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.
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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.

/Erom: Merricks Yc <noreply@findmyshift.com>
ate: Saturday, September 29, 2018
Subject: Roster update: MYC Duty Roster

To: Joe Bloggs<joebloggs@gmail.com>

Hi Joe

You've been added to an online roster. Visit Findmyshift to log in.

\I’o log in| click here.

~

/
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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...”

ﬁ f| nd myShlﬂ: Createaroster ~ Demo  Pricing  Help  Login

Welcome to your staff roster!

To get started, please choose a password. Password are case-sensitive and should be at least 4 characters long.

Show passwords:

[ SAVE AND CONTINUE

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

A findmyshift

Terms and conditions

To continue using Findmyshift we ask that you our terms and cond

Terms & Conditions ("Agreement’) Terms & Conditions ("Agreement")

1. Definitions
Findmyshift is provided by Out Crowd Ltd (“Out Crowd", “we’ or “us’), a company incorporated under the laws of England and Wales and registered with the Companies House with
2. Acceptance of this Agreement .
number 6339507, located at 4th Floor, 86-90 Paul St, London, EC2A 4NE, United Kingdom
3. Access o the Services
4. Provision of Services by Out Crowd
To continue using Findmyshift it is required that all persons (including staff) read and accept these terms and conditions. These terms and conditions outiine the rules that govem the use of

5. User account, password and security Findmyshift If you have any questions please contact us immediately.

6. User Content uploaded and submitted to the

Services
| AGREE TO THESE TERMS AND CONDITIONS
7. Privacy and data protection
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After clicking the | AGREE TO THESE TERMS AND CONDITIONS, this page will
appear.

This is the “Member view” screen.

A findmyshift

Memberview  Duty Roleview  Members  Duty Roles  Noticeboard Timeoff Reporis  Uploads

P M =5 Show 1week from Monday October 1st, 2018 Options Filters Download

Mon. Oct. 01 Tue.Oct. 02 Wed. Oct. 03 Thu.Oct. 04 Fr. Oct. 05 Sat Oct. 06  Sun. Oct. 07

Noel Adams
Anthony Alston
Bemnard Barrett

Caitlin Bamett
Charlie Basser
Harry Basser
lan Basser
Joe Basser
Megan Basser

Ted Basser

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”.

A findmyshift

Member view Duty Role view Members Duty Roles Motice board Time off Reports

P M = Show | 1 week | from| Monday October 1st, 2018 Options F

Mon. Oct. 1 Tue. Oct. 02 Wed. Oct. 023  Thu. Oct. 04 Fri. Oct. 05
|
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Click on the date link and select a date (say 29" 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.

Show 1 week from Monday October 29th, 2018 Options Filters Download

oct w2018 November 2018
Mon. Oct. 29 Tue. Oc

Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
1

8 5
15 12
22 19

:

Shov 1 week 1 Monday October 29th. 2018

Mon. 1week Ot 30 Wed. Oct. 31 Thu. Nov.
2 weeks

3 weeks
4 weeks
9 weeks
6 weeks
[ weeks
8 weeks
9 weeks
10 weeks

12 weeks

20 weeks
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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.

A findmyshift

Duty Role view

P M =5 Show 1 week from Monday October 1st. 2018  Options Filters Download

Member view Members — Duty Roles  Notice board  Timeoff  Reports  Uploads

Mon. Oct. 01 Tue. Oct. 02 Wed. Oct. 03 Thu.Oct. 04 Fri. Oct. 05 Sat Oct. 06  Sun. Oct. 07

Rescue Boat Crew

RIB Driver

RIB Crew

Tractor Driver

Control Tower Person 1

Control Tower Person 2

Event

Time off

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.

A findmyshift Teami

Memberview  Duty Roleview  Members  Duty Roles  Notice board  Time off  Reports  Uploads

b M = Show 1week from Monday October 1st, 2018 Options Filters Download

Mon. Oct. 01 Tue. Oct. 02 Wed. Oct. 03 Thu.Oct. 04 Fri. Oct. 05 Sat Oct. 06  Sun. Oct. 07

Rescue Boat Crew

RIB Driver

RIB Crew

Tractor Driver

Control Tower Person 1

Control Tower Person 2

Event

Time off
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Then click on “Days to display” and select “Days with Shifts”

Options

g Realtime reporting: Sun. Nov. 04
Show departments:
Wrap weeks vertically:
Reset the selected date on log in: v
Only show my shifts:
Float dates when scrolling: v
Float duty roles when scrolling: v

Hide duty roles with no shifts:

Show time off: v

Sort facilities by: Default

Font size: Default

Spacing: Default

Print lines: Default

Days to display: All days
All days
Weekdays
Weekends

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 3" November column will be removed when the System

goes live.
Page: 7 Date: 4 September 2019



A findmy

Member view  Duty Role view  Members Duty Roles Notice board Time off  Reporis Uploads

4 PN v & Show 20 weeks from Monday October 28th, 2018  Options o Filte

Sat. Nov. 03 Sat. Nov. 10 Sun. Nov. 18

Duty Officer of the Day Keith Darwent

Rescue Boat Driver
Rescue Boat Crew Doug Varey

RIB Driver
RIB Crew

Tractor Driver Keith Darwent

Control Tower Person 1 Krysia Darwent
Control Tower Person 2

S0 Opening Day / Mark Sefion Race  OpenSeries1&2  Home & Away 1 & 2

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).

Member view  Duty Role view  Members Duty Roles Motice board Time

4 M ¥ & Show 20 weeks from Monday October 29th, 2018

Sat. Nov. 03 Sat. Nov. 10
Duty Officer of the Day Keith Darwent
Rescue Boat Driver

Rescue Boat Crew Doug Varey

RIB Crew ERne RIB Driver

Time off

Tractor Driver Keith Da Refresh

Control Tower Person 1 Krysia Darwent
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The requestor’s name will have a yellow background until it is approved.

Member view  Duty Role view  Members  Duty Roles

4 P * & Show 20 weeks from Monday

Sat. Nov. 03

Duty Officer of the Day Keith Darwent

Rescue Boat Driver

Rescue Boat Crew Doug Varey
RIB Crew

Tractor Driver Keith Darwent
Control Tower Person 1 Krysia Darwent

Control Tower Person 2

STy Opening Day / Mark Sefton Race

The background colour will turn to blue after the request is approved.
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A findmy

Member view  Duty Roleview  Members  Duty Roles

> = Show 20 weeks from Monday

Sat. Nov. 03

Duty Officer of the Day
Rescue Boat Driver

Rescue Boat Crew

RIB Driver Joe Bloggs
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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.

Control Tower Person 1 Krysia Darwent Shift

Control Tower Person 2 Control Tower Person 1

Print

Event Time off
ven Refresh T

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’

Tractor Driver Joe Bloggs

[
Control Tower Person 1 Krysia Darwent

Cancel Tractor Driver'

Request

Control Tower Person 2 Print

Event

Refresh

Feel free to add a comment and click SAVE
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Cancellation request

You're about to request the cancellation of the following shift:
1. Tractor Driver on Saturday November 3rd, 2018

Comments:
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The cell will display the cancellation by turning the background red and the

text has a strikethrough.

Tractor Driver

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.

Teams Help R

Account
Password

Notifications

Language
n. 02
Log out

Notifications

Roster updates and messages: v v Options

Upcoming shift reminders: Options
New topics on the notice board: v

New comments on the notice board:

Updated comments on the notice board:

Text messages are subject to manager approval and should only be selected in

addition to emails or push notifications.

SAVE PREFERENCES
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Special Instructions for Apple IPhone, IPAD and Android users

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

Findmyshift

This is the log-in screen the IPad user will see.

A findmyshift

Rearcommodore@n
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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.

8:10 pm  Sun 21 Oct

A notifications

99 notice board

I members

& dutyroles

& gettheapp

[ deskiop site

loa out

¥

No shifts

No shifts

Mo shifts

No shifts

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

button.
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A findmyshift

Member view Members Duty Roles Notice board 1 Time off Quibox
4P M a8 & Show 20 weeks from Monday October 15th, 2018  C
Sat, MNow. 03 Sat. Mov. 10 Sun, Mow, 18 Sat,

Bernard Barrett

Megan Bassar

Debbie Benger

Joe Bloggs

Stuarl Boxer

The Duty Role View allows you to select the roster you wish to request.

Page: 17 Date: 4 September 2019



Member view Duty Role view  Members Cuty Roles Motice board 1

4 > s &

Duty Officer of the Day

Rescue Boat Driver

ue Boat Crew

RIB Driver

RIE Crew

Tractor Driver

Control Tower P

Control Tower Person 2

Event

Page: 18

Time off Chutt

Show 20 weeks from Monday October 15th, 2018

Sat. Nov. 03 Sat. Mov. 10

Daryl Cowen

Simon Corden Lance Pilgrim

Lance Pilgrim

Opening Day / Mark Sefton Race Open Series 1 & 2

sSun. M

Home & As
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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

Member view Duty Role view Members Duty Roles Notice board

4 ) = Show 20 weeks from Monday October 15th, 2
Sat. Nov. 03 Sat. Nov. 1

Duty Officer of the Day
Rescue Boat Driver Daryl Cowen
Rescue Boat Crew Simon Corden
RIB Driver Lance Pilgrim

RIB Crew

Tractor Driver
Request | Sallis

ractor Driver
Control Tower Person 1 Print Tractor Driver

Time off

Control Tower Person 2 Refresh

Opening Day / Mark Sefton Race Open Series 1
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Instructions for System Administrator Only

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

/ Sat6/10/2018 8:24 PM \

1B Joe Bloggs <noreply@findmyshift.com>
Shift request: MYC Duty Roster

To Merricks Yc

Hi Merricks,
Joe Bloggs has requested the shift 'RIB Driver' on Saturday November 3rd.

To log in, click here.

vindmyshift /

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

Joe Bloggs RIB Driver Add b

Appearance »

Micole Bond

Alex Boxer

April Boxer

Approve

Grace Boxer Decline

The Rear Commodore will receive an email for the cancellation.
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Sun 7/10/2018 4:.56 PM

JB Joe Bloggs <noreply@findmyshift.com>

Cancellation request: MYC Duty Roster

To Merricks Yc

Hi Merricks,

Joe commented: "testing"
To log in, click here.

- Findmyshift

\_

Joe Bloggs has requested the cancellation of 'Tractor Driver' on Saturday November 3rd.

~

/

The Rear Commodore will delete the members name.

Rescue Boat Driver

Add
Rescue Boat Crew \ .
_ Sz o2 BT

RIB Driver

RIB Crew

Tractor Driver

Control Tower Person 1

Control Tower Person 2
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Joe Bloggs

Krysia Darwent

Appearance

Find & Replace

Cut

Copy

EX

Undo
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