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Instructions for the MYC Duty Roster System 

 

Dear Member 

Merricks Yacht Club will be using the “Find My Shift” duty roster software 

application for the 2019 / 2020 Sailing Season.  

The Club needs sailing members to perform at least three (3) duty days over 

the course of the season. Members can choose their preferred dates for duty. 

Usually, the Club starts the season with many unfilled roster days and hence 

the Club requests that members sign up for another roster day if their 

previously selected day is cancelled. 

Prior to the start of the Season, MYC Members who are currently on the 

System will be sent an email by the System which will provide a link to the 

application and allow Members to login or set-up a new password. Subsequent 

logins to the system will require members to enter their email address and 

password.  

If a member would like to help out by driving a rescue boat and or assisting in 

the Control Tower and didn’t received an email from the System, they can 

contact Doug Varey at rearcommodore@merricks.org  who will add them to 

the System with their preferred direct email address and mobile phone 

number. 

  

mailto:rearcommodore@merricks.org
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First Time Login 

Example of the email each Sailing Member will receive and to log into the 

system, click on the link.  
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After clicking the link, the “FindMyShift” application will open to this page. 

Enter a password of your choice. 

Take note of the system instructions on selecting a valid password. 

“…Password are case-sensitive and should be at least 4 characters long...” 

 

 

 

After entering your password and clicking SAVE AND CONTINUE, this page will 

appear. 

 



Page: 4  Date: 4 September 2019 
 

After clicking the I AGREE TO THESE TERMS AND CONDITIONS, this page will 

appear.  

 

This is the “Member view” screen. 

 

 

To set the date range for display 

 

Note the date range and weeks to display will need to be set by you. To 

achieve this, change the “from” date and the number of weeks to “Show”.  
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Click on the date link and select a date (say 29th October) and click on the 

weeks and select a number of weeks (say 20). This will show more of the 

season. To see the last months of the season, change the from date to a later 

date. 
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The Duty Roster View  

To view the duty roles screen where a duty can be requested, click on the Duty 

Role View button.  

 

 

To limit the view to the days which have race events 

To limit the view to the days which have events and improve the view, click on 

the Option button.  
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Then click on “Days to display” and select “Days with Shifts” 

 

 

 

 

To request a Duty Roster 

The Duty Role View shows the jobs that need to performed on race day. The 

date of the event is displayed at the top of the column and actual event name 

is listed in the last row. 

The orange background colour indicates that this job is required to be 

performed. A name on a blue background indicates that the request has been 

approved by the Rear Commodore.  

Note: Names in the 3rd November column will be removed when the System 

goes live.  
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To request a duty, right click into the cell on the intersection of the date 

column and the duty role row and select “Request” and job (e.g. RIB Driver). 
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The requestor’s name will have a yellow background until it is approved.  

 

The background colour will turn to blue after the request is approved. 
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To swap your duty with another Member 

In the event that you are not able to fulfill the duty that you had requested, 

the Club would encourage you to contact another member and do a swap. 

The member who is going to takeover your duty should go into the system and 

right click into the appropriate cell and request the duty. In the example Joe 

Bloggs is swapping with Krysia. 

 

The Rear Commodore will receive an email and delete you from the duty and 

approve the member who you are swapping with. 

 

To cancel your name from the duty. 

To delete your name from a duty without a swap, right click on the cell and 

select Cancel ‘duty role’  

 

 

Feel free to add a comment and click SAVE 
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The cell will display the cancellation by turning the background red and the 

text has a strikethrough. 

 

The Rear Commodore will delete the members name. 

 

Coordinating Rosters for the Whole Crew 

The Club recommends coordinating the skipper’s duty days with those of the 

crew to minimise the number of races that are given up for duty rosters. 

 

Notification by Email and or Text Message 

For notifications choices from the System, Members can click on their profile 

symbol and from the drop down menu, Notifications. 

 

 

  

 

d 
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Special Instructions for Apple IPhone , IPAD and Android users 

IPad users can download the FindMyShift app from the App Store. 

 

 

 

 

This is the log-in screen the IPad user will see. 
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The application will open to this screen. By selecting the Desktop Site button, 

you can see the same screens that a PC user would see. 

 

 

The application will reopen to the Member View. Click to Duty Role View 

button. 
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The Duty Role View allows you to select the roster you wish to request.  
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Press you finger on the cell for the roster and date you wish to request and a 

download list will appear. Then, select Request and tap on the duty role name 

e.g. Tractor Driver 
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Instructions for System Administrator Only 

When a Member requests a duty, the Rear Commodore will receive an email, 

see below. 

 

 

 

The Rear Commodore will click on the cell with the request and approve it. 

 

 

The Rear Commodore will receive an email for the cancellation. 
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The Rear Commodore will delete the members name. 

 


