




# Manager should update the shift mapping whenever there is change in shift and weekly off ‘s by 
selecting the effective date.

Note:







# Manager can also edit the shifts for particular days using the “set roster” option.



# Manager should select the date range to which the shift needs to be modified and
click on GO.







Approve Comp before Payroll Cut off date

Approve Shift Allowance applied by 
associates before Payroll cut off date

Approve Shift Allowance post payroll 
lock on 16th of the month





# All the pending shift allowance request, Leaves, comp. Off s should be approved before  processing 

the payroll lock.
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Associate – Apply Shift Allowance and View Roster










