

Check In Covid-19 Health Check Have you felt any symptoms related to
Covid-12 in the last 7 days:
Form Version il
* Flu like aches, pains, chills
Assigned To Charlotte Boyton ‘ Yes | RASEDALARM

High Temperature
- Persistent cough / sore throat

Assigned 1:23am 07/01/2021
- Loss of taste or smell
Completed 1:23am 07,/01/2021
Have you been in close contact with any
Wi e e (Eridy person in the last 7 days who has suffered
Covid-19 symptoms or has had o positive No
test result.
If you have suffered symptoms, have you
have either isolated for the last 14 days or i
received a negative Covid-19 test .
applicable

administered by Public Health England in line
with government guidelines.

@ Answers Raised Alarm

If the check in was linked to a shift or time entry then the linked details will be shown. The check in details will
also be shown on the time entry or shift details page so the information can be easily accessed.

To view all of the check in forms completed by a staff member, use the Check In Report button under their
Reports action menu on their profile page.

Here you will see all of their completed forms and you can filter by form, date range and whether they raised an
alarm.

Che(:k In Report Start: 7th v Jan v 2021 ¥

Charlotte Boyton End: Bth v | Jan v 2021 v
Check In: All Forms v
Alarm Raised J Cnly show those raising alarms

Staff Member Form Completed Linked? Raised Alarm

Charlotte Boyton Covid-19 Health Check 1:23am 07/01/2021 | ALARMRASED

5.2.6. Alarms and Notifications using Triggers

By default, the Check-In forms won’t send notification emails or alerts. These can however be configured using
our Triggers feature.
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Under System > Manage Triggers use the option at the top to Create a new trigger.

Add A Trigger

Title Motify managers

Notes

Notes so you can remember what this trigger is

used for

Triggered when... When a staff member completes a check in form as they clock in with answers that triggers v
Apply to Check In Covid-19 Health Check v
Exempt Levels O security O staff O Manager

Triggers won't be activated if the staff member's [ Duty Manager Plus Extra O Duty Manager O systemn Manager

level is in this list O Freelancers [ Duty Manager Plus

Staff Filter

o ) o Apply trigger to all staff
Choose who should be subject to this trigger

[= SAVE DETAILS

Add a title and some notes so you can keep track of what each trigger does, i.e. ‘In the Trigger When...’
drop-down, choose one of the options under the Check-In title; one is triggered when a form is completed for a
shift and the other when a form is completed for a time entry. You will need to add two triggers if you want
notifications to be sent for both events.

The Trigger events exist under the follow

Choose the check-in form you want to create the alerts for and set any exemptions or filters as needed. Once
saved, you will be asked to add an action.

The actions are what the system will do when the form has been completed and raised an alarm. The most
common is an email to line managers.
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Trigger Actions: Notify managers

Add Action
Title/MNote Motify line managers
What should we do? Email to Line Managers v
Subject #name# has triggered an alarm for their COVID-19 checks
b B ! u =]

#name# has raised an alarm when completing their COVID-19 Check in.
Their shift has been automatically cancelled.

View the details: #link#

Message

» Staff Details

* #name# = full name of the person who triggered the event
= Custom Staff Fields

®» [ethnicity] : Ethnicity

= Custom Trigger Information

* #link# = Link to view the time entry

B SAVE DETAILS

In the title/note field, enter what this action will do so you can keep track if you want the system to do multiple

emails or actions. In the “What should we do?” Drop down, choose the option for you (e.g. Email to Line
Managers).

Complete the Subject and Message boxes. You can use the mail merge tags displayed at the bottom. For example
#namet# to include the staff member’s name and link to their profile.

Click Save. Once created, you will need to turn on the trigger. View the list of triggers and click the Turn on
button to enable this trigger.
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Triggers

Trigger About On/Off

Notify managers ﬂ [ “Welol 0@ i DELETE

Lateness Form Automatically request a lateness form if two / TURNON | & EDITTRIGGER | & EDIT ACTIONS
Requests instances in 14 days [ o= ] I cory [IBEANE

Lots of other combinations and options are available on the triggers so you can create multiple emails, tasks and
other actions when an alarm is raised.

5.3. Goals

Goals can be enabled in your System > Configuration > Global Settings > Features tab.

Each staff member can then have goals added to their account; these can be connected to one of the standard
StaffSavvy features; training programs, training certificates, awards and skills.

You can also add a custom goal that is not linked to another StaffSavvy item and this can record completion for
any task.

5.3.1. Creating a Goal

A Goal can only be added by a Line Manager for the staff that he is an active Line Manager for. This can be added
by a Line Manager by navigating to their own profile under Basic Info and clicking the staff members that they
manage.

From here you can click on the staff member you want to add a goal for under their profile.

My Goals

& Completing the Gold Certificate ‘£ Research and find a new personal improvement course

Complete Certificate: Gold DEADLINE 31/12/2030 Custom Goal

* VIEW CERTIFICATE

Work en and pass this certificate by the end As discussed, you would like to go on a

of the year. residential improvement course. There are

several options for this that we know about.
« VIEW DETAILS

Please research and report back on your
preferred course and what benefits it would
bring your personal development.

« VIEW DETAILS
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For the linked goals, the system will automatically track the goal and will mark it complete once the other item is
complete too. So when a training certificate is passed, the goal will update to be marked as completed.

All goals can have status updates and notes assigned to them by staff members or managers so a record of
progress can be kept. Custom goals can also have a percentage completed to show how they are progressing.

My Goals

Research and find a new personal improvement course

- Details @ Add an update
Custom Goal
«» T s 1 U e
As discussed, you would like to go on a residential improvement course. There are
Update Notes
several options for this that we know about. Please research and report back on
your preferred course and what benefits it would bring your personal development.
Notify line manager
“ History Percentage Complete 0%  10%
StaffSavvy Started to find providers for this course; two stand out ABC ® ADD UPDATE

Support and EDF
1:55pm 11/06/2021

5.3.2. Goal Details & Progress

All goals have a dedicated page where you can view the latest status of that goal and any updates to the goal
itself. Updates can be automatically notified through to the staff member or line manager depending on who is
adding the comment.

Once a staff member marks a goal as complete, it will remain on their list until a manager confirms completion. A
complete history of goals is available via the staff member’s profile.

Goals can also be integrated directly into performance and welfare forms so that their previous status is saved

and any updates made during editing the form are also stored. This is perfect for reviews, 1-2-1’s, appraisals and
probation reviews.
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6. Shifts

6.1. Understanding Shifts

In StaffSavvy a shift is the plan for a single person working between two set times on a set day with a set skill or

skill. It is a single instance of someone working rather than a “shift pattern” or someone working the same times

each week.

All shifts are independent of each other and there are no limits to how many shifts there can be on a single day
or how many shifts a single person can do in a 24 hour period. You can set limits on hours worked to ensure staff

don’t work too much.

There are several ways to create shifts within StaffSavvy:

Create a Single Shift

As the title suggests, this option allows you to create single shifts quickly. This can be done from the
Dashboard > Shifts > Create > Create Single Shift. Then simply enter the times you want the shift to be
and choose either a staff member or create an unassigned/extra shift for staff to take as they want.
Schedule View

This page offers an easy way for smaller teams to manage when staff are working. It lists all staff based at
the venue and shifts can be added using the green plus icons.

The Viewing button, just above the staff names on the left, also allows the page to be swapped to an
Excel-style page when you go into ‘Quick Edit’ where you can simply type in the shift times for each staff
member. If you manually add a shift using a page such as the schedule view’, you can now choose the
event that is to be assigned to that particular shift when adding it. This will display in the Event drop
down box on the Add Shift popup.

There is also a permission that allows for staff to have access to a view only version of schedule view
allowing them to see schedules easily but does not allow them to make changes or adjustments.

Repeating Regular Shifts

This is accessed via each staff member’s profile page on the Actions menu under Shift Management
where you can add repeating regular shifts. The regular shifts are automatically created months in
advance on an account. The shifts then form the basis of holiday requests (the site knows how many
hours will be affected by any single request) and can be used for automatic sick pay too.

Schedule Creation Tool

This is the method of choice for most large teams or venues with irregular shift patterns. The tool allows
templates of shifts to be assigned to a given day and it will automatically assign shifts out to staff based
on their availability and skills. The tool can also take staff requirements (two baristas from 6am to 11pm
for example) and create shorter shifts around availability to fill the overall requirement.
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6.2. Available Shifts

“Available Shifts” displays a list of shifts you can take due to your skills and skill set. This list displays options
including:

The date of the shift.

The start and end times.

The staff member requesting cover (or whether it is an extra shift available).

The skills required.

The venue (if you happen to work at multiple venues).

Further details (whether the shift clashes with your requested holiday or nights/hours off).

By default, the page shows the first 25 available shifts with an option to view more. You can also set it to show only
the shifts available at the home location by default. This is useful if staff can feasibly work across a large area but
only look for shifts primarily at their home location.

Another viewing option allows you to 'hide' a shift if you are not interested. This keeps the available shifts list
smaller and allows staff to see the shifts they might be interested in.

You can choose to ignore shifts you are uninterested in by clicking the thumbs-down button next to the available
shift. You can also ignore certain shift restrictions and still take extra/offered/covered shifts. When staff are looking
at available shifts to take, it will still show a warning of why it is not advisable to take that shift, but staff are now
able to take the shift anyway.

6.2.1. Extra Shifts vs Offered Shifts

Extra shifts are first come, first serve. You can put restrictions on how many extra shifts staff members can take
but there is no manual control over who takes each shift as long as they can work at that venue and have the
right skills assigned. They must also meet all of their contract requirements/limits.

To take or accept a shift, a staff member must click the “Take” button in the final column. This will now be added
to their main shift list.

‘Offered’ shifts allows staff to show interest in the shift. A manager can then assign the shift to one of those staff
members.

To offer to work, a staff member can click the Offer button and confirm they are happy to work that shift if
chosen.

Staff can only take/offer to work a shift if it is for a skill that they have assigned to them and it does not break any

of the rules setup for taking shifts or on their assigned contract. For example, they can’t take a shift if they are
already working or if it will breach their working hours limits etc.
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You can now choose to limit particular extra or offered shifts to a limited selection of staff within the shift’s skill.
This allows you to send the shift as an extra (first come, first served) but to only specific people.

6.2.2. My Shifts alongside Available Shifts

Staff can toggle viewing their own shifts alongside the available shifts on the available shifts page. This option is
at the top in the actions menu.

It allows staff to see the shifts they have already committed to when viewing other shifts they might wish to
work.

6.2.3. Shift Acknowledgement or Confirmation Process

These two options allow you to require staff to acknowledge or confirm their shifts when they are assigned to
them or changes are made to their times or venues.

This option is set either on the contract (so staff with a certain contract need to acknowledge or confirm their
shifts) or on a venue (so all shifts at a venue need to be confirmed or acknowledged).

Acknowledging shifts can be completed in bulk and the staff member does not have a way to reject the shift. It is
simply a project for them to confirm they are aware of the shift and its details.

Confirmation requires staff to accept each shift. In addition, they have the option to reject the shift. This will return
the shift to an unassigned status (you can choose which one within the venue’s settings).

My shifts
View: Previous = Shift Calendar

Little Miss

Tue 5th Jul '22 Muffet 8:30pm - 11:30pm Bar Venue Uno AAWAITING ACCEPTANCE -/ ACCEPT

(live)

Manic
Mon 11th Jul '22 i ©:00pm - 3:00am Bar Venue Uno AWAITING ACCEPTANCE OPTIONS -/ ACCEPT “\ VIEW DETAILS
ondays

There is a Shift Rejected trigger event that you can use to receive notifications when a shift has been rejected.
6.2.4. Shift Details

You can also see more information about the available shifts by clicking the 'info' button. In addition to the
information on the available shifts page, the shift details page includes information about who you will be working

with, details about when and where to arrive, and the event and shift history.

This page will also include the option to directly offer to work this shift or let the system know you are not
interested in it.
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Arrive by 4:55pm

Please ensure you arrive 5mins before your shift starts so you can put
Arrival: your coats and bags away upstairs first. Your mobile phone must be

put away in your locker before you start work. We expect you to be

ready to work and on the bar for your start time.

Venue: Venue Uno
Event Lollipop
Skill: Bar Crew

) This shift is available for offers to work it. Managers will make the final
decision.

@ OFFER TO WORK SHIFT # I'M NOT INTERESTED IN THIS

6.3. Cover Requests

This page shows a list of shifts that have requested cover. You can immediately assign a staff member to a shift or
view the '"Who could cover?' page.

Under the Who Could Cover? page is a list of those who might be able to cover that particular shift based on their
current hour and contract settings. This does not mean they can or will. You can send a message here to ask staff if
they are available for a shift.

We recommend that you don't simply work down the list, calling people as colleagues at the top who will then
receive a large amount of requests. The best thing is to pick someone you have recently covered or randomly work
around the list.

REMEMBER, If you find someone then get them to take the shift on the site before the shift starts.

6.4. Shift Details

Shift details is a page that includes detailed information for staff about their own upcoming shifts and any
available shifts.

To view shift details for your own shifts, go to Shifts > My Shifts > and then select details. It can also be accessed
from the Dashboard under upcoming shifts, by clicking on an upcoming shift time.
This page includes many details about upcoming shifts, including:

Date
Time
Venue
Event
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Skills

Arrival details - (This might include information pertaining to company rules regarding shift arrival times,
including when and where to arrive, whether staff need to arrive earlier than the shift start times and
information on where to store personal belongings).

Other details include what colleagues you will work with in a shift. You can also see the Squads they are part of
depending on whether this setting is enabled.

6.4.1. Exchanging Shifts

There is also the option here to exchange shifts if you are no longer able to work a certain shift. It is important to
note that a staff member will only be able to swap shifts if the shift has not been locked and/or there are other
staff members with the same skill available to work and they choose to accept the shift.

When you select the exchange shifts option, staff will see a list that shows who can work that shift and whether
those staff can receive the shift.

Once a staff member has selected the colleague with whom they would like to exchange shifts, they will be
shown that staff member's shifts, which they can take in return. The selected colleague will get final approval
before the shift exchange is confirmed.

6.5. Nights OFf/Shifts OFf

Managers can create shifts off for certain dates. This is navigated via Dashboard > Shifts > Create > Create Shifts
Off. This process can also force staff automatically to take these shifts off if required.

A staff member will be able to see any available shifts that they are able to take off. These will depend on the
skill, time, and date that no longer need to be filled. This works on a first come, first serve basis. For a staff
member to take the shift off (effectively cancelling their shift), they need to click the “Have off!” button. This will
then remove them from the shift list and from the calendar.

Available Shifts Off

The shifts below can be taken off if you do not wish to work. Any nights off which have not been taken will be automatically assigned at least an hour before your shift is due to the
start.

Mon 9th of May Manic Mondays 9:00PM to 3:00AM

6.6. Shift Lateness & Non-Attendance

Shifts have their own lateness and non-attendance reasons. These work alongside the absence policy types but
can also be used to record other information (such as lateness or approved early finish).
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The options are controlled under System > HR Settings > Non-attendance Reasons.

You can create a non-attendance reason by clicking the ‘Create Attendance Reason’ in the Actions bar. For each
reason, you can enter a title, the level (e.g. how severe the non-attendance was) along with choosing an icon.

Shift Non-Attendance

Title Il - called before

Level/Classification Authorised Absence v

Add Sickness Time Entry?

This option simply adds a time entry marked as sickness. If

<]

percentages of expected hours.

Add absence record automatically

This will automatically add an absence record. Using the

4

Sickness
absence p

y, it can also add time entries or pay items

agutomaiically.

lcon

= SAVE REASON

6.6.1. Non-Attendance Payments

When a shift is flagged as non-attendance, the system can automatically add a ‘sickness’ or ‘suspended’ time
entry for payment. This will match the planned shift and will go through to be authorised as normal.

This is a very quick and basic way to pay all shifts marked as non-attendance due to sickness.

If you require more comprehensive management of sick payments, disable the Add Sickness Time Entry option
and use the Add absence record automatically option on its own.

6.4.1.2. Time Entries for Absence

You can change time entries between absence, holiday or normal time entries if there is an absence period in
place. If you have a time entry in the system already but it is not reported as absence or holiday when it should be
then you can now simply change the reporting status rather than needing to remove and re-add it.

To use: Make sure the time entry is covered by an absence or holiday period. Then edit the time entry. You will be

able to change the reporting option at the top of the time entry.
Note: You will only be able to change it to the correct reporting type that matches the period; e.q. if they are on
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holiday then you can change the time entry to a holiday time entry. If they are absent then it can be changed to an
absence time entry only.

6.7. Shift Tasks

Shift Tasks allow managers to assign a note to a shift for staff to know what they will be doing to exactly where
they will be working within a venue.

An automatic notification will be sent to staff members when any changes are made to shift tasks. This is to ensure
that each staff member receives all information that pertains to them and might affect any upcoming shifts.

Tasks do not limit who can work a shift; they are simply notes. You can add and edit tasks under Shifts > Shift
Settings > Tasks.

6.7.1. Checklists

If required, you can add items to be completed as part of this task.

Staff will be shown that list on the shift details page and the manager can specify if they should confirm
completion of each task and if there should be a notes section on any feedback from the staff member to the
manager. E.g. “machine inspected, requires new handle”.

To set these up simply edit the task. You’ll see an Add an Item button. This will add a row as per the layout below.
Add as many items as you like, add titles, choose the report type and order them by dragging the blue icons.
When happy, click save.

Shift Tasks

Task Title Deep Clean

Task Items (optional) Title Report?
Clean behind the fridge Checkbox to confirm complete v
Wash and disinfect each bi Text report requested v

® ADD AN ITEM
= SAVE TASK AND ANY ITEMS

Note: once reports have been received for a task item then you will not be able to change the report type.
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6.8. Manage Shifts

Once a shift has been created you can check for changes or make updates. You can find this by going to your
Dashboard and clicking Shifts > Manage Shifts.
The Shift Management page shows

The date of the shifts that have been created

How many shifts (how many staff members are working) on that day

If the shift is locked and cannot be edited

If the shift is hidden and cannot be seen by all staff

If there are extra, unassigned or offered shifts that are unfilled.

If any cover has been requested

Budget targets

Budget percentage (either staff cost percentage or percentage of budget depending on the venue
settings)

e Summary of the day's events - this is useful for when you are manually adding events, (needs to be

enabled under global settings)

From this page you are able to adjust the shift details by clicking the “Grid” or “Timeline” buttons, as well as
print or cancel the entire shift.

You can also see all of the relevant cover requests on a given day using the More button. Additionally, you can
jump to a specific date by choosing a date under the option in the top right corner. Then to change to any date
and manage shifts there.

The print button will produce an easy to view list of staff and times. To print a copy of the timeline view, visit the
timeline for the shift and use the Action button to print. When you print off your schedule, it will automatically
hide any empty venues.
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Publish shifts (Send Notifications)

T35 shifts awaiting new shift notifications

SEND SHIFT NOTIFICATIONS

View: Show Every Date  Bsliliai=Re1\Y

06/04/2022 ‘Wednesday Little Miss Muffet (live) 15
¥4 MORE
James and the Peaches
07/04/2022 Thursday , m ol 551 [ 63
{live) #1 MORE
08/04/2022  Friday Lollipop 3 £ g [ 160
24 MORE

To see previous shifts, go to the left of the Actions menu and select “Choose a previous shift”. This will now
display all of the previous shifts. To change back to the upcoming, click the ‘Actions” button again and click
“Choose an upcoming shift”.

The previous shifts page will include sales information and total hours per day.

6.8.1. Managing Single or Multiple Venues

By default, you will be managing a single venue/outlet. All of the schedule creation and shift management
screens can be used when managing a single location or a group of venues.

The groups are called Venue Groups and you can set up as many ops groups as you need and each group can
have as many venues in it as needed. See Venue Groups for more information.

To choose which venue or ops group of venues you are editing choose venue groups under the venue selector in
the top right.

The popup has two tabs, Venues and Venue Groups. Your currently selected view is in green and you can just
click on an option to change views.

Venue or Venue Group

Venues Venue Groups

3 ARTIFAX: PALACE THEATRE 3 HOTEL J OFFICE J SHOP
J COFFEE HUT > MUSEUM J RESIDENTIAL CARE _

X CANCEL
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While you can see all venues in a Venue Group, you will still have a venue selected and this will be shown in a
lighter blue colour.

Your selection will be remembered between pages and for when you next login so you only need to change this
if you want to manage a different combination of venues.
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6.8.2. Managing Shifts - Grid View

From the Shifts > Manage Shifts page, click the “Grid” button on the right to see details of the shift, such as who
is working, their role for the shift, their tasks, and their start and end times.

Shift Management

View: BSASVEIARICIEN  Shifts Only

Date Day Event Shifts m < > @ @ SalesTarget Staff Costs

27/02/2023  Monday Manic Mondays 0 = 7
28/02/2023  Tuesday The Sandy Warthogs (live) 0 £ 364

. . = .
You can use the transfer icon to the right of the staff member’s name ('==) to transfer the shift to another staff
member.

Wed 15th Apr 20

-
Manage Shifts
View: QHEN Staff Summary | Cancelled Shifts
Venue Uno

The Sandy Warthogs (live) 306

Estimates Sales Target: £306.00 Staff Target: £45.90 Cost Estimate: £52.25 REDUCE COSTS BY: £174 —Qm

The Sandy Warthogs (live)

Finish
Sam howes = O?UW Managers 6:00pm 11:30pm o e & =5 -]
Jenna Clarke .2 &l Duty Managers Bar £:00pm 11:30pm 5] @ & = E- ]
Victoria Redkwa [* ¥ BarCrew 6:00pm 11:30pm o @ @& E- ]
Edward Madge [* ¥ BarCrew £:00pm 11:30pm o @ & &
Hayden Huntley 2 ¢ First Aid 6:45pm 11:30pm =] @ & = E- ]
Stephanie howes 2 ¥ BarCrew &:45pm 1:30pm ] e & = &%
Luke Sewell [* ¥ BarCrew &45pm 11:30pm [} @ & i@
Oliver Moss [* ¥ BarCrew 7:30pm 11:30pm o @ & &
Samantha Hammer L% ¥ BarCrew 7:30pm 11:30pm o e & = F- )
Emmeline Gibson 2 ¥ BarCrew 7:30pm 1:30pm ] e & = &%
Gemma Griffiths 2 ¥ BarCrew 7:30pm 11:30pm @ e & = &
Add Shifts Type Role Task Start Finish

Justore Extra Shifts v Bar Crew v - None v 12am v |: OO ~ 12am v |: 00 ~ @ &
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When choosing a staff member to transfer the shift over to, in the top right-hand corner, you are able to filter
staff you can view so that you only see home staff.

. X
Transfer Shift
Change to:
The list below shows everyone who can work barista shifts and shows if they ®
5 ’ W EXTRA
are able to receive the shift.
@ Angus Forbes NEEDS 5.00 HOURS Lauren Puxley ALREADY WORKING
Ava Ashurst ALREADY WORKING Marita Osunsanmi ALREADY WORKING
Dinis Brown ALREADY WORKING O Rebecca Madge

BN ASSIGN SHIFT

Additionally, on the right-hand side of the transfer box, you are now able to change the shift type easily, as well
as choose to allow the shift to be offered to any suitable staff OR specify certain staff to send this out to as either
extra or offered shifts, but only those specified will see this.

byt LU 9
& Extra Shift % & Barista 9:00am 5:00pm O @ & # =]
& Barista
Ava Ashurst 2 9:00am 5:00pm m] @ & 9
%/ DMBar
Dinis Brown + = Engine Room 9:00am 5:00pm =) e & = ™

You can also change skills and tasks by clicking on the drop-down icons next to the text under skill.

You can also bulk update shifts by selecting the shifts shown by the square checkboxes after the start and end
times. When selected, options to update the shifts are displayed at the bottom of the page. This includes
cancelling shifts in bulk too.

You can also click on the start or end times to select all shifts with the same start or end times. This makes it
quick to update all shifts due to start at the same time.

The hidden icon (@') allows you to toggle the shift between hidden and visible mode. The lock icon

enables/disables the locking option ( &) ). When locked, the shift cannot be transferred by the staff member.

The attendance flags appear after the lock icon, these can be configured within Settings > Absence & Breaks >
Non-Attendance reasons option. These attendance flags appear on the staff member’s profile. Attendance flags

o are the only items that can be edited once the shift is complete to allow any incorrect flags to be updated
and staff records recalculated.

The cog icon (“+*) grants access to edit the details of this shift, view the shift detail page, copy the shift (as extra
shift or unassigned) and cancel the shift completely.

The “Actions” button displays the various things that you can do on this page.

StaffSavvy Manual for v2026.1.0 Page 217 of 437 © 2026 SmartBlue



@ StaffSavvy

Swap to Timeline View - This presents you with a timeline view of the staff and their shifts times. You are
able to adjust the shift times for each staff member on this page (for more detail see Manage Shifts -
Timeline).

Choose another day - This takes you back to the Shift Management page with the full list of shifts.
Previous shift - Displays the information for the previously scheduled shift.

Next shift - Displays the information for the next scheduled shift.

Duplicate this shift - You can duplicate the shift (staff, times, tasks, etc.) to occur again on another date
(for more detail see <BROKEN_HEADING_LINK>Duplicating Shifts).

Email selected shifts - Email a message to the selected shifts. This message will re-email itself to whoever
is assigned that shift so if it changes hands for any reason, the staff member will receive a copy of the

message.
Email this shift - Email the shift to all staff that are scheduled to work.

SMS this shift - Text the shift to all staff that are scheduled to work.

Email staff not working - Email the shift to all staff members that are not scheduled to work. Please note,
this may add up to a lot of people. This is especially useful if there are extra shifts present.

SMS staff not working - Text the shift to all staff that are not working.

Create extra shifts - Click here to create extra shifts. Depending on the times and skills, these shifts will
then display in relevant staff member’s “Available Shifts” list (for more detail see Creating Additional
Shifts).

Create shifts off - Click here to create shifts off. Depending on the times and skill, these shifts will then
display in the relevant staff member’s “Available Shifts Off” list (for more detail see Creating Shifts Off).
Shift memos - You can add a shift memo (and attachment) that can then be read by other staff members.
This may include special requirements, reminders, or preparation documents.

6.8.2.1. Staffing Summary
You can enable this option using the View Summary link at the top of the shift grid under Shifts > Manage Shifts

> Grid View.
Manage Shifts ed15th Apr'20
View: | Tasks |Eitsligsilutels = Cancelled Shifts
6:00pm 1:30pm Duty Managers Door 1 The Sandy Warthogs (live)
6:00pm 11:30pm Duty Managers Bar 1 The Sandy Warthogs (live)
6:00pm 1M:30pm Bar Crew 3 1 The Sandy Warthogs (live)
6:45pm 1:30pm First Aid 1 The Sandy Warthogs (live)
6:45pm 1:30pm Bar Crew 2 The Sandy Warthogs (live)
7:30pm 1:30pm Bar Crew 4 The Sandy Warthogs (live)

This will show a summary of the numbers of staff working at different times, different skills and different venues.
It will show the number of shifts and if any of them are unassigned at the moment.

Clicking on any of the rows will display the shifts in detail below the summary box.

6.8.2.2. Event Summary

On the main Grid View page you can view the event summary by going to the top right.

This summary will include the event title, length, how many shifts are assigned and how many remain unfilled.
Additionally, it will include which staff members are working, their shift times, skills and tasks.
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To view go first to edit Grid View under ‘Manage Shifts’.

Shift Management
View: Shifts Only

Date Day Event Shifts m = 7 @ O SalesTarget Staff Costs.

27/02/2023  Monday Manic Mondays 0 £ 791
28/02/2023  Tuesday The Sandy Warthogs ive) 0 £ 364

Once onto the main Grid View page you can view the event summary by going to the top right. This summary will
include the event title, length, how many shifts are assigned and how many remain unfilled.
Additionally, it will include which staff members are working, their shift times, skills and tasks.

. Monday 27th February 2023
Manage Shifts
View: BIFHEN  Staff Summary Cancelled Shifts
Manic Mondays 12:00am 6 0 (%

Einish

Add Shifts Type Role Task Start Finish
Just one v Extra Shifts v Bar Crew v - None v 14:00 O 18:00 © -] =) m
6.8.2.3. Quick Add Shifts

At the bottom of the grid of shifts you will see a section to allow shifts to be quickly added into the day.

Emmeline Gibson

% ¥ BarCrew 7:30pm 1:30pm (5] @ & &
Gemma Griffiths % ¥ BarCrew 7:30pm 1:30pm [} e & =7 -3
Add Shifts Type Role Task Start Finish
Justone v Extra Shifts v Bar Crew v

- None v 12am » ;|00 » 12am * 1| 00 v e &

You can add extra shifts (staff can take the shifts immediately), offered shifts (staff offer to work and managers
make the final decision) or unassigned shifts (you must assign the shifts).

6.8.2.4. Multiple Venues via Venue Group

Multiple venues can be grouped together to form an umbrella ‘Venue Group’. This can be managed under
Dashboard > System > Venues > Venue Groups.

Under the actions menu, you can access the option to Create a Venue Group which will allow you to manage
multiple venues at the same time.
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Venue or Venue Group *

Venues Venue Groups

3 CANCEL

Once enabled, you can manage this by clicking the Venue button in the right hand side of the page next to the
search bar and going into ‘Venue Groups’. From here click the venue group you would like to manage.

. Wednesday 11th May 2022
Manage Shifts YT
View: Staff Summary | Cancelled Shifts

Artifax: Palace Theatre

Dracula 2 this time it's personal CostA

Just one v Artifax: Palace Theatre Extra Shifts v Bar Crew v - None v 10:00 @ 15:00 @ (=) & m

Coffee Hut

Cost A

Angus Forbes- Martin L% & Barista 7:00am 3:00pm =] o & 4 &

Dinis Brown % & Barista 7:00am 3:00pm [u] e & 4 &

The grid view will show each of the venue’s shifts in a single grid view. You can split the venues out (but keep
them on the same page) by using the Split Venues option in the top right.

The grid tools all remain the same with either of these modes used.

6.8.2.5. Staff Members and Assigning Shifts

Clicking the name of the staff member will redirect you to that person’s profile page. Here you can find their
personal information, contact details, and their training and skills.

You are also able to give the shift to another member of staff. Click the letter icon to the right of their name
under ‘Skill’. You will see a list of staff members that match the same skills and role and their availability to work.
Select the staff member that you would like to take the shift then click “Assign Shift”. This will alert the recipient,
update the shift list, and remove the shift from the original staff member’s list.

If the staff member is assigned to a casual contract with no minimum hours then it will display the number of
hours they currently have for this period in a grey box to the right of their name. This allows you to spread hours
out equally.

If the staff member has minimum hours or is on a permanent contract then it will highlight if the staff member is
under or over their required hours. Anything in green shows they need hours and orange indicates that they are
over their hours for this period.
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Transfer Shift

The list below shows everyone who can work duty managers bar shifts and shows if they are able to receive the shift.

[C] Aaron Graftan | OVERBY100HOURS Lana Nicole Serghides
Alex Huntley _ Laura Bryant
Daisie Searle Millie meyer
Daniel Bailey UNAVAILABLE Natalie Serghides
Elanor Savva Rebecca crane
Georgie Mcdade Sam howes ALREADY WORKING
Hayden Huntley ALREADY WORKING Sam Ryan
Henri Huntley Stephanie welch
Jade Richards Tashi Clarke
Jenna Clarke ORIGINAL SHIFT OWNER L Thabo Liney

B SEND SHIFT

'ﬂ* CONVERT TO EXTRA SHIFT

6.8.2.6. Assigning Shifts Manually in Bulk

If you have multiple unassigned shifts (for example, you have 2 offered shifts with the same details), you can click
the cog icon to assign any of those shifts and the system will display the option for you to assign them all out at
the same time.

. X
Transfer Shift
The list below shows everyone who can work bar crew shifts and shows if they are able to work.
You can choose up to 2 staff to work the unassigned shifts with the same details.
Aaron Grafton ALREADY WORKING Jacques Cheers =
Adam Kelly MISSING EMPLCYMENT ELIGIBILITY Jacques Smith
Alex Cox ALREADY WORKING Jake Bailey
Alex Huntley James Nicholls
Alex McCallam Jamie O'Grady
Alex Savage Jasmin Page
The popup will inform you how many staff you can select and will allow you to check up to that number to
assign. The shifts will then be assigned out to the staff once you click Assign Shifts.
6.8.2.7. Skills and Tasks
You can update or change their skill for the shift via the dropdown in the “Skill” column. This will update their
personal shift display, too.
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You can add, change, or remove tasks for their shift in the “Tasks” column.

6.8.2.8. Changing Shift Times
There are several ways that you can change shift times; using the Cog icon to edit a single shift directly or
updating the shift times in bulk. Use the check box next to each shift to choose the shifts you want to update.

6.8.2.9. Updating shifts in Bulk

Tip: clicking on the ‘start’ or ‘finish’ times for the shift will select all of those shifts with the same start or finish
time to make updating them quick and easy.

Once selected, scroll to the bottom of the list of shifts. You can use either the time warp option (this will move
the start and finish times of the shifts earlier or later - so moving the whole shift.) or set the start and/or finish
times exactly by choosing the times you wish the shifts to have.

If you are moving lots of shifts around to provide coverage of skills, we’d suggest trying the timeline view. You
can access it under the Actions menu at the top of the page and this provides a colour-coded timeline view of
the whole day (see Manage Shift Timeline).

6.8.2.10. Locking and Hiding

You can lock or hide individual shifts by clicking the padlock or no entry icon, respectively. Locking a shift means
that the member of staff is unable to change or ask for cover and hiding a shift means that the staff member
cannot see the shift. This is useful for making a lot of changes to the schedule before revealing it to all staff. Staff
will not be penalised if they do not show up for a hidden shift.

You can also lock and hide a shift. This means the shift will remain locked once the shifts have been
published/unhidden.

6.8.2.11. Attendance
You are able to highlight staff attendance using the flags in the second to last column. Each flag colour denotes a
certain attendance state.

Green = Attended

Blue = Arrived Late

Yellow = Acceptable absence (i.e. personal/called ahead)

Red = Unacceptable absence (i.e. did not call ahead/bad excuse)

Black = Escalated unacceptable absence
Flags can be updated at any time via the Shift Management page. For shifts in the past, use the Actions button
on the Manage Shifts listing page to change to previous dates. Once you view the shifts on a specific date then

you are able to change the flag.

If you wish to change the titles or icons of each attendance reason then you can do this under System > Absence
& Breaks > Non Attendance Reasons.
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6.8.2.12. Cancelling Shifts
You are able to cancel shifts using the “x” under the cog icon. This will remove the member of staff from the shift
and update their shift list accordingly.

You can also select the shifts you want to cancel and at the bottom of the page, a box will appear that allows you
to change the selected shifts or cancel them in bulk.

When a shift has been cancelled save the provided reason against the attendance notes on the shift for later
reporting.

6.8.2.13. Shift Events

You are able to assign a title or event name either to a whole day or to a certain period of time. The title or name
can be anything and is designed to tell staff what is happening during a shift. Any shift that starts after the event
start time will be part of that event so ensure events start before the first person is scheduled to start work.

This is enabled per venue under the Shift Configuration settings tab in the Manage Venues section and will
display a box at the top of the shift grid page to enable the title to be entered.

You can also set this information in bulk for the whole month at the same time. See Dashboard > Staff > Manage
Staff Events.

6.8.2.14. Shift Events: Allow multiple shifts at the same time in the same space

There is also the option, under the venue settings page under ‘Events’ that allows for multiple events to be set at
the same time. You can then also choose which event to assign someone to.

To use this you will first need to enable multiple events. To do this first go to Venues > Manage Venues > Edit
Venues. Select your chosen venue and then go to the Shift Configuration tab.

Formatting Options for Shift Events

You also have the option here to have multiple events to be set at the same time. You can then also choose which
event to assign someone to. To do this, you must choose a link type: manual, where every shift must be assigned
to an event or automatic, where shifts are automatically added to events based on their starting time.

Shift Events

Enable Events

Allow a title to be given to each 24-hour period
Linking Shifts to Events Manual - each shift is assigned directly to an event v

Summarise the day's events automatically
We can either allow you to enter you own summary of events per day or No - allow a separate event at midnight to contain the summary event information (recommen: ~
automatically summaries afl events on a given date for you

Individual Events?

Allow a specific event title to be set on each individual shift so each staff member has a different event
Default Event
TBC

Show this if no event has been set
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If you choose the option to allow manual linking of shifts to events (meaning each shift will be assigned directly to
an event). Then, you will have the option to assign a shift to 'no event'.

When a shift is added, it will be automatically assigned to any ongoing event based on the shift working times, but
you can then unassign it when editing.

Event: v - Assigned to event based on working times

- No Event
Cost Centre: Little Miss Muffet (live)

There is also the option to set an event title for a set of shifts based on times during the venue, e.g., “The event
today is X” or “The event from 6 pm is X. " You can also manually add the event title to each staff member’s shift.
This allows you to provide bespoke information to the staff member.

To create an event, you need to select the venue you want to plan your events for in the top right corner. Then go
to Shifts > Shift settings > Additional Shift/Day details. You can then create a new event by adding a title to a
specific day. From there, you should be able to schedule overlapping events, where a staff member’s shift might
start during one event and then finish in another.

6.8.2.15. Event / Day Briefing Notes
You can add detailed briefing notes to events or to a whole day within a single venue. Enable this under the Shift
Configuration tab of the Manage Venues page when editing.

Event Briefing

1 u @

¢+ CANCEL

Once enabled, you will find a Briefing button appear above the event title within the shift grid page. This allows
you to enter the briefing details as needed. The details will be displayed on the shift details pages for any staff
member working during that event or on that day (if not associated with an event).

Additionally, you can enable event summary under Venues > Shift Configuration and allow you to Summarise

the day's events automatically. You can either enter your own summary of events per day or have an automatic
summary for all events on a given date.
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6.8.2.16. Individual Shift Notes
Each individual shift can have shift notes assigned. These are displayed on the shift details page for the shift so
that the staff member can see the details before, during and after the shift.

To view and update the notes, simply use the Edit option (Cog icon) for that individual shift on either the Grid
view or the Shift Schedule view.

" 3 X
Edit Shift
Lauren Puxley on Thu 28th January '21
S 2pm v ;|30
Sy épm v |30 ¥
Role Barista v
Task No Task A
Additional Detcils
Optional additional T B ! u ==
instructions,/briefings for this
individual shift This is where you can provide additional informaticn about the shift.
Visibility Normal -

6.8.2.17. Shift Cost Codes
Cost Codes allow for very detailed tracking of whole days and even individual time entries for reporting
purposes.

Cost codes are enabled under the Configuration tab of the Global Settings page. This will display a box at the top
of the shift grid page to set a cost code for all shifts at this venue on that day. They can also be customised per
shift or time entry.

Cost codes can be used with Pay Report Groups to create instant summaries on reports.

You can have up to four cost codes, set custom labels plus configure preset lists of cost codes that staff can
select. See Managing Cost Codes for more information.

You can also set this information in bulk for the whole month at the same time. See Cost Code Management.

6.8.3. Manage Shift Timeline

This presents you with a list of staff members and their shift times on a timeline. This can be accessed by clicking
the ‘Swap to Timeline View’ in the Actions bar in grid view.
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Manage Shift Timeline

Estimates Sales Target: £306.00 Staff Target: £45.90 Cost Estimate: £50.25
The Sandy quthogs (live)

TAM 5PM 7PM 9PM

Jenna Clarke

Sam howes
Victoria Redkwa L=
Edward Madge L
Extra Shift
Stephanie howesl2
Luke Sewe!

Hayden Huntley L=
Oliver Moss
Samantha
Efmeine Gibsonl?
Gemma Griffiths L

18:00°# 23:30

.:20 30 2330

@ StaffSavvy

Wed 15th Apr 20
jowmesT L maxsorces

TPM

To change the times of a shift, click on the pencil icon in the middle of the two times. The times will now

highlight in orange.

Manage Shift Timeline

Estimates Sales Target: £306.00 Staff Target: £45.90 Cost Estimate: £50.25

The Sandy Warthogs (live)

1AM 5PM 7PM oPM

Jenna Clarke 18:00"# 23:30
Sam howes :
Victoria Redkwa L 4 18:00 [F23:30
Edward Madge ] 4 18:00 =5'23:3Q
Extra Shift .
Stephanie howes-% 2
Luke Sewe! .:
Hayden Huntley - 4
Oliver Moss 5
Samantha ;.
Efmaline Gibson = 5
Gemma Griffiths L 5

Wed 15th Apr '20

3AM S5AM

TPM 1AM

Click and drag the ends of the orange box to extend the shift in either direction. You can opt to inform the staff
that you have changed the shift times by checking the checkbox in the top left. Once you are happy with the

changed times, click the save icon.

As you change the shift times, the estimated cost in the top right will update to provide you with instant
estimates for the shift. This is based on the pay elements set per skill or person on the schedule. It does not

include any additional overheads or PAYE contributions.
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Wed 15th Apr 20

Manage Shift Timeline

Estimates Sales Target: £306.00 Staff Target: £45.90 Cost Estimate: £60.25 19.7% Staff Costs
The Sandy Warthogs (live)

Sort TAM 9AM TIAM 1PM 3PM 5PM 7PM 9PM 11PM 3AM 5AM
JennaClarke L2 18:00°# 23:30
Sam howes 2
Victoria Redkwa L2 13:00[=.2330
Edward Madge = 13:00[=.2330
Extra Shift =

Stephanie howesl2

Luke Sewel =
Hayden Huntley L2
Oliver Moss =
Samantha =

armTeT =
mmeline Gibsonl

Gemma Griffiths L7

This will update the shift list to reflect the changed times.

6.8.4. Shift Calendar View

The shift calendar view shows all the shifts happening at the current venue or selected venue group. This can be
viewed via Dashboard > Reports > Shift Reports > Shift Calendar.

The page shows a month at a time and can either show just a total number of shifts each day or the shift
breakdown. This is turned on/off in the top right of the page. It will show a breakdown of shift times and skills.

You can also display event titles and cost codes on each day.

Shift Management

April 2020 Show: Budgets | Cost Codes | Shift Details
MON TUE WED THU FRI SAT SUN
James and the Peaches (iive) The Sandy Warthogs (iive) Lolipop Super Saturdays Sundown Sundays
1 " 00pm - n:30pm 2| s00pm-n30pm 3| 30pm-3300m 41 g:30pm - £300m S| 7.00pm-430am
1x Duty Managers Door 1x Duty Managers Bar 1x Cloakroom 1x Cloakroom 1x Cloakroom
1x Duty Managers Bar 1x First Aid 1x Duty Managers Door 1x Duty Managers Door 1x Duty Managers Door
1x First Aid 4 x Bar Crew 2 x Duty Managers Bar 2 x Duty Managers Bar 2 x Duty Managers Bar
8 x Bar Crew &:45pm - 11:30pm 1x First Aid 24 x Bar w 1x First Aid
&45pm - T30pm 1 First Aid 26 x Bar Crew 10:00pm - 4:30am 23 x Bar Crew
1 First Aid 2 x Bar Crew 9:45pm - 3:30am 1x Cloakroom &8:45pm - 4:30am
6 x Bar Crew 730pm - N30pm 1x Cloakroom 20 x Bar Craw 1x Cloakroom
730pm - 130pm ZBaE S 1x First Aid 10:30pm - &:30am 1 First Aid
4 % Bar Crew 24 x Bar Crew 20 x Bar Crew 19 x Bar Crew
10:00pm - 3:30am 10:00pm - 4:30am
1x Cloakroom 1x Cloakroom
19 x Bar Crew 12 x Bar Crew
10:30pm - 3:300m 10:30pm - £:30am
19 x Bar Crew 12 x Bar Crew
Manic Mondays The Sandy Warthogs (live) Little Miss Muffet iive) James and the Peaches (live) Lollipop Super Saturdays
6| s:30pm-4000m 7| s00pm-1130pm 8| s00pm-n30pm 830pm - 3300m 10 &30pm- 3300m | &:30pm- a30am 2

4 x Duty Man 1x Cloakroom 1x Cloakroom

1x Cloakroom

20 x Bar Crew
830pm - 3:00am

1x Duty Managers Door
1x Duty Managers Bar
13 First Aid

1x Duty Managers Door
1x Duty Managers Bar
1 First Aid

1x Duty Managers Door

1x Duty Managers Bar

1x Duty Managers Door

2 x Duty Managers Bar

1x Duty Managers Door

2 x Duty Managers Bar

4 x Duty Managers Bar 8 x Bar Crew 8 x Bar Crew 1x First Aid 24 x Bar Crew
20 x Bar Crew &:45pm - T130pm &45pm - 130pm 26 x Bar Crew 10:00pm - &:30am
9:00pm - 3:00am 1x First Aid 1 First Aid 9:45pm - 3:30am 1x Cloakreom
20 x Bar Crew & x Bar Crew 1x Cloakreom 20 x Bar Crew

10:30pm - 3:00am
10 x Bar Crew

7:30pm - Ti30pm
4 x Bar Crew
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3 x Bar Crew

9 x Bar Crew
10:00pm - 330am
1x Cloakroom
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1x First Aid

24 x Bar Crew
10:00pm - 3:30am

1x Cloakroom

19 x Bar Crew
10:30pm - 3:300m

19 x Bar Crew

10:30pm - 4:30ar

20 x Bar
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6.8.5. Linked Shifts

Linked Shifts are two or more individual shifts that are joined together. A single staff member must be assigned
to all of the linked shifts.

This is perfect for split shifts or staff that work two different skills back to back. Staff will see that the shifts are
linked and if they wish to find cover, they must find cover for all of the linked shifts too (by the same staff

member). They can be recognised by the link icon (EE‘I).

L ]
My shifts
\new: Previous | Shift Calendar

Date Event Times Role Venue

Mon 13th Apr 20 Manic Mondays 8:30pm - 3:00am DM Bar Venue Uno
Mon 20th Apr ‘20 Manic Mondays 8:30pm - 3:00am DM Bar Venue Uno
@ Mon 27th Apr'20  Manic Mondays 8:30pm - 3:00am DM Bar Venue Uno

Linked shifts are new and can only be created via either a Schedule Template or the new Quick Shift Template.

6.8.5.1. Schedule Template with Linked Shifts

To add linked shifts to the schedule template, simply use the Linked Shifts icon ( EEI). This will duplicate the shift
with slightly changed times. The new shift will have a link icon next to the times to indicate the linked part.
Navigate via Dashboard > Shifts > Schedule Creation > Manage Scheduling and then click on event/day.

Staff Member / Fill From Role  Shift Role Start

Equal Shift &
2xDuty ManagersBar ¢ DMBar & 800PM & 330aM & & sq d
prea

3 x Duty Managers Bar¢® DM Bar ¢ 3:30AM ¢  430AM & &

When the preview shifts are created, the system will only allocate the linked shifts to a single staff member.
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6.8.5.2. Quick Shift Templates with Linked Shifts
The quick shift templates can also be configured to create linked shifts. All that is needed is for both of the times
to be added to the template and the Linked Shifts option set to Yes.

Title

Linked Shifts?

) ) - _ No: allow staff member to swap/exchange the shifts separately if needed v
Linked shifts must always be worked by the same staff member
Shifts in template
Jam v : 00~ Tam v : 00~ ol DELETE
4pm v |1 00 v 8pm v |1 00 v o DELETE

@ ADD A SHIFT

& SAVE DETAILS

When choosing the template on the Schedule View the system will automatically add both of the shifts in the
template and link them together.

6.8.5.3. Unlinking linked Shifts

Once you have created a linked shift you are also able to then unlink the shift once the shift has been created.
This allows staff to swap part of their allocated shifts. The benefits of this are that it allows the initial schedule to
be created and shifts allocated based on the links but those linked shifts are removed once it is converted to a
real shift.

Enable this option under the Advanced options when creating a Preview of the schedule.

6.8.6. Duplicating Shifts

To duplicate a shift, firstly click on the shift that you would like to duplicate. From the “Actions” dropdown, select
“Duplicate shift.

You will see a pop-up (below) with the information to complete to duplicate the shift.

e Copyto
Determine the date of the new shift.
e And repeat
Determine whether the shift will be repeated (by day, week, or not at all).
® Repeat Until
If you do select the shift to be repeated, you can select an end date.
e Include extra shifts
If the original shift has extra shifts listed, you can choose to keep these in the new shift or remove them.
o Convert all to extra shifts
Rather than copying the staff members working the original shift, you can decide to open the new shift
to all staff members. This will then appear in “Available Shifts.”
e Copy Budget Targets
Enable budget targets to be copied over.
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e Copy shifts as: You can determine how the shift will be displayed (the same as the original, return all
shift states to normal, lock all shifts, or hide all shifts).

Duplicate Shift

Copy to: v || Apr ¥ || 2021 ¥

and repeat: No Repeat

Repeat Until: v | Apr ¥

Include extra shifts:

Convert all
to extra shifts:

Copy Budget Targets:

Copy shifts as Same status as current shift

‘ DUPLICATE SHIFTS

Once happy with the information, click “Duplicate Shifts”.

In the event that someone from the original shift is unable to work the duplicate due to a clash with an existing
shift, you will be notified. These will not be copied to the new list, so you may want to either create a single shift
(see Creating a Single Shift) or create extra open shifts (see Creating Extra Shifts) to account for the staff.

Duplicating a whole week

You are also able to duplicate all shifts within a given week at the same time. Use the 'Copy Week' button under
the actions menu of the Manage Shift Schedule page.

The options are similar to those shown above.

6.8.7. Creating Additional Shifts

Extra shifts are created and then listed in the “Available Shifts” section for the relevant staff members.

You can create extra, offered, or unassigned shifts directly from the grid view or using the 'Quick Add' section
below the shifts.

You can also create multiple shifts (either extra, offered, or unassigned) under the 'Bulk Create Shifts' page. These
shifts are listed in the “Available Shifts” section for the relevant staff members. Do this under Shifts > Create >
Create Additional Shifts.
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You will be directed to a new page (below) with the information you need to complete to create the extra shift or

shifts.

Bulk Create Shifts

Shift Type

Venue

Shifts Times Quick Fill

Starting on

Ending on

Shift Mode

Shifts task

Barista

Barista

Barista

Extra Shifts

Coffee Hut

25/09/2024 0 1300 O
25/09/2024 B 19:30 ®©
Normal

None v |

@ CREATE SHIFTS

Shift Type - Select whether you want the shifts to be either extra, offered or unassigned shifts.
Venue - Select the appropriate venue.
Shift Times Quick Fill - Enter a time period you want to fill.

Starting/Ending on ... - Determine the start and end dates and times for the new shift.
Shift Mode - From the dropdown menu, select the shift's status (normal, hidden, locked, or hidden and
locked).

Shift task - Select any tasks that need to be completed during the shift.

Skills - Select the skill for which the extra shift is being created. You can select up to three different skills.
Quantities -Determine how many extra shifts for each skill need to be created. If you leave the field blank,
then that skill will not be added to the shift.

Once you are happy with the information, click “Create Shifts”.

You will see a confirmation message that these shifts have been created. You can then click the link to manage the
shifts in more detail (e.g., adjust times and tasks, send the shift to a member of staff, etc.).

6.8.8. Creating Shifts OFf

In the event that you have scheduled too many people for a shift, you can either cancel a particular staff
member’s shift, or create the opportunity for staff to elect to take the shift off.

Select the shift that you want to create the shift off for, then select “Create Shifts Off” from the “Actions”
dropdown.
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You will be directed to a new page (below) with the information to complete in order to create the shift or shifts
that can be taken off.

Create Shifts Off

Shifts within these times 7

Shift Times Quick Fill

Starting on Oth || Apr » || 2022 » |atorafter| 12am (Midnight) » |:| 00 »
Ending on 9th || Apr » || 2022 v |at or before | 12am (Midnight) » |:| 00 »
Venue Venue Uno

Bar Crew v 7]
Bar Crew v 72
Bar Crew v

@ CREATE SHIFTS OFF

Starting/Ending on ... at or after/before: Select the dates and times that are available to take off.
Venue: Select the appropriate venue.

Skills: Determine which skill or skills can be taken off.

Quantities: Determine how many staff members in each skill are available to take the shift off.
Force?: If checked, the staff members who meet this criterion will be forced to take the night off. If

unchecked, then this will appear in their “Available Shifts Off” list, and they can elect to take the shift or
continue to work as scheduled.

Once you are happy with the details, click “Create Shifts Off”. These will then be added to the system and show
in the relevant staff member’s “Shifts Off” list.

6.8.9. Manage Shift Schedule (Schedule View)

This option (formerly Week View) allows up to 6 weeks of shifts to be viewed and managed. There are several
ways to view the shifts, and these provide different layouts and functions.

6.9.1. Viewing options
There are different “views” of the week page:
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Manage Schedule

Venue Uno:
Mon 26th May '25 to Sun 8th Jun '25

VIEWING: HOME STAFF ADD SHIFTS AS: NORMAL

James and the

Events
Peaches (live)

Manic Mondays

Budget
X Extra Shift 7 K i
AN
NN
Aaron Grafton
1225 hrs © -]

Period Including: 26/05/2025

€ PREVIOUS

The Sandy

Warthogs (live) Lollipop

Super Saturdays

EST: £5.00

AR

m]

Sundown
Sundays

@ StaffSavvy

3 NEXT

# CHANGE DATES
=

Jan

Manic Mond
anic Mondays Pec

O
(5
o

e All Shifts - This will list all of the shifts at a single venue for the given week, including unassigned, offered,

and extra shifts.

o Home Staff/Assigned Staff - This will display each staff member based on or assigned to the selected
venue. Each of their shifts will be displayed per day. You can easily add shifts using the green plus icons.
Change between the Home Staff/Assigned Staff options on the venue details page.

o Direct Reports Only -This setting allows managers to see only those who report directly to them. This is
useful if a line manager only manages a small part of a large team and wishes to view only the staff they

manage.

e Quick Edit -This is a different view of the 'Home Staff view' designed to work similarly to Excel. Simply type
in the shift times, and they will be added. Alternatively, you can use the 'Quick Edit' view for assigned staff.

6.8.9.1. Add Shifts as

There is also the option to change the default on how to add shifts. Choose whether to add them as normal,
where shifts can be seen and changed. If you select locked, new shifts will be fixed and cannot be moved. And if

they are hidden, they will not appear until shown.

6.8.10. Venue Groups on Shift Schedule View

When viewing the shift schedule view within a venue group, the shifts will be colour-coded depending on which

venue they are due to take place within. This is the single list venue view.

You can, if required, return to a split view where each venue is shown repeated down the page. This option is in

the line of view options at the top of Shift Schedule View.
You can set the colour for each venue under the Venue Settings.
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Aaron "Aaron L &.20:30-03:00 .7
Grafton
6.00 hrs ]
Alex Cox ¢/ 21:45-03:30 .5 i 22:00-03:30 .3
575hrs ]
Alex Huntley % 20:30-03:00 .3
6.00 hrs -}
21:00-03:00 .7 G 22:00-03:30 .7
|
21:00-03:00 .7
-]

6.8.10.1. Schedule View Settings
In addition to these view options running along the schedule, you have several new options under Settings in the
actions menu.

6.9.2.1. Period Shown

The period shown allows you to select the length of time you wish to view in your schedule (at one time). This
could be five days, which would work for just office hours, or a week, two weeks, or up to six weeks. And then,
slightly separately, you can see a whole month. When looking at these longer views, there is a scroll bar to see all
the dates.

6.9.2.2. Lock Period Start Date

Then, connected to the period shown is the lock period start day. This allows you to lock a specific day of the
week that your schedule will always start on. This is valuable for companies that always work on a week-long
schedule, which always starts on a Tuesday or another weekday. You can set it to always start at the start of the
month. If set to start at the start of the month, you will need to select ‘whole month’ under the period shown.

6.9.2.3. Always Show
There is also the option to choose whether or not you only want to see assigned shifts or if you you want to view
all shifts, including extra, unassigned and extra shifts.

6.9.2.4. Weekly Hours

There is also an additional option to choose the format in which the hours figure on the left of the screen (under
the staff member’s name) is shown. The options include a staff member’s planned paid hours, planned working
hours, planned contracted hours, scheduled hours, or current actual contracted hours.

You can also choose the format in which the hours figure on the left of the screen (under the staff member’s
name) is shown.
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% Filters ~ & Print Week Schedule Copy week  [1 Publish Shifts (Send Notifications) Manage Quick Shift Templates
#° Time Format
Man age Week Week Starting: 09/12/% g Aways Show
Venue Uno: © Actual Contracted Hours @ Weekly Hours
Mon 9th Dec '24 to Sun 15th Dec 24 # Planned Paid Hours [ Events
VIEWING: HOME STAFF SHOWING: ALL SHIFTS ABSENCES: APPROVED ONLY SORT BY: 5TAFF @ Planned Scheduled Hours & Colour Coding
- - - lignore breaks) =
Quick Edit Events Manic Mondays Little Miss Muffet ( Ja ~ Planned Working Hours Super Saturdays Suni
& Planned Contracted Hours
Events Manic Mondays Little Miss Muffet e e e Lolli Super Saturdays Sunc
4 (live) Peaches (live) pop pe 4
Budget
X Extra Shift 18:00-20:00 .7 18:00-20:00 .7 22:30-03:30 |.*
18:00-20:00 .= 18:00-20:00 .=
18:00-20:00 .2 18:00-20:00 .2
18:00-20:00 .# 18:00-20:00 .*
18:00-20:00 .*
18:00-20:00 .2
 ———
Aaron Grafton %4 20:30-03:00 .*
.50 hrs ™
J

Whilst all the options are relatively similar, there are some key differences between each option. These include:

o Actual contracted hours - This is how many hours a staff member is currently expected to do under their
contract. This option considers time entries that have happened and shifts that are planned to occur
during the contract period.

Planned paid hours - These are the paid hours for the shifts in that week.
Planned scheduled hours (ignore breaks) - The scheduled hours to be at work that week. This option
ignores breaks completely.

o Planned working hours - The planned working hours for the shifts. This option ignores any manipulations,
including double time or minimum call time.

o Planned contracted hours - These are the planned contracted hours for that week. This option will ignore
unpaid breaks and pay manipulation rules, but considers contracted time manipulation rules, where some
shifts might be excluded from their contracted hours.

6.9.2.5. Grouping (Formerly sort-by)

Choose whether to sort by skill, single assigned squad, primary squad or alternatively do not sort by grouping. If
you choose to sort by squad, all staff will be arranged via squad. If you select sort by primary squad, staff will be
grouped by their primary squad members, which means that a staff member will be listed under one squad rather
than multiple, helping prevent repeats.

If grouped by skill, this page will then show each of the skills assigned to your venue and the shifts within them
for each day. You can set which skills to display under the Skills tab within your Venue Settings. Any staff member
not assigned a skill or squad (as well as any extra/offered/unassigned shifts) will appear first at the top of the
page.

6.9.2.6. Absences/Non-attendance
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Under these options you can either choose to hide or display whether a staff member has not attended a shift or
has been absent.

6.9.2.7. Staff Availability
Under Staff Availability you can display each staff member’s availability or hide it. If displayed, hovering over a
staff member with good availability there will be a green bar. If there are times that the staff member has

suggested they are not available the bar will come up as orange. Giving you a clear visual reminder of availability
when scrolling through.

The system looks at their holiday, absences, booked absences, planned holiday, and availability and stores the
information in a database to pull it up here.

6.9.2.8. Events

Events includes the option to see a daily summary of events if this is configured in settings.
3 Filters ~ (&) Print Week Schedule [ Copy week  [-1 Publish Shifts (Send Notifications) 7] Manage Quick Shift Templates

/ Time Format »

quqge Week Week Starting: 14/08/ @ Always Show N '
Venue Uno: s romeossanser: (R

¢ Mon 14th Aug '23 to Sun 20th Aug '23 #* Toggle Event Summary

| VIEWING: HOME STAFF SHOWING: ALL SHIFTS ~ ABSENCES: REQUESTED ABSENCES SORT BY: STAFF MEMBER NAME  ADD SHIFTS AS: NORMAL

To view this go to the actions bar at the top right of this page. Then if you click settings and choose events you will
then be able to see an event summary.

6.9.2.9. Time Format
Set whether you want the shift times to be set to analogue or digital format based on personal preference.

6.9.2.10. Colour Coding
Under colour coding, you are able to view each skill or role in different colours.

Manage Week Week Starting:

Mon 27th May 24 to Sun 2nd Jun 24

VIEWING: ASSIGNED STAFF SHOWING: ALL SHIFTS ABSENCES: APPROVED ONLY SORT BY: SQUADS ADD SHIFTS AS: NORMAL

Mon 27/05/2024 = Tue 28/05/2024 = Wed 29/05/2024 = Thu 30/05/2024 =

No Assigned Squad
& Extra Shift & 09:00-17:00 .7 & 09:00-17:00 % & 09:00-17:00 . % & 09:00-17:00 . %

Alison "Ali" Camps
0.00 hrs [

Andy Heather

0.00 hrs [}
Ava Ashurst 09:00-17:00 mi 09:00-17:00 mi 09:00-17:00 mi 09:00-17:00 msi
50.75 hrs © o]
Dinis Brown 09:00-17:00 M 09:00-17:00 M 09:00-17:00 M 09:00-17:00 M
50.75 hrs @ o]
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If you choose to colour code for default skill each staff member’s shift will be colour coded according to their
default skill (regardless if they are working under a different skill for that shift). The other option is that shifts are
colour coded based on the skill that staff member is working on that specific shift.

The colour of each skill is set automatically.

6.8.10.2. Quick Add

Under schedule view you are able to quickly add shifts to a staff member’s schedule. To add a shift in Schedule View
click on an empty space on the schedule and an option to add a shift will appear.

The Quick Add option which will show a drop down of all your saved schedule templates for easy access to add.
Here you will need to add all your shift details.

It is important to note that, depending on what shifts are already scheduled in the system, you can only add a shift
template that does not clash with those shifts.

If a shift is already assigned to a staff member you can assign it to another by selecting the shift transfer button.
Under the ‘change to’ button, you can assign the extra/offered shifts to any suitable staff member or a specific staff
member within a specific group.

Transfer Shift 2

Change to:
The list below shows only those based at the venue who can work bar S mm
crew shifts and shows if they are able to receive the shift.

Any suitable staff

O Aaron Grafton UNAVAILABLE O James Hodgetts Specific staff z»
Adam Kelly MISSING EMPLOYMENT ELIGIBILITY O James Nicholls
Alex Cox ORIGINAL SHIFT OWNER O Jamie O'Grady
Alex Huntley ALREADY WORKING O Jasmin Page
Alex McCallam ALREADY WORKING O Jasmine Sewell
Alex Savage ALREADY WORKING O Jennifer Hayward
Alex Urena Ruiz ALREADY WORKING O Jesica Bailey

@ Alexander Gardner NEEDS 5.00 HOURS O Jessica Crane
Alice Brinkley ON-BOARDING O Jessica Hammerton

O Alice Garvie NEEDS 5.00 HOURS O Jessica Locke

@] Alice Searle NEEDS 5.00 HOURS O Joe lane

M ASSIGN SHIFT

6.9.4. Quick Shift Templates

Shift templates are meant to be common shifts that you can quickly add to your shift. This might be an evening
shift 4pm - 11pm. If you add it as a quick shift template it will appear when you hover over an empty space in the
schedule. You will need to set up a title for your template that will make it easy to recognise, this could be ‘Night
bar shift’. From the manage quick shift templates page you can quickly view, edit and copy templates across your
current venues. When you go to view your Quick Shift Templates (whilst editing under a Venue Group) there is a
copy button. When pressed it will allow you to select a different venue to apply this to.
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They are also helpful for if you have split shifts that you use regularly, selecting this option linked shifts must
always be worked by the same staff member. So this option is great if you have regular double shifts you want to
create.

Quick Shift Templates now includes an option that allows the template to run across the following day. This allows
for multiple shifts that run overnight. It also makes things really clear for the system. Say you are doing a 24-hour
shift; if you were using a split shift, the system might get confused over the order of shifts. However, with our
following day option, you can make it clear which order your shifts will go in.

To use this, first add the first part of your shift. Then add a secondary shift and select the following day option.

An example of this for a 24-hour overnight shift might be 11pm - 8am and then the second shift is 8am - 11pm,
with the second shift using the following day tick box. You will also want to select the linked shift option so the
same staff member works all shifts.

Adding this as a template can be really helpful, like a split shift. Once it is in your templates, you can quickly add
this with one click for an overnight shift (if you are not using the pay item option).

6.8.10.3. Shift Edit Options

Under schedule week view you can quickly add duplicated shifts or copy and paste shifts as well.
To see your editing options, right-click (this might be ‘Control Click’ on a Mac) on the shift you wish to change
(Note - these options appear if you click on a shift directly, not on an empty time block).

Quick Edit Events e Assign
& Edit
Events
® Copy
Budget  cut e5:2000

2¢ Exchange with another Shift

Ratios MINIMUM BREACHED MINIMUM BREACH MINIMUM BREACHED MINIMUM BREACHED MINIMUM BREACHED

1 (® Duplicate as Extra Shift ]

Aaron Grafton
2 )
0.00 hrs ~ ¥ Duplicate as Offered Shift
{ ® Duplicate as Unassigned Shift
Abigail Camps
27.00 hrs © ] i View History
— — ' @ Cancel Shift ;
Abigail Watson m‘ @ 17:00-23:30
18.50 hrs © ] >

The first option is to assign a staff member to the shift. Click to assign to a specific staff member or change to an
offered/extra/unassigned shift. The edit button is still present, and you can edit the details of the shift, including
the time, date, skill, venue, etc.

You can also copy and cut shifts to other times and dates in the week, making it easy to copy over shifts. When you
copy a shift, it will come up with the option to place that duplicated shift anywhere there is a free time block. You
can either paste the shift completely, including the skill type, or change the skill to whatever the default skills are
for the staff member you have assigned it to. This new shift can be added to any other day.

When pasting a shift you are able to over-ride availability/rule warnings. You will still receive a warning pop-up if
the staff member is unavailable to work at that day or time which notifies you if the staff member has set
themselves as unavailable but you can click the override and assign button to proceed with assigning the shift
despite the warning.
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There is also the option to exchange shifts. This allows managers to easily swap the staff assigned to two shifts at
the same time. It prevents warning messages about already working or being over/under hours. The exchange will
be checked to ensure that a staff member will never be in breach of the rules if they are swapped over.

Alex Cox >
0.00 hrs © ] + Add Shift
Alex Huntley { & 20:30-03:00 | fa Paste Shift
oy A AANEREAENN
0.00 hrs & I Paste as default Skill

Alex McCallam
0 00 hrs @ ]

There are also three duplicate options.

o Duplicate as an extra shift
o Duplicate as an offered shift
o Duplicate as an unassigned shift

Simply select the type of shift you want to add, and a new shift will be added on the same day at the same time as
a new shift. Then, you can offer or assign the new shift to a staff member. This is useful if you don’t want to add a
shift to a specific staff member. It also makes it much faster to add many of the same shifts at once on this page, as
opposed to the manage shifts page.

When duplicating an unassigned shift you will see the option to add multiple duplicated shifts, making it quick and
easy to add unassigned shifts to your schedule in bulk.
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RS I
(o Assign
@ Edit
b25 =  Thu05/06/2025 =  Fri 06/06 JlLaKe=SY Mon 09/06/2025 =  Tue 10/
I 3( Cut
|y ) LOHIF MaAnic Mandag
6z L] Duplicate (® Just one more
) | @
L E21. ] ®T
' (® Duplicate as Extra Shift womore | @

(® Three more

(® Duplicate as Unassigned Shift
' (™ Four more

1 View History (® Five more

m ¥ Cancel Shift (® Ten more

Q

Additionally, when there are multiple shifts assigned to a staff member in a single day you are also able to copy
over the whole day of shifts to another day.

There is also the option to ‘view history,” which will show you the shift details, including other colleagues on shift,
the management on that shift, and the shift history, including any changes made to the shift, including who
created the shift, and if changes have been made to shift times and details.

¢ Shift History

(w

Shift times were changed. Previous times were 6:30pm - 12:00am. Changed
at 7:39pm 06/05/2025 by James Hodgetts
View Weekly Preferences Snapshot

_% Shift was transferred to Alexander Gardner from Aaron Grafton at 7:38pm
06/05/2025 by James Hodgetts
View Weekly Preferences Snapshot

(&

Shift times were changed. Previous times were 6:30pm - 12:00am. Changed
at 4:57pm 06/05/2025 by James Hodgetts
View Weekly Preferences Snapshot

You can quickly cancel the shift using the rubbish icon.
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6.8.11. Staff ‘'view only’ access on Schedule View

There is also a ‘view only’ version of Schedule View that allows staff to see their schedule but does not allow
them to make changes or adjustments. It can be found under Shifts > Venue Shift Schedule and has a very similar
layout to Schedule view. For staff to have access to this view the system manager must first allow the permission
to View Full Shift Schedules.

This permission allows staff to view all shifts across avenues, and includes basic absence reporting too. This also
only allows staff to see the shifts scheduled for their own venue to ensure that only relevant information is
provided to staff.

6.8.11.1. Week View Quick Info

You can have quick access to information about the shift in the Shift Schedule view. When you ‘hover’ over the
shift time; skills, venue and events are shown.

Manage Week

All Venues:
Mon 20th Jun '22 to Sun 26th Jun '22

VIEWING: HOME STAFF SHOWING: ALL SHIFTS ABSENCES: APPROVED OMNLY SORT BY: STAFF MEMBER NAME

Role: Duty Managers
Bq

Events The Sandy Warthogs ||

& Extra Shift &l 20:30-03:00 .7

@

‘Venue’ will only come up in quick view info when you are looking at all venues rather than a specific venue. To
change to all venues go to Venue Groups > All Venues.

X
Venue or Venue Group
Venues Venue Groups
5
#K CANCEL

You can navigate to this page via Shifts > Manage Shift Schedule.
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6.8.11.2. Filters

Under Shift Schedule View managers can filter by Squad or Skill. This is in the top left corner and allows you to only
show certain skills or squads. This can be helpful if you are scheduling for a specific group and want to be able to
see these specific members of staff clearly.

6.9. Setting up Cost Codes & Events in bulk

You can configure multiple a whole month of cost codes and event titles on one page under Shifts > Shift
Settings > Additional Day/Shift details.

Within this page, you can also configure multiple codes and events per day.

Additional Day/Shift Details

for Venue Uno during May 2026

Enter the event titles and cost codes you want to assign to each day. The details are automatically saved as you type.

Friday st May 2026 All day - o - 3000.00 James and the Giant Peac Cost A See details
Saturday 2nd May 2026 All day @ - 3500.00 James and the Giant Peac Event Type C See details
X
From lam o v - None set

Event >
Sunday 3rd May 2026 Allday - Super Sundays Cost B See details

Cost Centre >
Monday 4th May 2026 Allday 4 Additional Cost Reference > [ Copy to all future dates ] Cost A See details

: Copy to all empty dates

Tuesday 5th May 2026 All day o v 900.00 Clear this and future dates g Cost B See details
Wednesday 6th May 2026 Allday < o v 900.00 Jane Eyre retelling Event Type C See details
Thursday 7th May 2026 All day o v 1000.00 Poetry night - None set See details

Each day is listed with the Event and Cost Codes columns; only the columns that you have enabled in your
settings will be shown. For example, if you do not use Events then this column will not be shown.
To edit or set a code, simply type it into the box. It will be saved instantly.

To add additional events or codes on the same day then click the plus icon to add a row with a time drop down.
Simply select the time in the drop down for when the new event and cost codes will come into effect.

Any shift that starts after this time will be assigned that event or cost codes. Shifts that start before (even if they
finish after) will use the previous settings.

Additionally, you can copy your budget, event, cost centre and cost reference in bulk using the copy icon. As you

can see in the example above you can copy the information for all upcoming dates or just the dates that have
empty details.
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6.10. Shift Notes

This provides you with the list of upcoming shifts and if there are any notes attached. These may contain details
about the shift, changes, updates, or necessary information. The “Notes” column will show if there is a note
attached to the shift and how many replies are present.

Shift Memos

Monday 20th of April 2020

All staff need to be in clean black shirts, black trousers and black shoes. Please contact your line manager if you do not have any of

these items.

Thank youl James Hodgetts
]
r —
. . L 3
I'm working in the pop wash so can | wear something less smart if not in front of the customers?
WY,
Abigail Watson
.
i

Yes, that's fine Abi. Thank you for checking.

James Hodgetts

Attachment:

Choose file | No file chosen

You can click on any shift and add a new note to it. Click the shift date and then enter the note in the message
field. You can also add attachments as needed.

You can also reply to any existing notes. You'll see who posted the note and when, as well as being able to
remove any of your existing comments or replies. Depending on your permission level, you are also able to
delete other staff member’s responses if needed.

6.11. Creating a Single Shift

You can create a single shift to add to an existing shift or as a new shift entirely.
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Venue Venue Uno M
Shift Times Quick Fill

Date Gth v | Apr v || 2022 ~

Times 7em ¥ |:| 00 v to| 3am v ;| 00~

Shift mode Normal v
Shift task None M
Role Bar Crew g

Select Staff

Staff:

@ ADD SHIFT

Extra Shifts (available for staff to take)

Numiser of shifts

@ ADD EXTRA SHIFTS

Venue
Select the venue where the shift will take place.

Select from the dropdown the appropriate status of the shift (normal, hidden, or locked).
Select whether you want to allow the shift to be changed or you want the shift to be locked.
Select from the dropdown the appropriate task that needs to be completed during the shift.

Select from the dropdown the skills needed to create the shift for.

e Shift Times Quick Fill
Pick a specific date and time for a shift.
e Starting/Ending on ... at
Determine the shift times.
e Postas
e Shift mode
o Shift task
e Skills
e Staff

StaffSavvy Manual for v2026.1.0

Select the staff members to create the shift for. Start typing the staff member’s name and as long as they
match the skill, they will appear. You can add multiple staff members by continuing to type and select
names.

Page 244 of 437 © 2026 SmartBlue



Manual @ StaffSavvy

Once you are happy with the information, click “Add Shift”. In the event that you have selected a staff member
who is already working, you will be notified. If you have entered multiple people’s names into the staff list, the
other members will still be added to the shift even if one or more returns an error.

You can also add extra shifts on the same page; simply enter the number of extra shifts and click Add Extra Shift.

6.12. Staff Member’s Regular Repeating Shifts

Regular Repeating Shifts are shifts that are always assigned to this staff member every week or every rotation of
weeks. The system will automatically add these shifts on a rolling basis several months in advance. You can
change how many months in advance that the shifts are created in the Global Settings.

Manage the repeating shifts under the Actions menu of the staff member’s profile page. You are also able to set
cost codes on regular repeating shifts. This allows you to pre-set the codes so planned shifts, such as
maintenance or office hours, can be set up in advance.

Jq mes H Odg etts's Reg u I ar H ours The shifts listed below will automatically repeat every week for this staff member. The

shifts are created automatically in advance.

Additional Cost

Day Start End Venue Skill Task Cost Centre
Reference

I copy
Monday v 00:00 ® 00:00 ® Artifax: Palace Theat v  Bar Crew v None v - Venue/Ever v

o DELETE

s COPY
Monday v 17:00 ® 22:00 ® Artifax: Palace Theat v Cashier v None v  -Venue/Ever v

& DELETE

@ ADD REGULAR SHIFT

Number of weeks

i i 5 Single Week v

Allows multiple weeks of repeating shifts
Only create shifts outside of these Exception Dates i

. i X X None - shifts are created all year round v
This allows you to only create shifts outside of office closed dates for example
Create on National Holidays? 5 . :

. - k 5 Yes, ignore national holidays v
Still create shifts on national holidays?
Create on organisation holidays

P ‘g e ¥ . Yes, ignore organisation holidays v
Still create shifts on organisation holidays?
Create shifts as... Normal (visible and cover allowed) v
Mark shifts as No pre-confirmation (default) v
Save & Apply Schedule
Apply changes to regular shifts starting from: 24/09/2024
Limit creation of shifts? No limit, keep creating shifts automatically

The shift patterns can be any combination of hours on each given day. You can also set the venue, skill and shift
task for each repeating shift. Repeating shifts can also be set as ‘pre-acknowledged’ or ‘pre-confirmed’. This
would be used if the staff member has been informed externally of their shifts and agreed to them, so online
clarification is unnecessary.
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You can also choose if the pattern of shifts is a single week or multiple different weeks that rotate. Choose how
many weeks and a date that will be in week 1 to set this up.

Number of weeks
3 weeks v
Allows multiple weeks of repeating shifts

Week 1Start Date

e ; 24/09/2024 B
Pick a date that will be in week 7

Only create shifts outside of these Exception Dates B
: ) None - shifts are created all year round v
This allows you to only create shifts outside of office closed dates for example

Create on National Holidays?

Yes, ignore national holidays v
Still create shifts on national holidays? o 4

Create on organisation holidays

Yes, ignore organisation holidays v
Still create shifts on organisation holidays?
Create shifts css... Locked (prevent cover - default) v
Mark shifts as No pre-confirmation (default) v

You are also able to configure if the system should take notice of exemption dates (perfect if you are an
organisation with term times), create shifts on national holidays and/or organisation holidays.

When saving, you will be asked to confirm a start date for these shifts. The system will then add the shifts from
this moment onwards. The system will then continue to add the shifts months in advance. You can see how far in
advance the shifts are created under the Global Settings options. You can, if required, also set an end date for
the shift pattern. This will limit how long the shifts are created for and is most suitable for fix-term contracts or
shift patterns that are reviewed at regular periods.

Note: the shifts should be created far enough in advance that they will cover all holiday requests. Deductions on
holiday allowances are made based on the shifts a holiday request affects. If the regular shifts have not yet been
created for the holiday request period then no deductions will be made automatically (they can be manually
added later).

The start date can also be used if the staff member’s regular shifts are changing on a specific date. Simply enter
the change date and the previous pattern up to that date will be maintained. Existing regular shifts after the start
date will be removed and new regular shifts added.

6.13. Cost Code Management

Cost codes are a powerful tool to segment and report on different shifts and time entries using up to four
different codes. Each of the four codes can be used for completely different purposes; e.g. promotor code, cost
centre, tax claim code and more. Within each cost code, you can set it to be any value (e.g. type anything you
need) or choose a value from a predetermined drop down of options.

The predetermined list of cost codes makes it much easier and less error-prone to manage complex codes. In
addition, this option allows for a label to be set along with a different physical code used for reporting. You can
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also set a “start” and “end” date on each of the codes so they are only available to use for a shift or time entry
taking place between those dates (they can only be used for a show during its production run for example).

Turn on our cost codes, set their name and choose if cost codes are entered as free-text or from a list under the
Cost Code configuration settings in global settings.

To set up or import the available cost codes, use the Manage Cost Codes under System > Configuration >
Manage Cost Codes.

4 Import using CSV

Organisation Pre-defined Cost Codes

Manage: Additional Cost Reference

Please note that adding, changing or removing dates will only affect new shifts or updates to existing shifts. Changing dates
here will not automatically cancel or reinstate shifts. It will also not automatically change approved holiday deductions. Try to

update this list at least a year in advance.

Code Title (Optional) Active From Active Until
4919493d)j B Cost B Always Forever ¢! DELETE
sdfsdfdgf Event Type C Always Forever ! DELETE
30459393 Cost A Always Forever o DELETE

® ADD A CODE

= SAVE CODES

Shifts and time entries can now have cost codes configured directly on them at any time and you can allow staff
to set their own cost codes when clocking in or during their shift.
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Edit Shift %
Millie meyer on Thu 24th February '22
I 20:30 ®
End 03:30 ®
Role Duty Managers Bar v
Venue Venue Uno v
Task No Task v

Cost Centre: - Venue/Event Cost Centre v

- Venue/Event Cost Centre
Cost A

Cost B

Event Type C

Additional Cost Reference:

Additional Details

Cost codes are also now able to be displayed on unprocessed pay and printable time sheets.

OPEN ALL/CLOSE ALL

Aaron Grafton (Aaron L)
Alex Cox
Alex Huntley

Alex McCallam (walshie)

® 17/02/20Mon 8:00PM 3:30AM 7h 30m +7h 30m 39459393 Bar

Lt

® 24/02/20Mon 10:30PM  3:30AM Sh Om +5h Om sdfsdfdgf Bar

® 02/03/20 Mon 9:45PM 3:30AM  5h45m +5h 45m

With predetermined cost codes, you can manually add them or you can use the import format using CSV. This is
available using the Import link in the Actions menu on the Manage Cost Codes page. The import page provides a
default format you can download to upload back into the system.

Cost codes have their own dedicated report but can also be included within payroll exports and other reports.
This can be found under Reports > Time entries & Pay.
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6.14. Reports

6.14.1. Daily Schedule.

This page provides you with information about the upcoming shift - who is working, their team, any tasks, notes,
and the shift times. Using the Actions menu, you can select another shift or a previous shift.

6.14.2. Availability Report

This report shows your staff availability in detail down to every 15 minutes for any number of weeks. This can be
navigated via Reports > Staff Reports > Staff Availability Map.

Availability Report

Report Date: 16/05/2022 (4

Number of weeks: One Week

Detail: 30 mins

Venue: Venue Uno

Role: Bar Crew v Default Role Only

From here you can create a report specifying:
o The length of block

The number of weeks

The level of detail needed

The venue you are interested in

The skills you are wanting to fill
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Weekly Availability Report allows for flexible options; you can choose the duration to view (anything from a single
day to a full month). You are also able to choose a specific start date rather than a fixed week view.

The skill selection is multiple choice and will show each skill down the page and allow staff to be displayed in
multiple skills at once.

This report also has two levels of detail; the original complex level that will look at contract limits, rest periods and
more for every hour (and is very slow) and a new faster option to get general availability.

This general availability will look at contract dates, required documents, work eligibility documents, booked
holiday, planned absences, availability preferences and planned shifts. It is designed to provide a quick and easy
view of general availability across the team.

Availability Report Period | 4Days v
2 Roles at Venue Uno:
Thursday 21st September 2023 to Thursday ~ Vs"u¢ Venue Uno v
21st September 2023
Roles Duty Managers Bar, Duty Managers Door  »
Speed of L
Fast General Availability Check v
Report

Starting: 21/09/2023 |

Duty Managers Bar
Staff

Aaron Grafton All day:

Unavailable (can be
Alex Huntley

Alison Camips
Daisie Searle
Daniel Bailey

Elanor Savva
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AVAILABILITY REPORT

12AM 2AM 4AM 6AM 8AM 10AM 12PM 2PM 4PM 6PM 8PM 10PM

Mon 4th Jun
Tue 5th Jun
Wed 6th Jun
Thu 7th Jun
Fri 8th Jun
Sat 9th Jun
Sun 10th Jun

The report can show up to 12 weeks at a time and will show availability in a range of colours from green (100%
available to red (0% available). You can choose the duration to view (anything from a single day to a full month).
You are also able to choose a specific start date rather than a fixed week view.

You can hover over each block to see the percentage figure plus the actual number of staff available. The report
takes into account holidays, weekly preferences, employment eligibility expiry dates, skill requirements and any
other factors that would prevent a staff member from working.

The size of the blocks will be dedicated by your venue settings for staff availability (e.g. if they can set it down to
15 minutes then the report will do that too).

6.12.3.1. Salary History Report

This provides you with a salary record for previous salary. Salary records are now separated from contract records
S0 you can issue salary increases or changes without having a new contract record added to that account.

Salary History

Sam howes

Permanent (Monthly)

01/09/2016 £10,000.00

6.14.3. Covershift Requests

This provides you with the full list of available covershifts. These are either extra shifts, offered shifts, or shifts
that people have requested cover for. This can be found under Shift Reports.

Cover Requests

. DETAI ™ Gl = WHO COULD COVI J 7y @ NIGHT Ol
Wed 18th of May Uno 8:30pm 23001 DM Bar illie . SHIFTS DETAILS IVE SHIFT H UL ER? EXTERNAL STAFF NIGHT OFF

® DETA G B WHO COULD COVi , A @ NIGHT O
Fri 20th of May Uno 8:30p 3:30a DM Bar Millie . SHIFTS DETAILS IVE SHIFT H UL ER? EXTERNAL STAFF NIGHT OFF
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To click shift details to see who else is working that day and any shift tasks.
There are 5 actions that you can take:

e Give Shift:
This provides you with a list of staff that are able to work that shift. By selecting a staff member and
clicking “Send Shift”, they will be alerted via text. A confirmation message will appear to confirm that
you have assigned that shift and it will be removed from the list.

e Who could cover?
This provides you with a list of all available staff that could cover the shift. Rather than immediately
assigning the shift to a particular person (shown in “Give Shift”), here you are able to contact varying
staff members to see if they are happy to cover the shift. If they are, you can then assign the shift to
them via “Give Shift”.

e External Staff
You are able to give the shift to someone that is not on your staff list, such as someone borrowed from
another workplace or someone doing a trial shift. Enter the name of the person that you are giving the
shift to and click “Take Shift”. The shift will appear in the shift calendar for that date.

e Cancel
You can cancel the covershift if necessary. This is only applicable for extra shifts, unassigned shifts or
offered shifts.

o Night Off
You can give a staff member the night off if they have requested cover and you no longer need them to
work. The shift will then disappear from their “My Shifts” list.

6.14.4. Shifts Off List

This shows the list of untaken shifts off.

If the night off is forced the shift will be assigned to relevant staff members if they are not taken by choice.
If the night off is not forced the night off shift can either be removed or given to relevant staff members.

6.14.5. Shift Listings

Here you can select to view a report of the upcoming shifts. You can control the following features in the report:

e Report Period
Select the time period for the shift report, chosen by hours (next 24) days (next 7, 14, or 30), or between
a date and time range.
e Report Options
Choose to include untaken extra shifts or hidden shifts in the report.
o Report Skills
Select which skills you’d like included in the report. By default, all skills are selected.

Then click “View Report”. You can now see a quick summary of the upcoming shifts, the staff members, their

team, their tasks, and their shift times. You can also navigate directly to the shift details page by clicking on the
shift times.
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6.14.5.1. View Across Primary Venue Group

This option adds a special permission called “Shifts Schedule Listings Report: primary venue group”. This
permission automatically adapts the Shift Listing report so it will show all shifts across the staff member’s current
venue’s primary venue group.

For example, you might have a team who work in a part of a building. You do not want them to have access
across all venues within the building however you wish for them to be able to view a report that shows them all
the staff working in the building.

This permission can be granted to all of the venues assigned to the same primary venue group.

To use: set primary venue group(s) for the venues you wish to have this access.

Grant the “Shifts Schedule Listings Report: primary venue group” permission to the access levels you need.
They do not need to have access to all the venues in the venue group; they'll be able to see the shifts across the
group but not be able to edit them or view reports.

6.15. Shift Schedule Creation

6.15.1. Summary

The schedule creation tool allows you to easily plan and populate shifts using your staff availability and skills to
meet your staffing requirements.

Templates contain the times, skills and tasks that you need for that template. They can also contain named
individuals or unassigned shifts but the majority of the templates will be for shifts that the schedule creation tool
will assign to staff members.

Once you have a template, you use the schedule creation tool to plot your templates onto the calcular. You can
repeat templates as many times as you need and you can combine different templates on the same day. For
example, you might have a weekday template which is the same every weekday and then also have a Friday
afternoon template that you add just on Fridays to give you some extra staff. Both the weekday template and the
Friday template will be combined when scheduling that day.

Once this is all scheduled then you will preview the shifts. The system will then attempt to fill your entire
schedule with staff based on their skills and availability. You are able to see the shifts and review the template at
this stage. If you are happy with the plan then you can convert the preview shifts into real shifts that you can

then edit as normal.

You can re-generate the preview shifts as many times as needed and each time might generate different results.

6.15.2. Manage Templates

You can create templates for shifts to save time when scheduling your staff members.
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6.15.2.1. Creating New Templates
To create a new template, click the “Actions” button in the right corner of the menu then select “Create
Template”.

There are various options:

o Template Title
What the template will be called.

e Category
This allows you to group the templates together and only view that category.

e \Venue Specific
Templates can either be a single venue (e.g. the shifts are created in the venue that the template is
added to) or they can be multi-venue (e.g. you choose in the template where the shifts will be worked).

e Multiple Day Template
This allows the template to have shifts across multiple days. To see more how to use multi day templates
click here.

e Template Owner
Where the template should sit for administration purposes.

e Share Template with other Venues
Can other venues use your template in their schedules (useful for single venue templates).

e Quick Add
Choose some of your most common templates that you can then quickly click and add to the schedule
directly.

e Match To Existing Shifts
With this option on, the system will match the templates to existing shifts. Only if the shift does not
already exist, will it be added. This allows shifts added as repeating shift patterns to be included in these
templates.

The template will be added to the list. You can either keep the template just for your current venue or allow the
template to be shared to other venues.

6.15.2.2. Creating New Templates from Shifts
Rather than creating a new template from scratch, you can select to create a template from an existing shift.

Click the “Actions” button in the right corner of the menu then select “Create Template from Shifts”.
This shows you a popup that allows you to provide the new template with a name and to select the shift that you

would like to convert (to select, click the “Convert” button). You are also able to choose whether you require the
staff skills or the exact staff to be imported into the new template.
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Select Shift To Convert

Template Name

Import mode ® Stoff Roles O Exact Staff

SEE PAST SHIFTS [

Date Day Shifts

9th of April Thursday 15 #¥ CONVERT
10th of April Friday 3 %% CONVERT
1th of April Saturday 28 %% cCoNvERT
13th of April Monday 25 %% CONVERT

15th of April Wednesday 12 %# CONVERT

16th of April Thursdary 6 %} CONVERT

If you click “Convert” before you give the template a name, it will still be added to the list under the name
“(untitled)”. Clicking the pencil icon on the template list will allow you to edit the name of the template.

6.15.2.3. Managing the Template
To manage your new template, or to adjust an existing template, click “Manage”.

e Populate shifts by skills
Select whether you want to place “Certain Staff” into the shift or staff who are members of a particular
team. “Certain Staff” allows you to select specific staff members to add to the schedule. If you select
“Members of ...” then those added will be those who have this as their default skill.

e Skills for shifts
Specify which skill you are wanting to fill for the shifts.

e Staff
This will only show if “Certain Staff” have been selected from the “Place Type” dropdown. Here you can
select the staff members that you require for the shift.

e Task
Specify which task you want to be undertaken during the shift.

e Number of Spaces
This will only show if “Members of ...” has been selected from the “Place Type” dropdown. Select the
number of spaces that you want to create from that member list.

e Skills
Determine the skill that you want to create the space for.

e Start/End Times
Select the shift times.

e Task
Select the appropriate task that needs to be completed during the shift by that skill.
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e Fill Options
Determine how that skill is to be assigned. Equal shift spread is the most common as this will try to
provide all staff with an equal number of shifts.

Once you’re happy with the information, click “Add to Template”. This will then add the information to the
bottom of the template.

Keep going until you have completed your template as needed. Within the template table, you will see the
details of the shifts as you have added them:

Equal Shift &
2 x Duty Managers Bar & DM Bar & 8:.00PM & 330AM @ & 4 X - q =) 51|
Sprea

2 x Duty Managers Bare DM Bar & Z30AM & 4:30AM & & 5

e Staff Member/Fill From Skills
Where should the staff come from to fill this requirement. This might also state extra shifts, unassigned
shifts or offered shifts; these all mean they will not be populated with specific people)

e Shift Skill
The skill that the shift will need.

e Venue (if a multi-venue template)
Where the shift should be worked. If this is not shown or it’s set to [schedule venue] then this is where
the template has been added to the scheduler.

o Task
Shift task (if assigned). You can edit this using the select boxes on the right and the bulk update options
below the table.

e D.S.
Default Skill Only. The default role is disabled by default when adding new lines to a schedule template.
When enabled, only staff with the “fill from skill” as their default skill will be used. This means that
supervisors who might have both the supervisor skill and the non-supervisor skill will not be placed into
a shift that requires the non-supervisor skill. You also have the option to prioritise the staff who are
available with the skill as their default, but if you run out, then use any available staff who can work in
that skill. See the Default Skill section for more details.

e Split
Enabling this option will tell the system to fill the requirement with multiple people based on the shift
splitting rules (under your Venue Settings) and who is available to work. It allows for a long requirement
to be entered and the system allocates them between different staff. See Automatic Split Options for
more details.

e Fill Method
Determine how that skill is to be assigned. Equal shift spread is the most common as this will try to
provide all staff with an equal number of shifts.

o Random

This will use a completely random order to choose who should work each shift. This will not
provide any equal allocation or fair schedules. It’s suitable to add an element of randomness into
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a schedule that is very repetitive. In these cases, use it on one or two rows of a template to add
the random element.

Least Upcoming Shifts

The staff who have the least shifts scheduled in the future will be assigned first. This won’t look
at the number of hours, just the number of shifts.

Equal Shift Spread

This will look at the number of hours working for the last few weeks and into the future. The
system will then try to allocate the same amount of hours to all staff. This is the most common
and most useful method.

Most Shifts Worked

The staff who have completed the fewest shifts over the last few weeks will be assigned first.
Least Shifts Worked

The staff who have completed the fewest shifts over the last few weeks will be assigned first.
String of Similar Shifts

This will prioritise the staff who worked the same shift (skill and times) the previous day. This is
intended to help staff have a series of shifts at the same time before changing; e.g. a string of 4
nights before changing back to days. This should be used along with a Contract Restriction to
prevent too many shifts being worked in a row.

Alphabetical (A-2)

Work down the list of staff alphabetically.

Alphabetical (Z-A)

Work up the list of staff alphabetically.

Alphabetical Alt. (A-Z)

Work down the list alphabetically, skip every other staff member. Then return and go through all
of the skipped staff members. This is useful to mix teams up who often use the Alphabetical
option.

Alphabetical Alt. (Z-A)

Work up the list alphabetically, skip every other staff member. Then return and go through all of
the skipped staff members.

Linked Shifts
The chain icon allows you to add a linked shift. Linked shifts must always be worked by the same staff

member so it keeps them together throughout the scheduling process and any future shift
swapping/transfers. Read more about Linked Shifts.

To make any changes to the existing schedule, check the checkbox in the row of the staff member or skill that
you would like to change and use the box at the bottom to adjust the start and end times, skills, and tasks, then

click “Change”.

6.15.2.4. DS (Default Skill)

DS stands for Default Skill. This is an additional refinement on which staff should be used to populate the shift.
With this checked, only staff that have the fill from role set as their default role. So only the staff who primarily
work in this role rather than any staff member with the role assigned.

When disabled, the system will use any staff member with the fill from the skill assigned.

This also has an additional mode which is shown as a green tick with a plus ( %% ). In this mode, the schedule tool
will assign default skill members first. If none are available then it will expand to include all members of that role.
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6.15.2.5. Automatic Split Options

The split option allows the system to split the set shift times into smaller shifts around staff availability. The
settings for how the shifts are split are contained on the Venue Settings page and there you can set max & min
lengths for the shifts. StaffSavvy will use the requirements in the split shifts to give out the shifts to the staff who
need them most based on the fill method.

AT 4

The split up option finds a staff member for the first part of the shift (based on your priority to receive shifts) and
then increases the length of shift up to the maximum duration.

It is very good at providing lots of staff with different shifts and ensuring staff all receive their hours. However, by
its nature, it encourages shifts to be split between multiple staff members.

The split down option allows the system to try and assign the whole shift to a single staff member and only split
the shift if they cannot complete the whole shift. In this instance, the shift will be split at the point in time they
can’t continue to work or at the time that means each part of the shift is at least the minimum length. The
system will then search for someone to fill the remaining shift and only split it further if no one can work the
remaining portion.

It’s much more suited to trying to fill the shift with the same staff member and only splitting it further if no one
is available.

END TASK DR SPLIT FILL METHOD
i 11:30FPM i & o b4 Equal Shift Spread i
& 1T.30PM & & o ! ] Equal Shift Spread &
i 11:30FPM i & ¥ & Equal Shift Spread i
& 1T.30PM & & o : ] Equal Shift Spread &
o 1:30PM [ & X : ] Equal Shift Spread i
i 11:30FPM i & o & Equal Shift Spread i

The split option will create different shift combinations to fill the overall staff requirement.

6.15.3. Multi day scheduling

The Multiple Day Template allows you to create schedule templates that run across multiple days and place them
with a single click. This opens up a considerable number of options for scheduling further in advance. You can
create a week's worth of shifts with a single template. You could make a weekly rolling pattern and schedule it to
roll for three months or a fourteen-day rolling pattern. The endless possibilities allow you to organise your
scheduling well in advance and create precise schedules.
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To use this new feature, you must enable the ‘Multiple Day Template’ option when creating a new template;
otherwise, you will only be able to add shifts for a single day. Then you will be taken to the next page, where you
typically add shifts and build up your template. You will now see a new option below the ‘Add to Template’ section.
Once you have added a shift to your template, you will see a new first column called Day. When you select the
pencil icon, you can choose whether the shifts just added will be for Day 1, Day 2, Day 3, etc. Once you have
decided which day these shifts will be added, make sure also to press the save button so that your template will
save and reorganise.

This new option is helpful with a fixed template structure and schedule. It also allows you to build a whole week of
shifts on the same page. You can see all the shifts you add and have direct control over what is added to the
template. It helps if you don’t want to move things around in your schedule.

As it is a bigger schedule, it requires more organisation. Our other templates were designed to be repeated or used
in tandem with other templates. With this template, you can create a template for several days at a time, all the
way up to 100 days.

6.15.4. Manage Schedule

This is where you can add the templates previously created to a schedule. This is under Shifts > Schedule
Creation > Manage Schedule. These templates can be repeated on an ongoing basis, determined by the number
of days or weeks until a certain date. The templates can also be used without repeating for special or irregular
events.

At the top of the page, select the template, date, repeat pattern, and repeat until date and then click “Add”.
These will then show in the calendar below. More than one template can be added to a particular day, allowing
you to build up staffing as needed.

We have various different repeating options for templates, including repeat on certain days of the week, repeat
every couple of days and many more. New repeat options for the schedule tool include repeating shifts from
Monday through Thursday. You can also choose the weekday option or the weekdays plus Saturdays option. This
update provides more options and combinations for scheduling that might suit your needs.

If your templates have been set to “Quick Add” then you can hover over the day to see a green + icon. Clicking
on this will allow you to access the quick templates.

Page 259 of 437



@ StaffSavvy

WED THU FRI
1 & 9 9 3 &
Ground Floor 600 i Gig 400 i Standard Friday (Lollipop i
event)
8 Y9 9 10 o
Ground Floor 600 o Standard Friday (Lollipop o
event)

You can choose either to schedule each venue separately or you can use the Venue Groups to manage multiple
venues at once. Use the action menu to choose the ops group to manage.

If required, you can clear all templates from your schedule under the Actions menu on the month view. This
allows you to start afresh.

6.15.4.1. Calendar View
This is the default view and will show you the given month in a calendar view.

You can view Event titles and cost codes on this page by using the options on the right.

It displays the templates that are assigned to each day of the month. You can click the X to remove them from
the template and click the title of the template to go straight to the template to edit it.

The system will also check and warn of problems in the templates used. The warnings are displayed as red
exclamation marks next to the templates affected. Hover over the icons to see the reason.

If you are viewing a venue group of values then each venue will be listed and the templates shown for those
assigned that day. Event titles and cost codes can be turned on and off from the top right of the page.
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Coffee Hut
Coffee Cart Week Day &7

Coffes Hut
Coffee Cart Week Day &

Coffee Hut
Coffee Cart Week Day &~

Coffee Cart Week Day &7

Coffee Cart Week Day &7

Venue Unc Venue Unc a Venue Unc a
The Sandy Warthogs (live) Little Miss Muffet (live) James and tha Peaches (ive)
Gig 400 & Downstairs 800 & Gig 550 &
Coffee Hut Coffee Hut Coffes Hut

Coffee Cart Week Day &7

Venue Uno a Venue Uno a Venue Uno @
The Sandy Warthogs (live) Little Miss Muffet (live)
Gig 400 & Downstairs 800 &
Coffes Hut Coffes Hut Coffes Hut Coffee Hut

Coffee Cart Week Day & Coffee Cart Week Day &7

Venue Uno [+ Venue Unc [+ ]
Manic Mondays James and the Peaches (live)
One Monday & Ground Floor 600 &

6.15.4.2. List View

Coffee Cart Week Day &7

Venue Uno

The Sandy Warthogs (live)

Downstairs 800 &

Use the button on the left above the calendar to change to the List View.

Coffee Cart Week Day &

Vanue Uno a
Little Miss Muffet (live)
Gig 550 &

This view is ideal to see further details about the templates or to view multiple venues at the same time. Each

venue will be displayed across the top of the page.

Like the calendar view, you can toggle the display of the Event titles and cost codes using the options on the right

of the page.

You are also able to enable a template details option. This will show a summary of the skill requirements by shift

times. It makes it easy to see how the day is scheduled.
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02/06/2020
03/06/2020
04/06/2020
05/06/2020

06/06/2020

Coffee Hut

Coffee Cart Week Day

Coffee Cart Week Day

Coffee Cart Week Day

Coffee Cart Week Day

Coffee Cart Week Day

6.15.4.3. Day View

Manual

June 2020

Venue Uno

Manic Mondays
One Monday

%
The Sandy Warthogs {live)

' |
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|'.:~
o
S

Little Miss Muffet (live)
Downstairs 800

James and the Peaches (live)

e o

:@ &

3 ‘g

T o
¥

v @ gy © o ©  ©  © o ©

Standard Friday (Lollipop event)

Super Saturdays
Saturday Sold Out

(@) staffsavvy

< MNEXT

Use the button on the left above the calendar to change to the Day View. This will show the templates across the
venue/venue groups for a single day.
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€ PREVIOUS MONTH June 2020 3 NEXT MONTH
HEEBEREHBHEREEEE - BERERBEIEIEIEIRAEIRE - E1IE
Coffee Hut

® Coffee Cart Week Day
7:00am - 3:00pm Barista x 2
7:30am - 1:00am Barista x 2
2:30pm - 6:30pm Barista x 1

Venue Uno

Estimates sales Target: £833.00  Stoff Target: £124.95  Cost Estimate: £132.00  (JSREIBEED | mesuswrcoss

Manic Mondays

¥ One Monday

8:30pm - 3:00am DM Bar x 3
8:30pm - 4:00am DM Bar x 1
%:00pm - 3:00am Bar x 10
10:30pm - 3:00am Bar x 10

You can choose which day to view within the month at the top. Days in green have templates assigned to them.
Days in red have event information added but no templates yet assigned.

The view allows for detailed budget information to be shown along with detailed event details if provided.
6.15.4.4. Customised Templates

If required, you can bespoke a template for a single use. This allows you to make adjustments to times or skills
for one-off instance instead of creating a completely different template that you won’t use again.

To set this up, simply click on the template title on the calendar page or list page. You will see the option to
bespoke the template.
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Coffee Hut Coffee Hut
8 Coffee Cart Week Day & 9
Venue Uno @
Venue Uno .@. Super Saturdays
Lallipop 17.09%
16.5% Saturday Sold Out &
Standard Friday (Lolipop &
event)
&7 Edit Template
98 | &# Customise Template offee
¥ Remove Venue Uno @
- Super Saturdays
Lolipop
% Saturday Sold Out &
Standard Friday (Lolipop &

avent)

This bespoke template will automatically be deleted when it’s no longer needed. You can convert the bespoke
template to a real template (so it’s always available) but do this before the preview shifts are converted as the
bespoke templates will be deleted once the shifts have been converted.

6.15.5. Preview Shifts

Once you’ve determined your schedule, you can preview the upcoming shifts. Click the “Actions” button in the
right corner of the menu and select “Create Preview Shifts”.
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© Prioritise Minimum Contracted Hours: Prioritise Contract Hours & Shuffle Shifts To Fill Contracted Hours v

First template

© Schedule Dates (inclusive) to

Last template

VIEW FEWER OPTIONS

@ Assign shifts in order of: Start Time (early first) v
© Staff Venues: Use any staff if they have access to the venue v
© Ensure a gap between generated shifts of: No required space between preview shifts v
@ Maintain linked shifts Keep them linked: the same person must be assigned to all linked shifts v
© Fair Rota Logic Total number of upcoming shifts from today v
@ Unable to Fill Shift? Create Extra Shift (staff can choose shifts) v
© Time Off/Holiday/Absence Requests Only honour approved absences v
© Travel Times Grouping No grouping; all travel times are equal v
© Max Travel Times No maximum travel time v

Before the shifts are created to be previewed, you will be asked to confirm a few options.

Prioritise Minimum Contracted Hours
When enabled, this will temporarily ignore your fill options when creating a shift schedule. It will
automatically review all staff members eligible to work each shift in the schedule. If a staff member has
not yet been assigned the minimum hours then the system will attempt to assign them to that shift.
Restrictions such as holiday, weekly preferences, skill requirements and other shifts might prevent them
from being assigned but they will remain a priority until their contracted hours are met.
Once all minimum contracted hours are met then the shifts will be assigned based on the fill options set
on the template. This option can also enable Shift Shuffling.
o Prioritise contract hours and shuffle shifts to fill
This option will first prioritise contracted hours and might have to shuffle shifts around to make
this work.
o Prioritise contract hours (no shuffling)
This option will prioritise contracted hours and will fill these first but will not shuffle other shifts.
o Prioritise contract hours and shuffle shifts to fill
This option will not prioritise based on contracted hours.
Schedule dates
Choose to schedule your dates between the lengths of your earliest and latest templates or pick specific
dates. This option is also useful as it allows you to only generate part of the schedule. It’s perfect if you
have scheduled several weeks or months but you want to only generate part of it at the moment. You
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can always generate the remaining scheduled templates later.

Assigning Shift Order

o Start Time (Early First)
This option is the default and is the original method. This will assign shifts in the order they will
appear on the schedule. This means any unassigned shifts are more likely at the end of the day
(as the early shifts are filled first).

o Start Time (Late First)
This will assign shifts in reverse order to how they appear on the schedule. This means any
unassigned shifts are more likely at the start of the day (as the later shifts are filled first).

o Skill/Role Order
This order will use the order of skills/roles that you have configured when creating and editing
the skills/roles. This allows you to populate some skills/roles first regardless of when the shift
will take place.

o Week days First
This will assign shifts for Mondays to Fridays first before assigning shifts for Saturday and Sunday.
This means you are more likely to successfully fill shifts mid-week. It’s useful if you have more
staff available on weekends as it will ensure those who can work mid-week are assigned first.

0 Weekends First
This will assign shifts for Saturday and Sunday first before assigning shifts for Mondays to Fridays.
This means you are more likely to successfully fill shifts during the weekend. It’s useful if you
have more staff available on week days as it will ensure those who can work weekends are
assigned first.

o Weekends Evenings (6pm+), the Evening Shifts (6pm+), then everything else
This will assign shifts for Saturday and Sunday evenings first, then it will fill all other evening
shifts before assigning shifts for the rest of the week.

o Wednesdays & Fridays First
This will assign shifts for Wednesday and Fridays first before assigning shifts for the rest of the
days of the week.

o Wednesdays & Saturdays First
This will assign shifts for Saturday and Wednesday first before assigning shifts for the rest of the
days of the week.

o Random order
This will assign shifts in a random order if you want shift assignment to be randomised.

Staff Venues

This option allows you to prioritise staff that have the relevant venue as their base venue. You can

choose to prioritise staff based on venue or use any staff who have access to the venue.
Gap between shifts
This is an additional option on top of any contracted rest periods that allows you to force the schedule

logic to provide additional spaces between shifts. This is useful to prevent staff working in two places

within one day for example. Gaps between shifts can be as little as 15 minutes and go up to 75 hours. In

addition to hourly gaps, options now include 15 minute increments (e.g., 30, or 45 minutes and so on).

Note: this is only for the purposes of scheduling the shifts in this tool. It won’t prevent staff from taking

shifts. You will need contract restrictions to enforce that rule.
Maintain linked shifts
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If you are using linked shifts in your schedule, set whether or not you would like to keep them linked.
This would mean the same person must be assigned to all linked shifts.

e Fair Rota Logic
This new function dictates what data the system will use to decide how to fairly assign shifts (such as
when you are using the assign equal shifts method) based on what shifts and hours are already in the
system. The options include drawing from the number of shifts in the system (You can look at the shifts
for that month, that week all upcoming shifts or only shifts selected within the preview dates), or to
process via number of hours (Hours options include; hours from that day, the week, the month, or all
hours within the preview dates).

e Unable to Fill Shift
What should the system do if it cannot find a staff member to work a shift? It can simply ignore it (and
tell you), create extra shifts (which will be available for staff to take themselves), create offered shifts
(staff offer to work it and managers make the final decision) or create unassigned shifts (which you need
to allocate manually).

e Time Off/Holiday/ Absence Requests
Choose whether to take into account holiday and absence requests or to only consider approved
holidays and absences.

o Travel Times Grouping
What

e Max Travel Times
What

If you are happy to, click “Process Schedule”. You will be asked to confirm whether you would like to generate the
preview at this time - as it can take some time to load.

A confirmation message will appear saying how many shifts have been created and if there were any issues in
the creation of the preview. Click “Display Issues” to see more information here.

Click “View Preview” to view the new shifts. In the Summary view, this shows you the number of shifts that have
been created for staff members and their total hours to be worked.
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Shifts Previewer

View: IEllylnteld"leEigiteiidulle =@ Staffing Summary | Caolendar

4% RE-GENERATE PREVIEW SHIFTS CONVERT TO REAL SHIFTS

Staff Member g2 Total Shifts e Total Hours (excluding breaks) (5]
Jake Bailey Q 3 4650

Jesica Bailey Q g 46,25

Sam barnsdale Q g 49.50

Constantine Bennett Q s 31.75

Peter Bollons Q o 53.25

Charlotte Boyton Q s 25.00

Edward Boyton Q g 43.25

Grant Brandum S 32.50

Megan Brandum Q g £42.50

Alice Brinkley Q9 49.50 | CONTRACTREQUREMENTSMET
Gabrielle Brookes Q 9 4675

The calendar view shows you how many shifts have been assigned to which days. Clicking on the Details link on
any day will show you the shift summary for that day.

PREVIOUS

June 2020

NEXT

MON TUE WED THU FRI SAT SUN
Venue Uno Venue Uno Venue Uno Venue Uno Venue Uno Venue Uno Venue Uno
Maric Mondays The Sandy Warthogs (ive) Little Miss Mufet (ive) James and the Peaches (ive) Lolipop Super Saturdays Sundown Sundays
8:30pm - 3:000m &00pm - T:30pm 8:30pm - 330am £00pm - T:30pm 8:30pm - 330am 8:30pm - &:30am 7:00pm - &30am

3 x Duty Managers Bar
8:30pm - 4:00am

1x Duty Managers Bar
9:00pm - 3:00am

10 x Bar Crew
10:30pm - 3:00am

10 x Bar Crew

1x Duty Managers Door

1x Duty Managers Bar

2 % Bar Crew
&45pm - T1:30pm

1x First Aid
7:30pm - T1:30pm

3 x Bar Crew
8:30pm - T:30pm

3 x Bar Crew

1x Duty Managers Door
1x Duty Managers Bar
2 x Bar Crew
9:45pm - 3:30am
1x First Aid
3 x Bar Crew
10:00pm - 3:30am
1x Cloakroom
10:30pm - 3:30am
11 x Bar Crew

1x Duty Managers Door
1x Duty Managers Bar
2 x Bar Crew

&45pm - TE30pm
1x First Aid
2 x Bar Crew

730pm - T130pm
4 x Bar Crew

1x Duty Managers Door
2 x Duty Managers Bar
2 % Bar Crew
9:45pm - I30am
1x First Aid
5 x Bar Crew
10:00pm - 3:300m
1x Cloakroom
10:30pm - 3:30am
19 x Bar Crew

1x Duty Managers Door
2 x Duty Managers Bar
4 x Bar Crew

10:00pm - £:30am
1x Cloakroom

10:30pm - 430am
20 x Bar Crew

1x Duty Managers Door
2 x Duty Managers Bar
4 x Bar Crew
8:45pm - 4:30am
1x First Aid
7 x Bar Crew
10:00pm - &30am
1x Cloakroom
10:30pm - 4:30am
12 x Bar Crew
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Shift summary for Thu 4th Jun 2020
Venue Staff Member Role Task Start End

Charlie Gilfoy Bar Crew 46:00PM 11:30PM
Megan Green Bar Crew 46:00PM 1:30PM
Sam howes Duty Managers Door 6:00PM 11:30PM
Lana Nicole Serghides Duty Managers Bar 6:00FPM 11:30PM
Tara Connell Bar Crew 7:30PM 11:30PM
James Nicholls Bar Crew 7:30PM 1:30PM
Elizabeth Collins Bar Crew 7:30PM 1:30PM
Jake Bailey Bar Crew 7:30PM 11:30PM
Elizabeth Twist Bar Crew &6:45PM 11:30PM

Hannah Serghides Bar Crew 6:45PM 11:30PM

Eloise Weighill First Aid &6:45PM 11:30PM

If you are happy about the shifts (staff, hours, etc.) then click the “Actions” button in the corner of the menu and
select “Convert Shifts to Real Shifts”. You can confirm whether you are happy to publish the schedule, and
whether shift swapping is allowed (normal or locked shifts) and whether you want to hide the shifts for now.

Once happy with the information, click “Process shifts”. This will then add all of the preview shifts into the main
shift management pages; Manage Shifts and Manage Shift Week.

6.15.5.1. Shift Shuffling

The system will attempt to assign all shifts in sequence. If the prioritise Meeting Contracted Hours setting is
enabled, a special sequence will then be performed. The system will review if any staff members are under their
contracted hours. For each of these staff members, the system then views if there are any shifts they can take
from staff who have been assigned more hours than they need. When this is the case, the shift will be moved to
the staff member who has not received enough hours. This process is called shuffling. It is designed to mimic the
manual actions managers often do once they have created the first draft of a schedule. Once all shifts have been
assigned then it is easier to see which staff can give up some shifts to others to ensure minimum contracted
hours are met.

These two tools should ensure that, whenever possible, staff are assigned their minimum number of hours.

There are still limitations that we cannot override such as availability, availability of shifts and staff skills plus
existing shifts and restrictions on working hours.
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6.15.5.2. Identifying Reasons for Unfilled Shifts
The system can provide a detailed list of all staff who have the skills assigned to work a shift but cannot be
assigned the shift for a particular reason.

Open up the list of unassigned/extra shifts on the preview shifts page.

Next to each shift will be a button titled Why. This will bring up the list of the staff with the right skills and access
to the venue. Next to each staff member will be a red or orange bar with the reason the staff member can’t be
assigned a shift.

Orange bars mean the staff member could accept the shift once the schedule is published (the schedule tool
might not be able to assign it automatically). Red bars mean they would not be able to accept the shift once
published either.

6.16. New Shift Emails / Publishing Shifts

New Shift Emails make it easier to ensure your staff are informed of all shifts and updates to shifts in a timely
manner without receiving lots of emails from you.

There are several modes to consider. These are configured for each venue separately to allow complete control.
It is the first option under the Shift Configuration tab when editing your venue.

o No new shift email sent; updates always sent
This is the default and what happened prior to this update. New shifts are added but no email is sent to
the staff member. Any updates to the shift (changes in times etc) are sent via email instantly.

o Send an email immediately for every single shift added
This option will email staff with their shifts as soon as they have been assigned out. This has limitations
around hidden shifts and can cause a lot of emails to be sent to staff. It is not recommended.

o Send a new shift notification email manually when you are ready
This option allows you to send emails at the click of a button and is useful if you schedule shifts for long
periods (months) at a time. This is not as intelligent as the final option as shifts added and emails not
sent means staff could not receive emails for the shift.
The option to send new shift emails is displayed on the Manage Shifts or Manage Shift Week pages in
the actions bar.

e Automatically send on a schedule
This is the recommended option. It will automatically email all of your staff with their shifts on a
schedule and will include existing and new shifts in the same email. It can also automatically unhide your
shifts so you can prepare a schedule of templates in advance and know it will be published automatically
on schedule. As this option also knows when the next email will be sent, any shifts that take place before
the next scheduled email will be sent to the staff member immediately. This ensures your staff always
know their schedule. Any venues that share the same email schedule (e.g. both send on a Monday) then
the emails will be combined for the staff so they receive one email from the system.
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6.16.1. Scheduled Email Options

There are lots of different schedule options to choose which day the emails should be sent out. Note that the
emails will be sent between 2am and 7am on this day.

We recommend setting the schedule to the day after you finish your schedule. This will ensure you have finished
any final adjustments before sending emails.

6.16.2. Sending Shift Notifications Manually (publishing shifts)

In addition to allowing the system to schedule your shift notification, you can choose to do this manually. Under
Shifts > Manage Shifts or Manage Shift Week, simply choose the Publish Shifts (Send Notifications) option in the
actions menu.

This will display a popup to confirm your options:

Publish Shifts & Email Staff

Un-hide Shifts? Make any hidden shifts visible (publish them!) v
Include Venues (] Coffee Hut

[ Museum

[ Office

O Shop

Venue Uno

Include shifts starting before: Include all shifts in the future v

When? &th v | Jan ¥ | 2021 ¥ |at| 7am v |00~

' NOT NOW +~” PUBLISH SHIFTS & SEND EMAILS

The options include scheduling multiple venues at the same time, setting a limit for shifts to be published (e.g.
only publish the next week) and finally an option to set when they should be published. This defaults to
publishing immediately, but you can choose a date and time for your action to be completed.

Email notifications are now enabled by default. You can set which notifications you want to receive, and these are
now organised by category, i.e. you can choose to receive notifications for cases that might be pressing but not
receive notifications for the forum.

StaffSavvy Manual for v2026.1.0 Page 271 of 437 © 2026 SmartBlue



@ StaffSavvy

6.16.3. Un-hiding Shifts

This option allows you to automatically unhide all hidden shifts when you send out your new shifts. It effectively
means the schedule of shifts will be published at this point. If shifts are left as hidden then they will not be
shown to staff in the email or via the site.

6.16.4. Example Email

The shift emails include all key details on a shift: date, times, venue, role/skill, task (if assigned) and shift event (if
set).

staff New shift
gasavwy

Hello James,

You have been assigned a new shift.

We have listed all of your upcoming shifts below and highlighted the new
addition for you.

Mon 25th Sep '17 Uno
8:00pm to 3:30am Duty Managers Door
Fancy Dress Mondays

=] Wed 27th Sep "17 Uno
8:30pm to 3:30am Duty Managers Door
Foo Fighters UK Engine Room

View All Shifts

Sent by StaffSawvy ©On behalf of StafSzvvy Demao

6.17. Budgets

The budget feature within StaffSavvy allows you to display budget target information before a shift and report on
your adherence to the budget afterwards. You can also in the Shift Details page to include a daily target budget
percentage.

Budgets are set and managed per venue and can be enabled/disabled for each one. There are two calculation
methods for the budget:
e Basic Fixed Budget (you simply enter the budget for staff costs for that day)
e Sales Take Percentage (you set your staff budget as a percentage of your sales. Each day you enter your
sales target and actual sales)

6.17.1. Budget Deviation

When setting up the budget confirmation on the venue, you will be asked to provide an acceptable deviation
percentage. This is the amount that you are happy for the staff costs to be above or below your target and label
it a success.
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Staff costs that are heavily below the target staff costs normally indicate that there were problems with service
during a shift. This is because understaffing is treated the same as over staffing.

6.17.2. Setting Targets

Once budgets are enabled on your venue, you will find two additional columns on Manage Shifts. This first
column will be where you enter the target information for that day. For fixed budget venues, this will purely be
the staff budget you need to hit. For percentage take budgets, it will ask for your sales target.

As soon as the target information is entered, you will see the budget indicator bar appear to the right. This will
be highlighted orange if the current estimate for the shift is outside of the acceptable budget deviation. It will
give you a percentage compared to your target too.

6.17.3. Target Details

On the Manage Shifts page for a particular day or Manage Shift Timeline page, you will now see a breakdown of
the budget target and your adherence to that.

When over/under budget:

Manage Shifts

Sat 18th Apr '20

View: Staff Summary | Cancelled Shifts

Venue Uno

Sales Target: Staff Target:

You can clearly see the sales target followed by the actual staff target (based on the staff cost percentage). This is
followed by your total estimated staff costs for this shift.

The red box shows the exact value to reduce the shift cost by being in budget (that is, to be within the budget
deviation percentage) and the orange bar shows your overall percentage to budget. You can also choose to see
this as a simple staff cost percentage instead.

When on budget:
Manage Shifts Sat 18th Apr '20

View: Staff Summary | Cancelled Shifts

Venue Uno
Estimates Sales Target: £998.00 Staff Target: £149.70 Cost Estimate: £161.00 ON BUDGET % St Costs

The right hand side will update to confirm the shift is on budget and the shine green.
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When using the shift timeline page, the costs will dynamically update as you drag the shift times up and down.

6.18. Staffing Ratios

Staffing Ratios are automatic warnings when staffing levels drop below a required ratio for the activity listed. For
example, the ratios can alert you if you have too few first aiders on duty for a particular size of crowd.

They can be used for any number of types of shifts and you can have any number of ratios displayed at the same
time. Ratios are configured on a venue. Go to System > Venues > Manage Venues. Use the More button to
manage Ratios.

6.18.1. Creating a Ratio

You'll need to set a title for your ratio that you will understand.
You can then set times for the ratio to be in effect. This ensures you are not alerted to a lack of staff when you
are closed. You can also set rules to ignore the ratios on specific nation and organisation holidays.

You'll need to configure the “unit” that tells the system how many staff you need. This can be “customers”,
“children under 2”, “calls per hour” - anything you need.

Provide the ratio you wish to always maintain; e.g. 100 customers per staff member. You can also set a warning
level so that if it drops below that level then you’ll see a warning message. Finally, you can also set a minimum
staffing level; this will be the lowest number of staff you can have with the skills regardless of the ratio.

The default number of units allows you to set the normal expected level rather than having to manually add this
every day. You can then just edit this as needed.

The final section is the skills/roles to be included. This stipulates which skills should be part of meeting this ratio.
You can include only staff working in those skills within the venue or just if you have staff on duty who also have
those skills.

You can have as many different ratios, separate or overlapping on a single venue. These will all be displayed.

6.18.2. Viewing the ratios

Once configured, the ratios will appear immediately:

ESTIMATES Sales Target: £306.00 Staff Target: £45.90 Cost Estimate: £47.75 OSSR 1t costs
Staffing Ratios # Edit
Morning: 3000 Calls Afternoon: 10 Calls
[oc]
Name @ Role Tasks Start Finish O @ &
Sam howes - Duty Managers Door v v 1800 2330 @ & =)
Aaron Grafton ¢l Duty Managers Bar v w1800 2330 @ & e
Georgia Harding % Bar Crew v W 1800 2330 @ & =)
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The edit button on the right will allow you to set the expected units for this day and therefore adjust your ratios.

Ratios will be displayed as Green OK (working ratios met), Orange (warning that the ratios are close to being
breached) and Red (ratio rule has been breached).

6.18.3. Bulk updating ratios

Once you have set up a ratio you can now quickly update (or disable ratio) between two dates in bulk. You are
able to set expected units per ratio between particular dates, which can be helpful if there are certain periods
where you are expecting higher levels of customers or items and need to account for that in your ratios.

Manage Shift Schedule, is a great page for presenting an overview of upcoming shifts. This means there is a lot of
information coming in. To view the information most pertinent to your uses, There are several ways to view the
shifts, each providing different layouts and functions. The different “views” of the week page include:

6.19. Shift Ranges

Shift Ranges allow bulk changes to the visibility of shifts along with setting rules for Covershift Credits. These
credits are designed to help reduce the number of staff looking to swap shifts and increase the number looking
to cover others or pick up additional shifts.

Within Shift Settings you are able to set shift ranges. The first view will show all of the shift ranges that have so
far been created. This overview also allows you to make bulk visibility changes to any shift within that range.

To create a new shift range click “Actions” in the right corner of the menu and “Create New Range”.
Here you can set the range with the following information:

General

o Range Title
A title that is easily recognisable and understandable.

e Assigned Venues
Which of our venues will use this shift range.
Note that venues can only be assigned to a single range at any given time. If a venue is already assigned
to another range or the range overlaps another then it will be blocked.

e Start/End Date (from/up to and including)
The beginning and end dates of the shifts that you would like to include within the range.

Covershift Management
e Starting number of credits within range:
Set the number of shifts that staff members can request cover for without having to cover another staff
member’s shift. This essentially allows a credit system to be put in place so that staff members cannot
continuously request cover for their own shifts without covering other staff members.
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o Number of covershifts worked which to gain extra credit
In this credit system, staff members can earn ‘cover credits’ by working a number of cover shifts. You
can determine how many covershifts someone needs to work in order to earn another credit here.

o Number of covershifts which can be taken in advance
You can determine how many covershifts can be asked for in advance of a shift being worked, i.e. if the
restriction is set to 2, John can request two covershifts but must work at least one shift before he can
request more.

Please note that the covershift management credit system is completely optional.

Shift Ranges

General
Range Title
Start Date (from and including) ath » | Apr v | 2020 »
End Date {up to and including) 14th v || Apr v | 2020

Assigned Venues

Venues

Coffee Hut

Office

Shop

Venue Uno
Covershift Management
Starting number of credits within range @ 0 b
Number of covershifts worked which to gain extra credit i@ o] v
Number of covershifts which can be taken in advance @ No Restriction v

= SAVE RANGE

7. Deployments

This feature allows you to be able to station staff members at different areas of a venue throughout the day,
schedule this into your shifts and print off this information so you are able to leave physical copies of the
deployments in the venue.
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7.1. Setting up Deployments

The permissions list includes five separate permissions for deployments that you can set access for. You can allow
someone to have permissions to set deployment permissions which allows chosen personnel to be able to create,
edit and remove positions used within shift deployments. There is a separate permission that when assigned
allows personnel to prevent staff members from being assigned to shifts that contain specified deployment
positions.

Creating deployment patterns is also a separate permission and is separated so that more senior management
might be able to create deployment patterns that can be used again and again for easy scheduling. Managing
these deployments and being able to edit them once they have been created is also a separate permission and
grants the staff member permission to manage shift deployments; using templates or custom deployments per
shift.

There is also a new permission that allows you to view all deployments without the access level that allows you to
edit a deployment. You can select who to share this with, whether this is certain staff or managers. Once enabled,
those with the permission can see all upcoming deployments if they have been created. However, this is a
view-only permission, and they cannot edit them. This is useful for sharing deployment positions without relying
solely on printouts.

Manage Access Permissions

% Filter: | deployment

Shift Management

« *** Manage Staff Member Deployment Positions « Manage Shift Deployment Patterns « View all deployments
« Manage Deployment Positions « Manage Shift Deployments

7.2. Deployment Positions

A key feature for deployments is positions. Positions are physical locations and will often be rooms or key spaces
within your venue. When creating a position we recommend using a short title to make them easy to recognise for
other managers. You can also add a description to your positions so it is clear where within the venue you are
talking about.

The same position can also be added to multiple venues. This is helpful in cases where you may have separate
venues for different teams that are under the same physical location. For example, if you have a venue that is
‘Museum security team’ and ‘Museum front of house team’ they might both have use the same physical locations
S0 you can assign the position to both venues to be able to be added to shifts.
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Shift Deployment Positions
- 1]

Front door

B LunchBreck

Room 1

I Room 2/Roaming

Stage Right

As you can see in the example above once you have created your positions you will be able to view them as a list.
Positions can each have their own individual colour so that they are distinct and easy to view when printing out
deployments.

You have also have the option to add a unique texture to each position, however, it is worth keeping in mind that
texture will not print out in physical copies and are mainly useful for if you are using digital deployments only.

7.3. Deployment Patterns

A key feature of deployments is the ability to create patterns. Patterns can easily be created for regular
deployments and used repeatedly.

Shift Deployment Patterns

FOH 1: Foyer

S5PM 6PM 7PM 8PM 9PM 10PM TPM 12AM 1AM 2AM 3AM 4AM
EXNNNNQ CHEC) © ®

Position Start Time End Time

EDIT <~ SPLIT @® ADD ANOTHER AFTERWARD 5 DELETE
Foyer 18:00 ® 19:30 ® -
& EDIT <~ SPLIT @® ADD ANOTHER AFTERWARD 5 DELETE

Merchandise 19:30 © 20:30 ©

Stage Front 20:30 ® 22:00 ©

Once a pattern has been created, you can add it to a staff member’s shift. Copy-and-paste options are also
available if you want to quickly repeat the same deployment pattern to multiple staff members, which can be
especially useful with larger teams.

7.4. Managing Deployments (Shift Deployments)

Once your positions and templates (if using) have been created, deployments will be ready to be used in your
regular day-to-day scheduling. Once you have scheduled shifts in the regular way, even if they are still unassigned,
when you then go to Shifts > Manage Deployments > Shift deployments, you will see a list of all upcoming dates.
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To start inputting deployments, you just need to go to the date you are interested in by clicking ‘manage
positions’.

From here you can start adding deployments manually by clicking on the blank time slots or applying a template
to a staff member’s shift using the select template button next to the staff member’s name. You are able to
choose from any of the templates you have already created and can copy and paste this template to other staff
members to speed up the scheduling process. Additionally, when you are adding custom deployments for a shift,
you can now save these deployments into a new pattern or over-ride an existing pattern.

Manage Shift Deployments Mon 20th May '2¢

Sort 9t ¢ ‘ Tlam 2om Tom 2pm Doors 4pm Spm

& Extra Shift
& Ava Ashurst &

&DinisBrown (| B 1 S
& Lauren Puxley \E/:' = : = — = ———— _
& Marita Osunsgomi 10 &% |z, __

You can quickly adjust times by dragging each deployment in any direction at 5-minute intervals, making
last-minute adjustments to deployments simple.

You can also easily adjust the labels at the top of deployments. By default, they will be times, but if you would
rather rename them to relate more to events, e.g., ‘Doors open’ or ‘Interval,’ you can adjust these labels.

In the left hand corner you can sort your deployments either by Start time, End time, First name, Last name, Skill,
or Pattern title.

You can also zoom in on shift deployments to make quick adjustments to shorter deployments. You can zoom in on
a specific period, edit this section of your deployments and then zoom out again to see the full picture.

Tue 26th May '26

Manage Shift Deployments

Sort A J om & 3om @
% Name Change Tri
® Amy Gerrard
@ Angus Forbes- M

# Kathryn Offer

7.5. Deployment Planner

Similar to the shift template scheduling tool, we have introduced a deployment planner that allows you to
schedule deployments on a much wider scale for more automatic scheduling.
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The planner works by creating a deployment planner pattern, which can include a certain number of your patterns.
Per the example from a theatre below, you could include 3 Front of House 1: Foyer, 2 of Front of House 1: Outside
2 and 4 of Front of House: Circle. This could all be under the pattern planner title of 'Evening - Full House'.

Manage Deployment Planner

FOH 1: Foyer
FOH 1: Outside

’ FOH: Circle 1 I

FOH: Circle 2

Deployment Patterns v Scanners/IcesjLitter :|

Number of these patterns needed 1 v

@ ADD TO PLANNER

Evening - full house

You can then layer this pattern onto your calendar. You can choose to repeat this pattern format and also decide
the frequency with which it should be repeated.

PREVIOUS 3 NEXT

MON TUE WED THU FRI SAT SUN
1 2 3 4 5
7 8 5 1 n w2
14 s 16 7 8 9
) 22 23 24 25 26
Spring Term
Spring Term &
, 2 2 % g

7.6. Deployment Requirements

Once included in your calendar these templates will automatically appear in your shift deployments as
deployments/deployment patterns that need to be filled.

7.6.1. Template options For Shift Deployments

When creating the template you are able to specify whether those positions are ‘required’ or ‘optional’.
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Manage Deployment Planner

Autumn Term

Add Patterns to Planner Template

Deployment Patterns Bank Holidays

Number of these patterns needed 1

Make optional? + Required J
Optional

A
Planner Patterns Auto-Assign Priority ‘Optional?

2 Mid Shift St -3z 7 &
2 x Evening & st -3 g &

There is also the option to share planner templates across your venue groups. You are also able to specify which of
your patterns you want to be filled first with the auto-assign priority button. For example, if there are not enough
members of staff on shift, which deployment patterns are the most important to fill first if using the autofill
deployments option.

If you choose required you will see the ‘on plan?’ Button will stay red until you have added those deployments.

. Sat 14th Sep 24
Manage Shift Deployments 7
Deployment Pattern Quantity Needed Currently Assigned On Plan? ”7 AUTO FILL EMPTY PATTERNS ‘OPTIONS

Morning 3 o opTIONS
Manually Assign
Mid Shif 2 0
Clear Existing & Auto Fill
Evening 2 (] Clear Existing
Sort P 8am 10am 2om 2pom 4pm épm 8pm 10pm

e 0 00

Ao R R

LY

& Lauren Puxley

= Charlotte Boyton

= Georgie Mcdade ' ] &

= Hayden Huntley

= Alex Huntley

= Attila Teague

%1 James Hodgetts

1 Sam howes

7.6.2. Automatic Deployments

You can also assign deployment patterns automatically. Under shift deployments, once you have assigned
deployment patterns into the deployment planner, all patterns that are still needed will appear at the top of the
page. You have the option to automatically fill up any shifts that have not yet been assigned a deployment pattern
with the deployments needed. When auto-filling across multiple templates, the system will prioritise deployment
patterns that are required to be filled first. You can auto-assign just one of the missing deployment patterns or
auto-fill all empty patterns.
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Below, you can see the shift deployments before you choose the auto-fill all empty patterns option.

Manage Shift Deployments sat 1w sep a

Deployment Pattern Quantity Needed Currently Assigned On Plan? s AUTO FILL EMPTY PATTERNS OPTIONS

Morning 3 [o] 7z AUTO FILL | OPTIONS
Mid Shift 2 o] 77 AUTO FILL | OPTIONS
Evening 2 o] s AUTO FILL | OPTIONS

KlaurenPuxley ¢ [ @ |

Sort & 8am 10am 2pm 2pm 4pm épm 8pm 10pm
Ay
Ay
AR
Il BN S =S .

(= Charlotte Boyton ™ & [ &% |=

(= Georgie Mcdade " ¢ [ ¥ |z
= Hayden Huntley ™ & [ & |=

= Alex Huntley A - = _

= Attila Teague =P A ™) _

% James Hodgetts ™ ¢ [ ¥ |= _

@somboves = /D& S IE e e

(= Stephanie howes ™ ¢ [} ¥ | _

= Thomastizzard * & [ & |& Il B

#Tamar Johnson sON = _

@i StaffSavvy Support™ & [ & |= _

KlaurenPuxley & [0 @ |a _

Then, you can see how the shift deployments look after the template has been assigned to staff.

Manage Shift Deployments S
Deployment Pattern Quantity Needed Currently Assigned On Plan? OPTIONS
loyton ning 3 3 oeeen
Mid Shift 2 2 pmreen
Sort P 8am 10am 2pm 2pm 4pm épm 8om 10pm
&AngusForbes 7 ¢F [ ¥ |z

&Ava Ashurst EVAYE-I -
& Dinis Brown = & B

& Lauren Puxley

= Charlotte Boyton "™~ &

(= Georgie Mcdade &

(= Hayden Huntley *

(= Alex Huntley

= Attila Teague

% James Hodgetts ™~ ¢ [
@ Som howes
(= Stephanie howes " ¢ [ &

(= Thomas tizzard *

#iTamar Johnson ™ ¢/ [ & =

@ StoffSawy Support” ¢ [

The deployment templates are randomly allocated to staff. You can also randomly reshuffle these patterns by
choosing the clear and reallocate option.

It is important to note that you cannot automatically fill empty patterns if the shift timings do not match the times
in the planner template. For example, if the planner template deployment pattern starts at 7am but the staff
member’s shift only begins at 9am, they cannot be assigned that pattern as it is outside their shift time and,
therefore, would not fulfil the requirement. It is essential to go back and check your assigned template in the
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planner if you click the autofill button and nothing is being added to your shift deployments or only some of your
shift deployments are being assigned patterns.

If you do not want to autofill the entire pattern but would like to fill one of the deployment patterns, you can
choose the autofill option that runs alongside each deployment pattern.

Another point to remember when creating shift deployments is that if you do not wish to assign staff randomly,
you can still manually assign staff to the deployment template under the options menu for each pattern. Click the
options button along with the pattern you want to change. You can either just clear or clear and auto-fill that
pattern. Under the ‘On plan?’ button, you can see that you are now on target for that pattern.

The options menu at the top also allows you to adjust the layout of your deployment pattern panel. From here,
you can shrink the panel, clear deployments and choose view staff member names assigned to patterns within a
deployment.

Manage Shirt beployments e e
Deployment Pattern Quantity Needed Currently Assigned ©On Plan? 77 AUTO FILL EMPTY PATTERNS OPTIONS
Sort . 8am 10am 12pm 2pm 4pm éom 8pm 10em

& Angus Forbes

& Ava Ashurst

i
¢ @@
FER
|
|
|

& Dinis Brown

& Lauren Puxley ST

IS ™Y

= Charlotte Boyton *

= Georgie Mcdade

L
¢ @@
FlE W

= Hayden Huntley

(NENE RV A NN

= Alex Huntlev

7.6.3. Clear Deployments

You are also able to quickly remove deployment patterns in bulk rather than individually removing each one that
has been assigned. Find this under the options button. You can also choose to clear all patterns simultaneously but
not all deployments and vice versa.You have three options for clearing ALL deployments and two options when
clearing a deployment pattern.

You have the option to:

e Clear and reallocate all patterns
e C(lear all patterns
o C(Clear all deployments

The first option will clear what has already been input and then randomly allocate the deployment patterns that
need to be filled (you can use the reshuffle option multiple times). The second option clears all patterns and
allows you to start from scratch. The third option will clear all deployments, including only single deployments
and any custom deployments you have assigned.
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7.7. Viewing Deployments

Deployments are specifically designed to be printed out as well and there are a variety of options available for
this. We have five different options including: print by deployment or print by staff member. You are also able to
separate your print out by having a single position/deployment per page. Our other print option allows you to
print deployments by pattern. This means that the print format will include pattern names and will also group
patterns together.

When printing deployments out, your printout will no longer show any shifts marked as having not been attended.

Shift Deployments

Monday 20th of May 2024

Position 9am 10am 11am 12pm 1pm 2pm Doors 4pm 5pm
Front door Lauren Puxley Dinis Brown

Marita Osunsanmi
Extra Shift

This is helpful if you want to leave a printed-out copy of your deployments at the location specified, i.e. so that
everyone at the front door can see who is in that position and at what times.

8. Clocking In

8.1. Clocking In Screens

StaffSavvy primarily uses “clock in screens” to record the actual hours worked. Clock-in screens are simply any
browser that has been authorised by an approved manager to use as a clock in location for staff members to be
signed in. They can be laptops, EPOS tills, desktops; any internet browser. We recommend using Android tablets
secured to the wall where staff start work or duty managers are positioned regularly.

We recommend the Android and iOS software SureFox Pro to secure the tablets and prevent anyone using them
for other purposes. This also keeps the tablets switched on permanently and removes toolbars from the top and
bottom of the screen. We have a guide on the best setup to use for Surefox Pro; contact support@staffsavvy.com
for details.
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8.1.1. Authorising A Clock In Screen

@ StaffSavvy

To setup a clock in screen, simply direct the browser of your clock in screen device to your URL followed by

/clockin
E.g.: mysite.staffsavvy.me/clockin

The screen will load a form that needs to be completed to authorise the location. As part of this, there is a title
for your reference and a selection option to choose which venues within your organisation should be displayed
on this screen. You will need to enter your email address and password to authorise the screen. Only certain

users are allowed to authorise screens.

You can have as many clock in screens authorised as you need and they can each show different combinations of

venues.
Clock In Location
#62: Cash Office

Location Name

Venues

Select all that you want to display on this location

Roles

Only show staff working these roles.

Tasks

Only show staff working these tasks

Reload Screen each day at...

Cash Office

Artifax: Palace Theatre
Coffee Hut

Hotel

Museum

Office

Residential Care

Shop

<

WVenue Uno

<]

Display all roles

Display all tasks

This aption reloads your screen once a day. This can help prevent problems with Disabled

some combinations of browsers and devices.

8.1.2. Editing a clock in screen

You can edit the settings for a single clock in screen via the Pay > Manage Clock In Screen page.

[= SAVE SETTINGS

Page 285 of 437



Manual @ StaffSavvy

Location Reference Screen Name Last Active

62 Cash Office 30/11/-0001 00:00am
60 Demo 30/11/-0001 00:00am
63 sam 30/11/-0001 00:00am
61 Sams 30/11/-0001 00:00am
50 TOFS 1 24/05/2022 09:060m

Here you can see the active screens and click the edit button to change. You can also deauthorise a screen
remotely which will instantly stop the screen from working.

Editing the screen provides access to change the name, the venues/outlets displayed on it and to turn on skill or
task filters. The filters enable you to only display shifts that are for these skills or tasks within the clock in screen.

For example, you might have one screen on the bar and one in the kitchen. The staff schedule is all in a single
venue but the clock in screens can be split to show the kitchen skills on the kitchen screen and the bar skills on
the bar screen. Clock in screens can also be split by clock in and clock out. This can be set under Pay > Manage
Clock in Screens and edit the clock-in screen you wish to update.

8.1.3. Names

For additional privacy, you can now adjust the names shown on the clock-in screens to first names and last names
just first names and the initial from their last names or nicknames.

Name format V First & Last Names ‘

First Name & Initial of Last Name [

Known As Name

To use, just go to Global Settings > General Configuration tab. Scroll to the clock-in screen section and change the
“Name format” to match your desired option. The screens will update within a few minutes.
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9:09:44 pm

Staff Timeline Breaks

Expected Staff:

ELLENA GARDNER

GRAEME REVILL

REBECCA CRANE

Clocked In:

ADAM HEATHER
ANNIE PUXLEY
CERIS BENNETT
DANIEL HARRIS
ELLIOT GRIFFITHS
GEORGIA HARDING

ILIAS SERGHIDES

KIMBERLEY WYNNE

ALEX SAVAGE AMY GERRARD
DUE BACK IN 27 MINS

BENJAMIN NICHOLLS BETHANY SUPPORT

OVERTIME

CONSTANTINE BENNETT DANIEL BAILEY

DANIEL MADGE DAVID HAYWARD

EMMA COPE ETHAN NIXON

HANNA LAUER HANNAH TURNER

FINISHING AT 9:200M

JAMES HODGETTS
OVERTIME

JAMES NICHOLLS

LARA MOEMEKE LAURA BRYANT

@ StaffSavvy

Evac Unexpected

ANGUS FORBES- MARTIN
FINISHING AT 9-308M
BOBBIE CRANE
DANIEL GRAVES
ELEANOR DOHERTY
FRANKIE MEYER
HOLLIE MAY WATSON
OVERTIME

JORDAN GSUNSANMI

LAURA SUMMERS

LOUIS COZENS MEGAN BRANDUM MICHAELA WILSON MILLIE MEYER

NATASHA HARRIS NATASHA PUXLEY OLIVIA STOBART RAJAN ATKIN

SAM HOWES SAMUEL PAGE SOPHIE HUNTLEY SUSANNAH FISH

FINISHING AT 0:150M OVERTIME FINISHING AT 9:360M

THABO LINEY THOMAS SUTCLIFFE TOM CHEERS TONY COX

VICKY COLLINS VICTORIA REDKWA

The clock in screens shows the time in the top left and a series of tabs below this across the page. These tabs
show all staff members expected for the current shifts and indicate whether they have clocked in or are late.You
can also show a live webcam feed in the top right to discourage staff clocking each other in.

8.2.1. Filter Settings

You can apply filters to each of the screens to choose certain skills or shift tasks to be displayed on that screen.
To configure the Filters, you need to edit the screen from the main website.
Go to Pay > Manage Clock in Screens > Edit > Clock In Locations.Edit your clock in location.

If you don’t know which location your screen is (due to duplicate names etc) then you can use the Screen
Location Number. On the screen, click the Evacuation tab. At the bottom of the screen should be a Screen Info
button. This button should provide a popup that includes the Location Reference Number. Find this number in
the list on the main website to make sure you are updating the correct screen.
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When editing from the ‘Manage Clock in Screen’ page, you will see the ability to rename the screen, change the
assigned venues and then also to apply skill and/or shift task filters. Once saved, the screen should refresh itself
within 60 seconds and show the new filtered staff lists and shifts.

8.2.2. Placement of Screens

We recommend that clock in screens are positioned where duty managers or supervisors have regular access.
While the screen will do everything possible to accurately record who is present or not, there is no substitute for
effective people management.

Having easy access to the screen allows the management team to keep track of staff lateness, prompt clocking
out and breaks. This might require you to invest in more screens at the start however the benefits will be shown
in reduced admin time and better control over staff costs.

8.2.3. Timeline

The timeline view shows all staff expected at this location over the next few hours. The shifts are colour coded to
match the skills of the shift.

This provides the management team with an easy access view as to when more staff are due and when other
staff should be leaving.

8.2.4. Evacuation

The evacuation tab provides access to our Evacuation button. When pressed, the supervisors on duty will be sent
SMS messages with the list of currently working staff.

You can configure your supervisors for the purposes of the evacuation notification under System > Configuration
> Evacuation Alerts.

7.2.4.1. Deactivate/Deauthorize Screen
Under the evacuation tab is a Deauthorize Screen button right at the bottom of the page.

This will remove the clock-in screen so that this device cannot be used for clocking in again. This can also be
done remotely from the Pay > Manage Clock In Screens page.

8.2.5. Screen Information

‘Screen Info’ button right at the bottom of the page under Evacuation. This provides access to the name of the
screen, its screen location number, the venues displayed along with any skill or shift task filters.

The popup will also show a history of internet connectivity so you can see if there has been any issues within this
current session. This log is reset when the screen is restarted or refreshed remotely.
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8.2.6. Unexpected Shift

This screen allows staff to clock in with a PIN code (if they have one). This therefore allows staff to clock in
without a planned shift. This should only be used by staff who need the ability to clock in anytime.

If all staff have a PIN code then they can also clock in early for shifts and entitle themselves to unlimited breaks
(as the system doesn't know how long they are due to be working).

The time entry approval process is also longer as there is no plan to check the time entry against.

To use this, you will need to enable this function found under Clock-In global settings.

8.2.7. Contract Limits Warning

Staff who are assigned to a hard limit contract (e.g. hour-limited visas) will have warnings displayed under their
name as they approach the limits under their contracts. This is designed to help managers send these employees
home before they hit their working limit. The information is also shown to the staff member as it is also their
legal responsibility not to work over their limit.

7.2.7. Breaks

The clock-in screen is designed to show breaks for employees who are currently working at your location. The
breaks available to them are based on the length of shift they are scheduled to do.

During a shift staff should clock out for a break using the break option so the system understands they are on a
break and will be due back.

To go on a break, a staff member either touches their name on the main screen and chooses the applicable break
or you can use the Start Break button on the Break List tab.

The screen will automatically calculate the time for the staff member to come back.

Unpaid breaks will be deducted until the staff member returns. Paid breaks will be recorded until the end of the
paid break. If the staff member has not returned, the system will stop the paid break and start an unpaid break
automatically. This will end once the staff member clocks back in from their break.

7.2.8. Live Webcam Clock-in

You can choose to enable the display video feed of a webcam on the clock in screens and record photos from the
webcam when staff clock in/out.

The screens can use any attached or embedded webcams to capture an image of the staff member clocking in/out.
The feed from the camera can also be displayed on the screen as both notification of the camera’s operation plus a
deterrent from clocking in colleagues without them being present.

Once enabled, the screens will refresh. Depending on the settings of your browser, you might need to allow
webcam access by the site. This should be shown as a popup or warning icon within the browser.
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8.3. Clocking In - Global Settings

In this section we will go through your main settings where you will choose which settings you want to enable for
clock-in screens.

8.3.1. Time Entries/Clock In

If you don't want to use a clock-in screen, then you can use this setting to fill your time entries directly from your
shifts. Automatic lateness and non-attendance require the clock in screens.

8.3.2. Shift Attendance Reason

Choose here what status to use when a staff member is late to a shift or does not turn up to a shift.

8.3.3. Break Settings

If breaks are enabled the screen will automatically calculate the time for the staff member to come back.

Unpaid breaks will be deducted until the staff member returns. Paid breaks will be recorded until the end of the
paid break. If the staff member has not returned, the system will stop the paid break and start an unpaid break
automatically. This will end once the staff member clocks back in from their break.

You have the option to allow for split breaks and paid break grace. The break list will update to show staff who
have breaks remaining. Staff who do not use their full break will also be listed along with how much time they have
left to take.

e Allow Breaks
Enable whether or not you would like to use breaks in the system.
® Force Breaks
This is not recommended as you will not be able to prove that each break was taken. You could incorrectly
deduct a break that was not taken. This could leave you legally liable.
e Break Calculations
This changes when and how the full working duration of breaks is calculated. On the planned total
duration of work (automatic breaks applied to first time entry).
o Quick Breaks
Allows managers to quickly add breaks to a shift in these blocks of minutes. Separate each option with a
comma.
e Round Break Length
Remote Clock In Breaks: Allow choice of time for break
o Require PIN codes
If enabled staff will be required to provide their PIN codes to clock in or out.
o Merge Shifts
If working back-to-back shifts with the same details, merge them into one shift.
e Time entry rounding
This will round every automatically calculated holiday time entry.
e Long Time Entry Warning
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To prevent very long time entries being exported for payroll by mistake, we will warn the staff member
creating wagesheets if any time entries are this long or longer.

e Block future time entries
This will prevent any time entries that have already been added for a future date from being approved.
They can only be approved once they have happened.

o Notifications for direct report time entries
Option to display or hide a notification on the dashboard for time entries to be approved.

7.3.2. Clock-in Screens

In this section we will go through your main settings where you will choose which settings you want to enable for
the clock-in screens.

8.3.4.1. Display Webcam/ Clock in Photos

This option is where you can enable the display video feed of a webcam on the clock in screens and record photos
from the webcam when staff clock in/out.

The screens will use webcams to capture an image of the staff member clocking in/out once enabled. If you have
enabled this setting but this option is

Here you can allow breaks to be enabled. You are also able to ‘force’ a break, however, this is not recommended as
you will not be able to prove that each break was taken. You could incorrectly deduct a break that was not taken.
This could leave you legally liable.

The clock-in screen is designed to show breaks for employees who are currently working at your location. The
breaks available to them are based on the length of shift they are scheduled to do.

During a shift staff should clock out for a break using the break option so the system understands they are on a
break and will be due back.

To go on a break, a staff member either touches their name on the main screen and chooses the applicable break
or you can use the ‘Start Break’ button on the Break List tab.

still not coming up try refreshing the page. Depending on the settings of your browser, you might need to allow
webcam access by the site.

7.3.2.2. Auto clock out
To prevent very long time entries being exported for payroll by mistake, we will warn the staff member creating
wagesheets if any time entries are this length or longer.

You can decide whether this is different with casual/permanent contracts. You can also decide whether to clock

out automatically or delay automatic clock out until a certain number of minutes past clock out time has been
reached.

Page 291 of 437



@ StaffSavvy

e Auto Clock Out After Shifts (Casual Contracts) - Choose to automatically clock out staff after their shift is
planned to end OR automatically clock out after a certain number of minutes after they are supposed to
clock out.

e Auto Clock Out After Shifts (Permanent/Contracted Contracts) - Choose to automatically clock out staff
after their shift is planned to end OR automatically clock out after a certain number of minutes after they
are supposed to clock out.

o Auto Clock Out Unexpected Shifts - Automatically clocks out staff after a fixed number of hours if the shift

is unexpected.

8.3.4.3. Treat PIN Clock ins

This option decides how you treat clock-ins when a staff member is using only a clock-in pin. These can be either
unexpected and provide choice of skill, which is the recommended option. Or you can leave as default.

8.3.4.4. Break Access

By editing break access you can choose what kind of break options are offered on shift. We would recommend
setting the fixed break patterns option as this will be easier for you to process in the system. However, you can also
choose to allow as many paid or unpaid breaks as you would like.

8.3.4.5. Remote Deauthorisation

This option enables clock-in screens to be deauthorised by the screen themselves.

8.3.4.6. Display profile images on awaiting/clocked in list

This option allows you to display or hide profile pictures when staff members are clocked in or waiting to be
clocked in on. This is a visual preference that can make it clearer to see which staff are clocking in.

8.4. Clocking In Venue Settings

In this section we will go through all the clock in options you can set up so that you have more control as a
manager. To make these changes you will need to go into your specific venue settings and into clock-in settings.

8.4.1. Enable Clock in Screens

If you don't want to use a clock-in screen, then you can use this setting to fill your time entries directly from
your shifts. Automatic lateness and non-attendance require the clock in screens.

7.4.2. Check In Rules

o ChecklIn

This allows you to require a staff member to complete a basic form when they clock in on a screen.
o Alarm Message

Display this message to the staff member if they trigger an alarm on clocking in.
o Prevent Clock In

This option decides whether staff are able to clock-in still if any of their check in answers trigger an
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alarm. For example, if someone responds that ‘yes they are experiencing COVID symptoms’ when
completing a COVID check in form you can set that they will therefore not be able to clock-in once
they have registered that response.

Alarm Attendance

This option will change the non-attendance reason on a scheduled shift if the alarm is triggered.
Check In on Clock Out

This allows you to require a staff member to complete a basic form when they clock out.

7.4.3. Clock-In Rules/Settings

o

7.4.4. Breaks

O

Allow (Early) Clock In

Choose how early a staff member can clock in or whether they are required to clock-in exactly on
time.

Paid Shift Start/End (clock in early/late)

This setting means you can choose whether to pay staff from the moment they clock in or pay
them from the shift start time even if the staff member clocks in earlier. The same options apply to
shift end times.

The system will match up scheduled shift items to someone who is late or if they finish a shift
earlier than scheduled. You can choose to either leave it so that your staff members are only paid
starting from their scheduled start or finished time or instead when they clock in and out.

Reminder that this feature is only available if you choose to enable the clock-in features available.
This is to ensure that staff members are getting paid for the amount of time they work. This aims
to be a fairer system that allows for flexibility.

Extra Time

If you don't want to use a clock-in screen, then you can use this setting to fill your time entries
directly from your shifts. Automatic lateness and non-attendance require the clock in screens.
Clocking Back In For Shift

Allow someone to clock back in for a shift they have clocked out of already. You have the option to
allow a staff member to be able to clock back in if they are clocking back in before they reach the
end of their shift.

Alternatively, you can allow staff members to clock back in after their shift has finished. You can
then specify how many minutes past their shift end this is acceptable.
OR you can choose to not allow staff to clock back in once clocked out.

Allow Split Breaks
This option allows staff who come back from their breaks early to take their remaining break time
later, rather than all in one chunk of time.
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o Paid Break Grace
If you don't want to use a clock-in screen, then you can use this setting to fill your time entries
directly from your shifts. However, to use automatic lateness and non-attendance features, you
will need to enable clock-in screens.

7.4.5. Back-to-back Shifts

Automatically clock out/in on back to back shifts
This option lets you decide whether you want staff to manually use screens to swap between back to back shifts or
allow the system to automatically clock staff out/in based on the shift times.

Note that this only applies if they are already clocked in.

8.4.6. Automatic Reasons/Excuses

Set how many minutes past their official start time a staff member can clock in before they are classified as
officially late.

7.4.7. Clock In Screen Changes

Allow staff to be able to clock in to these other, specified venues when they are based at the home venue you are
currently editing.

8.4.8. Transferring Staff Members Between Venues using Clock In Screens

Sometimes it is necessary to transfer staff members either between skills (e.g. bar staff to supervisor role) or
between venues. This can be done at the point of change via the clock in screens so that you accurately record
when staff change pay rates or cost centres.

To transfer a staff member, you need to first set up which venues can share staff. This can be navigated by
System > Venues > Manage Venues > Clock in. Under the Clock In Settings for each Venue, you will see a section
for Transferring Staff. Ensure the venues you want to be able to send staff to from this venue are selected.

Managers who need to transfer staff will also need a PIN code to authorise the change on the clock in screens.
You can assign PIN codes under their Profile Page using the Actions menu under the Edit Details tab.

To transfer a staff member on the screen, just click on their name from the main staff list.Under the Break
options there is a Transfer Staff Member button. You will be asked for your PIN code to authorise the transfer.
Then choose the venue the staff member is moving to (including the current venue if you are just changing
skills). Then choose the destination skill.
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The staff member will then be transferred to the new venue. This will create a linked time entry so that the hours
can be correctly reported.

If the time entry is edited, it will automatically update any other linked time entry. E.g. if you change the end
time then the start time of the following time entry will be updated to match. This prevents any staff member
from being paid twice for the same period of time accidentally.

8.5. Clock In Remotely or Retrospectively

Under each skill/role you can now allow staff within that skill to clock in remotely via their StaffSavvy account.
Under ‘I am working as’ the system will pre-select the staff member's default skill by default.

Depending on the options you allow, this will enable them to clock in for planned shifts, clock in anytime or add a
past time entry for approval.

Only staff who are assigned to a skill that allows them to clock in remotely will see the page in the menu and
they will only be able to do the allowed clocking in/out per skill. For example, they might be able to clock in
anytime for any job they do in their own time but only clock in for planned shifts if they are off-site doing
promotional work or training.

* Clock In Now ™ Retrospective Time Entry
I'm working for: Venue Uno v | started work on: 18/06/2025 [m]
| am working: Physically on location v At 00:00 ®
I'm working as: @ Venue Manager Gl ek aie 06:00 ®

m Breaks taken: Short Break (15 mins)

Short Break (15 mins)
Food Break (30 mins)

. . | was working for: Venue Uno
© Upcoming Shifts 9
| was working: Physically on location
No upcoming shifts that you are allowed to clock into work remotely.

| was working as: @ Venue Manager

Additional Cost
Hours Cost Centre

Reference

Breakdown of hours

5hOm v - None

@ ADD TIME ENTRY FOR APPROVAL

Breaks are seen as a list, and you can select relevant breaks for your shift. Additionally, the cost code section is
now a Breakdown of hours, including a cost centre (plus an additional cost code reference if desired) and a
drop-down list where you can manually adjust hours worked. The number of hours can not exceed what is
logically possible based on the start and end date, and automatically factors in breaks.

If you have the permission to retrospectively clock in then you will also be able to retrospectively include a break

in your updated shift log. You can now make changes to break times even if the time entry is retrospective. This
includes the option to choose the time each break started.
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Only staff who are assigned to a skill that allows them to clock in remotely will see the page in the menu and they
will only be able to do the allowed clocking in/out per skill.
To do this a staff member will need to go to the remote clock-in page and log their missing entry.

If you want to give permission for staff members to clock in remotely first you will need to go to Staff > Staff Skills >
Edit the skill you want to give permission to and go to clock in settings and allow this skill to retrospectively clock
in.

There is also the option to allow team members to enter their working start and finish times and quickly break
down hours against each cost code when adding retrospective time entries. You can also specify how much this
can be broken down to, whether at the minute or hourly intervals.

To use this feature make sure to enable Remote Clock-in: Quick Breakdown under Global Settings.

8.6. Remote Clock In Geolocation

With remote clock-in Geolocation you are now able to specify whether a staff member needs to record their
location while clocking in to work. To use this feature go to Staff > Staff Settings > Staff Skills. Then edit and click
the tab ‘Remote Clock in’. You will have the option to request location or require a location when a staff member is
clocking in.

General Settings Pay Remote Clock In Cost Code Management Requirements Artifax

Allow Remote Clock In ) ) .
) 5 ) Staff can clock in to a scheduled shift from any location v
Allow staff to clock in from any location for these shifts but there must be a shift scheduled to clock in for.

Allow Remote Clock In without a shift 3 R
B . Allow staff to clock in anytime v
No shift required to clock in. Allows for flexible working from any location

Allow Retro Time Entries B K N
i i X Allow retrospective time entries to be added for approval v
Allow staff enter time entries retrospectively for manager approval

2quires a GPS

Record location while clocking in to work "

This will request the current location from their device. This is accurate only when using GPS. v Disabled - - J n d Wi I | rece ive
Request location (always allow clock in)
Require location (reject clock in without it)

Require location (reject clock in without it or if likely to be inaccurate)

Remote Clock In

We have a problem...

We don't have permission to access your location.

This might mean you are not able to clock in. Please try refreshing the
page or closing and reloading the app. We also suggest ensuring that
your location/GPS settings are enabled on your device.

It is important to note this feature is only accurate when GPS is in use.

To use: Go to Staff > Staff Settings > Staff Skills. Then edit the skill you're interested in and click the tab ‘Remote
Clock in’ on the remote clock in settings for a skill.
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9. Timesheets & Payroll

The following can be managed by going to Dashboard > Pay.

9.1. Active Staff

@ StaffSavvy

Here you can review the active staff on shift. It will show who has clocked in for their shift, if they were late, if
they’re working overtime, and if the shift was unauthorised. You can also alter the staff member’s start time, pay

element, and skill if necessary.

You can also clock out a staff member from their shift.

Active Staff

Venue Unc Thabo Liney

Venue Uno Tom Cheers
Venue Uno Hollie May Watson

Venue Uno

Sophie Huntley

Selected Clock Out
Autharise unexpected shifts
®  Just clock staff out
Authorise overtime shifts

Return shifts to planned end times

€ cLocK out

Edit Selected Shifts

Start time
Wage

Role

12:00am 30/11/-0001
12:00am 30/11/-0001
12:00am 30,/11/-0001

12:00am 30,/11/-0001

Don'tchange
Don't change

Don't change

[= SAVE CHANGES
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9.2. Daily Review

@ StaffSavvy

The daily review is designed to help managers approve the hours worked while it’s still fresh. It’s designed to
work on your mobile device and can be accessed throughout the day to approve hours worked as the shifts are
completed. It can also be used just at the end of the day or in the following days.

The review page will display all shifts that have not been approved regardless of when they happened. The page
will split these into days so you can approve each day as needed.

Within a day, the page will split the shifts into different blocks depending on how much review is suggested.

Thu 4th May "17

Total Sales

: (sl

Normal Shifts for Approval

There are 17 shifts that have been worked as planned by the staff

assigned.

+/ APPROVE ALL | *, VIEW & EDIT

Additional Hours

There are 2 shifts that were longer than planned and thus the cost of
the shift has increased. These need to be reviewed and approved
individually.

. VIEW, EDIT & APPROVE

e Normal Time Entries

Unexpected Shifts

There is a single unexpected shift that was not planned before hand.
This needs to be approved below:

Production
Ashley McCallam

F:46pm - 3:50am
Managers

4 &

Non-attendance

There is one shift where the staff member did not clock in. Was this

caorrect or a mistake?

Alex Urena Ruiz

10:00pm - 4:30am  Cloakroom

«* SET REASON

These time entries were all worked to the shift plan or less so there is no negative impact on your
budget. You can approve this all in one go or click on view and edit to check each one.

e Additional Hours

These time entries are longer than the planned shift and you can either approve them or edit them

down to the correct length.
o Unexpected Time Entries

These are time entries that did not appear on the plan. They can be time entries that were clocked in via

PIN or remotely if these options are used.
o Active Staff

Any staff members still clocked in will be displayed with an option to clock out now or to clock out and

reset their times to the shift plan.
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e Confirm Non-attendance
Any staff who do not clock in for a planned shift will also be displayed with the option to add a time
entry for them or to provide a non-attendance reason.

e Confirm Lateness
Any staff who has been automatically flagged as late will be shown here. You can simply confirm or reject
each of the lateness flags. Rejecting a flag will mark them as attended on time but will not change their
clock in time.

Then you can go in to review and approve the shift time entries themselves. Here you can also see each staff
member’s skills and both paid/unpaid breaks.

9.3. Weekly Timesheet

If you wish to review shifts on a weekly basis instead then the Weekly Timesheet view is perfect. This shows you
the full staff list and details who has worked in the past week (from today’s date). It shows who has worked, the
type of shift that they have worked, the time entries for the shift* and any additional pay items.

*However, this does not include pay as you go or earn and claim holiday.

& Print ~ @ Add ~ . Finalise Approved Items into Wage sheet

Weekly TimeSheetS Rl & Paid Hours 6 [}

Venue Uno: Mked Hours 5 NEXT WEEK

Monday 18th May 2026 to Sunday 24th May 2026

VIEWING: DETAILS: ASSIGNED STAFF SORT BY: STAFF MEMBER NAME FILTER: SHOW HOME STAFF

Aaron Grafton #19:00am - 3:00pm @ 5:00pm - T:00pm / APPROVE
12.00 hrs

Abigail Camps $7:00am - 1:00pm / APPROVE
33.00 hrs

Abigail Watson =< ALL DAY = ALLDAY ~ ALL DAY @ 5:00pm - 11:30pm  [REEFNIT: TN
5.75 hrs

Adam Heather 52 8:00am - 12:00pm 52 8:00am - 12:00pm G2 8:00am - 12:00pm / APPROVE
12.00 hrs

Adam Kelly
The actions menu at the top allows you to add missing entries, and print all timesheets or only those with shifts.

You can also choose whether you want to view contracted hours, paid hours or worked hours whilst reviewing
your timesheet.

Managers can approve shifts by simply clicking the Approve button. This will approve the full week’s worth of
shifts for that staff member. Approved shifts are shown with the green approved label on the right.
The weekly timesheet also shows any cost codes and additional cost codes when you hover over a shift time

entry making checking the values quicker and easier.

Clicking on a clock in/out time will allow the time entry to be edited.
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By default, the list will be ordered by the staff members’ name. You can change this to a hierarchy, which uses
the skill order based on the staff member’s default skill. This allows you to show managers at the top for
example.

9.3.1. Absences
You are also able to report and update absences directly from the time sheet view.

Managers have the option to report the correct absence when processing time sheets rather than having to go to
staff profiles.

Just hover over the day as you would normally do to add a time entry and choose the Report Absence instead.
Absences can also be edited here to adjust the duration or details.

Staff Mon 17/07/2023 Tue 18/07/2023 Wed 19/07/2023 Thu 20/07/20
0.00 hrs

Alex Cox

P A45pm - 3:30am
5.75 hrs & 4

Alex Huntley @
& 8:30pm - 3:00am
6.00 hrs

@ Add Time Entry
Alex McCallam # 9:00pm - 3:00am @ Report Absence
5.50 hrs

Alex Savage

® ¢:00pm - 3:00am
5.50 hrs -

In addition, ‘the add absence time entry’ option on the timesheet and unprocessed pay views will collect absence
information to correctly report on absences at the same time.
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Add Paid Absence Time Entry *
Absence Type Sickness v
Category None - no category selected v
Venue Venue Uno v

Staff

Shift Times Quick Fill

Date 22/08/2023 O

Times 14:00 @ |until 01:00 @

Note: If a time entry is displayed in italics, it indicates these are times the staff member worked at a different
venue. You can edit these times by going to the venue and viewing the time entries.

9.3.2. Quick Edit

The quick edit view allows you to simply type in the changes to time entries or add new entries by adding the
times. See the quick view on manage shift week to see how this works.

It’s important to know that only staff with a default role can have shifts added/edited like this (as the system
needs to know where they should have worked). Once a time entry has been added, you can swap back to the
normal view to edit the time entry details if required.

9.4. Pay Elements

You can set the pay elements for various staff types under Dashboard > Pay > Pay Settings. Here you can select
“Create Pay Element' from the “Actions” menu. This allows you to set up the pay elements and details.

Pay Element Details

o Pay Element Title
Give the pay element a recognisable title.

e Hidden?
Checking the box will hide these pay element details from most screens. It’s perfect for hiding
holiday rates of pay.

o Exclude From Wage Sheet Exports
This will exclude these pay elements from wage sheet exports. This is useful to prevent salaried
hours or hours without pay from being included in wage sheet exports but can still be used in
reporting within the system.
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Pay Type

This is either Hourly Rate (e.g. staff are paid by the minute) or pay item (staff are paid the rate
for each item they have sold/completed).

Hourly Amount

Determine the hourly amount for this pay element.

Account

Optional: Select the appropriate Account (see Pay Element Accounts for more information).

Holiday Pay Element:

Select whether Holiday Pay Element is disabled, or which pay element is appropriate for the pay
element from the existing pay element list.

Holiday Pay %:

If you have selected a Holiday Pay Element, you can choose the percentage of that pay element
that will be given to the staff member when they take holiday. This is entered as a percentage.
Event Triggers

Here you can enable automatic changes to payroll provided they meet a certain age or time
spent working for the company.
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Pay Elements

Pay Element Details

Pay Element Title Ents DM + Bonus

Hidden?

Useful for automatic pay elements such as holiday, absenses or
overtime. Managers cannot manually choose a hidden pay
element

[m]

Exclude From Wage Sheet Exports

This will exclude these pay elements from wage sheet exports.

This is useful to prevent salaried hours or hours without pay from No - include in exports v
being included in wage sheet exports but can still be used in

reporting within the system

Rate of Pay

Pay Type Paid per hour v

Hourly Amount
. £ 100
Enter a new hourly amount to see schedule options on when to

change the rate

Payroll / Journal Reconciliation

Account Ents DM + Bonus v

Sage Payroll Elements Code

Percentage Holiday Pay

Percentage Holiday Pay Element
This is the pay element used for the holiday time earned (if this - Disabled v
is applicable under their contract)

Event Triggers

Staff Member Age

This will automatically change assigned pay elements for
employees when they reach this verified age. Only new time
entries after the change will be affected.

Disabled v

Length of Service Change

This will automatically change assigned pay elements for
employees when they reach this Length of Service. Only new
time entries after the change will be affected.

Disabled v

Time Specific Change

@ This option is being deprecated in favour of contract Disabled
manipulation rules. Please speak to the support team if you

require assistance in making the change.

Set pay element to Engine Room DM v

= SAVE PAY ELEMENT

Staffsavvy”
SmartBlue Ltd is providing this service on behalf of StaffSawvy Demo
©2007-2023 SmartBlue Ltd

You can edit or delete existing Pay Elements from the main list.

9.4.1. Scheduled Rate Changes

When editing an hourly rate, the system will ask if the rate is a correction or a scheduled change. A correction
will change the current hourly rate and change any unprocessed hourly rates to match the new rate.

The New Rate option will create a new hourly rate and you can choose to apply it instantly or at a set date or
time.

The system will also record all changes made to the hourly rates and will correctly select the right hourly rate
historically for any time entry added for in the past or the future.

StaffSavvy Manual for v2026.1.0 Page 304 of 437 © 2026 SmartBlue



Manual @ StaffSavvy

Rate of Pay

Pay Type Paid per hour v

Hourly Amount £ ‘ 200 ‘
Adjustment Type New Rate [do not adjust previc ~ Takes effect: | From now +
Update Other Pay Elements Update the other 33 pay elements currently set to £1.00 v

9.4.2. Age-Based Rate Changes

This allows you to automatically change a staff member’s hourly rate once they turn specific ages.

The first step is to ensure we have a date of birth for each staff member in the system. Any age-related rules
such as increases in pay are applied as soon as the DOB is provided in the system.

Your Date of Birth can be set up on your profile page under ‘Further Details’. If you need to change a Date of
Birth, we recommend reviewing any hourly rates to ensure they do not need to be reset.

2 Date of Birth

Date of Birth

To set up a change based on age, simply edit the pay element rates and set an age trigger. Choose the next pay
element that the site should change the staff member’s pay to.

On the day the staff member changes to be the set age, the site will automatically select all skills for which they
are paid the normal rate and will set a bespoke rate to the selected pay element.

Event Triggers

Staff Member Age

When they turn 25 - Set pay element to;

Ents Rate 2 v ‘
This will automatically change assigned pay elements for employees when they

reach this verified age. Only new time entries after the change will be affected.

9.5. Pay Rate History

Pay Elements now have a history of rates so that you can see history and remove any incorrect entries
Useful for checking (or correcting) changes in pay amounts and keeping track of what has been changed. This
option will only appear once changes have been made to the hourly rate.
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Pay Element History

Engine Room Training

Date & Time New Rate By
Since Creation £1.00
1:40am 18/09/2024 £4.00 James Hodgetts

This can be found under the ‘Rate History’ button to view the history of that pay element.

9.6. Length of Service

Pay Elements can now have Length of Service adjustments within them allowing the system to automatically
change staff between pay elements depending on their length of service.

This can be changed via Pay > Pay Settings. In the actions menu go to, ‘Create a New Pay Element’. Under rate of
pay, Pay Type should be set to ‘Paid Per Item’. This allows for Length of Service Adjustments.

Payroll / Journal Reconciliation

Account Ball Manager A

Sage Payroll Rule / Elements Code

Length of Service Change Disabled
This will automatically change assigned pay elements for :| 0 Days Setpay element to: | Engine Room v
employees when they reach this Length of Service. Only new time

Weeks of service
entries after the change will be affected. 5
Months of service

Years of service
L

This is where you set what will trigger an automatic change to pay when a length of service has been met. This can
be set to days, weeks, months or years.

9.6.1. Using Hourly Pay Rates

Hourly pay rates are associated with time entries; a period of time that a staff member was working for you.
During this time they are paid the associated hourly rate.

By default, the hourly rate used is the one set on the skill that the staff member is working at. You can also
override this on each staff member's account (See Staff Skills).

To add time entries, you can use the clock in screens or manually add the entries via pages such as the Weekly
Timesheet and Unprocessed Pay.
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9.6.2. Using Pay Items

Pay Items allow you to pay staff for a unit rather than an hour of work. You can specify each of your pay items
and how much each item is worth in currency.

You can then assign the pay items to each of the skills that can be rewarded via that pay item to quickly pay staff
their commission or bonuses.

Once created, you can either manually add the pay items via Unprocessed Pay or by assigning the pay item rates
to skills and using the quick ‘Add Pay Items’ page.

For the Unprocessed Pay method, click Actions > Add Unlisted Pay Item. Choose who to assign the item to and
the total number of items to add.

For the Add Pay Items method, you need to assign the pay items to skills so the system knows which ones apply
to different staff in your business. To go Staff > Staff Settings > Manage Skills. Click Edit next to the skill you want
to change.

Under the Pay tab, you will see the default hourly rate plus the option to add Pay Per Item Rates. Select all of the
pay item rates you wish to offer to those staff.

Once saved, you can now add pay items to the skill. Go to Pay > Add Pay Items.
You will be asked to select a skill to use.

You’ll then see a grid with all of your staff listed on the left and all of the pay items across the top. Simply use the
boxes to enter how many pay items you want each staff member to receive.

The system will calculate the total value for you and inform you of any previously assigned pay items that have
not yet been paid. This will help to prevent duplication.

Once added, pay items will be included in wage sheets as per hourly rates and exported to your payroll system as
simple units per rate.

9.7. Unprocessed Pay

This presents you with the full list of unprocessed pay. The total hours and cost, as well as unauthorised hours
and cost, is listed in the Summary at the top of the page. It is designed to show you a longer period of shifts and
the total that will be paid out.

This list will also include pay items (often used for commission or bonus payments). Staff members will only have
access to payroll and staff details for their own specific venue. This includes managers and line managers as well.

It can also be used to create small wage sheets containing just a few time entries; the time entries for a certain

venue or all venues for a short period. This is useful if you have agreed to pay certain shifts quickly or out of sync
for all other shifts.
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To view Unprocessed Pay Items go to Pay > Add Pay Items. Choose the skill you are interested in and you will be
able to view all current expenses from all venues. To do this click to change Venue under the Filter tab. Then go
to Venue Groups and select All Venues.

You can use the filter function to filter on multiple fronts, including but not limited to contract types. This allows
you to only view certain types of contracts when viewing unprocessed pay, for example, casual contracts. This is
useful if contract types are a big factor in determining pay for your company and you want to see this easily.

View By Venues or Venue Groups

Venues Venue Groups

e

All Venues O Hotel O Main Building

) RESET TO CURRENT VENUE [= SET VENUES

Once you are happy with the shift information you can choose to confirm or finalise selected or all shifts (click
the Actions button in the menu to see these options).

You can also add an optional wage sheet caption, which appears on the Wage Sheet list. Once you’re happy with
the information, click “Confirm and generate wage sheet”. This will then process the shifts and generate the
wage sheet where you can then make adjustments on what has - or has not - been worked to ensure that the
items correctly reflect the staff member’s shifts, hours, as well as your policy on overtime.

Unprocessed pay now displays ‘contract manipulation rule changes’ to allow you to see pay element and skill
changes on this screen before they are processed into a wage sheet.

The Actions button in the corner of the menu allows you to:

e Add unlisted time entry
You can add an unlisted time entry to the list to be processed (see 2.1 Adding Extra Shifts for more
details).

e Add Paid Holiday Time Entry
You can add a paid holiday time entry to the list to be processed. This is then counted as hours of holiday
used and paid to the employee at the selected pay element.

® Reset clock in/out times
You can reset a clock in or out time if you have made changes that you want to revert. Select the shift
that you want to reset the times for and submit.

e Finalise selected time entries
You can select specific time entries to finalise and move to the wage sheet.

e Finalise all time entries
You can select all time entries to finalise and move to the wage sheet.
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There may be times that you need to make adjustments to some of the shift information. To do so, select the
staff member or member’s that you would like to adjust details for using the checkbox on the far right, then
make the adjustments using the white box below. Finally, click change to confirm your changes.

ey: _ READY TO BE APPROVED [ITIIEULT VR

Alex carstairs
Alex Cox
Alex Huntley

Alex McCallam (walshie)

Clicking on the staff member’s name shows you the breakdown of their shift(s). The pencil icon allows you to
edit their clock in and clock out times, whilst the green check icon allows you to approve their overtime shift:

~

ey _ READY TO BE APPROVED [T RN

(OPEN ALL/CLOSE ALL

Aaron Grafton (Aaron L) 13.00 £13.00

The person who approved the entry and the date stamp is now included on time entries created by contract
manipulation rules.

It is important to note that you are able to restrict who can change or manually set the pay element via
Permissions. The permission to manage this is called 'Manually choose or change pay elements per time’ and
allows those with this permission to choose or change pay elements manually per time entry.

9.7.2. Breaks

The site can automatically calculate both paid and unpaid breaks for staff members of different shift lengths.

Create and manage the break policies under System > Absence & Break > Break Policies.

Breaks can be manually added, edited and removed from the Unprocessed Pay page. Simply click on the time
under the break’s title on a particular shift and the following will be displayed:
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Existing breaks

T:45PM 12:15AM 30 mins x 51
® 1215AM 12:25AM 10 mins « ot
Start: | 12am (Midnight) »+ |: 15 ~ End:| 12am (Midnight) v : 25 ~ e m

Add a break
Start: | 12am (Midnight) + | 25 = End:| 12am [Midnight) v |: 25 = ek ® apD

This panel displays both existing breaks and the ability to add a break.

Paid breaks are kept for records only. Unpaid breaks will deduct the time from the total hours paid to the staff
member. One of the options for StaffSavvy is that if any staff member comes back more than a few minutes late
from a paid break, then the difference is added as unpaid. Meaning the staff member is deducted any additional
time when they were on break but shouldn’t have been.

To edit a break time, just select it using the radio buttons on the left and set the times as needed underneath.
Click ‘Change’ to adapt it. The bin icon will remove it completely.

9.7.3. Quick View Pop up

There is also a quick view popup that comes up under unprocessed pay. This allows you to see any changes that
will be made by contract manipulation rules once the time entry has been approved and processed into a wage
sheet. This will be shown using an icon (as in the screenshot below) and on click, it will display the planned
changes.

These changes will be processed when the time entry is put into a wage sheet. This allows you to focus on the
correct times and skills for a time entry and any further changes will be performed automatically. You can also
see a full breakdown of the changes if you view the details page for any time entry.

Segments

2:.00am LLW 2x

10:00am LLW

LLW (£T1.95)
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9.8. Processing Selected Pay Items

You can process pay items at a single venue or all venues at once. This allows multiple expense times to be
processed at the same time.

Confirm Wage sheet
Grand Totals
Name Normal Pay Holiday Pay

Aaron Grafton 6.00 £6.00 £0.00

Total Hours Worked Total Wages to Pay (inc. holiday & absence pay)

6.00 £6.00

Wage Sheet Title (internal usel:
Wage Sheet Title (for staff):

Expected Payment Date (for staff): 14th v || Apr v || 2020 v

CONFIRM AND GENERATE WAGESHEET

9.8.1. Adding Unlisted Time Entries

You are able to add a time entry that is not listed or a paid holiday shift to the list so that it can be processed.
Click “Add unlisted time entries” or “Add Paid Holiday Shift” from “Actions” within the menu. You will be
presented with a form about that particular shift - the staff member, hours worked, skill, and so on. Complete
this then click “Add Clock Timesheet”. This will then add the shift to the list for processing.
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Venue Venue Uno v

Staff

Shift Times Quick Fill

Date 14th v | Apr v || 2020 v

Times 7am v |1 00 v |until| Tam v |:|00 ¥

Role Staff Member's default role v
Wage Automatically select wage A
Setto Normal M
Automatic Breaks Add all allowed unpaid breaks to this shift; this presumes the staff member has taken all breaks.

@ ADD TO TIMESHEET

8.7.3. Relabelling from a Time Entry into an Absence or Holiday

Additionally you can change time entries between absence, holiday or normal time entries if there is an absence
period in place. If you have a time entry in the system already but it is not reported as absence or holiday when it
should be then you can now simply change the reporting status rather than needing to remove and re-add it.

To use: Make sure the time entry is covered by an absence or holiday period. Then edit the time entry. You will be
able to change the reporting option at the top of the time entry.

Note: You will only be able to change it to the correct reporting type that matches the period; e.qg. if they are on
holiday then you can change the time entry to a holiday time entry. If they are absent then it can be changed to an
absence time entry only.
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9.9. Time Entry Confirmation by Staff

This contract option requires staff to confirm each time entry before it will be included in a wage sheet.

Managers still review and approve time entries at which point staff will receive notifications on their dashboards
that there are time entries to confirm.

They can then review and confirm each one. Only confirmed time entries will be processed into wage sheets.

Time Entry & Pay Item Confirmation

10/12/2020 8:06pm - 10:06pm 2h Om ‘ % QUERY WITH APPROVER ‘
12/07/2021 8:30pm - 3:00am 6h 30m ‘ % QUERY WITH APPROVER

If the time entries are edited once confirmed by the staff member then their status resets and they will need to
be confirmed again.

Enable the Time Entry confirmation option under the Shifts & Time entries tab when editing a Contract.

9.10. Wage sheets

A wage sheet is simply a collection of approved time entries that have been grouped together for payment. Once
they are in a wage sheet then the hours are locked and no editing can be done.
Wages sheets can only be viewed by those with explicitly given access to a wage sheet.

9.10.1. Creating a Wage sheet from approved time entries

The most efficient way to process time entries, pay items and expenses is to simply create a wage sheet from all
of the approved time entries. You can do this from the View Wage sheets page. There is a button in the top
called Create Wage sheet.

It will display a set of options that allow you to choose venues, a cut of time for shifts and employee contracts.

The time period option is normally used for paying staff for shifts up to the end of a period (week, fortnight or
month) several days after the end of the period and not including anything worked since then. This process is
designed to include all approved time entries up to the cut of time so that nothing is missed accidentally.

It’s important to note that midnight is the start of the day so 12:00am on Friday 10th of Jan is midnight between
Thursday and Friday.
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Create Wagesheet from Approved Shifts

This tool will create a single wagesheet from previously approved shifts. The wagesheet can contain multiple venues.

Venues Approved time sheets from all venues
Period Every approved time sheet including today
Contracts Timesheets from all staff

Casual Holiday Include Casual Holiday Pay In Wage Sheet

Holiday & Absences ¥ Process Holiday entitlements and Absences for the same period

ﬂ- PREVIEW WAGESHEET

The contracts filter allows you to choose certain staff members to be included. This allows you to pay some staff
weekly, some fortnightly and some monthly (or any combination).

The casual holiday option allows you to split automatic holiday pay into a different wage sheet. This allows the
holiday pay to be kept back and paid on a different schedule. You can either create a new wage sheet or assign

the holiday pay to another holiday wage sheet.

There is also the ability to rename wage sheets and update the details entered when creating a wage sheet,
including the titles for internal use, how they will appear publicly to staff and whether you want the expected pay
date to appear visible. If you have permission, you will see the option to rename a wage sheet in the action’s menu
when viewing it.

Restrict Historical Time Entries

You can also set your wage sheet so that it only starts from a certain period by preventing time entries from being
added before a specific date.

» Create Wage Sheet % Combine selected wage sheets into Export  FESSI=iaF =1 =i A s ESdilsdlely

To do this, first enable the new permission (Ability to set historical restriction) and then set the time restriction
from the Manage Wage Sheets page. Once set, all future wage sheets created will not include time entries from
before that point in time. You can update this restriction at any time using the same button. This is helpful for
payroll and preventing unauthorised historical entries.

Setting a date limit where entries cannot be added without permission improves manager oversight and prevents

time entries from being input for those past closed periods. This is also helpful for correcting user error mistakes,
like inputting incorrect year entries.
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9.10.1.1. Unapproved Times Warning
If there are any unapproved time entries that are in the selected venues, time period and contracts that will not
be included in the wage sheet then a warning will be displayed.

The warning will tell you how many shifts are unapproved and in which venue.

You can still continue and create the wage sheet; it will simply not include these time entries. They will be
included in the next wage sheet once they have been approved.

9.10.1.2. Long Duration Time Entry Warning
The system will automatically warn if a time entry is over a set number of hours. The default is 12 hours but this
can be configured in the global settings.

Any time entry this long or longer will be displayed so it can be checked.

9.10.2. Viewing Wage sheets

You can view all previous wage sheets under Pay > View Wage Sheets. You can see the overall information about
that wage sheet, including the date created, number of shifts involved, hours worked, net & holiday pay (if
enabled) and the total wage value.

These can be downloaded or viewed within the browser. Within the “Actions” area of the menu, you can also
combine multiple wage sheets into a single export as long as they are unarchived. Various formats are available,
you can enable each format under the Global Settings.

On the Current Wage Sheets tab, you can download single wage sheets, merge wage sheets for download and
even undo a wage sheet. Undoing a wage sheet will return all of the wages back for final approval. Automatic
holidays will be removed and the wage sheet record will vanish.

This will allow you to then create a new wage sheet once any adjustments or corrections have been made. You
will now receive updates on what the system is processing when previewing and creating wage sheets.

Once you are happy with the wage sheet and you have processed your pay on your payroll software then you
can “archive” the wage sheet. This will move it to the archived tab so you know it is complete and finished.

Wage Sheets

Current Wage Sheets Archived

Uo  Sat8/04/2070348AM  WES04T 107 25 e3m087 S

Page 315 of 437



@ StaffSavvy

Please note that Archived wage sheets cannot be merged together or undone. They are for historical records
only.

Clicking the View button shows you the particular wage sheet in more detail. From here you can then see a
breakdown of each staff member’s pay by skill or by shift.

1 X
Sam's wagesheet breakdown by role
Roles
Bar Crew 6.72 £47.35
DM Training 6.78 £49.86

9.10.3. Bulk Upload Payslips

You can import payslips into the system via Bulk Upload under Pay > Import Payslips.

Import Payslips

You can use this tool to bulk upload payslips to user accounts.
The payslips need to be in a .zip file with a flename matching:

They will be uploaded as the following document type: UK Passport

This tool allows you to upload payslips in bulk to user accounts. You must set up what file type is considered a
payslip.

9.10.4.
9.9.4. Downloading Wage Sheet Data

The wage sheet data can be downloaded in multiple formats. Most of the export formats require configuration
to ensure they produce the correct data to be used by third-party services such as Sage Payroll or Pegasus Opera.
The export formats marked with a * below will only be enabled if you require this format. You can have multiple
formats enabled; please speak to us if this is required.

When downloading a file, the system will check to ensure that the correct information has been provided to
populate the file. For example, the Sage Payroll file will check that all staff in the wage sheet.

9.10.4.1. CSV

This format will produce a list of each staff member’s name with the number of hours they are owed per pay
element. Each pay element will be listed on a different line so staff can appear in multiple rows. This is followed
by the hourly rate in your currency and the total hours in decimal minutes.
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Rob abashekh TOFS rate 1 7.05 5.82
Joy Ashurst TOFS rate 1 7.05 11.87
Stephanie Ashurst TOFS rate 1 7.05 5.03
Stephanie Ashurst Ents rate 1 7.05 5.55
Michael atkin TOFS rate 1 7.05 10.12
Sara Bailey TOFS rate 1 7.05 4.95
Heather Brandum Ents rate 1 7.05 3.8
James Burtally Ents rate 3 7.35 7.03
Joseph Camps TOFS rate 1 7.05 10.25
Alice carstairs TOFS rate 1 7.05 6.77
Emma Carter TOFSrate 1 7.05 111

9.10.4.2. Sage 50 Accounts File*
This file is formatted for use with Sage. The file includes your staff member’s Employee number used in Sage

followed by the Sage payment reference to use and the decimal hours and decimal hourly rate.

@ StaffSavvy

This format requires the Payment Reference to be set on the Pay Element Account plus the employee’s Sage

reference being assigned.

Hour
Employee Reference Payment Reference . Rate
3135 11 5.82 7.05
11.8
3157 11 . 7.05
3188 11 5.03 7.05
3188 21 5.55 7.05
10.1
3214 11 5 7.05
3225 11 4.95 7.05
3111 21 3.8 7.05
2856 23 7.03 7.35
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10.2
3194 11 5 7.05
3120 11 6.77 7.05

9.10.4.3. Sage Payroll

We provide two different formats for Sage Payroll; both the official default format their documentation
recommends and a custom format that can be used with a custom import template. This provides names of
employees and removes their rate of pay so Safe Payroll will use the rates set on their account.

9.10.4.3.1. Sage Payroll File: Default Format*

This format is designed for Sage Payroll Column A is Sage Payroll employee reference, Column B is the pay
element ID, column C is the decimal hours worked and column D is the hourly rate.

This format requires the employee’s Sage Payroll reference being assigned. This can be done via Staff > Staff
Settings > Manage Staff.

You will also need to assign the payment reference (Pay Element ID) to each pay element. This is configured
under the Payroll / Journal Reconciliation section of each Pay Element.

Employee Reference Payment Hours Rate
Reference
3135 11 5.82 1.00
3157 13 11.87 2.00
3188 11 5.03 1.00
3188 14 5.55 2.00
3214 11 10.12 1.00
3225 11 4.95 1.00
3111 11 3.8 1.00
2856 11 7.03 1.00
3194 12 10.25 1.00
3120 14 6.77 1.00
3134 11 0 1.00
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9.10.4.3.2. Sage Payroll File: With Names*

This format is designed for Sage Payroll. It is similar to the default format but provides an employee name and
drops the rate of pay column. This format can be imported to Sage Payroll using a custom import template you
create within Sage Payroll.

Column A is the employee name, column B is Sage Payroll employee reference, column C is the pay element ID
and column D is the decimal hours worked.

This format requires the employee’s Sage Payroll reference being assigned. This can be done via the Manage
Staff page under Staff > Staff Settings.

You will also need to assign the payment reference (Pay Element ID) to each pay element. This is configured
under the Payroll / Journal Reconciliation section of each Pay Element.

Name Employee Reference Payment Hours
Reference
James Andrew 3135 11 5.82
Andrea Franks 3157 13 11.87
John Hopkin 3188 11 5.03
James Edwards 3188 14 5.55
Stephanie Jones 3214 11 10.12
Tom Aindow 3225 11 4.95
Jennifer Jenkins 3111 11 3.8
Annabell Rice 2856 11 7.03
Thea Bolton 3194 12 10.25
Boris Hugo 3120 14 6.77
Peter Westwood 3134 11 0

9.10.4.3.3. Dealing with multiple rates per Sagepay Element ID

Sage Payroll badly handles multiple rates of pay per Pay Element Id. It will simply error or fail to import a second
line for the same Sage Payroll Pay Element Id. This means that pay might be missed.

To resolve this issue, StaffSavvy will export just one line per SagePay Element Id. If there are multiple rates of pay
for that Pay Element Id (e.g. the rate of pay changed mid-month), then the export will report the highest rate of

pay.

Page 319 of 437



@ StaffSavvy

We will then also add an “adjustment” line to that staff member. This adjustment line will contain a negative
number to adjust the gross pay back down to the correct level for the wage sheet.

The Sage Payroll Element Id that you want the system to use for this adjustment line must be set under the
Global Settings for Sage Payroll.

9.10.4.4. Sage Payroll Bureau File*

This is a human readable format designed to support a format used by external Sage Payroll Bureaus. The format
includes full names, employee numbers, departments and holiday hours. The format also allows for manual edits
to be made in pre-set columns.

This format requires the Sage Payroll Rule to be set in Pay Elements, plus the employee’s Sage reference being
assigned.

9.10.4.5. Midland iTrent Export File*

This format is designed to be used with Midland iTrent and supports the iTrent employee numbers, Element
codes and cost codes.

This format requires the Element code to be set on the pay element, the default Cost Code set per Venue plus
the employee’s iTrent reference being assigned.

You can also decide on additional information and split the time entries per occupancy code or employee
references based on how your iTrent system is configured.

9.10.4.5.1. Export per_ref_no (one reference per staff member)

This is the default option. Every employee has a single employee reference that is assigned via Manage Staff. This
is used for all time entries)

9.10.4.5.2. Export occ_ref_no (one occupancy reference per staff member per venue)

This allows you to specify different occupancy references per staff member per venue. It allows you to assign the
staff costs to different cost centres within iTrent. The default occupancy reference is still assigned via Manage
Staff but other occupancy references can then be assigned for each employee for each of the venues where they
work.

When this mode is enabled, an additional column is added to the Manage Venues page (under the employee’s
profile page and click Actions menu to find this page).

Here you can then set the occupancy code per venue. If no code is provided then the system will use the
employee’s default code set on the Manage Staff page.
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Staff Member Home Venue Access to Venue? iTrent Occ Ref

Administration

Community Wardens 29403912

Dylans Kitchen and Bar
345342324

Insight & Policy

9.10.4.5.3. Export reference per skill (one reference per staff member per skill)

This allows you to override the employee’s iTrent reference for particular skills so that they can be assigned to
different cost centres in iTrent.

Cost codes can also be overwritten per day on Manage Shifts and on each time entry under Daily Shift Review or
Unprocessed Pay.

9.10.4.6. StaffSavvy Simple One*
This format is designed to be the start of a manual process to provide hours to a third party. The export includes

employee names, employee numbers, total pay, total hours and breakdowns of hours for holiday and sickness.

The export also breaks the hours per venue (not per venue export name but the actual venue name) and also
per rate.

Total hours are shown along with a total cost per that rate.

Additional columns such as gratuity, additions and deductions can be edited/added outside of StaffSavvy.
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A B C D E F G H J K L M N
1 |Week Endi Week No Date Paid
2 |DD/MM/Y XX DD/MM/YYYY
3 Name Employee Dept. Contracte Rate Hours Salary Holiday  Gratuity Additions Sub-Total Deductior Total MNotes
4 | James Bailey Uno Var 7.35 4.066667 29.89 0
5 |Jesica Bailey Uno Var 7.05 7.25 51.11 0
6 |Sam barnsdale Uno Var 7.05 5.05 35.6 0
7 |Peter Bollons Uno Var 7.05 14 98.7 0
8 | Charlotte Boyton Uno Var 7.05 5.95 41.95 0
9 | Charlotte Boyton Uno Var 7.35 11.51667 84.65 0
10 | Alice Brinkley Uno Var 7.05 5.716667 40.3 0
11 |Heather Bryant Uno Var 7.05 6.533333 46.06 0
12 |Anisha Burrows Uno Var 7.05 6.05 42.65 0
13 |Tara Connell Uno Var 7.05 5.75 40.54 0
14 |Jack Dart Uno Var 7.05 6.733333 47.47 0
15 |loseph Forni Uno Var 7.05 B.866667 62.51 0
16 | Alice Garvie Uno Var 7.05 5.183333 36.54 0
17 |Johnny Gerrard Uno Var 7.05 11.1 78.26 0
18 |Emmeline Gibson Uno Var 7.05 5.183333 36.54 0

9.10.4.7. Pegasus Opera 3*
This format is designed to create the standard import format used by Pegasus Opera 3.

To create the format, the system needs to know the Transaction Code on each pay element. Set this under the
Pay > Pay Settings > Pay Elements. Any pay rates with the same Transaction Codes will be merged together in
the exported file.

Each employee will also need their Opera Employee Reference number. Set this under Staff > Staff Settings >
Manage Staff.

9.10.4.8. Exchequer Journal*

Contents and details to be confirmed following approval of this format.

9.10.4.9. ADP Freedom*
This format works with the ADP Freedom software. It allows for a staff employee reference, cost centre code and

earn code to be assigned.

The format also includes GL BUS Code but this will use the cost centre code.

Employee_ EE_EARN EE_EARN_ EE_EARN_ COST CEN GL_BUS_C  TRANS_DA
code EARN_CODE _AMT Qry RATE TRE_CODE  ODE TE
23/01/201
625833 TEAM 1 ENTS ENTS 7
06/02/201
485932 TEAM 1 ENTS ENTS 7
13/02/201
484932 TEAM 1 ENTS ENTS 7
15/02/201
484932 TEAM 1.42 SHOP SHOP 7
15/02/201
284921 FINANCE 3 OFFICE OFFICE 7
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15/02/201
222374 ENTS 8.25 ENTS ENTS 7

9.10.4.10. Miracle*
This format works with the MircalePay NAV software. It allows for a staff employee reference, global dimension
codes and job titles.

To configure this, you will need to assign each employee their Miracle reference under Staff > Staff Settings >
Manage staff. To allow a MiraclePay reference number to be added go to Global Settings > Payroll.

Each venue will then need to have its Miracle Global Dimension 1 Code assigned. Go to System > Venues >
Manage Venues and set the dimension 1 code as needed.

Finally the details about each pay element account needs to be set. Go to Pay > Pay Settings > Pay Element
Accounts. Set both the Miracle Global Dimension 2 Code and the Miracle Column Title. The column title is used
to determine which columns should be added to the Miracle export format.

9.10.4.11. Carval*
This format works with the Carval HR software and provides the correct payroll numbers and cost centres to
export the data in an importable format.

All staff need their Carval employee references set. Do this under Staff > Staff Settings > Manage Staff. You
should then see a column for each staff member's Carval Employee reference. Every staff member just needs to
have their reference added. To allow a Carval reference number to be added go to Global Settings > Payroll.

The Carval cost centres are the codes used to link the hourly rates of pay to the department. These are managed
via Pay Element Accounts (Pay > Pay Settings > Pay Element Accounts). You'll need a Pay Element account for
each Carval cost centre.

9.10.4.12. Raw Data including shift breakdown

This format will export every time entry for each employee within the wage sheet. It will include an employee
number, their names, a name per venue, date worked, start and end times, hours, hourly rate and gross pay.

OCCUPANCY FIRST LAST WORK
VENUE DATE START END HOURS WAGE VALUE
REF NAME NAME ORDER
Old Fire 03:3
Rob abashekh i 2017-04-06 21:45 5.82 7.05 41.01
Station 5
Old Fire 03:4
Joy Ashurst i 2017-04-06 20:30 6.75 7.05 47.59
Station 5
Old Fire 03:3
Joy Ashurst i 2017-04-07 22:32 5.12 7.05 36.07
Station 8
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. Old Fire 03:3
Stephanie Ashurst . 2017-04-07 22:30 5.03 7.05 35.49
Station 2
. Old Fire 03:3
Stephanie Ashurst X 2017-04-06 22:00 5.55 7.05 39.13
Station 2
i . Old Fire 03:3
Michael atkin i 2017-04-06 22:30 5.07 7.05 35.72
Station 4
. . Old Fire 03:3
Michael atkin X 2017-04-07 22:30 5.05 7.05 35.6
Station 3
. Old Fire 03:2
Sara Bailey . 2017-04-07 22:32 4.95 7.05 34.9
Station 9
Old Fire 00:1
Heather Brandum X 2017-04-07 20:30 3.8 7.05 26.79
Station 8

9.10.4.13. Excel Export Format 1
Note: This format can be enabled under Global Settings.

Excel Format 1 is designed to provide a summary of all time entries to be transcribed to another system. It will
also highlight staff on permanent and casual contracts.

Hours are shown as a total number of hours that includes holiday and sick pay. The notes column provides a
breakdown of holiday and sick page hours.

Yellow rows denote staff on casual contracts, white rows are everyone else.

A B C

1 WE 3.4.17 Weekly
2 Only showing entries from 26/03/2017 Monthly
3 Staff Hours after breaks Comments

4 James Bailey 4.07

5 Jesica Bailey 7.25

6 Sam barnsdale 5.05

7 Peter Bollons 14

8 Charlotte Boyton 17.47

9 Alice Brinkley 5.72

10 Heather Bryant 6.53

11 Anisha Burrows 6.05

12 Tara Connell 5.75

13 Jack Dart 6.73

14 Joseph Forni 8.87

15 Alice Garvie 5.18

16 Johnny Gerrard 11.1

17 Emmeline Gibson 5.18

18 Millicent Gibson 4.98

19 Charlie Gilfoy 4.63

20 'Harry Grafton 8.32
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Excel Format 2 provides a breakdown of hours per staff member per venue export name. It allows total costs

(not hours) to be seen per cost centre and provides breakdown of working, holiday and sickness costs.

The Venue Export Name is set under each venue and hours from venues with the same export name will be

combined. This allows you to create your own cost centres covering one or more venues and have this export

display them separately.

Each staff member will be listed with the venue export name and the total costs. If the staff member has worked

in multiple venues that have multiple export names then they will be listed several times. If the venues all share
the same export name then only one line will be shown.

WE 3.4.17

fuy

Staff
Jlames Bailey

Rate

Jesica Bailey
Sam barnsdale
Peter Bollons
Charlotte Boyton
Charlotte Boyton
Alice Brinkley

YRl RIE = IR, I S SE R N

[ury
[=]

Heather Bryant

[y
[

Anisha Burrows

[
)

Tara Connell
Jack Dart
Joseph Forni

= e
s W

Alice Garvie

[ury
[=)]

Johnny Gerrard

[ursy
~|

Emmeline Gibson
Millicent Gibson
Charlie Gilfoy
Harry Grafton

R I
[l = = ]

Megan Green

9.10.4.15. Excel Export Format 3

Hours after breaks

7.35
7.05
7.05
7.05
7.05
7.35
7.05
7.05
7.05
7.05
7.05
7.05
7.05
7.05
7.05
7.05
7.05
7.05
7.05

Note: This format can be enabled under Global Settings.

4.07
7.25
5.05
14
5.95
11.52
5.72
6.53
6.05
5.75
6.73
8.87
5.18
11.1
5.18
4.98
4.63
8.32
3.02

Holiday hours

o o o o0 o0 o oo o oo ooooooo

Sickness hours

o o o0 o o0 o0 o oo o000 oo oooooo0o

Excel Format 1 is designed to provide a summary of all time entries to be transcribed to another system. It will
also highlight staff on permanent and casual contracts.

Hours are shown as a total number of hours that includes holiday and sick pay. The notes column provides a

breakdown of holiday and sick page hours.
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A B C D E

1 WE3.4.17

2 |Staff Venue Ref Normal Pay (£) Holiday Pay (£) Sickness Pay (£)

3 |James Bailey 29.89 0 0
4 | lesica Bailey 51.11 0 0
5 |Sam barnsdale 35.6 0 0
6 |Peter Bollons 98.7 0 0
7 |Charlotte Boyton 126.6 0 0
8 |Alice Brinkley 40.3 0 0
9 |Heather Bryant 46.06 0 0
10 |Anisha Burrows 42.65 0 0
11 |Tara Connell 40.54 0 0
12 |lack Dart a47.47 0 0
13 |Joseph Forni 62.51 0 0
14 |Alice Garvie 36.54 0 0
15 |Johnny Gerrard 78.26 0 0
16 |[Emmeline Gibson 36.54 0 0
17 |Millicent Gibson 35.13 0 0
18 | Charlie Gilfoy 32.67 0 0
19 |Harry Grafton 58.63 0 0
20 |Megan Green 21.27 0 0
21 |Georgia Harding 33.84 0 0

9.10.4.16. Excel Export Format 4
Note: This format can be enabled under Global Settings.

Excel Format 4 is designed to provide a total cost per venue export name. This can then be used for journal

entries.
A B The total is provided as a cost in pounds (£) for each of the

different venue export names.

1 WE3.4.17
Any venue with the same export names will be combined

2 |Venue Ref Total Expenditure into a single line in this export.

3 |vo 3343.17

4 This allows different cost centres to be created that might

5 include several venues under one export name.

9.10.4.17. Excel Export Format 5
Note: This format can be enabled under Global Settings.

This format is designed to provide wage sheet information in a format for import. This format includes the Sage
Reference from each employee, their full name, hours to be paid, rate of pay and cost code.

The cost code is taken from the venue where the work was completed. You can set this per venue as the “title for
exports”.
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Shifts with the same venue, rate of pay and employee will be combined together into one row. Staff who work
multiple pages or for different rates of pay will be listed multiple times.

'WEEK ENDING: WE24,01.10

PAY DAY:
CHARGED TO:
AUTHORISED 5I1G:

Nick Bailey 31.9 5.8 XX
1606 Jon Barr £9.32 5.8 XX
Robert Barrow 45,92 5.8 XX
Ay Beaszley 30,74 5B XX
Ben Bennett 49,92 6.95 X
Harry Bennett 17.21 LB XX
1580 Guillermo  baollans 73.08 5B XX
David brien 25.83 6.95 XX
Terence Burns 71.92 5.8 XX
1604 Jessica carstairs 2881 LB XX
Tammy carstairs 36.83 5B XX
1631 Nikki Carter 3577 5.8 XX
rebecca Carter 3393 5B XX

9.10.4.18. Excel Export Format 6
Note: This format can be enabled and renamed under Global Settings.

This format simply includes your employee reference number, names, normal pay as a total, holiday pay (if
included), an empty advance pay for manual editing and a final gross pay column.

Payroll Number Surname/Foren: Normal Pay () Holiday Pay (£) Advance Pay (£) Gross Pay (£)

70 BAILEY f Nick 14,39 L1 a 14,39
BARR / lan 4] 4] 1] a

0 BARROW / Robert 0 a a a
52 BEASLEY/Amy 6.79 4] 1] 6.79
14 BENNETT fBen a a a a
15 BIGGS/ David 18.82 L] a 18.82
30 BOLLONS / Guillermo 10.88 4] 1] 10,88
33 BRIEN / David 15.15 L1 a 15,15
65 BRYANT/Siman 7.05 4] 1] 7.05
40 BURNS/ Terence 7.3 a a 7.3
83 CARSTAIRS / Tammy 19.93 4] 1] 19,93
53 CARTER/ Madeleine 4,28 a a 4,28
84 CARTER/ Mikki 6,87 L] a 6.87
10 CLARKE /Clare 73 4] 1] 7.3

9.10.4.19. Excel Export Format 7
Note: This format can be enabled and renamed under System > Configuration > Global Settings > Payroll.
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This format provides a raw export of rates and decimal hours for each employee. The column names for the rates
and hours can be edited under the settings.

In addition, a notes column can be added and automatic notes applied for different contract types.

Each of the employee’s rates of pay will be listed and the totals shown.

Payroll Number Surname First Name Ratel Hoursl Hours 2
70 BAILEY MICK 1.23 11.7
BARR JON a 14.87

66 LAAKSONEN JOMNATHAN 1.23 3.72 5.53
0 BARROW ROBERT a 30.98
52 BEASLEY AMY 1.23 3.52
14 BENMNETT BEN 1 a
15 BIGGS DAVID 1.23 15.3
30 BOLLONS GUILLERMO 1.23 8.85
33 BRIEN DAVID 1 15.15
65 BRYANT SIMOM 1.23 5.73
40 BURNS TERENCE 1.23 5.93
83 CARSTAIRS TAMMY 1.23 16.2
53 CARTER MADELEINE 1.23 3.48
34 CARTER MIKKI 1.23 5.58
10 CLARKE CLARE 1.23 5.93
6 COLLINS CHRIS 1 7.5
79 COOPER SAMANTHA 1.23 12.12
37 COWEN JACK 1.23 2.75

9.10.4.20. Excel Export Format 8
Note: This format can be enabled and renamed under System > Configuration > Global Settings > Payroll.

This format provides a raw export of rates and decimal hours for each employee. The column names for the rates
and hours can be edited under the settings.

Each of the employee’s rates of pay will be listed and the totals shown. The file will automatically adjust based on
the rates that are included in the file. Only rates of pay that one of the staff members has been paid within that

wage sheet will be included.

The file also includes a subtotal column, number of holiday hours and total holiday value. Finally, it also shows a
total pay.

9.10.4.21. Excel Export Format 9
Note: This format can be enabled and renamed under Global Settings.

This format will provide a total number of hours per staff member including the rate of pay, total hours and a
grand cost. Staff will have multiple lines if they have multiple rates of pay per wage sheet.
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Hours after
Reference Staff Rate breaks Row Total
230 James Bailey 7.35 422 3101.7
230 Jesica Bailey 7.05 528 3722.4
44 Sam barnsdale 7.05 403 2841.15
44 Sam barnsdale 7.35 407 2991.45

9.10.4.22. Excel Export Format 10

Note: This format can be enabled and renamed under Global Settings.

This format provides an export of all wage sheet costs grouped per venue, Cost Code 1 and Cost Code 2.

It is perfect to provide a total value of time sheet per cost code during the wage sheet.

WE 09.04.22

Venue Cost Code 1 Cost Code 2 Total Expenditure
Example 1 3840.57

Example 2 3840.57

9.10.4.23. Excel Export Format 11

Note: This format can be enabled and renamed under Global Settings.

This format creates an Excel file with the following columns:
Reference

First name

Last name

Date Worked

Pay Element (special reference on each pay element)
Hours (decimal)

Event Cost Code (if provided)

Venue (Using the Title for Exports)
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e Custom Field (Ability to add a custom field to the export)

There will be a single row for each combination of staff, date worked, pay element, cost code and venue.

Reference First Last Name Date Worked Pay Hours Event Venue [Custom
Number Name Element Cost Field]
Code

10302310A James Bilal 2019-05-29 GRADE C 3 Uno

10302310A James Bilal 2019-05-31 GRADE C 2.5 Uno

0023AA Amy Chalakova 2019-05-28 GRADE C 3.25 Uno

00013AM Lara Coull 2019-05-31 GRADE B 6.25 Uno

u25

9.10.4.24. Excel Export Format 12
Note: This format can be enabled and renamed under Global Settings.

This is a cross-charge report that is designed to show the total cost per staff member where they have worked in
a different venue from their home venue.

The report includes the employee name, their home venue and then a column for each venue in the system. The
report will then include the value of hours under each column where they are not within the home venue.

Staff Home Venue Uno CH Office VO
Jake Bailey VO 234.56 0 0 0
James Bailey VO 0 45.45 0 0
Peter Bollons Uno 0 0 23.23 178.45

9.10.4.25. Excel Export Format 13
Note: This format can be enabled and renamed under Global Settings.

This format allows you to produce a report showing the “standard” hours for a staff member and a currency cost
for any additional hours.

Once you’ve enabled the report, you will need to update the pay elements. Under the Payroll/Journal
Reconciliation title, choose if that pay element will be exported as Hours or as Cash values.
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Payroll / Journal Reconciliation

Account Ball Manager v

Sage Payroll Rule / Elements Code

Export item as... As hours v

Once set, this will tell the report format which pay items should be included in their regular hours or within the
cash total.

This format creates an Excel file with the following columns:
o Staff Member’s Name

Month that the item was earned (YY-MM format)

Home Venue

Rate of Pay (for standard hours)

Number of standard hours

Cash Addition

Authorised (one of the authorising staff members)

Note: if the staff member has multiple pay elements that are marked as per hours OR standard rate of pay
changes then they will have multiple rows in the file (one for each rate of pay for standard hours). Cash total will
only be displayed on the first row for that staff member and won’t be repeated.

Name Mont Venue Rate of Pay Hours Cash Addition Authorised
h

John 21-02 Uno 10.00 50.25 25.00 James Smith

Smith

Adam 21-02 Bilal 10.00 10.12 423.00 James Smith

Jones

Frank 21-02 Coffee 10.00 105.0 3.25 Anne Jones

Clark Hut

James 21-02 Uno 15.00 80.50 60.75 James Smith

Bowen

9.10.4.26. Excel Export Format 14
Note: This format can be enabled and renamed under Global Settings.

This export produces a summary sheet of employee, contracted hours, additional hours, national holiday hours,
different hour rates and sick pay deductions.
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It contains the following columns:

EmpNo

Name

Contract

Contract hours during period of wage sheet
Total hours worked (includes all rates)
Additional Hours

Bank Holiday Hours

Hours at enhanced rate

Hours at different rate

Hours at different rate

Deduct at Half Pay

Deduct at Full Pay

9.10.4.27. Excel Export Format 15

Note: This format can be enabled and renamed under Global Settings.

@ StaffSavvy

This export produces a sheet containing employee numbers, names, post id per employee, payroll date range,

regular hours, time x 1.5 hours, time x 2 hours plus a cost centre per venue.

The 1.5x and 2x hour columns will have the hours assigned to the correct column automatically if the paid hours

are 1.5x the worked hours or 2x the worked hours respectively.

Payroll number
First name
Surname

POST ID (reference set per staff member on profile page)

Date From

Date To

Plain Time

Time x1.5

Time x2

Cost Centre (reference set per venue)

9.10.4.28. Excel Export Format 16

Note: This format can be enabled and renamed under Global Settings.

This export generates a sheet with payroll number, name and number of hours per any overtime reference

assigned to each pay element. It also shows sickness hours and reasons.
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Export 16 also requests a start week date before exporting and also will highlight any backdated pay.

On each pay element, you can set the column that the hours should be reported within; normal, overtime, 1.5x
or 2x. This will split the hours into different columns automatically for you.

Employee Number
First name
Last name

Hours Columns

o (multiple depending on the pay element codes set)
Sickness hours
Notes (includes breakdown of sickness hours)

9.10.5. Combining Wage Sheets

If you have created multiple wage sheets for any reason then you are able to combine them into a single file and
export it in your preferred format.

Simply use the checkboxes on the View Wage sheet page to select the required wage sheets. Then use the
‘Combine Selected Wage Sheets into Export’ option under the Actions menu to download your preferred format.

9.11. Pay Settings

9.11.1. Pay Element Accounts

Pay Element Accounts are used to associate the StaffSavvy details with Sage account software. Create Pay
Element Accounts for each of your Pay Elements.

Depending on your selected payroll provider different information is likely to be shown here. For Sage 50
Accounts users, the nominal code reference is requested for example.

Pay Element Accounts

Account Title

& SAVE ACCOUNT

You can edit or delete existing Pay Element Accounts from the main list.
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9.11.2. Wagesheet Notifications

Wagesheet Notifications simply allow you to be notified when wage sheets have been created.

9.11.3. Pay Report Groupings

You can create Pay Report Groupings so that it is easier to see at a glance pay totals for a particular staff group.
Existing reports can be edited or deleted from the system, as needed.

Wagesheet Report Groupings

Bar a # EDIT GROUP ¢! DELETE GROUP

Ents & EDIT GROUP ﬁ DELETE GROUP

Security # EDIT GROUP &t DELETE crOUP

4p 4

Promo Crew & EDIT GROUP ¢! DELETE GROUP

4

To create a new grouping, click “Create Report Group” from the “Actions” dropdown.

Add the appropriate report title so that it can be recognised from the main report grouping page, then select the
relevant pay rates that you would like to include in the grouping.

You can also include cost codes that must be assigned to the report group. Only shifts or time entries with this

exact cost code will be included. Cost codes are an optional setting that can be enabled on the Global Settings
page.
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Wagesheet Report Groupings

Report Title

Display Options

Include Pay Elements
Leave all unchecked to include every pay element

&

Include Roles
Leave all unchecked to include every roles

=

Include Tasks
Leave all unchecked ta include every task

2

Include Cost Codes
Add all cades to be included in the total

Always display

Ball Day Rate

Ball Manager

Ball Staff

Ball Supervisor

Ball Tech Staff
Engine Room DM
Engine Room DM + Banus
Engine Room Rate 1
Engine Room Rate 2
Engine Room Rate 3
Engine Room Training
Ents DM

Bar Crew

Bar Training

Barista

Cashier

Cloakroom

DM Training

Duty Managers Bar
Duty Managers Daor
Engine Room Cafe Crew

First Aid

BALL - Applebum Insicle
BALL - Applebum Outside
BALL - Bus Loading at TOFS
BALL - Foreverland Inside
BALL - Foreverland Outside
Ball - Front Door

BALL - Main Inside

BALL - Main Outside

BALL - meeting on site
BALL - Reception Bar

BALL - SETUP

BALL - STAGE MANAGER
BALL - We are Free

Bar Code Training

Campus Freshers Fair Setup
Cashier

Cellar Training

Ents DM + Bonus
Ents Rate 1

Ents Rate 2

Ents Rate 3

NYEDM +

NYEFA / PM

NYE Staff

NYE Tech

02 Academy Bournemauth
Promo Staff
Promotions - Arrivals

Promotions - Marketing

Hall Rep
Hospitality

Merch Sellar

New Staff

Online PR

Photo Crew

Production Managers
Promotion Crew - Marketing
Promotional Crew

Security

Club Night Setup
Comedy Setup
De-rig

Deep Clean
Delivery Shift

DM Meeting
Dylan's Bar Shift
Dylan's DM
Dylans Bar Shift
Engine Roem
Event TBA

Gig setup

Grad Ball

Grad Ball - Set Up
Line Clean

Merch Seller

Marchandising

| 4&ci

ADD CODE

[ SAVE REPORT GROUP

Once you are happy with your selection, click “Save Report Group”.

These groupings will then appear at the bottom of the Pay Report page.
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Security

Security Supervisor
SSP Payment (day rate)
SUBU Admin

TOFS DM

TOFS DM + Bonus
TOFS Rate 1

TOFS Rate 2

TOFS Rate 3

Training Development
M

Shop Assistant
Shop Manager
Sound Engineer
Steward

Technical Setup Crew
Theme Crew

Tour Guide

Training Development
Venue Manager

Volunteer

MILK Setup

02 Academy Bar Shift
Production Manager

Promo Work - Bournemouth Square
Promo Work - Corfe House
Promo Work - Cranborne House
Promo Work - On Campus
Promo Work - Purbeck House
Promotion Crew - Marketing
Rugby Sevens

Saftey Passport Training
Sarting Donations

Staff Social

Student Garden Party

Summer Ball Set Up

Tech Meeting

Vision Day
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10. Expenses

This is a quick guide to getting your expenses setup within StaffSavvy. We’ve presumed you have enabled the
expenses add-on as per the Introduction section instructions.

10.1. Expenses Pay Elements

Pay Elements form the cornerstone of the expense claim process. Each type of claim you wish to accept will be a
pay element within the system.

This allows you to choose who can make that type of claim. Additionally, it allows you to include the references
and data that your payroll system will need to process the payment.

When creating a new pay element, you will be asked to choose the type of pay. In this drop down, you'll see both
Expense and Mileage Claims. Expense claims can be any value whereas mileage claims are any distance
multiplied by your amount per mile. Expense claims can now also include tax details and require a receipt.

Pay Elements

Pay Element Details

Pay Element Title

Hidden?

Useful for automatic pay elements such as holiday,
absenses or overtime. Managers cannot manually choose o
hidden pay element

Exclude From Wage Sheet Exports

This will exclude these pay elements from wage sheet

exports. This is useful to prevent salaried hours or hours Include in exports v
without pay from being included in wage sheet exports but

can still be used in reporting within the system

Rate of Pay

[ " 1
Pay Type ‘ v Paid per hour

Hourly Rate from Salary

Paid per item

Expense Claim (without Tax Details)
Expense Claim (with Tax Details)

Payroll / Journal Reconciliation Mileage Claim

Hourly Amount

You can have multiple pay elements for different types of claims or for different cost centres that you wish to
report upon.

10.1.1. Pay Element Permissions
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When setting up expenses it is important to also set who will have access to this information The permissions
system allows you to specify who can approve a certain expense or mileage claim. This allows you to configure
skills, squads and individuals who can approve that type of entry plus who should receive notifications about it.
This allows you to further refine who can approve each item; they must still have permission to approve the time
entries. To use these permissions go to your list of pay elements (Pay > Pay Settings > Pay Elements) Next to any
of the expenses or mileage pay element types will be an Edit Approval Permissions button. This will load a new
Pay Elements Permissions page. At the top, you can add contacts, groups and squads to the list of people who
can approve these time entries. In addition to granting specific permissions, you can also state if they should be
notified about new items for approval. This will be via email and dashboard notifications. So some teams can
have approval permission but will not receive notifications while others will be notified directly.
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To create a new pay element,

10.2. Skills Expenses

Once you have your pay elements configured, you can then link them through to skills. This is how you confirm
who can make which types of claim.

A staff member can only make a claim if the pay element is assigned to a skill they are in. This prevents any staff
member making any claim they wish in the system.

Under Staff > Staff Settings > Staff Skills. Edit a skill you wish to assign the expense pay element to.

Click on the Pay tab at the top of the page. Under the general pay details for that skill, you’ll also find an Expense
Claims section.

Allow members of this role to place expense claims Pay Element @ Automatic Travel Expense?

® No automatic mileage claim
z| Entertainment Expense
& Mileage Claim O Automatically add Mileage Claim using caclulcated distances

5| Travel Expense

Simply choose which of the pay elements you wish to allow the skill to claim against and click Save.

That’s all there is to it - this will now add the My Expenses link to the menu for those staff in the skill and they
can start to put claims into the system.
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10.3. Making a claim

Staff can make a claim directly from their account. They simply use the My Account > My Expenses page.

This will show them all of their pending claims as well as allow them to make a new claim.

= .;l James

42 v MyAccount ¥ Staff * Shifts ¥ Training * Pay ~ Recruitment ~ _

Reports ~ System ~ 5% Venue Uno

My Expenses Summary

@ ADD NEW EXPENSE | % ADD NEW MILEAGE CLAIM Awaiting Review £59.25

Approved, awaiting payment £0.00
Paid ocut £0.00
Pending Claims
Type What Spent Status
z| Entertainment
- Lunch x6 £20.87 ct Coop on 13/12/2020

Expense

] i Training Course in 202.00 miles (NW1to M1 and back) cn
& Mieage Cloim
14,/12/2020

Manchester

@

‘on behalf of StaffSawy Demo
riBlue Lid

SmartBlue Ltd is providing this ses
E2007-202

10.4. Expense Claim

If an expense pay element is assigned to one of their skills then the staff member will see an Add New Expense
button on their My Expenses page.

This will display a form to complete:
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Add New Expense

Claim For
Venue Uno
Role Venue Manager
Expense Type Entertainment Expense
Spent Date 4th « | Jan v || 2021 ~

Spent At

Value

Receipt/Proof of purchase Choose file |No file chosen

SUBMIT FOR REVIEW

They must provide the required information including an image/PDF of their receipt or proof of purchase. The
skill and venue allow the expenses to be reported by this information too.

10.4.3. Expense Claim with tax details

If you are using an expense claim with tax details, it will work in a very similar way to creating a regular expense
claim, the only difference is you also need to also include the tax amount. Then, if adding a photo receipt, ensure
both of these numbers are included.

10.4.2. Mileage Claim

If a mileage expense pay element is assigned to one of their skills then the staff member will see an Add New
Mileage Claim button on their My Expenses page.

This will display a form to complete:
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Add New Mileage Claim

Reason for Travel

Assign expense to Venue Venue Uno

Assign expense to Role Venue Manager

Mileage Type Mileage Claim

Travel Date 1B3th » || Jan » || 2021 ~
Start Location

End Location

Round Trip? [J Yes, returned to start location

Total Miles

Receipt/Proof of expense Choose file | No file chosen

+" SUBMIT FOR REVIEW

They must provide the required information including the start & finish locations and to confirm if it was a round
trip or just a single direction.

They will also be asked to enter their total miles which allows them to include diversions etc.

We'll also ask for a receipt or proof of payment but this is not currently a required element.
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10.5. Approving Claims

All claims will be displayed within the Unprocessed Pay report; this shows all time entries, pay items and expense
claims in a single report to be reviewed.

Finish Length/Number Unpaid Breaks Ditf Role Pay Rate/Value per item
kl 13/12/20 Sun - - £20.87 - - VM Entertainment Expense £2087 S U
=) 14/12/20 Mon - - 202 miles - - VM Mileage Claim £3838 S U

The icons on the left show the type of claim being made and the Length/Number column shows the value or
miles claimed.

Clicking on the edit icon will display further details:

Edit Pay Item *

James Hodgetts

Proof of expense ;

Spent Date 13th v | Dec v | 2020 v

Role Venue Manager o
Pcy Element Entertainment Expense A
Value 20.87

= SAVE EXPENSE [& SAVE & APPROVE EXPENSE &l DELETE
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Edit Pay Item

Travel Date
Start Location

End Location
Round Trip?

Role
Pay Element

Total Miles

James Hodgetts

lath v || Dec v || 2020 v
NW1

M1
Yes, returned to start location

Venue Manager
Mileage Claim

202.00

& SAVE MILEAGE CLAIM

Claims can be adjusted, approved and deleted.

[= SAVE & APPROVE MILEAGE CLAIM

Staff will be notified when a claim is deleted; a record will be stored in the system of the claim and removed

claims can be seen using the “show deleted items” filter on the unprocessed report.

10.6. Exporting & Reporting

As the claims are processed through as a pay element, they’ll automatically go through to your wage sheets and

payroll exports.

No additional work should be needed to ensure this works as expected. Simply use the same wage sheet
creation and export process as hormal.

If your payroll system is a direct connection, we’ll automatically pass the approved details over as the wage sheet

is processed.
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11. Triggers (WorkFflows)

11.1. Summary

Glossary:

Trigger: a set of actions that are performed automatically by StaffSavvy when something happens.

Event: one of the things that happens that can ‘fire’ a trigger. E.g. An event might be a staff member completing
a training stage.

Action: something the system needs to do when the event happens. E.g. sending an email.

Triggers are extremely flexible ways to automate your workflow including basic changes to staff accounts.

Triggers
Category: Health M Filter: |
Trigger About On/Off

TURN OFF | # EDIT TRIGGER | # EDIT ACTIONS | I COPY

Ea SET CATEGORY

Automatically request a lateness form if two instances in 14 MERICR? | & EEIEIEER || ¢/ EHTASIERS | L) Gey
Lateness Form Requests days Con B8 SET CATEGORY

Fire Evacuation Drill Training
Needed

The image above shows the Triggers list; this is where all of your triggers will be shown. This is found under
System > Manage Triggers.

You can add a trigger under the Actions menu. Once you have a trigger, you will see a list as per the image above
that gives you access to edit triggers, edit actions and copy the trigger. Each trigger can be either On or Off. You

can set up triggers as needed and turn them on as needed by using the option shown next to its current status.

You can also set a category for each trigger to help organise your triggers and filter by search. This is useful if you
have many triggers and need to access them quickly.
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11.2. Trigger Setup

Triggers
Edit Trigger: Lateness Form Requests
Title Lateness Form Requests

Notes Automatically request a lateness form if two instances in 14 days
Notes so you can rememiber what this trigger is used for

Triggered when... When X number of shifts have been completed v
Number of occurrences Shifts
Over previous X days Days
Attendance Flags Attended
Only these shifts will be included Arrived Late
Personal
Il - called before
Il - told after
No Excuse

Rubbish excuse

Entered venue

Exempt Levels Security Staff Manager
Triggers won't be activated if the staff member's level is in this Duty Manager Plus Extra Duty Manager Systern Manager
list Freelancers Duty Manager Plus

Staff Filter

¥ Apply trigger to all staff

= SAVE DETAILS

Choose who should be subject to this trigger

The Trigger has a title and notes field, which helps you keep track of what each of the triggers are being used for.
In the example above, the trigger is to automatically change a staff member’s skills when they have completed
enough shifts successfully.

The “Triggered when...” drop-down chooses the ‘event’ that will start the trigger running. Depending on the
type of event, you will also be shown some additional options. An example of what a trigger event might be, is
an event that is triggered by the number of occurrences something happens over a number of days. So it might
be 3 successful shifts over 14 days or 10 shifts within 90 days.

11.2.1. Dated Triggers

With triggers related to duration such as ‘Number of days...” you have the option to set up how soon the trigger
itself is enacted. Duration triggers can now be set to run immediately. This might be used for expiring
documents, where you want to trigger an action immediately after this, without a grace period.

The other option available allows you to link multiple dates to a single trigger action. Once you have selected the
Specific Date option under Triggered When..., a drop down box will appear that allows you to add a series of
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dates that the trigger action will happen on. This could be a single date or many. This is particularly useful for
quarterly, 6-monthly or fixed date triggers.

Additionally, you are able to set prior notifications on triggers with dates, including birthdays, length of service
durations, contract expiry dates and custom field dates. This means that you can set the trigger to go off a week
before the event or date takes place, which is helpful for actions that need prior preparation. You can set the
notification to come up to a year in advance.

NEW: Our most recent trigger events added to the system are:
e The ability to set a trigger for when a staff member logs more than the minimum hours in their contract
period (this is refreshed and checked daily).
The ability to set a trigger for when a contract document has been fully signed and completed.
The ability to set a trigger for when a staff member logs more than the minimum hours in their contract
period (this is refreshed and checked daily).
e There is a new option for a trigger to go into effect when a resource library item is new or has expired.

11.3. Trigger Actions
The actions are what the system should do when the trigger is run.
You can have as many actions as you wish on a trigger. Actions range from adding/removing skills and venues

from an employees’ account through to sending emails and creating tasks. Once you have created your trigger,
click ‘Edit Actions’ to view and add your Actions.

]
T
]
]
[l
m

Triggers: Lateness Form Requests

. . EDIT DELETE
Request lateness form Task to Self

When adding an action, you’ll see a similar form to when you completed adding a Trigger. You will be asked what
type of action you want to add and then will be shown options based around that type of action you are adding.

Complete all of the options for the action and click save. If the trigger is enabled then the changes will be made
instantly and any new events will use the new settings.

NEW: Our most recent update now allows you to trigger an email to squad leaders when an event has happened.
You are able to email all accounts assigned to a specific level using our trigger filters.
This is really helpful if you are working with freelancers and contracted staff as they might require different check

in forms or requirements.

All executed actions on a trigger are recorded and will be available for audit purposes in a future update.
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12. Training

StaffSavvy’s training section allows for the management of your training program for staff. StaffSavvy’s training
tools are a complete blank canvas for you to upload your existing program or to create a new one from scratch.

You can also use the training tools to simply track the progress of staff in an external training tool.

12.1. Concept

The training tools are made up of four key parts. There is also an optional fifth part; programs. These join stages
together into one item.

—_—— |
r—— — "
Programs = - Stages > Modules - Courses
{optional)
L — — — —
- Exam
Programs

Can be called workbooks, paths or packages. A program is a collection of Stages that need to be
completed. Once complete, the program issues a certificate. Programs can expire if any of the stages
within them expire or they can remain valid.

A stage can be assigned to multiple programs and a staff member would only need to complete a stage
once if required by multiple programs.

Stages

Often called certificates, workbooks or levels. These are the top level of a collection of training courses
and exams. They can expire and can hold copies of training certificates for staff records. You control who
has access to which stages.

Examples: Basic Training, Food Hygiene Level 1, SIA

Modules

These are parts of a stage. They can be compulsory or optional and you can set how many optional
modules must be passed to complete the stage. A module can be online or physical and can have an
online exam attached.

Stages must have at least one module but can have as many as you need.

Examples: Licensing, Cellar Management
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Courses

These are used on physical modules only; they are set dates and times that a staff member needs to
attend a physical training session. They are run by another staff member and they report who passes and
fails the course and therefore, the module. Multiple courses can be set up on each module and a course
can be a single date and time, or can be a “string” (e.g. the Cellar course is every Tuesday at 3pm for
three weeks).

Staff sign up for the course that suits them and their availability.

Examples: Food Hygiene (external examiners), Cellar Course, Safe Lifting

Physical Modules can have as many courses as needed. If there are no courses coming up then this will
be flagged within the management view.

Exams

These are online tests that must be passed to complete a module. They are multiple choice or essay
answers and can have complex marking rules to ensure staff have the correct knowledge. You can also
allow staff to retake them without manager involvement.

Online Modules can only have one exam assigned but you can add as many online modules as needed
for different exams.

Example training plan with physical and online modules:

Stage: Module: Exam:
Workbook 1 > Licencing - Licencing
) Course:
Mggﬂ?' > Option 1
> Date 1 @ Venue
Management
10 people
Course:
Option 2
s Date 2 @ Bar
5 people
Course:
Module: Option 1
® Health and Safety ® Date 1 @ Room 2
10 people
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There are also a few other elements to be aware of:

e Training Locations
These are physical locations where your courses take place. You can provide information to staff on
where to go, where to park etc. A course must have a location set.

o Feedback Forms
You can request feedback on physical courses once they have been completed. The feedback forms can
be anonymous or not and can contain any number of questions and answers. Results are summarised for
you and you can also see results per course date.

12.2. Programs

Training programs are optional within the training feature. Programs allow you to group training staged together
as a group however training stages can also be assigned on their own.

The benefit of a training program is that it will grant access to all of the stages to the staff members assigned to
the program and you can award a physical certificate once they have completed all of the stages.

That certificate can be valid forever, expires if any of the parts of the training program expire or expires after a
fixed amount of time. This can be managed under Training > Manage Training Plan > Manage Program > Edit.

You can add training programs as on-boarding steps or within the requirements for a skill.

The stages within a training program can be added into different phases however the staff member can complete
any of the stages at any time to complete the program. This is configured under Training > Manage Training Plan
> Manage Programme > Manage Certificates.

Program Stages
Phase 1 Stages

— Silver LOCKED AS PHASE CANNOT BE EMPTY

Phase 2 Stages

= Y

12.3. Stages

Stages are the core level of a collection of training courses and exams and are also known as Certificates. You can
assign exactly who has access to which stage. Once assigned to a stage, staff members have access to all of the
modules and courses within it.
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Stages can be self managing; they will automatically pass the staff member once the required modules are
completed. They can then grant access to another stage so the staff member can continue their training
program.

This can be navigated from Dashboard > Training > Manage Training Plan > Manage Certificate > Edit.

Settings & options:

e Certificate Title
Provide a title for the Certificate that is clear and concise.

e Certificate Information
This is where the main body of information about what is included in the Certificate is included.

e Expiry
When set, the stage will automatically expire any completed stage after it has passed. The site will
provide warnings to the employee directly and to managers via the Expiring Training report.
You can reinstate expired certificate records when removing or extending automatic expiry dates. To do
this, you must tell the system to reset expiry dates and update any expired records (if they should now
be valid) when expiry dates have been manually changed.

e Managed By StaffSavvy
This allows you to record training programs that are managed externally within StaffSavvy.
When enabled, this removes all modules and will simply direct the staff member to the program details
page. You can provide an external training URL for them to visit too.

o Automatic Pass
When enabled, the stage will automatically mark a staff member complete when they have passed all
required modules and the stated number of optional modules. Without this set, managers must
manually confirm the stage is complete (and optionally, upload a copy of their certificate).

e Optional Module Requirements
This sets how many of the optional modules must be completed in order to pass the stage.

o Next Stage
When selected, the system will automatically grant a staff member access to the next stage when this
one is marked as complete. In combination with exams and automatic passing of stages, this allows for a
completely self-managed training program.

e Printable Certificate
This allows you to either create a certificate or upload a copy of a physically issued one.
Note: The create a certificate option is undergoing refurbishment and will be updated in a future version.
The current version may have issues on certain browsers.

e Staff Member Certificate Upload
When enabled, the staff member can upload their certificate to prove they have completed the training.
This will automatically be displayed on manager’s dashboards if they have permission to approve
documents in general.
Managers can then approve or reject the certificate and enter the date the staff member passed the
training program.
These certificates are then also stored on StaffSavvy and are available under their profile page.

® Reason for Assigning
When you assign certificates to staff members, you can send them a message that they will receive
alongside the notification that they have been assigned a new training certificate. For example, you
might include a message like this: “This is why | am assigning this to you...” This can help improve
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communication within your company.

Certificates

Search Department

{ Q J { E=  Filter by Department v J € Clear
Certificate Working towards Completed Expiring soon Expired

Example: Elephant Facts 1 0 . VIEW MODULES | EDIT

Food Hygiene Level 1 8 0 | NONEEXPIRING SOON | NONEEXPIRED
Food Hygiene Level 2 2 0 | NONEEXPIRING SOON | NONEEXPIRED
Food Hygiene Level 3 o] 0 © NONEEXPRINGSOON | NONEEXPRED

Light Training 0 0 . VIEW MODULES | EDIT

Once you have created your certificate you can view all created Certificates from the manage certificate page. It
is easy to manage your Training Certificates from this page as you can use the search bar to search for a
certificate by name. There is also the option to filter by department when looking through certificates.

12.3.1. Resources

These are documents that are relevant to the stage. They can be marked as required or optional reading.
Required reading documents are shown to course leaders along with which of the course attendees has
opened/downloaded them.

This is a good location to upload training workbooks for online exams.

ALL TRAINING CERTIFICATES GOLD CERTIFICATE GOLD CERTIFICATE'S RESOURCES

Certificate Resource

Resource
& EDIT | # DELETE

12.4. Modules

Modules are sections that make up a stage. Each stage must have at least one module. Modules can be optional
or compulsory within the stage.
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Section Title Bronze Workbook
Certificate Bronze
Required? O Optional

® Compulsory

Training Type O Online Only
@ Physical Courses

Prevent shifts @® Prevent shifts and the course overlapping
C

QO

Training course can happen while on a shifts

Current File: No section document uploaded.
Upload: Choose file |No file chosen
Slide Set - No slide set shown

12.4.1. Online or Physical

Online modules are simply a location to store information and an online exam. You can also link to a third party
training tool for the teaching (and/or examination).

Physical Modules can have courses attached. Each course is a physical date and time for training to be given in
person. Several modules can be combined so there is a physical training course and then an online module which
includes the exam. When setting up a physical module, you can introduce a restriction that requires a manager’s
approval before a staff member can access training for a physical course. This can be useful if the course is
specialised and only certain personnel are allowed. Alternatively, you can allow staff to book themselves onto
physical courses without approval.

12.4.2. Available Places

For physical modules, the modules page will display information on how many places you have available on
upcoming courses for that module. It will also show you a popularity gauge that shows how full the courses for
each module are.

The popularity gauge will be red when there are no places available either because there are no courses or
because all courses are full.
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ALL TRAINING CERTIFICATES GOLD CERTIFICATE'S SECTIONS

Sections

Gold Certificate

Section + © = Available Places Popularity

The Cellr - o o =t
Bar & Venue Equipment | REGURED 1 None -
Health & Sofety | REQURED 0 ONLINE COURSE
Deivers - e [
Customer Service | REGURED 1 1 -
Merchandising COPTIONAL: © REGUIRED: 0 None -
Licensing OPTIONAL: 0 REQUIRED 0 None -

12.4.3. Module Options

Modules have the following options:

o Title
This is what the module will be called and shown to all staff.
e Stage

This is which stage the module belongs to. This allows you to move modules between stages easily.
e Required
A module can be compulsory or optional within a stage. If optional, you can set how many optional
modules need to be completed within a stage for the stage to be complete. As you’d expect, all
compulsory modules must be completed.
o Training Type
o Online only
This means no course dates will be added. The site will simply present the module information
to the staff member and then they will be directed to take the associated Exam. If no exam is
assigned then the module will await a manager's decision on the module. This can be provided
via the staff member's training status report on their profile.
o Physical Courses
This allows you to add course dates to the module for staff to sign up to. You can still assign an
online exam if required. Either passing the exam or being marked as passed by the course leader
will pass the module. If you wish them to both attend the course and pass an exam then we
recommend adding the exam as a separate module to the course module.
e Prevent Shifts
Choose if this module can be conducted while already scheduled on a shift or if they cannot overlap with
any scheduled work time.
e Current File / Upload
This allows you to upload the course material to the module. It will be shown to the staff above the
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instruction to take the exam so you can inform them to read the document within the module
information.
o Slide Set
This allows you to set if you want to include relevant training documents for staff to work through before
taking an exam.
o Online Exam
Sets if the exam will contain an online exam or not and which exam should be taken. Exams are set up
independently from training modules as they can be used in several ways.
e Section Information
This is displayed for all staff to read before booking a course or taking an exam. This section can contain
any information you want to share.
e Section Requirements
This can be used to state any prerequisites that are needed before this course. You might also include
anything that will be expected of the staff members to pass the course. This section can contain any
information you want to share.
12.4.3.1. Time Entries
If you want to pay staff for the time spent on modules you can include set up pay based on time spent. This is
useful if you have training in the system that will take several hours to complete, and is required before they can
take part in the job, and you want to pay your staff for the time spent completing their training.

e Automatically Add a Time Entry?
If you want to include time entries as a feature of your module, select the Automatically add time entries
option here.

e Minimum duration of time entry
This covers the least time a staff member is paid for a module. If you choose to pay exactly for the time
spent on the course, you will pay a staff member exactly how long it took to take it (even if they
completed it relatively quickly). If you have set up a scheduled duration for the course, they will be paid
for how long the expected duration was. You could pay them a minimum of one hour of pay, even if they
took less time than that.

e Maximum duration of time entry
The maximum duration is the longest time to complete the module before the pay is frozen. Any time
longer than this, they will be paid the maximum duration amount.

e Pay for failed Exam attempts?
If a staff member has failed, how many of their secondary attempts will be paid? You can choose not to
pay at all after a failure or to pay up to 25 failure attempts.

e Skill
Select the Skill at which this module will be paid, which will most likely be their default Skill if it is a
general module or a Skill related to the training.

e PayElement
Select the pay element that is going to be used for this module.

e Automatically approve the time entry?
If you want to automate your time entries you can also automatically approve any time entries or
instead simply include unapproved time entries.
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12.5. Courses

A course is a physical training session with a start time, end time and location. Courses are created as part of a
physical module and can be a single date or a “string” of dates that make up a full course. Navigate to create a
course via Training > Manage Training Plan > Create Course.

Options on a course:

For Section

Specify the Section this course will come under.

Start

The start date and time for this course.

End

The expected end time for this course.

Part of a string?

This setting allows a course to be multi-part. E.g. a course has several actual dates that all need to be
attended. When signing up to a course in a string, the staff member is signed up to all parts as one
session.

Location

The location of the course. The location provides information to the staff on where the course is taking
place and how to get there. See training locations.

Allow Accommodation requests

This option allows staff to request overnight accommodation before or after the training session. This
will be shown on a report to allow the accommodation to be booked.

Number of Places

This is how many staff can sign up to this course.

Training Coordinator

This is the person responsible for the training course. They will be asked to report on the attendees and
confirm who attended and who passed/failed the course.

Course Extra Info

This is specific information for this one course. It might be additional details or comments just for this

one date.

Lock Signup

This date is when sign up to the course is locked. After this date no further staff members can join the
course and any accommodation requests are locked too. It’s designed to allow you enough time to book
details, cancel under-filled courses and generally be prepared for the course.

Cost

This is an optional value that is used to report on training costs per venue over a time period. It can be
used for internal billing if training is shared. Accommodation costs are also included.

Feedback Form

This feature requests feedback after a course takes place. It can contain any number of questions and
the results can be named or anonymous. See Feedback Forms.
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12.5.1. Managing Courses

This page shows you all of the courses for a particular module and shows them in three groups; upcoming,
locked and past courses. Navigate to Training > Manage Training Place > Manage Sections > Manage Courses.

You can click on the people icon to see all course attendees.

ALL TRAINING CERTIFICATES GOLD CERTIFICATE'S SECTIONS THE CELLAR COURSES

The Cellar

Upcoming Open Courses

Parts Starting Location Contact Available Places Popularity

1 Thu May 14th 2020 AS93 Adam Watson 9/10 - 2 7 @

Upcoming Locked Courses

Mo upcoming courses p\unned. ® CREATE COURSE

Past Courses

Awaiting

Thu Oct 20th 16 - 2:00PM ASP3 Adam Watson &
Results
Wed Mar 7th 18 - 3:00PM Venue Uno Kitchen Alexander Gardner &
. Awaiting
Mon May 7th 18 - 3:00PM Venue Uno Kitchen Alexander Gardner -3
Results
Sat Jul 7th 18 - 3:00PM Venue Uno Kitchen Alexander Gardner &

12.6. Locations

Locations are a simple entry that just informs course attendees where the course is being held. It can contain full
addresses and directions to help people find the correct room.

A course must have a location assigned so it is worth setting up common locations before training courses are
used so they are ready to use. These can be set at Training > Setting > Course Locations.
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Locations
Name,/Title
Initials/Short Title
Reception Phone Number
Postcode

Address

Sat Nav info

= SAVE LOCATION

12.7. Training Slides

Training slides are a simple feature that allows you to present information to a staff member before completing
an exam on a training module. Each set of slides are made up of multiple pages of information that can contain
any mix of text and images.

The layout options for the slides are currently limited. This is to ensure we provide the best flexibility to the staff
members and ensure the information is clear and readable on all devices and screen sizes.

12.7.1. Manage Slide Sets

The main management area is under Training > Manage Slide Sets.

This will load with a list of your current slide sets and their status. Just like exams and recruitment application
forms, the slides are version controlled. This allows you to create new drafts and publish them when ready.

You can add a new slide set from the Actions menu.
ALL SLIDE SETS

Manage Slide Sets

You must edit slides in a draft so if you want to edit a published slide set, simply Create a New Draft first. This will
open it up for editing.

You also have access to delete and copy the slide sets from the More drop down.
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To help manage the slide sets, you can group them by Categories. Simply use the set category option under the
More drop down to assign the category. You can then filter by category using the Category options at the top of
the list.

12.7.2. Create/Edit Slides

This page is the main control panel for all of your slides within your slide set. You have a list of your slides on the
left with the current slide shown on the right.

Edit Slides

SLIDE 1 Fact1 Two equal columns v ’ [y copy ” JJ DELETE ’
T B I < = = o — BN T B I < = 2E ®» - R
® ®

) ADD
- There are three different species of elephant - the African

Savannah elephant, the African Forest elephant and the Asian
elephant. Elephants are known for their large ears, tusks made
of ivory and their trunks - which are actually a fusion of their
nose and upper lip.

12.7.2.1. Slide List

To add a slide, press the ‘Add’ button in the slide list. To change the order of the slides, simply click and drag.
Note that the titles of the slides will change to reflect its position in the list (e.g. Slide 3 will become Slide 1 when
you drag it to the top).

Click on a slide to start editing it and the slide you are currently editing is highlighted in green.

12.7.2.2. Editing a Slide
The right side of the page is dedicated to editing of the selected slide. You have a title for the slide shown at the
top along with a layout drop down. In the top right, you also have access to Delete and Copy the slide.

Each slide can have several layouts. Full with or multiple columns of different sizes. This allows you to split your
slide’s content out and make it easier to follow while still making the pages easily readable on small devices and
mobile phones.

Note: on small devices, the multiple columns will be stacked on top of each other. So the left side will be shown
first and then the right side. This is the only way to ensure the content is readable by the staff members. Due to
this, it’s best to avoid saying “in the images on the right” or “on the right side is...” as the images will either be
on the right or below depending on the size of screen the staff member is using.
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Changing the layout or the content on the slide is instantly saved.

You can add as many images as required to the slides; simply use the image upload button in the toolbar. Once
added, you can click on the image to Edit it. This allows you to add titles or to align the image left or right of the
page. With this option the image can be shown on the right with text wrapping around the left side (for
example).

You can preview the slides at any time from the Actions menu or from the list of slides sets. Don’t forget to
publish your slides once you are happy with them.

Example Slides: Elephant
e o e
Fact 2

4 N

Elephants are the world's largest land animal! Male African elephants can reach 3m tall and weigh between 4,000 -7,500kg. Asian elephants are slightly

smaller, reaching 2.7m tall and weighing 3,000— 6,000kg.

12.7.3. Assign to Training Module

Under each training module, you can now assign a slide set. This will automatically be displayed to staff to view
when they are looking at the module details.

In addition, if there is an exam attached, the system will direct the staff member through the training slides and
then automatically onto the exam for them to complete.

12.8. Exams

Exams can be used in several ways within StaffSavvy. They are a completely stand-alone entity so they can be
used to pass a training module, required to be passed as part of on-boarding steps or be assigned to a staff
member at any time for any other reason. To create and manage exams navigate to Training > Exams > Manage
Exams.
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12.8.1. Categories

To help organise exams, they can be placed into categories. These are simple text titles that will group all exams
with the same text title together. You can add to and create categories by clicking the ‘more’ button next to each
exam title.

12.8.2. Versions

Exams have a full version control system. This means that you can make changes to an exam before publishing it.
Only published exams will be taken by staff members.

Staff will always take the latest version of an exam and records of past exam versions are always maintained. You
are able to see the exact answers a staff member gave to each question as they were at the time they took the
exam.

Manage Exams

Exumple Bxam ] — m 'm S SRS S
DRAFT-V2

To edit an exam, you must edit a draft. If an exam is published then you will only be able to create a new draft.

All of the options and configuration settings on an exam are linked to the version.
Any changes to the title, information or pass mark will be contained in the new version.

12.8.3. Exam Options

There are various options to set up for each exam:

12.8.3.1. Exam Details
e Exam Title
The title of the exam as shown to staff and managers.
e About Exam
This is displayed before the staff member starts the exam.
e Introduction
This text is displayed at the start of the exam before the first question.
® Post Exam
This text is displayed once the staff member has completed the exam. Note that they could have passed
or failed the exam.
12.8.3.2. Pass Requirements
e Automatically Pass/Fail
This can be ‘on’ for multiple choice exams and ‘off’ for exams with text answers that need marking.
o Who can score the answers
Selection for the access levels that can score this exam.
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e Auditing
This allows another access level to review the scores provided and make changes before confirming a
pass/fail. If ‘on’, you need to select which staff and which access levels are allowed to audit the exam.
® Score or Percentage required to pass
There are two options on how to mark the exams. Either it can be a percentage of the total marks
available or a fixed score.
o Allow staff to retake the exam?
When set, staff can retake the exam this number of times without manager intervention. Each of the
failed exams are stored for review if needed.
® Retake all questions
This option allows staff to only answer the questions they got wrong previously. Staff are shown the
question and the correct answer before continuing through the questions.
® Active
Allow the exam to be assigned out to staff.
12.8.3.3. Time Entries
If you want to pay staff for the time spent on exams you can include set up pay based on time spent. This is
useful if you have training in the system that will take several hours to complete, and is required before they can
take part in the job, and you want to pay your staff for the time spent completing their training.

e Automatically Add a Time Entry?
If you want to include time entries as a feature of your exam, select the Automatically add time entries
option here.

e Minimum duration of time entry
This covers the least time a staff member is paid for an exam. If you choose to pay exactly for the time
spent on the course, you will pay a staff member exactly how long it took to take it (even if they
completed it relatively quickly). If you have set up a scheduled duration for the course, they will be paid
for how long the expected duration was. You could pay them a minimum of one hour of pay, even if they
took less time than that.

e Maximum duration of time entry
The maximum duration is the longest time to complete the exam before the pay is frozen. Any time
longer than this, they will be paid the maximum duration amount.

e Pay for failed Exam attempts?
If a staff member has failed, how many of their secondary attempts will be paid? You can choose not to
pay at all after a failure or to pay up to 25 failure attempts.

e Skill
Select the Skill at which this module will be paid, which will most likely be their default Skill if it is a
general module or a Skill related to the training.

e PayElement
Select the pay element that is going to be used for

e Automatically approve the time entry?
If you want to automate your time entries you can also automatically approve any time entries or
instead simply include unapproved time entries.

*This information can be modified by clicking ‘edit details’.
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12.8.4. Question Management

Manage Exam Questions
Editing Example Exam 1: Draft v2

Question
Answer Format Multiple Choice - Select One Answer v
Sort Question Answers
How old must you be to purchase alcohol for _ Single answer: 3 options with a # EDIT & PER
: ) ) ) : ANSWERS VENUE ot DELETE
consumiption on the premises without a meal? maximum awarded points of 10
Who is responsible for checking ID before serving _ Single answer: 4 options with a & EDIT & PER
a ) : ANSWERS VENUE of DELETE
alcohol? maximum awarded points of S0
i Choose all that apply: 7 options with a
s What are valid forms of ID?

& EDIT # PER
‘ HEREE d -

maximum awarded points of 30

12.8.4.1. Adding a Question
First go to Edit Questions, (next to Edit Details) and then simply enter the text for your question in the question
box and choose a format for the answers.
o Multiple Choice - Select One Answer
You provide as many answers as needed and the staff member must select one of them.
Each answer can contain different points so selecting a mostly right answer can provide some points but
the perfect answer can grant more points.
e Multiple Choice - Choose all that apply
You provide as many answers as needed and staff can choose all of the answers that they believe apply.
Each answer can have different points so incorrect answers can provide zero points (or even negative
points). Correct answers can all carry the same number of points or different amounts as needed.
o Short Test Answer
This will allow the staff member to type a short answer to the question.
e Long text Answer/Essay Answer
This will display a longer text area where the staff member can answer the question with basic
formatting too.
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12.8.4.2. Adding & Editing Question Answers

Edit answers for Who is responsible for checking ID before serving alcohol? X
Sort Option Points for selecting
hd The server 50 S
ESA Door Security -50 i
ESA Bar Manager -50 i
— Venue Manager 50 i
“ °

Existing answers will be listed on the page. You can update the answer text and the points by editing them and
clicking Save Answers.

To add a single new answer just enter it in the bottom box (with NEW icon to the left hand side) and click Save
Answers. You can add multiple new answers by entering the text for the answer and then clicking the green plus
icon to the right of the row. This will then add another answer. This can be repeated as needed. When finished,
click ‘Save Answers’ to complete the update.

You can re-order the answers using the blue arrows.
12.8.4.3. Marking

12.8.4.3.1. For multiple choice questions

The marking scheme can be as simple or as complex as you need.

The simple method is to simply award 1 point for each correct answer and O for all incorrect answers. Then set
your pass mark as a percentage on the whole exam.

To give weight to answers, you can give more points to correct answers. You can also mark answers with a
negative score. This allows certain questions to be an automatic fail for the whole exam.

12.8.4.3.2. For text answers

You can provide details for the maker on how this question should be marked under the Marking Notes button.
This will be available to the marker when they are reviewing the answers.

You also need to set the maximum number of points available.

Once the exam is complete, a notification will appear on the dashboard for the marker. Clicking this will display a
list of the exams they can score and audit.
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Once a score is provided and confirmed by a marker, the exam might be passed for auditing. Here another staff
member will review the answers and scores provided and confirm or adjust the scores.

Both markers and auditors are able to put internal feedback on each question to explain their decisions.
12.8.4.4. Answers Per Venue

This feature allows the question and answers to be bespoked for certain venues within your organisation. This
allows for relevant answers to be shown to staff while still using the same exam and same marking scheme.

Note; only the text can be edited. The number and scores on each answer cannot be changed and all questions
will be asked to all staff.

Bespoke question for Venue Uno

This allows you to change the question or answer for a specific venue. Use the venue selector in the main menu to swap between each

venue.

Default Question Who is responsible for checking ID before serving alcohol?

Question for venue

Default Option Venue Uno's Option
The server Bar Staff

Door Security

Bar Manager

Venue Manager Qutlet Manager

[;‘ SAVE BESPOKE QUESTION & ANSWERS

To change the text, simply enter new text and click Save. To remove the bespoke text for this venue, simply
delete everything from the text box and click Save.

Note: the venue switcher in the top right of the screen chooses which venue you are editing the text for. To edit

multiple venues simply edit the first, click save. Then change venue using the venue switcher in the top right and
edit the answers again.
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12.9. Staff Member Training Status

Training Status

Alex Huntley

Status WORK IN PROCESS & OPTIONS
Bronze Workbiook
Bronze Assessment  easseDfw/osi2020)
Fire Dril 1

Status & OPTIONS

FH Level 1 Modlle | emss(woeaonl

Status wommemoccss | [N
Line Clecrning % oprows

You can now edit each certificate and modify the completion and expiry dates in the training history.

Go to the profile of the staff member you would like to edit the certificate dates for. In the actions bar, select
Manage training progress. Under Training Status, you can click to edit the completion time, date, and expiry of
any certificate that has been completed. You can edit this by clicking ‘ View Certificate History Report’ in the
actions bar. From here, you can make the same changes, but you can also change the status from passed to
passed but now expired.

To do this on your own account, go to Training > My Training Status > View ‘Certificate History Report’ from the
actions menu.

This report shows a breakdown of a staff member’s training status both by Stage/Program and then for each of
the modules contained within.

This gives both the staff member and managers a clear progress report and clear actions on what needs to
happen next.

The options button provides direct links to the staff member to book courses, complete exams and see further
details. For managers, this also offers a method to override the current status or complete management actions
to help the staff member. The page also gives an easy option to the manager to assign the staff member to new
training stages/programs.

12.9.1. Training Stage Passed Report

This report shows the last passed date of each employee who has passed a training stage/certificate. You can
filter the report by home outlet and then export the details to Excel. This report will show the following things,
what certificate has been completed, the staff who have completed it, the venue, and the date it was completed
at. Access this report under, Training > Staff Training Status > Training Certificate Report.

StaffSavvy Manual for v2026.1.0 Page 366 of 437 © 2026 SmartBlue



@ StaffSavvy

Staff Certificate Report
Duty Management

Home Venue: Any Venue v

* FILTER

Alexander Gardner Venue Uno 12/10/2077
James Hodgetts Venue Uno 04,/07/2017
Lesley Forni Venue Uno 08/1/20M
Sam howes Venue Uno 22/1/2010

i’. EXPORT ALL DATA TO EXCEL

12.9.2. Editing certificate completion dates

We have introduced how to set up certificates and to track the process of certificates. Another feature of
certificates is the ability to edit each certificate and modify the completion and expiry dates in the training
history.

To do this go to the profile of the staff member you would like to edit the certificate dates for. In the actions bar
select, Manage training progress. Under Training Status, you can click to edit the completion time, date, and
expiry of any certificate that has been completed. You can also edit this by clicking ‘ View Certificate History
Report’ in the actions bar. From here you can make the same changes but you can also change the status from
passed to passed but now expired.

12.10. Feedback Forms

Feedback forms can be used to collect feedback publicly or anonymously from staff who have attended a
physical course. Which feedback form should be used is set within the course so each course can have different
feedback forms customised for location or the trainer. These can be created by going to the Actions menu under
Training > Setting > Control Feedback Forms. Questions can be in any of the following formats; Text; Radio
Button; Drop down Selection; Check Box.

The forms can be set to either being anonymous or listed by staff members. Once answers have been received,
the anonymous setting cannot be changed as the staff members have been informed that their feedback is

private.

Staff will be reminded to complete feedback forms via email and on their dashboard. StaffSavvy will persistently
request feedback until it is provided.

Results from each course are provided in a breakdown and summary format:
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Feedback Form Results
Food Hygiene Feedback

Best part of the training? How was your trainer?

Theory of Hygene 2 (100%) Excellent 1(50%)
Real world examples 0(0%) Good 1(50%)
How it really impacts me 0 (0%) QK 0 (0%)
The Legal side 0(0%) Not great 0 (0%)
Terrible 0 (0%)
Please gi... Best part... How wasy...
Staff Member 1 | enjoyed it Theory 10
Staff Member 2 It was good but a little long Theory 8

12.10.1. Question Management

Use the form at the top of the page to add a question. Once the question is in the list below then you can click
on the blue form icon to edit the answers for that question.

Manage Feedback Forms Questions

Question
Question Type Text v
Max Length 50
=
Sort Title Input
L 4 Please give us any feedback you wish to tell us. V4 It ]
a L 4 Best part of the training? Theory of Hygene vy| B & oL}
OExcellent
OGoad
a How was your trainer? OOK B & a
ONot great
OTerrible
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Edit choices for How was your trainer?

Label

v Excellent
» Good

v QK

» Mot great

Terrible

® ADD ITEM

To add an answer to the question, enter the label shown to staff and a value you want to see in the results (they
can be the same). Then click Add Item.

At the moment, it is not possible to edit an answer so simply remove it and add a new one to replace it. Use the
blue arrows to move the items in the list.

You can also set a default answer if required by using the green label icon.

All of the changes are updated and saved instantly so just close the popup when you are finished.
12.11. Assigning Training Stages / Staff Training Stages

Be default staff do not have access to any of the training stages.

There are three ways in which staff are assigned to training courses.
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It is a requirement on a skill they are assigned to (see Skills).
They have completed a training stage and have been granted automatic access to the next stage (you can
configure this on each stage).

® You manually assign them.

To manually assign staff or see the general status of each staff member, go to Training > Staff Member Training
Status > Staff Training Certificates.

» Assign certificates to multiple staff ¥ Filter certificates

Staff Training Certificates Fier
% No access to this certificate - - Allowed to work on certificate « Certificate VEmE All Home Venues .
completed

Aaron Grafton , X b 4 b 4 b 4 X X X X X
Abigail Camps X X X X X X X X X
Abigail Watson b 4 b4 X X X X X X b 4
Adam Heather X X X X X X A X A
Adam Kelly X X X X X X X X
Adam Watson S v X X b 4 X X A
Adiran Bollons v v X b 4 b 4 X X b 4
Alan Meyer b 4 v X X X X X X
Alex Carstairs X X X X X X X X X

The page shows each employee followed by all of the training stages in your StaffSavvy. The legend in the top left
shows the status of each employee for each stage. You can filter the list of staff by names or venues using the
filters in the top right.

You can also choose which training stages to see in the list. Use the option in the Action menu to change which
stages you are managing.

Clicking on the red cross will change the icon to the yellow star which indicates that the staff member has access
to that stage.

Clicking on it again will mark the stage as complete and allow you to set the pass date and upload a certificate by
clicking on the edit pencil icon. The pass date will be used for stages that expire after X months to warn you and
the employee that the training is expiring.

Clicking on the green tick will return the status to the red cross (no access).

All changes are instant on this page but no emails will be dispatched so you can update this as needed.
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12.11.1. Granting Training Access in Bulk

You can use the bulk feature under the Actions menu to approve multiple staff in one go. This popup allows you
to grant access to a training stage in bulk to multiple staff members.

The three filters; Level, Venue and Skill must all be matched for a staff member to be given access. As you select
your filter options, confirmation of how many staff will be included in this filter will be shown at the bottom of
the popup.

Assign Staff to Certificate in Bulk

Certificate: Bronze v
Levels: ' Duty Manager L Invited U Suspended
O ' Duty Manager Plus ' Manager U System Manager

U Duty Manager Plus Extra U Security U Unautherised

I Freelancers I Staff
Roles: ) =All Staff, regardless of roles U Engine Room Cafe Crew U Shop Assistant -
M O ) Bar Crew = First Aid Ll Shop Manager

' Bar Staff U Hall Rep ' Sound Engineer

' Bar Supervisor U Hospitality ' Sound Engineers

' Bar Training U Lollipop Door U Steward

U Barista U Lollipop Host U Technical Setup Crew

U Cashier & Merch Sellar U Technical Setup Crew

U Cloakroom = New Staff & Theme Crew -
Venues: ) Artifax Event Example ' Museum Example & Venue Uno
o U U Coffee Hut U Office

I Hotel Ex B Shop

+~/ ALLOW THESE TO WORK ON THIS CERTIFICATE
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12.12. Resource Library

The resource library is the best location to store all of your official documents so that staff can access them
anywhere and anytime.

You can direct new staff to read/download items in your resource library as part of your on-boarding process.

The library allows you to create individual documents but also a folder structure to keep them organised.

Resource Library

E Search All Resources Ll Most Viewed Resources
Search: Talbot Campus Handbook
TOFS Silver Manual 2019
®  Washing Floor - Dylans
Talbot Campus Liguor License
TOFS Bronze Manual 2019
L2 Browse Resources °@
TOFS SO
Safe Systems of Work - Talbot St[F [P [E Recently Updated / Added
® Accident Form &l ]
Talbot Campus Handbook &l TOFS Silver Manual 2019
Talbot Campus Liguor License g TOFS Bronze Manual 2019
@] Workbook D sl Talbot Campus Handbook

Talbot Campus Liguor License

= @ @ @ e

Washing Floor - Dylans

Each document in the library can be one of three options:

o File
This allows you to physically upload a document that will be downloaded by staff. We recommend you
upload PDF versions of Microsoft Word or other proprietary document types as not all staff will have
Word available on their laptops, tablets or phones so they won’t be able to read the item.

e Page
This allows you to add your own text and images to the page so you can keep it up to date. This might be
useful for certain instructions or policies that change. It can also be used for keeping notes about how
certain things must be done within the venue/organisation.

e Link
This allows you to send the staff member to a different website where the information is stored.

e Digitally Signed Document
This option allows you to link a digitally signed document through to the resource library so that staff can
easily find forms to be completed. It will link them directly through to the form for their completion.
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o Welfare and Performance Form
This option allows you to link a performance form through to the resource library so that staff can start a
performance form easily from this location. It will assign a new form and direct the staff member to start
completing it.

You can restrict library items by skills/roles so only those staff who need to see a particular document will have
access to it.

13. Communication

13.1. News

StaffSavvy’s News feature allows you to easily send email communication out to staff or to post new items to the
site for future reading.

This should be the default way of communicating to staff.

News is a passive communication meaning that staff are not forced to read it and can simply ignore the message.
News is shown on the dashboard and new items are highlighted for attention.

When creating news, you can choose different segments of your staff to receive the news message. You can
control who has permission to create news with the dedicated permission that you can assign to levels. This will
grant them permission to create news and send it to accounts they have access to. All accounts will have the My
News section automatically. You can Add news by navigating from Staff > News > Add News.

Automatic notifications will be sent to staff members when any changes are made to skills, venues or shift tasks.
This is to ensure that each staff member receives all information that pertains to them and might affect any

upcoming shifts.

Through the site, staff can send a personal message to the person who created the news article if they want to
reply or ask a further question.

You can configure useful settings such as publication date, expiry date and push notifications for the information.
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News Message

Title required

Message:

T B / s G —_ 2.

From

Questions/replies will be directed back Yourself

here

Send via Email: Email news item

Send via SMS: [] SendSMS

SMS Message

Send to: ® AllStaff O Based at these Venues (O Can work at these Venues

SMS messages are limited to 140 characters so the site will ask you to create a condensed version of the message
to send via SMS. Please note that each SMS will cost a credit to send so ensure you only send to the staff you
need to.

Staff can see all of the news items you have sent them (as long as they have not expired) within their account.

In addition to this, you can add Filters to specify who is sending out the News; these can be limited to specific
skills, teams, and working specific days.

Filters
WHO HAVE THESE SKILLS +
DEFAULT SKILLS +
WORKING THESE DAYS -
NOT WORKING THESE DAYS +
IN THESE SQUADS +
WITH THESE CONTRACTS +
WITH THESE ACCESS LEVELS +
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The news tool now allows you to choose specific contracts (and, by using the quick selection buttons, contract
types) to send news under the filter options. This is useful if you want to target permanent or casual staff.

13.2. Alerts

Alerts are an active and auditable communication tool. Assigned staff are informed of the alert and told they
must log into the site to see the message. Create an Alert via Staff > Alerts > Create Alert. You can specify who
receives an alert by role/days/teams/contracts/access levels.

When a staff member logs into the site, they are forced to see the message and acknowledge it before they do
anything else on the site. No other actions can be done at all until the message is acknowledged.

This method provides you with a report of each staff member, when they acknowledged the alert and how long
they read the message for. This allows you to see any staff members who have simply acknowledged the
message without reading it.

Staff have permanent access to the alerts they have been sent.

In addition to requiring an acknowledgement, you can require an answer to a single question. This answer can be
in the format of yes/no, multiple choice or a very short text reply. The provided information will be shown on the

report with yes/no and multiple choice answers summarised into percentages too.

We recommend alerts are used sparingly when an auditable response is needed and when you must be able
to prove all staff have read the message. All other communication should use the news feature.
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Alert Message Report —

& 104 crew members assigned to this alert

& 93 crew members (89%) have signed this alert

., 57 crew members (61%) have agreed

36 crew members (38%) have disagreed

Pos Name Date & Time signed Time before reading Read for Response

1 Adiran bollons (Aids) Thu, Nov 27th 2014 03 hours, 17 mins 00.07 mins Yes b4
3 Alex carstairs (Alex) Fri, Nov 28th 2014 23 hours, 41 mins 00.51 mins No b4
4 Alex Cox (Alex) Fri, Nov 28th 2014 23 hours, 01 mins 00.18 mins No b 4
5 Alex Huntley (Alex) Fri, Nov 28th 2014 23 hours, 01 mins 00.06 mins No b4
& Alexander Gardner (Alec) Fri, Nov 28th 2014 26 hours, 13 mins 00.23 mins Yes b 4
8 Alice Searle (Alice) Fri, Nov 28th 2014 24 hours, 03 mins 00.47 mins Yes b 4
Q? Amy Gerrard (Amy) Fri, Nov 28th 2014 24 hours, 15 mins 01.15 mins No b4
10 Amy Minton (Amy) Thu, Nov 27th 2014 02 hours, 48 mins 01.08 mins No x

13.3. Tasks

Tasks are a useful feature to help your automated workflows. Tasks are designed to be automatically created and
assigned to staff to be completed.

Tasks can be assigned to individuals or to groups of staff such as teams or skills. This allows everyone assigned to
access the task and complete it. It’s perfect for HR tasks automatically created by triggers.
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Deadline: No Deadline

Required? Optional task - can be dismissed

Task completed when: Just marked as complete by staff member

Assign to: @ All Individual Staff Individuals based at these Venues Individual who can work at these Venues Certain Staff Members of a Skill
Members of a Squad Based at Venues in Departments

Filters
WHO HAVE THESE SKILLS +
DEFAULT SKILLS CE +
WORKING THESE DAYS +
NOT WORKING THESE DAYS +
IN THESE SQUADS +
ASSIGNED TO THESE ACCESS LEVELS +
WITH THESE CONTRACTS +

Tasks can either be completed or dismissed (if allowed). You can decide who is allowed to mark tasks as
complete; either the individual staff member completes an action such as a document, they can be allowed to
manually mark them as complete or they can be escalated to the task issuer for them to accept.

For example, a task might require the assigned staff member to provide some information. Once supplied, the
task is escalated to the issuing group, which is the HR team. They can then review the information, either reject
the task, assign it back, or mark it as complete.

Tasks also include the option to have an entire conversation within the task between the assigned staff members
and the task issuers (such as the HR team). This allows for clarification or communication about a task.

Tasks can be shared widely or filtered to be only shared with specific staff members. Tasks can be filtered by Skill,
Squad, access level, contract or contract working days .When creating a task, you can now filter who will be
assigned the task by contract.

Non-shared tasks can also have additional comments added by task issuers, viewable by all staff assigned. Whilst
you still have the option to directly respond to an individual staff member if they have asked a question, you can
also send a message to all assigned to the task. This is a helpful feature if you have any updates to the task that
are relevant to the whole group. For individual tasks, staff assigned will still only be able to see their own
comments and the comments you have sent to the entire group or to them specifically, but not the comments
from other staff members.

To put this into effect, when creating a task, under the ‘Group Task’ tab, choose the option where staff must
complete the task independently. Then, when you view the task, you can reply to individual comments or create
a comment for everyone.

Tasks will typically be created by a trigger, but you also have the option to create tasks manually under Staff >
Create Tasks.
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13.4. Forum

The forum feature is relatively self explanatory as it allows staff and manages to discuss topics in rooms. Each
room can be restricted by level so the discussion can be private. The Forum is situated under Training.

You can also restrict who can post replies so a room can be open to several levels but only the highest level staff
can post replies.

Forum

m My Topics || My replies || Favourite Topics | Repeorted Posts || Deleted Posts

DM Suggestions 0 0 0 & EDIT
Staff Q&A 0 0 0 & EDIT

Staff Suggestions o] 0 0 & EDIT

13.4.1. Discussion vs Q&A

Each room can be either an open discussion room or a Q & A room.

Open discussion allows for a full thread of messages back and forth between all parties in the order they were
posted.

Q&A rooms will ask for an initial answer and then allow staff to post answers. Other staff can vote an answer as
correct and the best answer will be shown directly below the question. All other answers are then displayed
below.

13.5. Awards

This allows staff members to nominate colleagues for awards. Nominations can be approved by managers and
the awards display on an awards stream. Awards can be your own design or use our pre-set images.

Ensure the awards feature is enabled, go to System > Configuration > Global Settings. Click on the Features tab
and enable Awards.

Once turned on, use the menu search for Awards and choose Manage Awards. Or go to Staff > Staff Settings >
Manage Awards. Use the Create a new award button to get started. Enter the title for your award and then
choose who can nominate this award. You will also need to choose one or more of the levels or skills so they can
approve them too. Just use the ‘Can Approve’ checkbox on the right side.

You can use any combination of levels and skills.
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Then it’s time to set up the actual award. Choose to upload an image or use an icon we’ve provided:

@® Choose an icon

lcon/Image )
_ Upload an icon

Choose Icon I

v

APl &
Y @
»
A

X ¢ @™ JO

@
v
*)
N

o
(>
‘\ b Ppe

Choose Colour %
-
4

N

The system icons also include numbers that can be helpful for steps-based training. You can also choose the icon

colour. Once selected, you'll see a preview of the award.
For images you upload, we recommend a 200px by 200px transparent background PNG. Please remember that
some staff view the site in high-contrast mode or dark mode so it needs to work in all situations.

Once saved, this will instantly be available for staff to nominate. You can copy, edit and remove awards anytime
from the Manage Awards page.

@ Create a new Award

Staff Awards

Image Award
EDIT AWARD [T V' M (G DELETE AWARD

EDIT AWARD [ AWV I (5] DELETE AWARD

13.5.1. Nominate an award

There are two ways to allow nominations of awards. By default, this is done via a staff member’s profile. Simply
go straight to the staff member’s profile. Under their new Awards tab, you’ll see the option to nominate an

award:
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® Nominate Award

Nominate Alexander "Alex" L auer for an award!

Award Thank You v

Why are you nominating this award?

This will be shown to your collegues hll B / o)

=

NOMINATE AWARD

If you can approve the award then it will instantly be added to the staff member’s page and show up on the new
Awards feed.

You can also grant permission to nominate any staff member for an award. This grants permission to view all
staff within the system and nominate them for an award; even if you wouldn’t normally see their account. The

permission is called “Nominate Awards to any Staff Member”

Staff will then receive a menu option to nominate an award which will load a page of staff with a filter option:
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% Advanced Search

AWCIrd Nominqtion Search for:

Choose a colleague to nominate

Aaron Grafton Abigail Camps

Abigail Watson Adam Heather

Adam Kelly Adam Watson

Alan Meyer

Adiran Bollons

Choosing a staff member, will allow you to choose the award to nominate:

[2] Abigail's Profile ¢ Choose a different colleague

Nominate Award
For Abigail Watson

Please choose which award you wish to nominate Abigail for...

Thank You Superstar

And then finally to complete the reason for the nomination and to confirm the request.
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13.5.2. Approving Awards

New nominations will appear in your notifications box on the dashboard automatically. The approval process is
straightforward; if you choose to reject a nomination then you should provide a reason in the popup.

Award Approval

For: Adam Watson i o . APPROVE
Nominated by: Jadle "Jade Thank you Adam for all of your help guiding me through my leadership training.

" Richards couldn't have done it without you. | ¥ REJECT ‘

8:13pm 13/12/2020

Thank You

Approved awards will instantly be emailed through to the staff member and they will appear on the new awards
feed page. This page displays all of the awards for staff you have access to across the organisation.

Awards can also be seen on each staff member’s profile page.

13.6. Staff Events

Staff Events can be set up for a variety of reasons and can also be used to collect optional feedback from staff.

The events are always optional and can be opened to just particular skills and venues within the organisation.
You are also to copy an event once the event has been made.

Each event has the following settings:

Title

Title for the event that will be shown to staff.
Start

Start date and time for the event.

End

End date and time for the event.

Description

For telling the staff what the event is about.
Spaces

Specify the number of staff members that can sign up for this event. Set to 0 to allow an unlimited
number.

Lock Sign Up

This is the date and time that sign up to the event will be locked. Staff will be told this time so they can
sign up before the cut off time. Useful if the event requires organisation once numbers and answers have
been received.

Skills

These are the Skills that the event is open to. You can use the checked and unchecked icons at the top to
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select all or unselect all options. Only staff with one of the selected skills assigned will be shown the
event.

o \Venues
This allows the event to be assigned to just a single venue or to an operations group. Only staff assigned
to the venue/venues in the opts group will see the event.

e Approve Each Attendee
This option means that staff apply to attend the event. They can then be reviewed (a notification
appears on the dashboard for managers who can set up staff events). Attendance requests can be
accepted or rejected.

o Allow Staff Member Working Shifts to Attend
This feature allows staff to attend an event even if they are scheduled for a shift at the same time. This is
particularly useful for remote events.

® Active
This allows you to prepare an event but not have it shown to staff until you activate it.

(Staff can only sign up to an event if they are booked onto a shift at the same time IF you have enabled the
option ‘Allow Staff Member Working Shifts to Attend’. Otherwise, StaffSavvy will not allow them to be
scheduled for shifts or booked on training at the same time.)

13.6.1. Adding Sign Up Options

Click on the Edit Questions to create and edit questions. Then use the form at the top of the page to add a
question. Once the question is in the list below then you can click on the blue form icon to edit the answers for
that question.
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Edit choices for Do you have any first aid experience?

Label:

Value:

@& ADD OPTION

MAKE THIS
DEFAULT 'j-i

! MAKE THIS
« w Some Experience DEFAULT il

Yes - | hold an existing MAKE THIS

~ DEFAULT &t
certificate

To add an answer to the question, enter the label shown to staff and a value you want to see in the results (they
can be the same). Then click ‘Add Item’.

At the moment, it is not possible to edit an answer so simply remove it and add a new one to replace it. Use the
blue arrows to move the items in the list.

You can also set a default answer if required by using the labelled button.

All of the changes are updated and saved instantly so just close the popup when you are finished.

13.6.2. Viewing the Event Information

You can view a summary of the responses using the view report on the event listing page. This will also provide
you with a CSV export of each staff member’s response.
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13.7. Polls

Polls allow for quick feedback to be received from all staff in Staffsavvy. You can select up to five answers for the
poll. Questions are shown on the dashboard to all staff and await their answers.

4 Quick Poll

What colour should the work shirts be next year

@ Elus

® Red
Crange

@ Green

@ Furpls

Only one poll can be active at any one time and it will remain active until it is taken off or another poll is set to be
active.

Staff are shown results from the poll once they have entered their opinion and you can see a full breakdown of
the results within the Manage Polls page.

Results are anonymous so use these for general feedback only.
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Polls

Poll Question What colour should the work shirts be next year

Blue
Answer 1

(leave answers blank if you want less than 5 options)

Answer 2 Red
Answer 3 Orange
Answer 4 Green
Answer 5 Purple
Display Pol <

13.8. Cases

Cases allow managers to store the history of any ongoing cases, logging what happened, when it happened and
who was involved. Cases are advantageous as they can be managed by multiple staff members pertinent to the
case who can have a dialogue and upload case-relevant documents.

Notably, cases can also be hidden from the subject involved, making this perfect for any ongoing disciplinary cases
you might need to investigate. Go to System > Staff Data and Processes > Manage Case Types to create a case

type.
You can then click to add a new case type.

13.7.1. Case Types

A case type is a template that might be used for specific situations requiring the same protocols and privacy
restrictions. For example, all disciplinaries might need the case not to be able to view their case, and it might only
be viewed by the managers involved.

Type Title

Case Subjects can view case?

No - do not allow subjects to see cases about them v
Allow staff to view cases if they are the subject.

Permission to add Access to anyone with permission to General access to cases and management of cases
Permission to view Access to anyone with permission to General access to cases and management of cases

Permission to change case status Access to anyone with permission to General access to cases and management of cases

[= SAVE CASE TYPE

You will then be able to see your case type settings.
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You can first set whether or not the subject of a case can view their case. This can be useful for more sensitive
disciplinary cases.

You can then set permissions for cases. You can give ‘General access’ to cases and ‘management’ of cases to
everyone with permission to view them.

Permission to view Access to anyone with permission to General access to cases and management of cases
- Direct Line Manager Only

- Line Manager and all line manages above

Supplier

Security

Duty Manager Plus Extra

Freelancers

Staff

Duty Manager
Duty Manager Plus

0O/l 0O0Oo0008®0

Manager

<]

System Manager

O

Permission to change case status Access to anyone with permission to General access to cases and management of cases

- Direct Line Manager Only (of Subject Staff Member)

(<<

- Line Manager and all line manages above (of Subject Staff Member)

@]

Supplier

Security

00

Duty Manager Plus Extra

O

Freelancers

Staff

Duty Manager
Duty Manager Plus

Manager

SBOoaas0

System Manager

[= SAVE CASE TYPE e
.

Alternatively, you can specify that only certain people, such as direct line managers, can have this permission. You
can also determine whether they have permission to edit or add to a case or can view or change the case status.
You can also be specific about it only being editable by the subject of the case manager.

13.7.2. Creating a Case

Cases are where you will primarily manage your ongoing investigations. To create a new case, go to My Account >
My Cases and click ‘Create a New Case’.

In settings, you can set your case type, which will automatically set permissions.

You can specify the event or the staff member's name in the title and describe what happened. This might include
details necessary to the case, including staff members involved, location, time, and assets involved.
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¢ Backtomycases 7 Edit ~ @ Add ~ (& Case History & Case Staff

Multiple Unexplained Absences

Case Summary Latest Status Activity
There was an incident regarding a staff member and manager on the shop floor. Inappropriate language 12:09pm

was used 25/03/2024

12:050m Status update by James Hodgetts

25/03/2024

Status update by James Hodgetts

Case summary updated by James Hodgetts

Staff Asslgned 6:23pm There was an incident regarding a staff member and manager on the shop floor.
20/03/2024
R e EEED Staff Inappropriate language was used.
Subject Adiran "Aids" Bollons & Abigail "Abbie" Camps

Reporter Abigail "abi” Watson 20/03/2024 Message: Line Manager Informed

Item added to case by James Hodgetts

3:48pm
19/02/2024 Message: INformation

6:22pm Item added to case by James Hodgetts m

Folder: All Documents  All Notes = All Personnel Records = All Welfare & Performance  Certificates  Contracts  Here  Right to Work Documents

Li M Inf d EMOVE FRO
N'"f e Added 6:22pm 20/03/2024 by James Hodgetts Oreplies Il & RevOVE FROM CAsE
ote
INformati OVE FRO
Sl Added 3:48pm 19/02/2024 by James Hodgetts 0 replies IRRdLl] & Revove FrOM cAse

Note

13.7.3. Documents & Notes
You can view additional case information once you have set up your case study. You can add documents or notes
throughout your case as more information is added.

Notes might be information about the case or short updates instead of evidence. Documents are used to provide
supporting evidence for a case. This information is stored and available to view while the case remains active.

13.7.4. Assigned Staff

Then, you have the option to add case subjects. The system will only notify them if they have been given
permissions that require them to remain informed. You can have multiple case subjects in one case.

Additionally, you can add staff members who are not involved in the case as ‘subjects’ to the case. You can specify
whether they will have access to view the case here as well. This feature is helpful if you want to add staff
members as ‘witnesses’ but don’t want them to be able to view sensitive case information. Whereas, as a case
admin, you would like to be able to see documents. You can also add the case reporter. Having these roles can help
keep all members of staff involved with the case in the loop up to date with key information. You can also remove
people from the case if they are no longer relevant.

13.7.5. Case Status
You can set the status here of whether it is an ‘open and confirmed’ case, which will be the default. Or a
speculative case which has been opened but will need the manager's approval to get final approval.

You can also update the case status as the case continues. You have multiple status options, including in review and
progress, and when it is closed, you can even specify whether the case was answered. Alternatively, if there has
been a delay with information for the case, you can put the case on hold. You can choose to hide or view archived
cases as well.
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13.7.6. Log & Archive

You can also view the case history and a log of recent changes. Whenever any changes have been made to a case
or any documents added, these will be updated and stored. The last viewed case will come up as the most ‘recent’.
When you are finished, you can archive a case so that if you need it for historical records, you still have it stored in
the system and can be retrieved until it has been destroyed.

13.7.6. Case Report

You can view a report per staff member of the cases that they were involved in between two dates. This will
streamline the investigation process of a staff member’s case history log. You can filter this further by case type if
you are only interested in investigating a certain type of case. You can find this under a staff member’s profile, and
in the actions menu under Reports, then choose Case Reports and set a time frame you want to look back through.
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14. Assets

There are two types of assets; long-term loans and shift assets. Long-term loans are designed for items assigned
to staff for long periods of time. Shift assets are only used during a shift and are returned.

14.1. Long-term Assets

Create a new asset with the option of Assigned long-term to staff chosen.
You can then access the asset assigning screen under the Actions menu of the staff member’s profile.

From there, you can assign any number of the long-term assets as well as return currently assigned assets.

Asset Assignhing and Return

James Hodgetts

Current Assets Assign New Asset

Current Assets

Laptop #45645464df 1:07am 02/09/2021 by James Hodgetts

Both long term and shift-based assets will appear within the asset log for that staff member.

14.2. Shift Assets

Shift assets allow you to record when staff take particular items for use during a shift. The system can record
items being checked out and back in. This does require staff to be clocked in.

This option is enabled under the Global Settings > Features tab. You will then get the option to add Assets under
Shifts > Shift Settings > Manage Shift Assets.

Each asset type can have a title and the number of items you want to track. This will prevent too many being lent
out and will record how many you have remaining at any one time. You can also choose to record the asset
reference (e.g. a number or code) to identify the actual unit. These references do not need to be entered, we’ll

allow staff to choose common references and simply type in new references when they check out an item.

You can assign multiple assets of the same type to a staff member concurrently. This allows them to hold
multiple items where before you could only be assigned one of each type.

Once set up, you can then log assets in and out. Reach this page under Shifts > Asset Check In/Out.
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Shift Asset Control Wit

Check Qut Check Back In

Staff DM Radio (&4 Available) Ticket Scanner (8 Available)
Sophie Huntley | CHECKED OUTON 437PM 21/02/2010 I ourt
Tom Cheers L out —
Thabo Liney = out | CHECKED OUTON 437PM 21/02/2010
Hollie May Watson 4 out L out

Above you can see the shift assets listed out and every clocked in staff member is shown. Managers can simply
click the ‘Out’ button to register that a staff member has taken an item for the shift.

The system actively tracks who has which items for which time period and can later provide reports on who had
items during specific time periods.

To return an item, the Back in tab lists who has which items and a quick click of the In button will return it:

Shift Asset Control Wrter

Check Out Check Back In

Staff DM Radio (1 0Out) Ticket Scanner (2 Out)

Sophie Huntley m

Tom Cheers

Thako Liney m

You can add as many shift assets as you desire and manage how many of each asset you have available.

14.2.1. Asset Return Questions

From the Manage Assets page (under System > Configuration), you can use the Add/Edit Question option to
create check in questions for each asset.
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The questions must be multiple choice but you can have as many questions as you need.

Manage Asset Questions
Editing DM Radio

1 B / u <o)
Question
Sort Question Answers

Were there any issues with this radio? 2 2 options
. Have you cleaned the radio correctly 2 options

With the question answers, you can choose if a particular answer should raise an alarm. The alam option allows
the system to only send notifications when an asset is returned and certain answers are provided.

Edit answers for

Were there any issues with this radio?

Sort Option Raise alarm if selected?

Yes

[= SAVE ANSWERS

To set up notifications on asset returns, use a Trigger and choose the asset return event from the drop down.

Whenever an asset is returned, the system will ask these questions about the asset so that the information can
be collected.
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14.2.2. Asset Log Reports

From the Manage Assets page, you can view an asset log. This report will display all asset movements during a
timeframe.

You can filter the asset logs by an asset and also only to show you the entries where an alarm was raised by the
answers provided on the item's return.

Shift Asset Report Start: 2st ¥ | Feb v | 2019 ¥

End: 29th v | Jan ¥ | 2021 ¥
Asset: DM Radio bt

Asset Reference:

Alarm Raised O Only show those raising alarms
Staff Member Asset Reference Out In
Alarm
Sophie "Chantelle” DM 4:37pm
OUTSTANDING

Huntley Radio 21/02/2019

You can also access the same report from a staff member's profile; this allows you to see all assets that they have
checked in and out over a date range.

15. Reports

The reports section gives access to standard pre-built reports and the powerful custom reports. You will receive
progress updates when running complex reports so you can see the progress.
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15.1. Daily Review

This is the daily review report to assist managers and supervisors in reviewing all activities within their venues
and confirm time worked along with absences and other payments. Daily review also includes next/previous
options. These are in the action menu and allow you to quickly jump between days to review.

All dates listed on this report have items that have not yet been reviewed and we recommend this report is
checked daily so items can be reviewed and approved as close to when they happened as possible. This prevents
confusion and memory loss from those present on the day.

14.1.1. Exact Time Entry notification

Once you click on an unapproved time entry on your dashboard it will take you directly to the daily review so you
can easily find and approve new time entries. This will take you to the exact time entry which needs to be reviewed
and is now the default.

To navigate this, when you log in a time entry notification will appear directly on your dashboard. Simply click on
this to approve time entries.

15.2. Shift Reports

These are different views to show the planned (upcoming) shifts within the system. They often allow you to
customise the views and customise access to them using the permissions.

15.3. Staff Reports

e Work Eligibility Report
This report displays the status of all staff in the system. It allows you to filter by their current eligibility
status as well as review the documents and adjust their current status.

e Staff Availability Map
This report produces a colour code map of any given period of weeks along with their availability
percentages of staff during that time. It allows you to see when there might be shortages in staffing.

e Holiday Approval
This report allows direct access to review and approve holiday requests. A notification is also shown on
the dashboard.

e Holiday/Time off Report
This report displays three different views; a list of upcoming holidays, a list of all holidays within a holiday
year and a calendar view of all holidays.
The views can be filtered by team and there are also links to receive an iCal calendar feed into your
online calendar (Outlook, Google Calendar etc). You can also choose to only see holidays from staff who
are reporting directly to you.

e Holiday Allowance Rolling
This report displays the total unused holiday for each staff member for a given holiday year and allows it
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to be rolled into the following year. You can also confirm that there is no holiday allowance rolling taking
place for each staff member.
e Absence Calendar
This report allows you to see a calendar view of all absences for a whole team or department. You can
filter which absences to view along with options to choose which group of staff to view. You can also
restrict access to the absence category and reason by enabling the privacy option within the absence
type.
o Authorise Awards
This report is displayed on the notifications panel too and displays all awards that are awaiting approval.
e Contract counter-sign report
This report shows all of the contracts that are awaiting countersignatures across the organisation.
e Updated Details Report
This report shows you all staff with details that have been updated and need acknowledging. When
reviewing, the system will highlight the specific field(s) that have been added or changed for greater
clarity.

15.3.1. Week Availability Report

This report displays a week breakdown of staff availability for each day using the staff who can work at a venue
and have a specific skill.

The report can take a few minutes to generate due to the complexity of the information. The report will show
traffic light of availability:

e Not available

o Asked not to work or a restriction that could be over-ridden by a manager
e Available
[ ]

This report is available under Reports > Staff Reports > Week Availability Report

Weekly Availability venue Vense Uno

Barista at Coffee Hut: Role Bar Staff
Mon 21st Jun '21 to Sun 27th Jun '21
Week Containing: 21/06/2021 ]

+ PREVIOUS WEEK

E N N

Staff /0s/200 22/06/20n 23/06/200 24/06/2021 25/06/200 26/06/202 Z7/08/2021

Alion Camps Vs I, YHIAIINS, UHASIINY, YIS, YHIAIAANS, LSNP
Angus Forbes- Martin - 72 - - w=wS
Ava Ashurst % S S W .
Dinis Brown G GEED G GIED G D G
Lauren Puxiey & B B B ==
Marita Osunsanmi S & =% =& = @
Meissa Ingram (A
Scots Muray Yty I YIIIINS, YHIIINNY, YIS, CHIAIISS, SIS
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15.4. Time Entries & Pay

15.4.1. Pay Report

This pay report allows you to filter by a date range and see all entries paid to staff during that time. Expand each
person to see all of the items.

It is worth noting that the Pay Report is limited based on normal access levels. You are only able to access the
report and staff members details if you are able to access that level.

Additionally, managers will only have access to payroll for their own specific venue. This includes both managers
and line managers as well. This has been implemented to help protect staff members' data in larger organisations.

You can also see summary totals using the Pay Element Groupings.

15.4.2. Cost Code Report

This report allows you to see the total staff cost per cost code over any defined period.

15.4.3. Time Entries Listings report

This new report mirrors the shift listings report that has been a staple of the system for many years. The report
allows you to view time entries in different formats across multiple venues and date ranges. Within this report
automatic Breaks have now been added to the time entry log.

It’s useful to be able to view, export or print time entries. You can use the Quick Reports on the left to choose
common combinations or build your own bespoke report on the right.

Time Entry Listings

Quick Reports Bespoke Report
All time entries this week %, VIEW REPORT
Select )
= Period Previous 24 Hours v
All time entries last week %, VIEW REPORT ero
Last 24 hours ®. VIEW REPORT
Bar Crew
Previous two weeks ®. VIEW REPORT Bar Training
= Cloakroom
Previous 30 days '“. VIEW REPORT
DM Training
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15.5. Specific Permissions For staff members approving Time
Entries

Staff Members can be granted access to certain items but excluded from their own items. This can allow all venue
managers to approve the time entries that take place at a venue they manage except they would not be able to
approve or edit their own time entries.

This option can be applied to any permission which can be granted to either line managers or venue managers.
To access this navigate to System > Configuration > Manage Permissions.

This will take you to a page that is full of different permissions that you can set access levels to. Some permission
levels have hierarchical systems that mean that these are identified by a hierarchical icon as seen in the image
below. For these permissions you can grant or limit access depending on hierarchical position, with the caveat that
the staff member can not approve themselves, however, can be approved by a colleague of the same status in the
company.

« . Edit Staff Member Email Address

This can be turned either on or off by clicking the permission and either allowing or blocking the staff member
from approving their own items.

Manage Access Permissions

Review and approve time entries to be paid

Ability to review time entries and approve them to be paid in the future.

LINE MANAGER ENABLED

Level Everyone

Permission Granted

System Manager “ BLOCK ACCESS TO THEIR OWN ITEMS b REVOKE ACCESS

15.6. Welfare and Performance

Under here, you can access reports for the check-in forms and the performance and welfare reports. Here, you
can see which forms have been completed and filter them by form and date range.
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There is also a Personal Record Report here. This allows you to view all completed records. This type of report
can be used to record a staff member's conduct and might include verbal warnings, reports on probation periods
or summaries of 1-1 meetings. This is useful for checking staff records, including signatures and expired items.
When viewing your records, you can filter by the record type to only view records from specific venues or staff
members.

You can also access these reports under a staff member’s account to see if the individual has completed forms.

15.7. Non-attendance Record

There is a recorded entry of the number of shifts not attended, easily accessed on a staff member’s profile under
Shifts > Shift Stats and will remain as part of Shift history. This will come up as Unauthorised Absences.

You can view the details of the missed shifts and can add a note about absence if there is any relevant information
about the absence.

If a valid explanation is given for the unexplained shift absence and changed to sickness it will be removed
automatically from the record.

15.8. Custom Reports

This is a constantly growing tool to allow you to build a vast array of reports to help manage your staff and
venues.

You can access your reports under the new menu option Reports > Custom Reports. From this page, you can
create or edit your own reports. If a Custom Report is deleted the system will now record which personnel
member deleted the report.

If your reports are not showing up on this page make sure that you have allowed permission to view reports for
the appropriate staff members.

The reports all have a ‘Type’ that sets what the first column will be:

o Absence & Holiday Periods
This is a report showing all absence periods (including holiday) within the system. Use the Status column
to filter by different statuses to see those cancelled, rejected, approved and pending.

o Absence Categories
Displays each absence type category down the left side and allows you to see absences and costs for a
defined date range. You can also filter just to one absence type.

o Absence Types
Displays each absence type down the left side and allows you to see absences and costs for a defined
date range.

e Award Nomination
This a report for each award nominated within the system.
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Days (daily summary)

Displays a list of dates down the left and will provide figures for hours worked etc per day.

Exams

Provides columns to report on each exam in the system. This can include total pass rates and failure rates
in any given time period.

Expense Claims

This a report for each expense claim within the system.

Monthly (monthly summary)

Displays a list of months down the left and will provide figures for hours worked etc per month.
Organisation Week Numbers (Dates and week numbers based on organisation’s year start date)
Displays organisation week numbers down the left and provides summary figures for hours worked per
week.

Pay Element

Displays the pay element down the left. This can be used to include information about hours and the
value of this pay element. You can choose to specify that this will be set to weeks, months, years.
Recruitment (Positions)

Displays positions that the company is currently recruiting for. Columns can be added to show the
number of spaces available for each skill and how the recruitment process is progressing.

Recruitment (Applications)

Display applicants that the company is currently recruiting. Columns can be added from the application
including adding dates relevant to the application, and also the applicant's details, including their name,
the current status and the Position Applied For.

Skills

Displays each skill down the left and provides summary figures for a date range you set per skill. You can
choose to specify that this will be set to weeks, months, years.

Staff

All currently active staff will be on this report.

Staff (new starters)

Choose a date in the top right and it will display all staff who had an account created since that date.
Staff (leavers)

Choose a date in the top right and it will display all staff who have been archived since that date.
Training Certificates

Displays information for each of the training stages; this is often completion information so providing
total staff numbers for each stage.

Training Programs

Displays information for each of the training programs; this is often completion information so providing
total staff numbers for each program.

Shifts

This is a report showing all created shifts within the system.

Shift Events

This is a report which will display shift event information. This includes the following columns: the Event
(Artifax Event ID), the date and the venue. This is useful as managers can see which events are each day
within a venue.

Shift History Events

Page 399 of 437



Manual @ StaffSavvy

This is a report which will show the history of past shifts and changes made. This includes columns like,
changes to the shift, the staff member who actioned the change, the affected staff member and date
and time when this happened.

o Time Entries
This is a report showing all time entries within the system. Use the status column to filter out deleted
entries.

e \Venues

Displays each venue down the left and provides summary figures for a date range you set per venue.
e Venue Groups

Displays all venue groups down the left and provides summary figures for a date range you set for each
venue group.

You can then add any combination of columns to a report. Column options include absence hours, skill budget
cost, training pass history, attendance of shifts during a month, percentage of non-attendance shifts, shift
confirmation/acknowledgement status and more.

This allows you to build up the report to your needs. You will receive progress updates when running complex
reports so you can see the progress.

Existing Columns in Absences type 2

Column Name Title in Report
Absence Categories LOCKED

A list of staff who recorded at least one absence per each category Absence
The total number of staff who recorded at least one absence per each Absence

Absence Periods Absences

"' ADD FILTERS | # CUSTOM TITLE m & REMOVE
The total number of absence periods per each category

»

Add Columns
Manage Custom Reports B oo
Category: PAIN Absences

Staff Names A list of staff who recorded at least one absence per each category

Staff with absences The total number of staff who recorded at least one absence per each -

@® ADD
category

15.8.1. Custom Reports Filter always
When you are building a report, you can create a filter on columns so that reports are always filtered by a specific

thing. This means that all viewers will see the same data. To use this, click the More button next to the report you
are interested in and select Manage Columns. From here, you will be able to add filters to each individual column.
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For example, you might add a standard column under holiday like ‘Primary contract type’. Then, under filters, you
might filter ‘Equals permanent’ or’ Does not equal Casual’. This would then automatically filter so that you would
only see permanent staff whenever this report was run. This change allows you to bring more specificity into your
reports, creating columns customisable to your needs.

Column Filters

Primary Contract Type at time of period

Equals v

Permanent ‘ & REMOVE

@& ADD A FILTER
[= SAVE FILTERS

Columns can also now have customisable titles. If you have filters on your column, make the title more specific.

In addition to this, columns can also be hidden. This means you can apply a filter to a column and then hide it so
the results are filtered correctly, but you only see the columns you want.

15.8.2. Custom Reports Refine data

There is also now the option to refine your data so that is more specific. An example of this in action would be if
you had created a Total Shifts Worked column, you could now refine this summarised data to only include shifts
with specific statuses, such as "Completed" or "Approved," while excluding shifts that were canceled. This option
allows for much more finesse when creating or customising reports. It also allows comparisons between
different contract types or access levels.
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Refine Column Data

Staff with absences

This tool allows you to refine specific data that is included in the column calculation. It is useful to include/exclude specific statuses for

example.

Staff Data Refinements

Account Types Disable / Include all combinations

This allows you to include/exclude type of accounts " Normal Staff Member
) Supplier/Agency Accounts
4 Volunteer Accounts
UJ Suspended Accounts
L) apr Only Accounts
Current Contract Types Disable / Include all combinations
This allows you to only include certain types of contracts that are currently
active on the staff account
Current and Upcoming Contract Types Disable / Include all combinations

This allows you to only include certain types of contracts that are currently
active or upcoming on the staff account

There are many columns already available to provide more detailed information for each report and we can add
as many as you need on request. Simply email us at support@staffsavvy.com.

15.8.3. Template Reports

Under Custom Reports there is also a group of pre-made template reports to help you get started, with key
template types frequently used in HR. These can all be found under Manage custom reports. With our new
templates, you can immediately run them as designed or edit them for more customisation. To edit the template,
you will need to make a copy first.

These templates are reports that are frequently used in processes, including an FTE equivalent report, an absence
report, Lateness & Attendance Flags report, New Starter Report and Scheduled Shifts Report. It is helpful to
remember that when running these reports, you can set how far back you want to go and can filter by skill!

The new starter report includes all new hires, their contracts, venues, and start dates. It is helpful to run this report
if you have hired new staff in bulk and want to see all their details in one place.
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New Starter Report

Contract
Pay.

Staff Member

*” Contract

*” Contracts

Casual Casual

Aaron
0000558  Staff (5 Hourly Staff (5

Grafton
Hours) Hours)
Abioail Casual Casual
o 0000749 Staff (s Houly  Staff (s

Camps
Hours) Hours)

Manual

Start
End

Default Skill:

* Start Date

Momentus
Venue Uno

~ Freelancers
Elite

Momentus
Venue Uno

. Freelancers
Elite

06/05/2025 m]
13/05/2025 m]
All Skills v

RUN REPORT

kill

Pay.
Rates

7 Email Address

Alan

Bar Crew, Duty
Meyer,
Al Managers Bar, Duty
lex
Managers Door, FOH  1.00
Huntley,
e Manager, Steward,
Tour Guide, Usher
Hodgetts
Alan
Meyer,
Alex Cloakroom, New .
100  abbie@smartblue.co.uk
Huntley, Staff
James
Hodgetts

The Scheduled Shifts Report includes fields like venue, scheduled shifts/hours, and the staff member’s next shift. It
also includes their access level, managers, skills, pay rate and email address. The Lateness & Attendance Flags
report allows you to see each staff member and how many times they have been filed under each attendance flag.
The absence report shows staff and any recorded absences. The FTE equivalent shows staff, their venue, and their

FTE value.

When viewing your custom reports, In addition to the search by name filter, there is also the filter option to only
see created reports or our template reports.

Manage Custom Reports

4 Show Templates?

A Search:

Only template reports

Absence Report
FTE of Staff

Lateness & Attendance Flags report

New Starter Report

Scheduled Shifts Report
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Staff
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15.9. Custom Reports Filtering Options

Once you have created a report (and want to run it) you can filter custom reports with multiple criteria on each
column allowing you to view just the relevant records. Filters are stored for your next viewing too. To use: Find this
under Reports > Manage Custom Reports > View.

You can filter each Column that you want to include in your report. This can be done by clicking the filter icon next
to each column.

Example Report: Absence Reason 06/06/2022 o
Categories 06/06/2022 o

Absence Types Compassionate v
UPDATE

Absence Categories

Sickness: Abdominal o 0
Sickness: Accidents andl/or Injury (] Q
Sickness: Allergy (¢} o]
Sickness: Back Problem - Recurring (¢} e}

You can filter by number, i.e. number of absences, to get specific information.

Column Filters
Affected Days (days)

[eqe ——— ]|

Contains

Greater Than

Less [= SAVE & APPLY FILTERS

Does Not Equal
Is blank

Is not blank

Filtering options available:
e Equals

Contains

Starts With

Greater Than

Less Than

Does Not Equal

Is Blank

Is not Blank
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15.9.1. View summary data for any column (NEW)

There is also a new option to view summary data for any column in any custom report. This will show you a count
and percentage for each item in a column. This can also be exported to Excel or CSV. This option appears once you
have run a report, at the top of the report, next to each optional column, next to the filter icon, there is a second
icon that will show you summary data.

Shift ID * [ Assigned Staff Member " [ Staff Member Access

144204 Alison "Ali* Camps Manager
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15.9.2. Custom Reports Access ’__
Reports

You can provide access to specific reports to certain

access levels including line manager access. Daily Shift Review

Shift Reports »
In addition, you can mark the reports so they are
shown in the main menu for quick access by yourself Staff Reports b N/06/2021
and others with access.

Pay Report 1/06/202

To edit who has permissions to view and allow the Cost Code Report
report to be displayed in the menu, go to the Manage es All Absence
Custom Reports menu. Welfare & Performance P
15.9.3. Remote Custom Report Access : Manage Custom Reports  [ISGUISERE SRRy S l
Remote access to the custom reports allows you to get Reason Categories
access to certain data from the system and have it

Example Report:
curated to the columns you need. P P

Absences Per Venue
To set up remote access, you’ll need to assign the n

permission “Custom Reports: Grant Remote API
Access” to your access level, or those who need to set this access up.

Once assigned, you'll see a new option next to each custom report when editing the custom reports. This
Manage API access button will display all access to the report.

Use the option at the top to add remote access. You can stipulate an IP address or range to restrict access to.

Only the user who has created the remote access can see the access details.

Staff Basic Details Report

Remote Access

Owner  lewUsed  Deak |
VIEW DETAILS & EDIT 3 DELETE
James Jones | remacossn £ |

15.9.4. Custom Reports Snapshots

When you run any custom report, you can also generate it as a snapshot. This process will happen automatically
and then be saved under snapshots, which you can view until archived.
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An advantage of this is that if you, for example, chose to create a monthly snapshot, you could easily track and
compare monthly progress.

pay exa mple start 20/01/2024 =)
End 26/02/2024 [m]

Venue Group 20/01/2024 20/02/2024

Holiday Hours Paid Value  Staff Member Hours Worked Holiday Hours Paid Value  Staff Member Hours Worked

Engine Room DM 0.00 0.00 0.00 0.00 0.00 0.00
Engine Room DM + Bonus 0.00 0.00 0.00 0.00 0.00 0.00
Engine Room Rate 1 0.00 0.00 0.00 0.00 0.00 0.00

Engine Room Rate 2 0.00 0.00 0.00 0.00 0.00 0.00

Using snapshots is faster than manually filtering repeatedly for specific dates and helps limit the administrative
burden of searching through data.

7} Custom Reports v [= This Report ~

Pay Elements Viewing Saved Snapshot

Snapshot Owner James Hodgetts
Taken 1:25am 26/02/2024
Due to expire 5:25pm 26/02/2024 Extend

Pay Element

Engine Room DM
Engine Room DM + Bonus

Engine Room Rate 1
Engine Room Rate 2
Engine Room Rate 3

It saves every period you search, so you can run the report multiple times, comparing different things whilst being
data efficient. You can also schedule the report at a particular time, i.e., once a month or once a week at the

start/end of every month. Once you have established a specific time frame you will consistently check for, a
comparison is made easy.
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Pay Elements

Date Taken By Label Expiry

1M:25am 26/02/2024 James Hodgetts 5:25pm 26,/02/2024 iR VIEW REPORT SNAPSHOT

11:25am 26/02/2024 James Hodgetts 5:25pm 26/02/2024

Snapshots are useful for showing training progression. For example, it could show all the ongoing training stages

and certificates and the percentages of staff members who completed them. Then, you can conduct this every
month to track progress between months.

This feature is also a great way to help share information between managers as snapshots are readily available to
share and email to other team members.

15.10. Run Reports on Raw Data

The creation of custom reports for shifts and time entries allows you to run reports on raw data and access these
via the report API. To navigate to custom reports go to Reports > Manage Custom Reports.

@ Create New Report

Manage Custom Reports

Report Type

N " « VIEW & EDIT & MANAGE COLUMNS MANAGE REMOTE APl ACCESS ;j DELETE

Exarnple Report: Absence Reason Categories Absence Categories --_
VIEW & EDIT # MANAGE COLUMNS MANAGE REMOTE API ACCESS @y DELETE

Example Report: Absences Per Venue Venues

From here you can choose to edit or Create a new report. When creating a new report specify that the ‘type’ of

report you are creating is a ‘Shift’ Report. From here you can add columns so that the report gives more details
about the shift, i.e. role/pay/duration.
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Shifts Start 14/08/2021 m]

End 14/06/2022 B

*" UPDATE

89787 Jenna Clarke Duty Managers Bar Venue Uno 7.50 8:30pm 4:30am 7.50
89788 Elanor "Ellie” Savva Duty Managers Bar Venue Uno 7.50 8:30pm £4:30am 7.50
89789 Daniel "Dan” Graves Bar Crew Venue Uno 750 8:30pm 4:30am 7.50
89790 Clemency "Clem” welch Bar Crew Venue Uno 7.50 8:30pm £4:30am 7.50
89791 Chloe "chloe” Mcdade Bar Crew Venue Uno 7.50 8:30pm £4:30am 7.50
89792 Hannah Turner Bar Crew Venue Uno 750 8:30pm 4:30am 7.50

You can filter so that you can specify categories relating specifically to ‘Time Entries’ or ‘Shifts’ and then add those
as columns for the final custom report.

Category: Al Staff Member | Shift | Time Entry

Add Columns

Category: All | Staff Member || Shift M Fiter:

Time Entry: Approved By Time Entry: Name of approver ® ADD
Time Entry: Approved? Time Entry: Approved? @® ADD
Time Entry: Budget Cost Time Entry: Budget Cost @ ADD
Time Entry: Contracted Duration Time Entry: Duration counted against contracted hours @ ADD
Time Entry: Cost Time Entry: Cost ® ADD
Time Entry: Finish Time Entry: Finish Time in 1SO 8601 format @& ADD
Time Entry: Finish Date Time Entry: Finish Date & ADD

Time Entry: Finish Time Time Entry: Finish Time ® ADD

Time Entry: Paid Duration Time Entry: Paid Duration @ ADD

15.10.1. Schedule Custom Reports

You can also schedule your custom reports to repeat regularly. You can do this under Manage Custom Reports.
Under the 'more’' option, select the 'schedule report button'. Choose details, including when you want the report
to run and how long snapshots last.
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Schedule Report

Title/Note

Repeat Period Daily

Time to run the report
We'll run the report within a few minutes of this time on the 00:00 ®
chosen schedule.

Snapshot Expiry
24 hours
This is the default, you can always extend this expiry later

sFTP Upload

Upload Enabled
When enabled, the system will upload the export to the sFTP Disabled v
destination when the snapshot is generated.

Enabled?

Active No - do not run this scheduled report

Custom reports can also be generated and uploaded to an sFTP location or an Azure Blob storage location on a
schedule, allowing you to upload a document automatically to another server. This makes it easier to send
scheduled reports to another system automatically.

Thus, reports will be uploaded to your chosen location when a snapshot is generated. You will need to include
details here for your export, including the desired file name extension, upload format, and the folder to which you
would like the file to be uploaded.

15.11. Dashboards (NEW)

Another key new feature is Dashboards. The new Dashboards feature is a visual update that allows you to
customise the content and layout of the Dashboard, which is the main landing page. This feature has been
introduced to give more control and customisation to your company.

Template Dashboards are being made available for everyone as part of your existing plan. The ability to create
your own dashboards forms our new Custom Dashboards Add-on. You can enable this anytime from your global
settings. Custom Dashboards will cost 10% of your existing account costs to use and can be disabled anytime.

15.11.1. Setting up Dashboards

This new update introduces an entirely new page just for Dashboards. You can navigate to this via Reports >
Manage Dashboards and create a new dashboard. When building a Dashboard, you will first need to set details,
including what departments can view this Dashboard, the title and who has permission to view. Permission to view
already includes everyone who has been given permission to view under access levels, but here you can choose to
add any additional access levels that you want to be able to view this specific Dashboard.
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New Dashboard

Owner Department
This means only this department and departments Choose Department
above it will be able to edit this contract

Front of House

Dashboard Title

RERHESIERTES General Dashboard
Permission to view dashboard D - Staff Member
D - Direct Line Manager Only
D - Line Manager and all ine manages above
- Venue Managers
securty
Duty Manager Plus Extra
Freelancers

SICIEN HAS PERMISSION TO MANAGE ALL DASHBOARDS

Duty Manager
Duty Monager Plus
Manager

System Manager

Display within Reports Menu Accessed under the All Dashboards option only

15.11.1.1. Dashboard types

15.11.2. A key feature to consider here is the Dashboard type, as this will affect where you can view your
Dashboards. You can choose to create a general Dashboard, a specific Dashboard that will only appear on a staff
member’s profile, or a Dashboard that can appear under the Holiday tab, Shifts tab, or the Training tab. It can be
helpful to display Dashboard panels on profile tabs for quick access.

In general you will always be able to view your Dashboards under the Manage Dashboards page.

Dashboard Type v General Dashboard I
Per Staff Member Dashboard - accessed via profile —
Permission to view dashboard Staff Member Profile: Absences tab

Staff Member Profile: Holiday tab
Staff Member Profile: Shifts tab
Staff Member Profile: Training tab

Qarrity AN

15.11.2.1. Dashboard panels

15.11.2.2. Once you have created details for your Dashboard, you can add panels to customise your Dashboards. These
panels are what make up the building blocks of your Custom Dashboards and are StaffSavvy’s way of visualising your data.
Here you can create your own dashboard layouts with different pre-built blocks and report graphs.

There is a list of existing panels that you can use whilst building your custom Dashboard. These are all editable and

you can go in and adjust the title and details of each part of the Dashboard.
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Data
Staff Member Overview Panel
Basic Details

Staff Member Overview

Title #Crew# Overview

Panel Template

es Total Staff

® Salaried Contracted Staff

10 @

« Casual Contracted Staff

s D

You are also able to adjust the layout and move around the order each panel will appear as you complete your
Dashboard.

You are also able to build a new panel by pulling information through from a custom report.

For each panel you can set specific details. You can set a new title for your panel and set which report you will be
pulling information from. From that report you can pull one column through. After the basic details, you can filter
what data should be pulled through depending on the column.

Finally, you can choose how you want this information to be displayed. We have several display chart options,
including Bar charts and Pie charts, the only thing you need to decide is what is the most effective way for your
data to be displayed. You can also sort data alphabetically.

Existing Panels in Holiday

Add panels

% Search:

We have created a variety of panel options for you to get started building Dashboards and plan to expand this
growing feature. We will be adding more options based on user feedback so make sure to contact support if you
have any requests.

15.11.3. Managing Dashboards

Once you have created your Dashboards you can view them under Reports > Manage Dashboards. When managing
your dashboards you can search by name to find specific dashboards. You can also filter your search so that you
can see one of three options. You can view only the system templates, only your own custom dashboards or view
all Dashboards at once.
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16. SSO (Single Sign On)

This is the ability to link StaffSavvy to your identity management platform. Single Sign On via SAML allows you to
force staff to securely log into your normal systems and this action grants them access to their account on
StaffSavvy.
There are a few requirements:

® Accounts must exist in both systems already.

o Email addresses used within StaffSavvy must match those used within your Identity Provider.

o Your Identity Provider must support SAML and allow you to specific a custom connection.

Standard instructions for the configuration of the connection are detailed below. If you have any issues, please
discuss this with our support team. Please note that this is an advanced configuration option where we’re only
able to support the StaffSavvy side of the integration.

1. Under the Global Settings > SSO tab, enable SAML Single Sign On
Note: do not disable the “StaffSavvy Account Sign On” option until your connection is set up and tested
successfully.
2. Complete the Identity Provider Details section.
a. If you require self-signed x509 certificates, we recommend this free service:
https://developers.onelogin.com/saml/online-tools/x509-certs/obtain-self-signed-certs.
3. Click Save once your Identity Provider Details section is complete.
Complete the Login Screen section fields to ensure your staff are correctly informed of how to login and
who to contact if they have any problems.
Download the Metadata XML as available under the SAML section.
Upload this Metadata file to your Identity Provider.
Test the connection and ensure you can log in correctly.
Test with connection with a sample of your staff accounts.
If desired, disable the StaffSavvy Account Sign On option from your SSO tab of Global Settings. This will
force your SSO option to be used to log in.

bl

L o N oW
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StaffSavvy Login with just SSO login allowed:

S50 EXAMPLE

Login page with optional SSO:

S50 EXAMPLE

support@staffsavvy.com

Your Password

Remember my email
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17. StaffSavvy Open API

API allows the system to access system data for third-party systems. This means that once enabled, StaffSavvy
can integrate with other systems and retrieve information like accounts, shifts, and time entries.

17.1. Available Data and Options

Our Open API provides access to receive and update key information from the system. It also allows third-party
systems or providers to interact with the data.

Below is a summary of the current options:

Access, create and update account information

Access, create and update shifts

Access, create and update time entries

Access, create and update absence periods

Access skills, venues, shift tasks, and pay elements

Access shifts assigned to my account, accept/reject them (if allowed) and provide an external worker

name (useful for agency integrations)
To use these different access levels you must enable staff access via the manage permissions page.

There is also a dedicated permission that allows other staff to see the APl credentials on an account. This
permission also allows staff to view, edit and remove API Credentials for an account.

17.2. APl Access & Configuration

You must have an active account within the system to use the API. If you intend to have separate system access
to the API, you may wish to create a dedicated account.

For a dedicated account, we recommend setting up an APl access level (System > Levels & Permissions > Manage
Levels). Note that within a level, you can set the account type to API only. This will block them from logging in to
the main interface and only give the user access via the API. For any level, you can now add which API
permissions you want to grant to them. These are all within the manage permissions page (System > Levels &
Permissions > Manage Permissions).

Once the account has general permission to access the API, they will have access to a new page under My
Account > APl Access. This can also be accessed under their profile page for accounts, allowing them to log into
the normal interface. You will be able to view and replace your API User and API key from this page.
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When replacing an API key, the system will allow both keys to be used for 14 days for a smooth migration. You
can cancel the old key instantly on this management page, too

This page also allows you to restrict the use of the APl User and Key to specific IP addresses.

On the right-hand side of the page will also be a log of all authorisation requests for this APl user.
Once you have your APl User and API Key , you can access the API.

17.3. Using API

The APl endpoint is [your instant url]/api/v1/
The API uses an authorization bearer token to give you access to the data. To generate a token, you need to
request it via the /auth endpoint passing in the following variables. They can be passed in the GET, POST or

REQUEST HEADER.

x-user: your APl User ID
x-auth: your API Key

You will be returned a token. This then must be passed with any request within the Authorization Header to
allow access to the endpoint.

The tokens will expire after a period of inactivity, and you will receive an authorised response.

17.4. Responses & Errors

The APl will return standard HTTP response codes for all requests. In addition, further details of the error may be
included in the response.
All responses will be in a JSON format with standardised formatting across the API version.

17.5. Detailed Documentation

The latest documentation is available at https://app.swaggerhub.com/apis-docs/SmartBlue/StaffSavvy

This provides example code and details on the various APl methods and options.

18. ArtifaxEvent Integrations

ArtifaxEvent is a leading Venue and Event Management solution. We have collaborated with them directly to
bring their event information including resource booking requests directly into StaffSavvy.
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This allows managers to see all important information from Artifax directly in the schedule creation and shift
management pages of StaffSavvy. This also includes details such as cost codes, custom fields and resource
bookings.

Central Arts: Palace

) Malco Peters: Performance

EVENT Arrangement ID: 850 Status: Confirmed Room: Palace Theatre 7:00pm - 9-00pm

Artifax Resource Bookings Notes From To

1x Instruments: Steinway B17542 7:00pm 2:00pm

1x Personnel: Mechanist 7:00pm 9:00pm ¢ MECH
1 x Audio-Visual: Lighting Pack 912 7:00pm 9:00pm

1 x Personnel: Theatre Technician &:30pm 9:30pm @ Tech

1 x Audio-Visual: Lighting Rig 1 &6:30pm @:30pm

1 x Personnel: FOH Manager 6:30pm 2:30pm B FOHM
4 x Personnel: Usher &:30pm 2:30pm o USHER
Cast and Crew: Notes Cast announcement at start of show.

Cast and Crew: Notes Crew radio meeting at show -20 mins

18.1. Integration Setup

To enable this integration, go to the Integration tab within System > Configuration > Global Settings. You will
need to know your Artifax URL and you will need to have created an API key for StaffSavvy to use. Enter these
details and click save.

It might take a few minutes for the sync to complete and for the initial data to be downloaded. To confirm the
sync is working, go to edit a venue. You will find an Artifax tab. There should now be a list of Artifax rooms
shown.

You can also enable Cost Code sync under your Artifax settings, which will populate all cost centres from
ArtifaxEvents. This has recently been updated to include the option to sync up with Arrangement ID, or
ArtifaxEvent arrangement references as the cost code for events. This allows you to easily link hours worked to
the arrangement.

Once Global Settings for Artifax is enabled, options regarding uploading resource costs for booking custom fields
within ArtifaxEvents will be available. These include estimated costs versus actual costs, estimated costs before

the shift, actual gross costs, or budgeted costs.

Contact StaffSavvy support if you have any issues with this integration.
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18.2. Manually VS Automatically Linking

You have the option to have multiple events to be set at the same time. You can then also choose which event to
assign someone to. To do this, you must choose a link type: manual, where every shift must be assigned to an
event or automatic, where shifts are automatically added to events based on their starting time.

With automatic linking, shifts will automatically be linked to events based on when they start. For example, if you
have an event starting at 10 a.m. and another at 4 p.m., any shifts starting at 11 a.m. will be assigned to the first
event, and any shifts starting after 4 p.m. will be assigned to the second event.

This method is useful for organisations that do not use ArtifaxEvent resources and/or schedule staff within the
venues directly or have regular shift patterns that exist before the events are booked in. This allows staff to see the
events they are working on without explicitly assigning them to the events.

Shift Events

Enable Events

Allow a title to be given to each 24-hour period
Linking Shifts to Events Manual - each shift is assigned directly to an event v

Summarise the day's events automatically
We can either allow you to enter you own summary of events per day or No - allow a separate event at midnight to contain the summary event information (recommen: +
automatically summaries afl events on a given date for you

Individual Events?
Allow a specific event title to be set on each individual shift so each staff member has a different event
Default Event

Show this if no event has been set

TBC

If you choose the option to allow manual linking of shifts to events (meaning each shift will be assigned directly to
an event), you can also do this using the Add Shifts button, which is displayed within Resources in StaffSavvy, or by
choosing the explicit event when editing a single shift. You will also have the option to assign a shift to 'no event'.
When a shift is added, it will be automatically assigned to any ongoing event based on the shift working times, but
you can then unassign it when editing.

This option is useful if you have multiple events in the same venue at the same time or within the same hour (for
example, different tour groups).

There is also the option to set an event title for a set of shifts based on times during the venue, e.g., “The event
today is X” or “The event from 6 pm is X. " You can also manually add the event title to each staff member’s shift.
This allows you to provide bespoke information to the staff member.

18.3. Venue Configuration

Select the rooms in Artifax that you wish to match to this venue in StaffSavvy. Multiple rooms can be shown on
multiple venues.
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Once chosen, update the status filter below and choose which Artifax event statuses you want to show. This
allows you to ignore events not yet confirmed or cancelled.
You can also choose to filter activity types per venue and only use Events with the selected activity types. Leave
all unchecked to disable this filter.

Status Filter

Only use Events with the selected statuses

Activity Filter
Only use Events with the selected activity types.
Leave all unchecked to disable this filter.

Adjust Event Times
Include shifts that start this amount of time before
the event starts

Display Options

Arrangements & Events

Display Event Status

Display Event Number/ID

Display ArtifaxEvent Room

Custom Form Field Filter

Displayed to managers when creating the rota

(m]

Confirmed

Hold

Confirmed OOP
First Hold

<]

80

Confirmed - send for Ticketing

Second Hold

O

Access
Catering
Doors
Event
Exhibition

Food and Beverage

00o0oo0ooo

2 hours before ArtifaxEvent

Use both Arrangement and Event Activity Names

Display Event Status

Display Event ID

Display Room

Admin/Finance
[J Contract Required
(J Contract Returned

(BRI

[« E < < <]

O (

000

Confirmed - Send for ticketing
First Reserve

Space Request

Second Reserve

Cancelled

First Reserve

Loadin
Meeting

Not available
Other
Prehang

Reception or Meal

Company Ops Contact
O Event Lead
[ Separator

[ I SN

0O00O0Oo

000

Third Reserve
Second Reserve
Released

Tours

Cancelled - No roster

Setup

J Sound Check

Strike
Virtual
Visit - Guided Tour

Visit - Virtual Tour

(J Concert Sponsor
[J Concert Sponsor Language

[J Season Sponsor

VI SO, D,

The remaining settings allow you to choose what information is included on the page. By syncing the events to
StaffSavvy’s events, you will override anything already entered there. If you choose to keep the information
separate then you can see the Artifax event and then enter your own title. Your title will be what is shown in

reports and to staff.

You are able to pick and choose the resources and custom fields you wish to display within this venue. There are
two sections for custom fields. One for admin views of the venue when editing and creating shifts. The other set
of custom fields can be set to be displayed to the staff assigned to shifts for the events. This allows you to have
multiple venues importing data from the same Artifax rooms but display different parts of the information so it’s
always relevant. It also allows you to have different custom fields displayed for managers creating the shifts and
staff working them.

Managers have the ability to automatically update shifts to match resource bookings as well as being able to
specify what to do with shifts if staff members are then no longer able to work those shifts.

You can use Arrangement Name, Event Activity Name, and Detail for the event title has been added.

You are able to choose a dedicated custom field on each resource booking to hold the total cost for that resource.
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Upload Staff Allocations to ArtifaxEvent Resources

Upload Resource Allocations to ArtifaxEvent?
This will upload the staff and shift times into a resource

. ) ) Assignment details v
booking custom field so you can view scheduled resources
within Artifax.
Shift Order? Start Time, Last Name, First Name v
Additional Information? Shift Times, Working Duration, Budget Cost v

Upload Resource Costs ArtifaxEvent?
This will upload the estimated and actual costs into a Assignment details v
resource booking custom field within ArtifaxEvent.

Cost Data Estimated cost before the shift, actual gross cost after v

Additionally, you have multiple options here depending on how little you wish to disrupt shifts already assigned,
including whether to only match resource booking if the staff member is able to do the new shift.

Resources
Display Resource Bookings Display All Resource Bookings v

Automatically Update Shifts

Automatically try to update shift times to v Don't change shifts to match resource bookings J

match the resource booking times. Try to change the shifts to match resource bookings but don't change the shifts if the assigned staff member cannot do
Only update shifts time if the shift is not yet assigned to a staff member

Upload Resource Allocations to Artifax?

This will upload the staff and shift times into Change the shifts to match resource bookings: if the staff member is unavailable then change to extra shift
a resource booking custom field so you can Change the shifts to match resource bookings: if the staff member is unavailable then change to unassigned shift
view scheduled resources within Artifax. Change the shifts to match resource bookings: if the staff member is unavailable then change to offered shift

Create Resource Bookings in

Don't Create Resource Bookings v
ArtifaxEvent using Shifts =

18.3.1. Automatic Shift Detailed Notes Sync

This option allows resource booking notes in Artifax to be copied over to StaffSavvy when using the automatic
schedule template creation.

18.4. Ordering Artifax Forms

With this new update, when setting up an ArtifaxEvent, you are now able to edit the order of form elements. For
example, you might want certain questions to come first or prioritise questions at the top of the event.
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ArtfiaxEvent Form Elements

Set a custom order of the elements

) Wedding Information Name of partners

- Wedding Information Photographer

) Wedding Information Celebrant

$ Wedding Information Additional Wedding Information or Special Requests

S Ticketing Integration IMPORTANT: Refer to Enta for details of the values to enter in the Venue ID, Price Table, Layout and Venue Template fields
$ Ticketing Integration Venue ID

To use this feature you will need to have ArtifaxEvent enabled and syncing. Under Global Settings. Go to the
ArtifaxEvent Integration section and click the “Edit form element order” button. This will take you to a dedicated
page where you can drag and drop the form elements. Your updates are saved instantly.

18.5. Schedule Template Creation

Under each Skill within StaffSavvy you can assign an Artifax resource so the system understands which resources
match up to either other.

This allows StaffSavvy to build roster templates automatically from the requested resources booked in Artifiax.
The template will be created, the correct skills assigned and the template assigned to the correct day within the
schedule.

It’s then just a case of making any adjustments and previewing the generated shifts.

You have options on how to allocate and fill shifts and which staff members to prioritise. You are able to
prioritise via many different options including, whether staff are working that day already, if the live close by or
random selection.

Number of Spaces o -
v Equal Shift Spread (recommended)

Random (completely random - use sparingly!)

Times
Least Upcoming Shifts
Most Shifts Worked
o=k Least Shifts Worked
String of Shifts by the same staff member
Fill options Prioritise Shifts working the same day }

Balance Fair Schedule vs Travel Distance
Shortest Travel
Keep colleagues together then Balance Fair Schedule vs Travel Distance
Keep colleagues together then Shortest Travel
No places currently in this template. Use the formr  Keep colleagues together then equal shift spread
Alphabetical (A-Z)
Alphabetical (Z-A)
Alphabetical Alt. (A-Z)
Alphabetical Alt. (Z-A)

I CUURINU LMIA" -

- - - Lov W -— AV .o S
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Within the venue confirmation, you can also choose if you want the system to allocate the shifts or to create
extra, unassigned or offered shifts instead.

18.6. Resources View

On the grid view, the system will display a comparison of the Artifax resources that are scheduled compared to
the StaffSavvy shifts scheduled. We'll show when it’s matching and display a warning when StaffSavvy doesn’t
match the booked resources.

There is an Add button to the resources which easily adds a shift matching the resources into the system ready
to be assigned to a staff member. It’s perfect for quick additions or for teams that require careful manual
management.

Below is how the resources panel looks with the green schedule notifications displayed along with the Add Shift
button.

If you are using ArtifaxEvent and Resource bookings, you can also adjust which resource booking a shift is
assigned to within an ArtifaxEvent.

This will display when editing the shift details directly. You will be able to select the event and below that
drop-down box will be a resource drop down.

(Please note that only resources assigned to the event and skill will be shown. If you are changing the skill or
event then do this first, save the shift and then re-edit it to choose the resource booking.)

Artifax: Palace Theatre

‘ Hildred Fenshaw: Performance Hildred Fenshaw: Performance

=V {_STATUS. CONFRMED~ FORROSTERNG

1x Personnel: Mechanist 6:00pm 2:.00pm
1x Audio-Visual: Lighting Rig 2 7:00pm :00pm
¥l FOH Manager
1x Personnel: FOH Manager 6:30pm 9:30pm !
o/ Usher
2 x Personnel: Usher 6:30pm %:30pm 256H

ADD SHIFT

If the scheduled shifts do not match the booked resources, you’ll receive a notification with the difference.
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o Usher

ADD SHIFT

18.6.1. Mismatch Warning Flag

If we're using resources from ArtifaxEvent, we’ll compare the bookings to the scheduled shifts and display a
warning message on the grid list where you can see if there are any days that need attention.

You can then view the details page to see what doesn’t match.

At this point, you can correct the shifts so they match or dismiss the warning. The warning will only reappear if
the requirements change again in the future.

You can configure when the system will display a mismatch flag within the venue’s settings for Artifax.

The options allow you to decide if hidden shifts should be counted and if unassigned shifts should be counted
when matching with resources. These options mean that the flag can still be displayed if the shifts are created
but not published or not assigned to staff members yet.

There is an additional option which allows you to change the assigned skill of a shift while still showing the
resources and shifts as being matched. This option is particularly useful if you need to schedule 5 tour guides but
then nominate one of them to be a lead tour guide. This is still matching the requirement of 5 tour guides but
one is also now a leader.

The matching rules are also used if you are updating the ArtifaxEvent Event’s Status automatically.
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18.7. Sync Staff Allocation Up to ArtifaxEvent

StaffSavvy allows you to push up the scheduled staff and their details back to ArtifaxEvent when using
ArtifaxEvent resource bookings for staff.

This means their names and, optionally, total working length and/or costs are displayed right on the resource
bookings within ArtifaxEvent.

To enable this, go to the Integration tab of the Global Settings. Find the option called “Upload Resource
Allocations to ArtifaxEvent?” and choose which ArtifaxEvent Custom Field we should write the allocation of shifts
to. You can also choose here the order that staff should be listed (if there are multiple staff allocated) and what
information we write to ArtifaxEvent such as working duration and budget cost.

Please note that you need the latest version of ArtifaxEvent for this feature and that updates to the scheduled
shifts can take a few hours to sync through between the systems.

From here there are the following options for displaying shift order.

o Start Time, First Name, Last Name.

e Start Time, Last Name, First Name.

® First Name Last Name.

e Last Name, First Name.
You also have the option to include/exclude additional information such as; shift times, work duration and budget
cost.

18.8. ArtifaxEvent Event Status Changes

If you are using ArtifaxEvent Resources, you can have StaffSavvy automatically update Artifax Events Event Status
once all resources have been allocated.

There is a limitation where only one venue can currently perform this update; if you have two venues linking to
the same event then their status changes could override each other.

Configure the status change sync within global settings. You can choose which status to change the event to once
resources are assigned. You can also set a status to change it if they are misassigned.

You also have an automation filter; this is important so that the system will not update the status of cancelled or
provisional events for you automatically.
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Update ArtifaxEvent Event Status Automatically

If Resources are Allocated
This will change the ArtifaxEvent status automatically if all the

resources required have been allocated

If Resources are Not Allocated
This will change the ArtifaxEvent status automatically if all there are

gaps in the allocation of Resources

Automation Filter

Only update the status of the event if its current status is in this list

Confirmed - Send for ticketing

Confirmed - for Rostering

@00

(<] <}

First Pencil
Provisional
Confirmed
Confirmed - Send for ticketing

Confirmed - for Rostering

The resource matching rules are used to decide if the event matches the resources so you can customise how

strict this matching is.
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19. Flow Learning Integration

Flow Learning is a hugely popular training platform in the UK. This integration can automatically sync staff up to
Flow and download their completed certificates directly to their account in StaffSavvy.

We can even offer them direct sign on so they can click a button within their StaffSavvy account and log straight
into their Flow account. Enable this integration under the Global Settings.

To set this up go to System > Configuration > Global settings > Integrations. From here enable Flow Integrations
under MapalOS/ Flow Learning.

Firstly, enable integration, then, you will need your Company ID and API secret which allows us to access and sync
your Flow account.

When setting up Flow integration it is important to make sure that all staff members have a job title, otherwise
Flow can not recognise them. This is because once set up, Flow will use the Job Title to recognise staff members
and let them know what training they need to do. Flow will allocate tasks to staff members based on the Job Title
assigned to them in the Staff Savvy system.Additionally, your

Flow account sync can now be set to only sync staff members who have a signed contract in place.To do this under
the Flow Learning tab go to the Sync all accounts? Option and select the option to only sync accounts once they
have signed a contract document.

MapalOS/ Flow Learning

Integration Enabled Enabled

Company ID
API Secret

Job Title Data Field -- No specific job title

Fall back to default skill for job title? ifyou don't have a data field for No (Flow cannot accept records if job title is not provided)

Job title or if it's not set

?
Sync all accounts? Yes - all accounts

ifi i 2 ) .
Create certificates for modules in flow? Automatically create Yes - automatically create anything needed

certificates that are completed within MapalOne

Another feature available with Flow integration is that once training is completed on Flow, it is then possible to
download certificates into Smart Savvy. Once the certificate code from Flow is entered the certificate will appear
automatically on a Staff Member’s profile.

If there is training to be completed on Flow, it will appear on a staff member’s profile page under the Training &
Skills tab and will take you to Flow Hospitality’s login page.
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20. SagePeople Integration

SagePeople is Sage’s HR system; we’ve introduced a simple integration using their new V3 API which allows us to
automatically pull down data from SagePeople’s system.

o Automatically link staff accounts based on their email address.

o Automatically invite staff from SagePeople into StaffSavvy.

e Download booked absences in SagePeople into StaffSavvy for use with shift schedules.

Unfortunately, SagePeople does not currently support the upload of data into their system so any data you need
to import back to SagePeople will need to be completed manually.

This integration can be enabled under System > Global Settings > Configurations > Integrations. You will need
access to SagePeople running v3 of their API.

Once the connection is made, you can configure the data sync as required and use the Enabled option to turn on
the sync as needed.

21. Xero Integration

The Xero integration is a APl-based link that will sync staff accounts between the two systems and push the latest
wage sheet time entries directly to your payroll timesheets in Xero.

As this is a new API connection, please speak with our support team to ensure this is configured and tested
correctly.

You will need to add the StaffSavvy app to your Xero system and grant the requested accesses to your system.
The integration will automatically match up StaffSavvy accounts with Xero employee accounts using their email
addresses and details. Link your pay elements in StaffSavvy to your Xero pay codes and easily push paid hours

directly into your Xero timesheets.

We currently support Australia, New Zealand and UK Payroll connections for Xero.
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Wage Sheets

Data Sync to Xero in Progress

WE 09.04.17 SYNC IN PROGRESS: 2% COMPLETE (3 OUT OF 107) m

22. Trinet Integration

The trinet integration makes use of their API to pull data down into StaffSavvy. The connection allows both staff
and absences to be linked between the two systems.

To enable the integration, you will need your company ID, client ID and API Secret key. Once that information is
entered into the System > Global Settings > Integrations then you will be able to choose options relating to the
syncing of Staff and Absences.

22.1. Staff Sync

This is required to allow the ‘absence syncing’ to effectively work. Choose the Partially option as this will purely
link accounts in TriNet to accounts in StaffSavvy using their email address.

22.2. Absence Sync

This will enable downloading of absences from Trinet into StaffSavvy. Each absence in Trinet will be recorded as a
single period for a single day to mirror how Trinet handles the same information.

The system will keep track of the data it has already synced. If needed you can return to this page and request a
full sync of absences anytime.

With absences, you can also tell StaffSavvy to cancel shifts automatically. Use the Shifts affected by the holiday
option and choose what should happen to shifts during scheduled absences.
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23. TrustID Integration

Trustld is an identity checking service that can validate identity documents. The system offers the ability to issue
new Trustld links to staff on their work eligibility console. This will only be used if staff have failed with Trustld in
specific ways. To use, ensure Trustld has been enabled. Then go to a Staff member’s profile, in the actions bar
select Documents > Employment eligibility. Here, they will now be able to upload a document via Trustld.

22. Stopford Integration

The Stopford integration is a basic import function within the schedule creation tool. This will take a Stopford
export format and use it to create and allocate templates to different venues based on the required bookings.

Turn this option on System > Configuration > Global Settings > Integration tab. Then under Shifts > Schedule
Creation > Manage Schedule page, you'll see an Import from Stopford option at the top in the Actions menu.

Import from Stopford

Import Stopford Bookings Choose File ‘ No file chosen
Primary Skill for templates Bar Crew

Secondary Skill for templates

None - don't split resources
We'll split the required resources 50/50 with this secondary skill

Set Tasks
No - don't set tasks

Adjust Start Times
Start the shift before the scheduled booking start time

Same as file start time

Adjust End Times
Finish the shift after the scheduled booking end time

CLOSE “ IMPORT

Same as file end time v

This will display a popup where you can choose the file to import. You’ll also see two different skill selection
options. The first skill is the primary skill the system will assign. The second skill selection allows you to split the
staffing requirements in the Stopford file with another skill.

For example, the Stopford file might stipulate 2 people at 10am. If you use the secondary role option, this will
allocate 1 person with the primary role at 10am and 1 person with the secondary role at 10am.

If the file stipulates 4 people then it will be split into 2 for the primary role and 2 for the secondary role.

If the file stipulates an odd number of people, the primary role will have the additional person. For example; 5
people required will give the primary role 3 people and the secondary role will have 2 people.
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The start and end time adjustments will just add additional time to the front and end of the Stopford times to
allow for preparation work before the booking time and any required time after the booking is due to finish.

25. Momentous Elite Integration

VenueOps is a software that works with events management and setting up event details.
We have collaborated with them directly to bring your event information from their site, including resource
booking requests, directly into StaffSavvy.

VenueOps

Integration Enabled Enabled

VenueOps URL

The full URL yvou use to access your

e https://example.com

https.//example.venueops.be’

Client ID

API Client ID from your VenueOps system

Client Secret
API Client Secret from your VenueQOps

system

Self-Signed Security Certificates

By default, we will validate the secure . )
: . . Ensure Secure & Validated Connections Only
connection to your VenueOps service. Use

this option to disable this check.

25.1. Integration Setup

To enable this integration, go to the Integration tab within System > Configuration > Global Settings. You will need
to know the VenueOps URL you use to access your account, i.e. 'https://example.venueops' and you will need to
have created an API Client ID and API Client Secret for StaffSavvy to use. Enter these details and click save.

25.2. Enable Event Sync

Additionally, you are able to sync your events fromVenueOps into StaffSavvy. First go to System > Venue > Manage
Venues. Choose the Venue you want to sync with VenueOps, then you can go to the VenueOps Configuration.

Here you have options to set which VenueOps rooms you want to include, as well as deciding which events you

want to show up depending on their status. These statuses include: Tentative, Definite, Prospect, Cancelled or
Active.
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VenueOps Configuration Yesplan Configuration

Enable Event Sync Disabled v

VenueOps Rooms
The rooms within VenueOps that you want to
display within this venue

Budweiser Stage: Main Stage
Coca Cola Roxy: Main Stage
Dos Equis Pavillion: Main Stage
HOB - Dallas: Cambridge Room
HOB - Dallas: Dallas Restaurant
HOB - Dallas: Foundation Room
HOB - Dallas: Main Stage

HOB - Houston: Bronze Peacock
HOB - Houston: Houston Restaurant
HOB - Houston: Main Stage
PNC Music Pavillion: Main Stage

Tabernacle: Main Stage

O00O0OO0O0OO0ooooooo

The Gorge: Main Stage

Status Filter
Only use Events with at least one the
selected statuses

Tentative
Definite
Prospect

Canceled

00000

Active

You can also adjust whether the event time will be the same as VenueOps or whether you want StaffSavvy’s events
to start before and after for staffing purposes. Finally, you have display options that you are able to adjust.
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26. YesPlan Integration

YesPlan is a popular software that works primarily within the cultural sector to schedule events. YesPlan allows
you to allocate and manage all the resources required for an event and helps set up an event for you, be that
performance, concerts or exhibitions.

We have collaborated with them directly to bring your event information from their site, including resource
booking requests, directly into StaffSavvy.

This allows managers to see all important information from YesPlan in the schedule creation and shift management
pages of StaffSavvy. This also includes details such as cost codes, custom fields and resource bookings.

26.1. Integration Setup

To enable this integration, go to the Integration tab within System > Configuration > Global Settings >
Integrations. From here enable ‘YesPlan Integration’ under YesPlan.

Yesplan

Integration Enabled Enabled

Yesplan URL

The full URL you use to access your "y
https://example.com

Yesplan account. e.g.

hittps://example.yesplan.be’

AP| Key

The APl key must be key only
authentication’ which allows us to access
your Yesplan account without additicnal

passwords

Self-Signed Security Certificates

By default, we will validate the secure . )
’ T > Ensure Secure & Validated Connections Only
connection to your Yesplan service. Use

this aption to disable this check.

You will need to know your full URL you use to access your Yesplan account. e.g. 'https://example.yesplan.be'
and you will need to have created an API key for StaffSavvy to use. Enter these details and click save.

It might take a few minutes for the sync to complete and initial data be downloaded. To confirm the sync is
working, go to edit a venue. You will find a YesPlan tab. There should now be a list of YesPlan Locations shown.

Contact StaffSavvy support if you have any issues with this integration.
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26.2. Enable Event Sync

Additionally, you are able to sync your events from YesPlan into StaffSavvy. First go to System > Venues > Manage
Venues. Choose the Venue you want to sync with Yesplan, then you can go to the YesPlan Configuration.

o vicwonu

Status Filter J No Status
Only use Events with the selected statuses O Pencil
O Confirmed
O To Settle
O Closed
[J cCancelled

Adjust Event Times
Include shifts that start this amount of time Same as Yesplan v
before the event starts

Display Options

Groups & Events Just use Event Name v
Display Event Status Don't Show Event Status v
Display Event Number/ID Don't Show Event ID v
Display Yesplan Location Hide Location v

= SAVE VENUE

Select the locations under the YesPlan tab that you wish to match to your venue in StaffSavvy. Multiple locations
can be shown on multiple venues. Once chosen, update the status filter below and choose which YesPlan event
statuses you want to show. This allows you to ignore events not yet confirmed or cancelled.

Venue Uno
Details Location Shift Configuration Clock In Configuration Budgets Roles Tasks Employment Eligibility ArtifaxEvent Configuration

VenueOps Configuration Yesplan Configuration

Yesplan Configuration

Enable Event Sync Enabled; Yesplan will sync with StaffSavvy v
Yesplan Locations O Athenaeum Theatre
The locations within Yesplan that you want to (J Aud. Admiral
display within this venue O Aud. Capitol
(J Bristol Hippodrome
O Club Capitol
O Courtyard

The remaining settings allow you to choose what information is included on the page.
You can adjust whether the event time will be the same as Yesplan or whether you want StaffSavvy’s events to
start before and after for staffing purposes. Finally, you have display options that you are able to adjust.
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27. iHasco Integration

iHasco provides online training courses via their own Learning Management System. This integration allows you to
update certificates within StaffSavvy from completed courses in iHasco

To set this up go to System > Configuration > Global settings > Integrations. From here enable ‘iHasco Integration’
under its own section.

You’ll need to enter the APl Token that you can create under your iHasco admin account.

If you already have training certificates in StaffSavvy for iHasco courses, we recommend you update them with the
iHasco course ID. This can normally be found when viewing a course on iHasco. Edit the certificate and add it to the
iHasco course ID box. Alternatively, ensure the title of the certificate in StaffSavvy matches the course name in
iHasco perfectly. We’'ll then join the two together.

Additionally, you can now assign courses in iHasco based on any assigned StaffSavvy Certificates. It is worth noting
that this will only work if you have the correct licensing in iHasco.

Once enabled, the system will start matching staff accounts based on email addresses and will then sync down
their certificates and completed training.

iHasco

Integration Enabled Enabled
API Token

. . . 2 )
Create certificates for courses assigned in iHasco? Yes - automatically create anything needed

create that are within iHasco

Assign courses in iHasco based on assigned StaffSavvy Yes - automatically assign iHasco courses

Certificates?

This will only work if you have the correct licencing in iHasco

28. Momentus Enterprise Integration

Enabled under the integrations tab of Global Settings, this integration follows the existing processes for event
integrations. To enable this integration, go to the Integration tab within System > Configuration > Global Settings
> Integrations.

From here enable ‘Momentus Enterprise Integration’. You will need the Momentus Enterprise APl purchased on
your account to use the integration.

Once Momentus Enterprise has been enabled, you will be able to configure the integration within each venue. As

per the integrations with Artifax Event, Yesplan and Momentus Elite (formally VenueOps), you can choose the
spaces to use when syncing events.
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Spaces
The spaces within Momentus Enterprise that you want fo display

within this venue

You are also able to pick and choose which event statuses should be displayed within StaffSavvy.

Status Filter
Only use Events with at least one the selected statuses

Manual

(@) staffsavvy

‘ Enabled; Momentus Enterprise will sync with StaffSavvy

ooooo0o

Oooooooo

Bar Area
Beach Park
Beef Australia Demo Yards

007 Stage
10 Metre Pool

1st Hold
2nd Hold
3rd Hold
3rd Option
4th Option
Archived

Auditorium - Green Chemicals Futures

Bundaberg Rum Stage, Town Square

Coles Kitchen, Sidney Kidman Pavilion

Oooooooo

ooooo0o

Exhibition Hall ABC

Facilities

Fearnley Grounds Picnic Site
Feast Strest

Female Change Room
Field1

Field 2

Field 3

Cancelled & Rebooked
Cancelled Pending Rebook
Cancelled w Refund
Complete

Completed

Contracted

This will automatically pull the event details into the shift scheduling screens and can include details such as the
event ID, which spaces are included and the event times.
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29. System Updates

We provide continuous small updates and improvements as part of the service. These are normally installed
automatically on your system as they become available.

We also create larger upgrades; these updates include larger new features along with changes and
enhancements to the existing features.

We’ll notify you when an update is available directly in the system. This will be displayed to any accounts who
have the Upgrade permission assigned to their access level.

A New Version Available
Version 2021.1.0

This large update adds new features such as performance and welfare forms, awards,
lone working features, guick search, improved absence management, improved
contract documents and many more improvements and additions.

The update will take 2-3 minutes to be completed. During that time, we might need to
pause anyone using the system. This will happen automatically.

+ APPROVE AND UPDATE SYSTEM

@ Notifications

We'll provide a brief description of the update and, if available, a link to view our update notes so you can see in
more detail the changes and improvements the update will deliver.

You can choose a suitable day and time to update your system. Simply click the Approve and Update System
button when you want this to happen.

While you can choose to delay the update for up to four weeks, we will set a fixed update date where your
system is automatically updated if it hasn’t been already. This will be communicated within the New Version
Available notification area.
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If you have any feedback, feature suggestions or require additional help then please contact us directly at

support@staffsavvy.com.
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