ROSTERING

e All previous, future and current rosters are going to now appear under the ‘Rosters’ tab in the top left-hand
corner of WageLoch Cloud Roster

Timesheets

e To create a new roster simply click ‘new roster’ on the top corner; this will also bring up your options to copy
from a roster template or previous roster.

Future Ro
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ROSTERING

e To add staff to a new staff member to the roster simply click ‘add’ - this will add the select option to bring in staff.
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Boster for the Terinight beginning Hovermber & 200

e To publish rosters in new look WageLoch simply click ‘publish’ in the roster edit screen (top right corner).

e How you want to send the roster when publishing is controlled under WagelLoch Cloud settings > Rosters. You
can select whether it publishes to staff portal along with an email or SMS.
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Boster for the Tortnight baginning October 2T 2000
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