
Adding a casual on no set rotation 

 

Here the owner Tom is looking to make sure there are a minimum of 2 people but ideally would 

have 3 on farm each day and still give Jan and Lars the weekends off. He wants to use a casual staff 

member for this purpose. 

 

Step 1- Set up your farm dairy, shifts and employees 

Setup your farm dairy with a roster of 6:3:4:1, add 3 employees, in our example we have Jan, Lars 

and the owner Tom, then add an all day shift with a minimum of 2 and a maximum of 3 employees. 

We will pick up the process from here. 

 

Step 2 Set up your roster 

a) Create the roster. In this roster we have 3 employees, Lars Lace, Jan Smith and the farm 

owner Tom Brick. To begin with we want to set up the roster to have Lars and Jan 

working whenever possible. To do this we: 

a. Select Jan and Lars 

b. Arrange their days off on the slider (coloured bars are the days which they are 

working).  

c. Click “Save Changes” 

 

 

Select Lars, Jan and 

Tom and set their days 

on/off 



Step 2 – Add a “Special” (casual) employee 

a) Head to the “Add employee” screen under the staff menu. 

 
 

 

 

 

 

b) Fill out the basic details – you’ll need: 

a. First name 

b. Last name 

c. Display name 

d. Colour 

Hint: These details are for your reference 

only 

c) Click on the “expand advanced settings” button 

 

  

Add an employee 

Expand advanced 

settings 



d) Scroll down to “Use Default Farm Dairy Rotation” and untick it.  

Hint: This option can also allow you to choose individual rotations for staff members 

 
e) Move to the “Special” tab and select the “7 Days On | 0 Day’s Off” rotation. This 

ensures that the staff member is available all of the time and we are able to put them in 

the roster as and when required. 

 
f) Click “Save Changes” below 

  

Untick “Use Default 

Farm Dairy Rotation” 

Move to the “Special” tab 

and select this rotation 



Step 3 – Pinning or locking your roster 

a) Head back to the roster which was created earlier and move to the “Edit staff” tab  

 
b) Check the employees who are selected and their days off (set by the slider bar). Note 

the new employee on the differing rotation. 

Do not check the new employee yet as we only want to use them to fill the gaps, 

checking the new employee at this stage will incorporate them across the whole roster. 

 

c) Once you are happy click “Save Changes” and you will move to the “Shuffle Staff” view 

Check employees which 

are selected and their 

days off. 

Note the new employee with the 7:0 

rotation. Do not select them at this 

stage 



d) Check the roster. In our example roster I can immediately see we need an extra person on the 5th as we are not at our minimum and it would 

be nice to have someone for the 1st and the 6th. 

  
 

 

a) Pin the roster. At the bottom of the “Shuffle staff” screen you will see four buttons, click the one on the left “Pin roster”. 

 



b) Click “Yes” on the message which pops up. It just gives a brief explanation of when using 

the “Pin” function might be useful. 

 
 

 

Step 3 – Put the casual staff member into the gaps within the roster 

Now that we have “Pinned” the roster in place we can go back and add the casual into the gaps. 

 

1. Head to the “Edit roster settings” tab 

 
 

2. Tick the box for the 4th staff member, in this case our casual. Adjust the slider to set the days 

off for them. 

 

 
3. Click “Save changes”

Select the casual and check 

the days on/off 



Step 4 – Check your roster 

In the “Shuffle staff” view select “Expand all shifts” on the top right hand side of the roster. 

 

Check to see where the casual has been placed. If you wish to remove them from one shift, it’s easy – just click the small x beside their name. 

 

The casual is not allocated 

when there are enough 

employees on 

The casual is selected to work 

when there are fewer than 3 

employees able to work 


