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Introduction 

Overview 
People employed to handle the staff rostering within an organisation play a key role. The 
work done through rostering has flow down effects to areas such as Payroll and Billing. It is 
very important to ensure that everything to do with rostering and its management is accurate. 
Rostering involves the placement of suitably qualified staff in location to work specific shifts 
across a period of time such as a week, fortnight, month or longer.  
 
 
PowerForce is a workforce management application designed to help you manage your staff. 
The application has an integrated suite of modules including time and attendance which is 
mapped to your Point of Sale (POS) terminals, rostering and award interpretation integrated to 
your payroll. This document will cover only the aspects associated with rostering your staff. 
 
In addition to employee biographical 1details, 
PowerForce records training, skills, required 
certificates, expiry dates and on the job incidents. 
This information is married with the specifications 
and requirements of the type of work being 
performed, producing a schedule that ensures the 
selected person is qualified and best suited to 
perform the task. 
 

How to use this manual 
This manual is intended for staff supervisors that manage the scheduling of staff. 
 

Outcomes 
As you progresses through this training we will define the desired outcomes for a section. The 
overall outcome of the training material contained in this manual is for you to understand the 
manner in which PowerForce works, and you should have the skills to manage your own 
business utilisng the processes covered in this material. 
 

Practice 
As you follow through the manual, you will find various modules have one or more Practice 
sections. This indicates that when using the demonstration / training data you can follow the 
steps outlined in the manual exactly to produce the same result displayed in the manual. 
 

                                                 
1 Biographical – data associated to an employee. 
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Starting PowerForce 
This manual assumes that your desktop Operating System is Windows XP, and the 
instructions reference how you would utilise PowerForce under this Operating System. 

1. From the Windows “Start” button, double click the PowerForce icon  

 

Figure 1 – Launching PowerForce  

Setting the User 
The term “User” refers to you, the user of the application. Your system will have been set up 
for your use, and the login details will be provided. You as a user may also be an employee in 
the system, that you will roster. Please keep the distinction clear. 

User Login 
1. Once the application has started up 

 
A. Enter your “Login Name” 
B. Enter the “Password” you’ve 

been provided 
C. Click Ok 

 
 

Figure 2 - User Login Screen 

 
 

Changing the User 
1. Once logged in you can change to another user by 

A. Clicking the “Login New User” button  
B. Located in the toolbar at the top right of the screen 
C. The “User Login” window will then be displayed 

Refreshing your Windows Knowledge 
In the software wherever possible we follow the Windows conventions, as noted below: 

Field Navigation 
There are two options for moving from field to field: 

Point and Click 

1. Point to the field with the mouse cursor  

2. Press the left mouse  button and release 
A. This is called a “Left Click” or often just a “Click” 
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B. Usually one click is adequate, but a second click may be required if the window 
was not active 

Tabbing 

1. To advance to the next field, press the “Tab” key 

2. To move to the previous field press the “Shift” and the “Tab” keys simultaneously 
 

Note: The “Tab” key will have no effect if the window is not active. 

Active Window 
Microsoft Windows® allows you to have several windows open at the same time, however 
only one window is active. The title bar of the active window will be brighter and stand out 
more than the dull grey of the inactive windows. 

Navigator Window 
To run the various components of PowerForce use the “Navigator”. This is the window that 
appears once login has completed. 

To Run a Component 
1. First click the desired module on the left 

2. Then click the desired sub module if required / available as an option 

3. Select from the available tasks on the right and click 
 
 
The above screen is indicative of what your menu structure will look like. This may be 
slightly different if the user profile2 has been defined with different menu options. 
 
Note that the screen is divided into 2 panels: 

·  The left hand side represents the major system areas that you have access to 
·  The right hand side represents the actual processes that you can run, as shown in the 

image below. 
 

 
Figure 3 - Navigator Window (options expanded) 

                                                 
2 Defines the available menu options that are to appear. This in turn controls what you will have access to. 
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Re-launching the Navigator 

1. The Navigator can be re-launched by clicking the Navigator button  
A. Located at the top right of the screen, or by using the Navigator menu 
 
You would use this option if for some reason your menu display as shown above is 

closed down, and rather than logging off the application, you may simply reinstate 
the Navigator. 

Icons used in the Navigator 
1. Icons on the right pane indicate the type of process (refer Figure 4). 

 
 Indicates data is to be entered 
 Data to be viewed or maintained 
 A report 
 A process 

Report Output 
By default all reports produced through the system can be sent to various devices. When you 
select a report to run, you will always be prompted with the following option to select the 
“Output”. 
 

 

Figure 4 - Output Options 

 
·  “Printer” sends the report directly to the printer (your default system printer). 

Please ensure that your PC has a default system printer defined for this option to 
work. 

·  “Screen” allows you to preview the report on the screen, after which you againt 
have the option to send the output to the printer. 

·  “Email” allows you to send the report electronically via your e-mail system. The 
data will then be automatically attached to an email allowing you to select a 
recipient. 

·  “File ” will prompt you for the “Report Format” (Figure 6) selection and prompt 
you for a location to store the file on your PC. 

 
Note: Files will be overwritten if the same filename and location is used. 

Report Format 
Report files can be generated in two formats. The desired format can be selected when 
the report is created. 

 

  
Figure 5 - Report Formats 
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·  “HTML” is the format used on the Internet and is most likely to be available on 
other computers. Many programs such as Microsoft™ Word and Excel can also 
open “HTML” files. 

 
·  “PDF” files are much smaller and faster to transmit but do required a “PDF” file 

reader program such as Adobe Acrobat Reader® to display or print the report.  
 

Buttons 
Wherever possible, the software follows the conventions used throughout Windows programs. 
Following is a list of typical buttons used in the system and the functions they perform. 
 
 

Button Description 

Add Add new information to the database 

Assign Use this button to link one object to another, such as assigning an 
employee to a schedule. 

Available Displays a window indicating the availability of an employee to work 
shifts. 

Cancel Exit this window without saving the changes. 

Clear Use this button to clear the data in the currently selected item. 

Edit This button is used to open an edit window where the currently displayed 
data may be edited. 

Exit Close and exit the window. 

Gallery Open the Photo gallery to view and assign images. 

OK Used to acknowledge a message from the system. Never click the “OK” 
button without reading the message.  

Save Save the new or changed information to the database 

Set Inactive Use this button to set the currently selected item to an inactive state, 
stopping it from being used by the system, but still allowing it to be 
displayed. 

Status Show the status of an item. 

Un Assign Use this button to unlink one object from another, such as un-assigning an 
employee from a schedule. 

View Use this button to look at extra information, such as in a pay run you may 
view an employee’s details. 

The Underlined Character 
In the Windows® environment you can jump quickly to a tab or activate a button by using the 
“Alt” key and the character that is underlined. 
 

 
For example if the “Gallery” button is displayed on a window you may open the gallery by 
pressing both the “Alt” key and the “G” key simultaneously. 
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Window Tabs 
Some windows use “Tabs” to display more information than would normally fit in a window 
space. Windows are generally divided this way to have less cluttered screens. 

1. To change the selected tab click the desired tab 

2. Press the “Alt” key code 

3. For example 
A. Click the  “Phone” tab to display phone numbers or 
 Press “Tab” plus “Shift” to display phone numbers 

List Boxes 
1. Many windows will contain list boxes 
 

 Figure 6 - List Box    Figure 7 - Scroll Bar 

 

2. Make a selection from the available options. If there are more options than can be 
presented on a screen, you’ll be offered scroll bars (Figure 8)  to scroll through a list of 
available values.  

 

 
Figure 8 - Example of List Items to Pick from 

 

3. From the list, double click your selection and the value will be placed in the list box 
 
Note: if you are on the first prompt of a window (generally referred to as the key 
field), once you’ve made a selection from a List Box, you need to “Tab” off the 
field for the actual data to be displayed.  

 

Searching 
Some list boxes allow you to search for specific values. 
 

1. In the following window, double clicking “Name Search” will allow you to enter a 
search phrase 
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Figure 9 – Select type of Popup 

2. When prompted type in part of the name (Figure 11) 

3. Click Ok 
 

 
Figure 10 - Using partial strings to search for data 

 

4. A list of matching values will be returned (for valid values that match the string entered) 

5. Double click the desired item to select it 
 

 
Figure 11 - Example of List Items to Pick from 

Calendars 
1. This calendar form will normally open in the current month 
 

 

 

 

Month at a time Select a Month Select a Year 

Figure 12 - Monthly Calendar Views 
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2. Change the month by clicking the list box at the top left 

3. Change the year by clicking the list box to the right 

4. Select the day by double clicking the number in the main window of the calendar 

5. Press the “Escape” key to close the window without selecting a date 

Twelve Month Calendar 
1. Select the year from the list box in the top right hand corner 

2. Double click on the desired day 

3. Press the “Escape” key to close the calendar without selecting a date 
 

 
Figure 13 - Annual Calendar View 

Warning Messages 
At various times warning messages will be displayed, please read the message carefully and 
make an informed decision. If you are in doubt, first discuss it with the administrator  and if 
you still cannot make an informed decision contact the PowerForce support team. 
 

 
Figure 14 - Typical Message Window 
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Adding New Records 
To enter new records into PowerForce, we enforce the use of Wizards, which are screens with 
a simple format where you are prompted to enter the data which is typically required to totally 
describe a data element3.  The wizard ensure the data you enter is of the correct format – we 
cannot stop you from entering incorrect data. 
 

1. With a clear window, enter the code for the data in the first field 

2. All data added after the code will be linked to that code 

3. Press the tab key and you will be moved to the next field 

4. Complete as many fields as possible and then click the “Save” or “Apply” button and 
the information will be saved 

5. If a required field has not been completed you will be notified by the system 

Wizards 
Wizards are a series of windows that prompt you to enter all the data that is required for a 
record or to run a process. 
 
Treat each field as a question and work through the window answering each question. At the 
completion of each window click the “Next” button. Keep doing this until the last window is 
completed. 
 

 
Figure 15 - Sample Wizard Window 

 
 
                                                 
3 Anything that you store data about, such as an employee, an outlet or the details of a schedule. 
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System Overview 

Components 
The basic components of the PowerForce system are: 
 

1. Employees (Biographical) – The employment and working details about each employee 

2. Clients (Clientele) – Contact, Accounting, Billing and a link to the Work Schedule 
information for each bar, kitchen, bistro, etc. 

3. Work Schedules – Details about the services, employee numbers and required hours for 
each client 

5. Schedule – Rosters for clients based on the details in the work schedules 

 

Interaction 
 

 
Figure 16 - The PowerForce Modules 

 

1. Employees, Clients and the client’s Work Schedules are used to create a Schedule 

2. Payroll – Employees are paid based on details constructed from the schedule 

3. Settings in the Company file control the characteristics of Scheduling and Payroll 
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Biographical (Employee Data) 

Add Employee Wizard 
 

 
Outcome:  Demonstrate how to create an Employee using the “Add Employee 

Wizard” 

Completing the Wizard 
 
The “Employee Wizard” will prompt you for all the required details necessary to construct an 
employee record. 
 

Practice 
1. To create an employee, click “Wizards” in the lower part of the left navigator view 

2. From the choices available on the right, double click “Add Employee” 

 

 
Figure 17 - Data Entry Screen 
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Fields to Note 

Company or 
Entity 

Select the name of the organisation that will be used 
to pay the employee (your Company). The value will 
default to the current company. 

Manually 
Assign Number 

Check this option to enter your own employee 
number. If not checked the system will assign an 
employee number automatically. 

Setup Payroll At the end of the wizard an additional 2 windows 
will be displayed prompting you for information 
about Pay Cycles, Account codes and Tax file 
information for the employee. 

Setup 
Superannuation 

At the end of the wizard an additional window will 
allow you to setup company and employee 
superannuation payment details. 

 

1. Complete the fields as per the example and click the Next button to continue 
completing the wizard 

 

 
Figure 18 – Starting the Employee Wizard 

 
 

Fields to Note 
Preferred 
Name 

A name such as a nickname or an abbreviation 
that the employee prefers to use. 

Former 
Name 

The name the employee used before their current 
name. 
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Fields to Note 
Previous 
Name 

The name the employee used before their former 
name. 

 
2. Complete the fields as per the example and click the Next button to continue completing 
the wizard 
 

 
Figure 19 – Entering Employee Address Details 

 
3. Complete the fields as per the example and click the Next button to continue completing 
the wizard 



Venue Manager Training Manual 

____________________________________________________________________________________________________ 
16 

 

4. Double click the “Contact” to display a list of available contacts types 
 

 
Figure 20 – Defining Employee Contact Details 

5. Complete the fields as per the example and click the Next button to continue completing 
the wizard 

 

 
Figure 21 – Defining Employee Payroll Details 
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Fields to Note 
  
On Call The employee is available to be called up to do 

additional work. 
Long 
Week 

The employee is prepared to work additional days in 
a week. 

Close 
Shift 

The employee will work until the client decides that 
the business is closed for the day. 

Long 
Day 

The employee is prepared to work additional hours 
in a day. 

 
6. Complete the fields as per the example and click the Next button to continue 

completing the wizard 
 

 
Figure 22 – Define Employee Skills and Roles 

 

11. Complete the fields as per the example and click the Next button to continue completing 
the wizard 
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Figure 23 – Wizard Completed 

 
12. Click the Finish button to create the employee 

 
 

 
Figure 24 – Typical Confirmation Message 

 



Biographical (Employee Data) 

__________________________________________________________________________________________ 
GenericTrainingManual(H)           19 

 

Maintain Personnel Availability 
 
This window provides a year planner view of the employee. Through the use of the palette, 
you get an immediate picture of the attendance and availability of an employee. 
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Scheduling (Rostering) 

Outline 
In this module we will cover: 

1. Overview of Rostering 

2. Creating Client Work Schedules (Rosters) 

3. Maintaining the Standard Schedules 

4. Generate Repetitive Schedules   

5. Printing Rosters 

6. The Scheduling Work Bench 

Overview 
The PowerForce rostering system allows you to manage all aspects of the the work 
requirements for an outlet with the availability of your staff. 
 
We define three components to a rostered shift, these are: 
 

·  The outlet or rostering location and its requirements 
·  The employees, their skills, licences and availability 
·  The time that the employees are required to the task 

 
In PowerForce, we define the task by creating a client and then defining work schedules for 
that client4.  
 
These tasks are then available to be assigned in “Maintain Standard Schedules” and 
“Scheduling Workbench”. 
 
 

 
Figure 25 - Scheduling as the Core of PowerForce 

                                                 
4 Client is synonymous with outlet or rostering location. In the case of a pub, the physical location is called the 
venues, and the rostering locations will be the bar, the kitchen, the bistro as examples. 
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Example Roster 
Before we commence on creating rosters, it’s always practical to start with an understanding 
of what we’re trying to achieve at the other end. Therefore, to demonstrate the rostering 
process using PowerForce, we will use the following sample roster as an example of how to 
use the application. 
 
 
      Kitchen Roster Week Ending: 7 August 2005     
                              

  MON   TUES   WED   THURS   FRI   SAT   SUN   
NAME 10am 5pm 10am 5pm 10am 5pm 10am 5pm 10am 5pm 10am 5pm 10am C 
Robin 9*6   10*6   10*6   10*6   10*3 5*10        L 
Mike         10*5 5*10 10*5 5*10   3*10 10*5 5*10 10*5  O 

Sasha   5*10   5*10     10*3              S 
Jake 10*5 5*10 10*5 5*10         10*2     5*10    E 

Morgan               5*10 10*4     6*10 10*4  D 
Tom 10*3       10*3 5*10       5*10   5*10     
Sam                     10*5   2*10   

                              
#'s 3 2 2 2 3 2 3 2 3 3 2 4 3   

                              

Figure 26 - A Manual Roster 

The above roster is telling us the following things: 
 
Mon – has 4 shift times – 9 to 6, 10 to 3, 10 to 5, and 5 to 10. These will be the basis upon 
which we will define the client work schedules. We will refer to this roster throughout our 
creation of the rostering requirements within PowerForce. 
 

Tue - has no other distinct shifts 
Fri  - has an additional 10 to 2 & 10 to 4 shift 
Sat - has an additional 3 to 10  
Sun - has 2 to 10 & 6 to 10 

 
So, on a daily basis we have various shifts and as indicated, we require a number of persons 
for each shift. In the above example, we can see that the shifts are already assigned to 
employees, so we’ll work the complete process in PowerForce to arrive at the same or better 
outcome. 
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Let’s work through the steps required by the system to replicate the example roster. 
 
Navigator / Clientele / Client Work Schedules 
 

 
Figure 27 - Selecting the Rostering Location 

From the Client5 Schedules window, click on the Client Code, to display the outlets to which 
you have access. 
 
Select 51 – JSB FOOD 
 

 
Figure 28 - The Selected Rostering Location Details 

Click “Edit”, to be presented with the following screen 
 

                                                 
5 Client indicates the rostering location to which you will assign your staff. 
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Figure 29 - Defining the Work Schedules for an Outlet 

 

 
Figure 30 - Summary Work Schedule Display 
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Whilst this screen looks busy, it in fact defines all the 
requirements for a rostering location and maintains a lot 
of very useful and necessary data. 
 
This screen is where you define the staffing 
requirements for the outlet. We will define the 
requirements according to the shifts which we’ve earlier 
identified as being unique across the outlet for the week. 
 
 
 
 
 
 

Figure 31 - Defining Each Shifts Requirements 

 

 
Figure 32 - Defining the Number of Employees per Work Schedule 
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Just before starting, let’s review the shift definitions that we will create 
 

·  Mon – has 4 shift times – 9 to 6, 10 to 3, 10 to 5, and 5 to 10.  
·  Fri  - has an additional 10 to 2 & 10 to 4 shift 
·  Sat - has a 3 to 10  
·  Sun - has 2 to 10 & 6 to 10 

 
Start by clicking “Add” to commence the definition of requirements, and we’ll define each 
one in the order that they appear on the existing schedule. 
 

 
Figure 33 - Classifying the Role Type for a Shift 
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Figure 34 - Complete the Shift Definition 

 

 
Figure 35 - Define the Type of Day the Shift Relates to 
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Figure 36 - Defining a Break in the Shift Definition 

Click “Save” 
 

 
Figure 37 - Completed Shift Definition 

 
Follow the same pattern to define the other shifts. 
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Figure 38 - Continuing the Shift Definition 

 

 
Figure 39 - Two Completed Shifts Defined 

If you were to now “Print”, you’d get the following, which represents the client work roster as 
you progress through its creation. 
 

 
Figure 40 - Printing the Work Schedule Definition 
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Figure 41 - Work Schedules Beginning to Take Shape 

 
Make note re 5pm- to 10 for different roles 
 
Having completed the entry of all the required shifts and role types, we select “Print” and 
review the following: 
 

 
Figure 42 - All Work Schedules Defined 

 
 

 
Figure 43 - Resource Allocation Requirements 

From this we can see our client requirements. 
 



Scheduling (Rostering) 

__________________________________________________________________________________________ 
GenericTrainingManual(H)           31 

 

Standard Schedules 
 
This allows you to assign employees to shifts forming a schedule template. The template is 
then used to generate the same roster as many times as is needed. 
 
This feature is ideal for maintaining low maintenance repeating schedules. 

Workbench 
 
Use the “Scheduling Workbench” to create schedules based on client (bar, kitchen, restaurant, 
bistro, etc) details or to define client details from scratch. 
 
This window also allows you to directly edit individual shifts that have been generated from 
Maintain Standard Schedules. 

Maintain Standard Schedules 
 
Outcome:  Explain where in the window it indicates hours allocated to an employee 
   Describe where in the window it indicates the shift hours 
 
This window uses the data collected in the Client Work Schedules window and displays it as a 
series of un-allocated shifts. Employees are then assigned to shifts creating an employee 
schedule template structure that is used to generate employee schedules over and over, rather 
than assigning employees to schedules every week. 

 
Figure 44 - Logic Flow of Schedule Maintenance 
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Figure 45 - Selecting an Outlet 

 

 
Figure 46 - A Completed Standard Schedule for an Outlet 

Let’s first have a review of all the valuable information that is presented on this screen. This 
window uses the data collected in the Client Work Schedule window and displays it as a 
series of un-allocated shifts. Employees are then assigned to shifts creating an employee 
schedule template structure that is used to generate employee schedules over and over, rather 
than assigning employees to schedules every week. 
 
The client work schedule requires 34 shifts to be filled, for a total of 204 hours. 
 

Note: When the window is opened, shift definitions are displayed; these are not part of the template. It is only 
when employees are assigned shifts that a template is constructed. 

 
Let’s draw your attention to the grey line across 9AM1/Chef. We’ll be referencing the gray in 
this tutorial, so please note its significance. It is the delimiter between the staff that you’ve 
allocated to the available shifts and the yet to be assigned shifts on / below the gray line. 
 
The goal here is to assign your employees to the client work schedule (the available shifts). 
Once you assign the employee to the shift, we then call this a “Work Schedule Template”, and 
its this template that you manipulate over and over to create your forward planned shifts. 
 
 
Double click on the grey line, to bring you to the following window 
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Figure 47 - Adding an Employee to a Standard Schedule 

You’re now in a position to start to add employees to the Work Schedules. 
 
We’ll select the employees from the drop-down, as below. Note, that as a result of your 
“profile”, you will be presented with only the staff that correspond to your cost-center or 
rostering outlet. 
 

 
Figure 48 - Generic Employee Popup (Select an Employee) 

Select the first entry, which moves you along to: 
 

 
Figure 49 - Standard Employee Details as Selected 

Your screen will now look as below: 
 



Venue Manager Training Manual 

____________________________________________________________________________________________________ 
34 

 
Figure 50 - Available Schedule Replaced by Employee 

David is now above the gray line, which as we mentioned previously is the delimiter between 
employee and available shifts. 
 
Now, select the shifts that you wish to assign to David, click on each shift in turn. 
Click on David to select the employee, to the screen as below: 
 

 
Figure 51 - Sample Display 

Press the “Assign” button to achieve the following: 
 

 
Figure 52 - Correction Completed 

What you have now is a list of shifts assigned to David, and the entry for 10AM2/Waiting 
Staff is now no longer below the grey line. 
 
You realise that you’ve made a mistake to assign David the Wed shift, so select the “Wed” 
shift and click Un-Assign, to remove the shift from David. 
 

 
Figure 53 - Editing an Entry 

 

 
Figure 54 - Adding More Employees 

 
Let’s pause to demonstrate a few miscellaneous features. Select an employee name in the 
“Employee” column, double click to bring up the Allocation Options popup. Select “Split 
Shiftline”,  
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Figure 55 - Splitting a Shift 

 

 
Figure 56 - How a Split Shift is Displayed 

 
 
Before moving on, make a note of the information being provided as you allocate shifts to 
employees. David has a total of 15.0 hours allocated out of a total of 24.0 which are defined 
as his maximum weekly allocation. The 24 comes from this award classification, which states 
that he ideally should only work 24 hours per week. You may of course allocate more hours, 
and we’ll review this later. 
 
Allocate another employee to the list of employees to arrive at the following screen: 
 

 
Figure 57 - Allocating Employee to Available Shifts 

You realise that you’ve selected Michael by mistake. To remove Michael from the list of 
employees, do not assign any shifts to him. When you save the Standard Schedule, the system 
will realise that Michael has no shifts allocated and Michael will not appear on this list. 
 

 
Figure 58 - Standard Schedule Taking Shape 

We’ve moved forward to assign Stana, and selected the 10AM1/Chef Schedule. Stana in her 
classification is Full-Time and a weekly Max hours value of 40. 
 
Let’s move forward and assign the various available shifts to employees. For the purpose of 
this tutorial, allocate employees one after the other from the drop-down list. 
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Figure 59 - Allocated Hours Starting to Show Through 

We’ve progressed through the work, so let’s save our work before proceeding. As we’ve 
mentioned above, Michael Allan has now been removed from the Employee list, and your 
Standard Schedule workbench should look as below: 
 

 
Figure 60 - Standard Schedule re-Display 

Again, some interesting detail from the display. Note on the right hand side, the column titled 
Shift/Hrs. 
 

·  David Acorapi has been allocated 3 shifts for a total of 15.0 hours. 
·  Stana Appleton has been allocated for 6 shifts, for a total of 42.0 hours. The column is 

in red, because Stana has an award definition of 40.0 hours Max per week, and the 
hours allocated total 42.0. 

 
 
SCENARIO – you’ve been running this Client Standard Schedule for a couple of weeks / 
months, and staff leave, as they do. How do you replace the employees? 
 
 
Select Craig Barnes, double click on his name, to bring up the Allocation Options popup.  
 

 
Figure 61 - Changing Employees on Standard Schedules 

Select “Select All Shifts”. 
Select “Un-Assign” to remove the shift allocations from Craig. 
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Figure 62 - Std Schedule Shifts Available for Allocation 

Craig still remains on the list of employees, and recall that to remove Craig, as soon as you 
select “Save”, his entry will be removed. 
 
The reason why we chose “Select All Shifts” is in the case of a multi-week roster, where the 
weeks following this one being viewed are not visible, the select all shifts ensures that all the 
shifts allocated to Craig are selected in the one action. 
 
Before finishing this tutorial, here’s a quick overview of the various fields on the screen that 
we’ve accepted as default. 
 
 

Fields to Note 
Schedule 
Type 

This refers to the type of day the schedule affects, “All” – Every day of 
the year. “Regular” – all days, except public holidays. “Phols” shifts 
for public holidays only. 

View Determine whether a shift is shown as “Times”, “Hours”, ”Shift Code” 
or “Role”. 

Last Rotation 
Week Ending 
Date 

This is the date of the last day, in the last generated rotation. This value 
is used in conjunction with Last Rotated Cycle to identify what is the 
next rotation to be generated in the roster. 

Rotation These fields allow shifts to be based on “Single Rotation” (single 
week), “Multiple Rotations” (changing rotations over multiple weeks) 
or “Pattern Rotation” (multiple weeks based on a defined rotation 
pattern). 

 
When “Multiple Rotation” is selected these additional options are 
displayed in the top right of the window. 

 
Selecting “Pattern Rotation” adds the “Rotation Pattern” list box. This 
allows you to select from the rotation patterns you have designed. 

 

 
Click this button to remove all employee information from the 
schedule, thus removing the schedule template. You can still open the 
window again and see the shift definitions as these are not the template 
but data read straight from the client files. 

 
. 
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Summary Tab 
1. This display is divided into 3 related sections 

A. Employees 
B. Days 
C. General Information 

Employee Section 

1. This shows the employees used in this template and the shifts names still to be allocated 
 

 Figure 63 - Employee Allocated Hours 

 
Fields to Note 

Max The maximum hours available for this employee to work, without 
going into overtime, over all the rotations of the cycle. 

Allc This is the number of hours allocated to the employee or the shift 
over all rotations in the cycle. 

Base When a pattern rotation is used this number indicates which 
rotation of the pattern is the starting point for the employee. 

Double Click �  in the 
Employee Column. 

This allows the user to: 
“Add an Employee” – an employee is added to the display 
allowing shifts to be allocated to that person. 
“Select all shifts” – all shifts of the highlighted shift type will be 
selected, preparing them to be allocated to an employee. 
“Split Shiftline” – the highlighted employee will be duplicated, 
allowing multiple shifts or split shifts to be assigned on the same 
day. 

 



Scheduling (Rostering) 

__________________________________________________________________________________________ 
GenericTrainingManual(H)           39 

Days 

1. This display shows the shift type for the day of the week. 
 

 
Figure 64 - Generic View of Shifts 

General Information 

1. This display shows the hours to shifts ratio 
 

 Figure 65 - Details of Shifts / Rotations 

 
Fields to Note 

Shift/Hrs The number of shifts / total hours allocated in the current 
rotation. 

Rotation As for “Shift/Hrs” except for all rotations. 
Average As for “Shift/Hrs” except averaged over all rotations. 

 

Note: If the “Rotation Selection” buttons  are used the “General Information” display resets to 
“Shift/Hrs”. 
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Allocation Tab 
1. This view shows all the shifts allocated to the person highlighted in the “Summary Tab” 
 
Note: Allocated shifts are shown as time ranges eg “1545-0000”, unallocated shifts are shown as descriptions. 

 

 
Figure 66 - Allocation Tab 

 
Fields to Note 

Shift Select a “Shift” from the list box and then double click the desired day of 
a rotation and that shift will be applied, or if already applied, it will be 
cleared. 

Rotation This is the rotation within the cycle. 
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Practice 
 
Outcome:  Demonstrate how to set the rotations per cycle 

Show how to add an employee to a standard schedule 
Demonstrate how to assign an employee to a shift 

 
For our practice we will assign 3 employees to work a 3-week cycle with each employee 
working a week on days, afternoons and nights. 

1. In the Navigator click “Scheduling” 

2. In the right pane double click “Maintain Standard Schedules” 
 

 
3. In the “Client Code” field enter “POW-SA” and press “Tab” 
 

 
 

 



Venue Manager Training Manual 

____________________________________________________________________________________________________ 
42 

 
 

 
 

4. Click “Multiple Rotation” 
A. The fields “Days / Rotation”, “Rotations / Cycle” and “Last Rotated Cycle” will 

now be displayed 
 

 
 

5. Change “Rotations / Cycle” to 3 
A. This allows and employee to rotate through Days, Afternoons and Nights. 

6. Change “Last Rotated Cycle” to 3 
A. This indicates the last rotation generated as a roster was rotation 3 of 3, so the next 

to be generated will be 1 of 3. 

7. Click Save 

 
A. The window will now close 
B. Open the window again for “51” 
C. The bottom left corner will now say “Rotation 1 of 3” 
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8. Double click in the first blank row in the “Employee” column 

9.  

 
9. Double click “Add Employee” 
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10. Click the down arrow for a list of employees 

 

 
11. Select Michael ALLAN from the list and then click Ok  
 

 
12. “Allan, Michael” has now been added to the employee list 
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13. Click each of the 5 “NI” shifts (row 2) 

14. Click the right arrow at the bottom left of the window to show the second week in the 
schedule cycle 

 
15. For the second week click all the DAY shifts (row 3) 

16. Click the right arrow at the bottom left of the window to show the third week in the 
schedule cycle 

 
17. For the third week select all the AFT shifts (row 4) 

18. Click “Allan, Michael” 
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19. Click the Assign button 

20. Micheal Allan has now been assigned to 
A. Week 1 as Nights 
B. Week 2 as Days 
C. Week 3 as Afternoons 

21. This can be checked by 
A. Click “Allan, Michael” 
B. Click the “Allocation” tab 

 

 
21. Repeat this process for another 2 employees 

A. Select from the remaining shifts 
B. Select the next two employees that are available to schedule 

22. Click Save when finished 
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Generate Schedules 
 
Outcome:  Demonstrate how to demonstrate 4 cycles of a standard schedule 
 
This window is used to generate weeks of a “Standard Schedule” created in the “Maintain 
Standard Schedules” window. 

Practice 
Use the values displayed in this window for your practice. 
 

 
 
We are going to generate the schedules for the 2 weeks commencing 19/09/2005, for the 
clients JSB - FOOD. 
 
 

1. Open the window from the Navigator “Scheduling / Generate Schedules” 

2. Select ODPCTRAIN as the company code 
A. This would normally be your company code 

3. Always select Monday as the start date, as the PowerForce schedules start on a Monday 
 
 

4. In the “Cycles to Generate” field enter 2 to create rosters for 2 weeks forward at a time. 
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5. Click the “Add Standard Schedules Site” list box, select POW-ACT, POW-NSW and 
POW-WA 
A. Click each row individually 
 Or 
B. Click the Select All button 

 
C. Click the Ok button 

6. The window should now look as shown 
 

 
7. To generate the schedules, click the Generate button 

A. Check the “Re Generate” check box if you wish to regenerate existing schedules 
in the date range.  
 

8. Various messages will be displayed indicating the progress of the process 
 

 
10. Once complete the following will be displayed 

11.  
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Print Schedules 
 
Outcome:  Demonstrate how to create a Location / Shift Report 

Practice 

1. Run a report to check the shifts generated   

2. Open the Scheduling Report window from the Navigator “Scheduling / Scheduling 
Report” 

 

 
 

 
 

3. Select the “Week Ending Date” as 25/09/05. 

4. Under “Report Options” click “Location” 
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5. Click Run 
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Scheduling Work Bench 

Practice 
 
The scheduling workbench brings together the 3 factors which combine to make a roster 
schedule, these are: 

·  The client / outlet 
·  The employee 
·  The time period of the shift. 

 
Outcome:  Demonstrate how to open a generated shift in the scheduling Workbench 
 

 
 
Before commencing to use the Rostering Workbench, ensure that your preferences are set to 
display the most appropriate information. Click on the “Preferences” icon in the navigator. 
Make the selection that suit your requirements, then “Apply” the settings. 
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The LHS of the screen as noted above, through this drop-down you select the client / venue to 
which you have access to manage rosters.  
 
Click the “Site” tab to update the display 
 

 
 
 
 
Note the End date is 18/09/2005, which is prior to the period for which we’ve generated the 
schedules previously. There are no employees allocated to the roster at this stage. 
 

 Click the forward arrow to progress to the following week. 
 
 



Venue Manager Training Manual 

____________________________________________________________________________________________________ 
54 

 
 
 

1. Shift details can also be displayed and edited in the “Scheduling Workbench” 
 

Note: The Scheduling Workbench is discussed in detail in the User manual. 

 

 
2. Open from the Navigator “Scheduling / Scheduling Workbench” 

A.  Select “PowerForce NSW” as the site 
B. Select the Week Ending (W/End) as 25/09/2005 
C. Click the “Site” tab to update the display 

 
Note: These are the shifts created in the Generate Schedules section. 

Editing a Shift 
1. To edit a shift double click the desired shift 

A. Double clicking a blank shift will create a new shift 
B. This is known as an Ad-Hoc shift 
C. You will have to assign the times for the shift 
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2. This will display the “Booking Window” 
 

 
3. This allows you to edit Start / End times and numerous other details 
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4.  

Cancelling a Shift 
 
Outcome:  Demonstrate how to cancel a shift 

1. Click the shift to select the entry 

2. Click the Cancel button located immediately above the shifts 
 

 
3. The selected shift will be removed 
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Confirming a Shift 
 
Outcome:  Describe how to confirm shift times 
   Describe how to confirm a shift was worked 
 

1. PowerForce offers 2 confirmation checks 
A. Confirm Times 

1) This may be used to confirm arrival of the employee or 
2) Confirm shifts have been issued to the employee 

B. Confirm Shifts 
1) This confirms that the times indicated were worked 
2) This must be confirmed for the shift to be paid or charged out to the client 

2. To Confirm Times 
A. Click a shift in the window 

B. Click the  “Confirm Times” button at the top left of the window 
 

 
C. Click “This Shift” to confirm the current shift or 
D. Click “All Shifts” to choose which shifts to confirm 

 

 
E. Check the box of the shifts you wish to confirm 
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2. To Confirm Shifts 
A. Click a shift in the window 

B. Click the  button at the top left of the window 
C. The rest is the same as confirming times 

 
Note: A shift must be confirmed to be paid or billed. 
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Glossary of Terms 
Administrator 
A User with access to system settings. 

Anniversary date 
The day of the year the person joined the company. 

Classification Code 
A code designating a specific employment position such as a guard, manager etc. This may also be called a 
“Position Code”. 

Effective date 
Entries or changes may be created before they will be used. Use "Effective Date" to set when the entry or the 
change will be active. 

Exclusions 
Client sites where an employee has been banned from working. 

Position Code 
A code designating a specific employment position such as a guard, manager etc. This may also be called a 
“Classification Code”. 

Rotation 
The period of time spent performing the same shift, usually one week. 

Schedule Cycle 
The period of time to complete all rotations. For example 3 one-week rotations through days, afternoons and 
nights would have a cycle of 3 weeks. 

Stagger 
The process of moving a group of shifts forward or backwards one day at a time. 

Tentative 
A shift that requires confirmation, for the employee to be paid, or the invoice to be created.
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