


LOGIN

Visit: shift.coyles.co.uk, enter your username 
and password and click ‘Sign In’ (or hit enter).

Forgotten password?

Click the ‘Forgotten Password?’ link at the bottom left 
of the page and enter your email address for a reminder.



THE INTERFACE

Here’s a quick explanation of 
what each part of the system does. 

The Shift Booking System works like a spreadsheet but is designed to save you time 
by calculating insightful information like Working Time Regulations, Travel Time, Shift 
Clashes and more ...

TIP

The Shift Booking System always displays your shifts 
Weekly.  Always make sure you’re looking at the week 
that you’d like to work on here.



ADDING SHIFTS

SIMPLE

Click the following button to add single or multiple 
shifts a simple form.

Then complete the following form and then click ‘Save’ 
to add the shifts to your sheet.

TIP
Just start typing the first few letters of 
the client name and the list will provide 
suggestions.  To see the entire client 
list, just type * (the star symbol).  The 
same applies to all fields like Location 
and Duty.

You can add up to 9 shifts for a single 
duty type here which is useful if you 
have lots of shifts in the same time 
pattern.



ADVANCED / CALENDAR

ADDING SHIFTS

Click the following button to add single or multiple shifts through 
a more detailed Calendar view.  It’s a good way of adding lots of 
different shift times and duties at once.

Then complete the following form and then click ‘Save’ 
to add the shifts to your sheet.



BOOKING EMPLOYEES

After your Shifts have been added, you’ll need to book Employees into the 
column called ‘Name’.  

If you know the name of the Employee you wish to book, just start typing their 
name and the field will provide suggestions.  Click on the Employee’s name to 
add them to the shift.  The system will tell you if the Employee is available for the 
shift times that you’ve entered automatically.

TIP
To see all of the employees, click in the Name field and type * (star symbol).  This will show you all Primary 
Sponsor employees. To see all Secondary Sponsor employees, type - (minus symbol).

ADD AN EMPLOYEE TO A SHIFT



After the Employee has confirmed that they can work, hit the Confirm icon here 
to complete the booking.

CONFIRM AN EMPLOYEE

You can email or txt message Employees directly from the Shift Booking System.
Simply tick the row that you wish to notify the employee about, and then select 
either ‘Email’ or ‘TXT’ on the top menu.

COMMUNICATE WITH EMPLOYEES



COPY SHIFTS

Select the rows you wish to copy and click ‘Copy’ on the top menu.

QUICKLY COPY INDIVIDUAL OR ENTIRE GROUPS OF 
SHIFTS TO ANOTHER WEEK

Then, select the Weeks that you wish to copy the rows to from the Calendar and 
click ‘Copy’ to complete.



REASSIGN SHIFTS

You can reassign shifts to another resourcer so that they can continue to fulfill 
them.  Select the rows you wish to copy and click ‘Reassign’ on the top menu.

Reassign shifts if you can no longer fill them 
or are going on holiday

Then, select the Resourcer you wish to assign the shifts to and click ‘Reassign’.  
You’ll need to wait for them to accept the shifts before the process is complete.



CANCEL A SHIFT

Select the rows you wish to cancel and click ‘Cancel’ on the top menu.

IF THE CLIENT CANCELS A SHIFT, PLEASE DO THE 
FOLLOWING...

If you created the shift in error you can delete it by selecting it and clicking 
‘Delete’ on the top menu.



SEARCH

Type your search term into the search field and hit enter.  Please note, the search 
will only look in the selected week.

A QUICK way to find employees, locations, 
duty types and clients

To clear the search once you’ve finished, click ‘Clear this search’ in the yellow bar.



COLOUR CODING

Simply click on the colour button next to each row to change its colour.  Keep 
clicking to cycling through the various colour options.

YOU CAN HIGHLIGHT YOUR SHIFTS IN VARIOUS 
COLOURS TO HELP ORGANISE THEM

You can then filter your sheet by these colours in the top right menu.  For 
example, you can filter the sheet by everything you’ve coloured blue.



ALERTS

If an alert displays as shown below, hover over the alert icon or click on it to show 
description of the problem.

ALERTS Automatically identify problems with 
working regulations, travel time and shift 
clashes.

ALERTS CAN BE ANY OF THE FOLLOWING ...

Booking clash
Excessive Hours in Week
Excessive Hours in Shift
Minimum Shift Break
Travel Time / Door to Door Time
Fatigue



COMMENTS

To add a note click ‘Add’ next to the row you wish to add a comment to.  This is best 
used to explain Alerts, for example, the Travel time is beyond what is legally allowed 
for the Employee, but you know they are staying in a Hotel near their shift.

YOU CAN QUICKLY ADD COMMENTS TO A SHIFT, 
which are best used for compliance




