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 01  Introduce Team Roster Setup

Hello, today I'm going to show you how to set up a team members roster in Salon Manager.



 02  Open Team Roster Menu

We just need to go to the little menu here on the left hand side and click this icon here to enter 
into the roster settings. Once we've clicked this, a list of our team members that are in the diary 
will appear.



 03  Select Team Member for Roster

Once we've found the team member we wish to roster, we just need to click the slider next to their 
name and then click times at the bottom right.



 04  Configure Shift Hours and Days

Once in here, we can set the start date at the top. We can then set the hours from the start times 
down the left hand side and the end finish times down the right hand side. If the team member 
is off on a particular day, we can use the sliders on the right to dictate which days they do work 
and which they don't. If they happen to do a separate set of shifts one week and another, we can 
click add another week to shift at the bottom. Once we're happy with the hours here, we just click 
confirm. A confirmation will come up just telling you where you're starting the roster from, and 
we just click save.



 05  Save and Finalize Roster

This will go through the process of saving, and once we're happy with that, we can either finish or 
make further changes.
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