
Incorporate a casual working only certain days of the week 

 

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 

1. 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 



2. Check the roster. In our example roster we can immediately see we need an extra person on the 5th as we are not at our minimum staff 

requirement. 

  

 



Step 3 – Add a “Special” (casual) employee 

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

 
2. 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 

3. Click on the “expand advanced settings”  

 

 

4. Under Employee type, choose “Defined Hours” 

 

Add an employee 

Expand advanced 

settings 

Choose “Defined 

Hours” 



5. Enter the hours and days which the employee is available. This employee can work 

weekends from 4.30am-6pm.

 

 

6. Click “Save Changes” 

 

 

  



Step 4 – Put the casual employee into the roster 

1. Navigate back to the roster 

 
 

 

2. Open the roster which was created earlier 

 

 

3. Head back to “Edit roster settings”  

 

 
 

4. Click “Save changes” 

Select the casual and check 

the days on/off 



5. Review the roster in the “Shuffle staff” tab 

You can see our casual has been allocated to work on Saturday to cover for Jan and Lars being 

off. The colour of the shift has also changed from red to green as we have reached the 

minimum staff requirement. 

 


