
Quick Start Guide  - A roster in under three minutes  

Setting up a roster for your farm is quick and easy with the DairyNZ Roster Builder, this article will 

show you how to use the setup wizard and will give you an understanding of the flexibility of the 

platform. If you haven’t already we recommend you watch this short video which provides an 

overview of both good rostering techniques and how the DairyNZ Roster Builder removes the pain 

from creating great rosters  

 

 

Follow the instructions in the email you received to activate your account and login 

Take a couple of minutes to read the information on the page and then click on the “Let’s get 

started” image. 

 

  



Create a farm dairy (Step 1 of 4) 

1. Fill out your farm details, you will need to : 

a. enter a farm dairy name  

b. enter  farm dairy location  

c. enter a  supply number  

d. select you dairy company from the drop down list 

 

HINT the name and location are for your reference only so just enter the details which 

will help you identify it. 

HINT : Clicking on advanced settings here will allow you to change the roster for your 

farm dairy, it’s easy to change so we will just leave it on 5:2. 

2. Click on the “Create Farm Dairy” button to move on. 

 

 

  



Add Farm employees (step 2 of 4) 

1. Fill out the details of each person working on the farm, you will need to: 

a. Enter the first name of your employee or yourself 

b. Enter the surname of your employee or yourself 

c. Enter the name you would like to be displayed on the roster 

d. Choose a colour to associate with the person, this will help you identify them in 

the roster later 

e. Click on “Save Changes” the employee will appear at the top of the page, if you 

need to edit the details you can click on their name 

f. Either enter another employee or if you are finished entering their details click 

“Create Shifts” to carry on through the process of creating your roster 

Hint: Clicking on advanced settings will allow you to choose an individual rotation for this person 

and set employees working on set days each week along with a number of other options. 

 
 

 

 

2. Once done click “Save changes” to save the current employee details, if you have 

finished click “Create Shifts” on the right to move on. 

 

 
 



Create a shift for your farm (Step 3 of 4) 

We now need to create a shift for our farm. The easiest way is to use the “All Day Shift”. You will 

need to decide what are minimum, and maximum number of staff required for your farming 

business. 

1. Fill out the details for an “All Day Shift” on your farm 

a. Enter the minimum staff required for your farm to operate on a normal day 

b. Enter the maximum staff required for your farm to operate on a normal day 

 

2. Once done click “Submit Shift” (if you make a mistake it’s easy to change this l) 

 

Hint: A custom shift allows you to have different people associated with different shifts 

within each day or on specific days of the week. It’s easy to update these details later. 

 

 

  



Create your roster (Step 4 of 4) 

1) Fill out the basic roster details 

a) Enter a name for the roster 

b) Enter a start date for the roster 

c) Enter an end date for the roster (one month is a good period to begin with) 

 

 

 

1) Select the shift you created earlier 

 
2) Select the employees you would like to use on the roster 

a) As you select them you will notice them appear on the slider below, slide the bars to set 

people’s days off in the roster 

 

3) Click “Save Changes” to view the roster.



Edit, print and share your roster 

 

 

 

Here you can change roster setting e.g. 

dates, shifts and employees allocated 

to the roster 

Here you can edit and change 

staff allocations on your roster 

Select your preferred view 
Create a file to print, save or email by 

clicking on this button. 


