Submit Shifts
for Employees

Access Submit Shifts
Log in to your employee portal with your usual email
Once logged in, you'll notice a Times icon in the
menu.
Select this icon to submit shifts you've worked daily.
You'll be required to do this each day.

Access Submit Shifts
Please note to use the Times icon.
If you see Timesheets on your homescreen this is a
different function.

View Shifts
To view and submit shifts, select the Times icon from the
menu.
This page will allow you to:
- View and submit times for rostered shifts
- Add shifts where you were not rostered
- Submit shifts individually or submit all at once
This needs to be completed to allow you to be paid for the
hours that you have worked.
Once submitted, it will be reviewed and approved by a
manager.

Submit Shifts
Each day you will need to submit your shifts for the day before.
1. Select Times from the menu.
2. Select the relevant Week Starting if needed. This will default
to the current week.
Please note: You cannot submit shifts for days/times in the
future.

Add New Shift
If your shift was not rostered, you can add the shift to
your week:
1. Click Add to Week at the bottom.
You can only add new shifts that you have worked.
You will not be able to add in shifts that you are about to
work (future shifts).

Add Shift Details
2. Select the Date you worked.
3. Enter the Start and End time for your shift.
No Hours Worked is used when you were
scheduled for a shift but did not work on that
day.
4. Enter any Break taken. e.g. 30m = 30
minutes. 1h = 1 hour

Add Shift Details
5. Select the Roster you worked on from the dropdown.
6. Select the specific Position you worked for the shift.

Following the next pages for extra shift details to add in:
- Comments
- Allowances
- Leave
- Documents

Add Comments
Add any Comments for the approver to see if relevant:
1. Click Comments.
2. Type in your comments.
3. Click Add Comment.
4. Click Add Another to add extra comments.
5. Click the Edit icon to change any comments.
6. Click the red cross to delete a comment.

Add Leave
If you took leave on the day of your shift for any
amount of time:
1. Click Leave.
2. Select the Leave Type from the drop down.
3. Select the Reason.
4. Add the Leave Amount in hours.
e.g. 3h=3 hours, 30m=30mins
5. Add any additional Comments for the approver
to view.
6. Click Save Leave.
7. Click Add Another to add any other leave types.
8. Click the Edit icon to change any leave.
9. Click the red cross to delete a leave.

Add Documents
You can attached files in relation to your shift
e.g. a medical certificate or compliance document.
Photos of documents can be taken from your phone
and uploaded.
1. Click Documents.
2. Click Browse to find the file or image from your
computer/phone to attach, or drag and drop the file
in.
3. You will see the file when uploaded successfully.
4. Click the Edit to change the file, or white cross at
the top left to remove.
5. Once all shift details are entered, click Save &
Create Shift.

Warning Messages
When you add in your shifts, you may also experience
certain warning messages that appear. When you see
a warning message you will need to review the
information in your Created Shift.
- Employee has conflicting shift
This means you have a Shift already existing for the
selected day/ times. Please review your input details.
- Availability Warnings
- The end must be a date before now
You can only add shifts for a past date/ time. You are
not able to add in an end time that's in the future.
- Employee has booked Leave on this day
In Times your approved leave will display.
If you see this warning, this means that you have an
existing leave application on the day being selected.
Please review your input details.

Edit Shift
To edit a submitted shift:
1. Click the Edit icon next to the shift.
2. Update details as required and click Save Shift.
If there are any shift conflicts or errors you may not be able to
save the shift.
Please note:Any shifts that have been approved by an
Administrator will not be editable.

Delete Shift
You can only delete shifts that you have created, not
that you were rostered to work. To delete:
1. Click the Edit icon next to the shift.
2. Click Delete Shift.

Completed View
When you have added in your Submitted shifts, they
will now display in Your Shifts in your Times. And a
button will appear which shows that 'You're up to
date'.
You will also be able to see the New shifts that you
have created.
You will also be able to see shifts that have been
processed by Administrators including if there are
any:
- Leave Comments
- Links to Documents
- Comments
- Warnings
When pays have been processed, the Shift status will
change from Approved to Paid.

Add Timesheets
At the end of the week you can attach your
timesheet/s.
You'll need to submit a Timesheet for each employer
that you worked for in that week.
1. Click Add Timesheets.
2. Click Browse to find the file/s or image/s from
your computer/phone to attach, or drag and drop the
file in.
3. You will see the file when uploaded successfully.
4. Click the Edit to change the file, or white cross at
the top left to remove.
5. Once all shift details are entered, click Save &
Create Shift.

