
Roster 

 Arrange holiday for staff 

Some holidays need to be applied by staffs (for example: annual leave), and some will be arranged by the 

company (for example: day-off). 

 

To arrange monthly holidays for staff, go to Staff > Roster. 

 

 

 

Holidays will be shown in red. 

 

1. Select the appropriate month, shop, user type and access group as criteria.  

2. Select appropriate staff. 

 

3. Click the date.  

4. Select holiday type.  



 

 

Arrange public holiday / statutory holiday 
To arrange monthly public holiday / statutory holiday, go to Staff > Roster 

 

 

 

 

 

 

Click the <H> next to the public holiday.  

Public holiday and statutory holiday will be set to holiday. 

。 


