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• Proper Planning of the Workforce 

• Allocating the Right Person with the Right Skill to the Right 

Task at the Right Time 

• Forecasting the Number of Employees Considering the 

Budget and the Skill Required 

What is Roster Management? 
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Matrix Roster Management 

• Allocates the Right People with the Right Skill in the Right 
Place at the Right Time 

• Defines List of Employees and their Work Policies 

• Plans Workforce by Forecasting Requirements of Employees 

• Builds Auto/Manual Roster for each Predefined Department 

• Manages Employee Leave Management 

• Provides Complete Workforce Analysis Reports 

• Exports Data to Third Party Payroll Software 

 

 

 



Benefits of Roster Management 

• Efficiently Plans Workforce 

• Reduces Administrative Work 

• Manages Cost of Manpower  

• Improves Overall Productivity of the Organization 

• Facilitates Easy duty Acceptance/ Rejection using ESS 

• Prevents Work Policy Violation 

• Provides Automatic Leave Management 

• Enables Smooth and Error-free Data Export to Payroll 



• Fair, Balanced and Cost Effective Roster  

• Roster in Sync with Regional Labor Laws 

• Forecast of the Workforce for Flexible Duration 

• Automatic/ Manual Roster Generation 

• Automatic Leave Management 

• Pay Rate Flexibility 

• Multiple Fixed and Flexible Shifts 

• Authentic Data Export to Payroll Software 

• Various Workforce Analysis Reports in Multiple Formats 

Why COSEC Roster Management? 



Target Customers 

Factory 
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And Many 
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Retail 



Salient Features 



• Defines a Detailed Employment Contract to Avoid 
Discrepancies at a Later Stage  

• Defines Employment Type like Part Time, Full time, 

Permanent, Temporary, etc. 

• Maintains a List of Different Employee Contracts and Types 

• Helps in Easy Swapping of Employee from One Employment 
Contract or Type to Another  

 

 

 

 

 

Detailed Employment Contract 



Detailed Employment Contract 



Labor Laws 

• Roster Generation Depending on the Regional Laws  

• Maintains List of Defined Laws Applicable to Different 

Employees 

• Prevention of Law Violation  

• Alert to Notify Law Violation  

 

 

 

 

 

 

 

 

 

 



Labor Laws 



Pay Rate Flexibility 

• Flexible Pay Rate Calculation as a Percentage of Basic Wage 

• Separate Pay Rate for Contract and Non-Contractual Hours 

• Special Pay Rate for Defined Days and Time-period like 
Weekends, Night Shift, etc. 

• List of Different Flexibility Pay Rate Structures 

• Reduction of Human Error in Payroll Calculation 

 

 

 

 

 



Pay Rate Flexibility 



Flexible Overtime Policy 

• Shift-wise or Hourly Daily Overtime Calculation 

• Weekly Overtime Calculation 

• Penalty Overtime Calculation: 

• Meal Overtime 

• Rest Period Overtime 

• Inter-shift Overtime 

• Max Consecutive Working Days Overtime 

• Rounded Overtime Calculation Facility 

 

 

 

 

 



Special Days 

• Department-wise Special Days like Festivals, National 
Holidays, Labor Day etc. 

• Different Wage Rates for Employees Working on Such Days 

• Separate Forecast and Roster Depending on Need of 

Employees for Such Days  

 

 

 

 

 

 

 

 

 

 

 



Shifts 

• Fixed and Flexible Shifts Options 

• Fixed Shift  

• Fixed Shift Start Time, End Time and Break Time 

• Flexible Shift  

• Fixed Overall Time-period 
• Flexibility to Start and End the Shift In-between the Given 

Time-period 

 



Shift Pattern and Matrix 

• Shift Pattern for Employees Who Work in Multiple Shifts 

During a Day 

• Shift Matrix for Employees whose Schedule Remain the 

Same for a Period of Time 

• Manual Entry of Daily Shifts  

• Time Saving for HR and Managers 

 

 

 

 

 

 

 

 

 

 



Shift Pattern and Matrix 



Attendance Policy  

• Authenticated Attendance Data  

• Various Attendance Policies like Late In/Early Out, Time 
Period After which Overtime Starts, etc. 

• Authorization to Admin for Attendance Correction like Punch 
Missed for Assigned Shift, Punch Found for Late In, etc. 

  

 

 

 

 

 

 

 

 

 

 

 



Leave Management 

• Different Types of Leave Policy Definition 

• Leave Groups Formation  

• Fixed or Slab-wise Accrual Policy 

• Leave Accrual Bi-weekly or Monthly Scheduler 

• Manual Leave Credit/Debit Facility 

• Leave Encashment Facility 

• Reduction of Human Error 



Detailed Employee Database 

• Strong and Detailed Employee Database Creation 

• Database Includes: 

• Roster Policies like Employment Type, Contract, Pay 

Rate, Labor Laws, etc.  

• Organizational Hierarchy Details like Department, 
Designation, Category, etc. 

• Personal and Bank Details 

  

 

 

 

 

 

 

 

 

 

 

 



Detailed Employee Database 



Forecast 

• Multi-Week Forecast Including Special Days 

• Detailed Forecast for Each Day which Includes : 

• Total Budget 
• Designation of Employee 
• Skills level of Employee 
• Number of Employees 

• Accurate Budget Calculation based on: 

• Shifts 
• Number of Employees 
• Wage Level 

 

 

  

 

 

 

 

 

 

 

 

 

 



Forecast 



Automatic Roster 

• Automatic Department-wise Roster Generation on 

Weekly or Monthly Basis 

• Department-Wise Roster Generation based on Forecast 

• Roster Employee Allocation Based on Contract, 
Designation, Skill and the Number Required 

• Time Saving for Managers and Administration  

 

 

 

 

 

 

 

 

 

 

 

 



Automatic Roster 



Manual Roster  

• Department-wise Roster  

• Manual Allocation of Shifts and Employees 

• Option of Choosing any Employee as per Requirement 

 

 

 

 

 

 

 

 

 

 

 



Scheduler 

• Scheduler for: 

• Roster Generation  

• Leave Accrual 

• Bi-Weekly or Monthly Schedule Parameters 

• Multiple Selection Parameters 

 

 

 

 

 

 

 



Integration with ESS 

• Unavailability Application for Employees  

• Shift Acceptance/Rejection by Employees 

• Unmanned Duties Proxy Decision Making 

  

 

 

 

 

 

 

 

 

 

 

 



Notifications and Reminder  

• Roster Update or Change Notifications 

• Shift Reminder to Employees 

• No Shift Confusions 

• Complete Workforce Presence Assurance 

• Increased Productivity  

 

 

 

 

 

 

 

 

 

 

 



Payroll Integration  

• Data Export to Third Party Payroll Software 

• Export of Authenticated Data 

• Salary Calculation Devoid of Human Error 

• Time saving for HR and Accounts 

 

 

 

 

 

 

 

 

 

 

 



Reports  



Comprehensive Reports 

• Range of Master Reports to View the Database of Policy 
Sets 

• Range of Transaction Reports to Analyze the Policy Related 
Events Occurred 

• Complete Workforce Analysis 

• Forecast and Budget Analysis 

• Available in Various Formats 

 

 

 

 

 

 

 

 

 

 

 

 

 



Report Generation 

Print 
Export 
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Report File Formats 

• Report Export in following File Formats 

• PDF 

• XML 

• Rich Text Format 

• MS Excel 

• MS Excel (Data Only) 

• Crystal Report (RPT) 

• MS-Word  

• MS-Word Editable 

• Character Separated Values (CSV) 

 

 

 

 

 

 

 

 

 

 

 



COSEC Roster Reports 

• Master Reports 

• Employment Contract  
• Employment Type  
• Wage Level 
• Award and Penalty 
• Overtime Policy Master 
• General Rules  
• Policy  
• Shift  
• Shift Pattern 
• Shift Matrix 
• Hour Exception 
• Special Day 
• Work Profile  
• Leave 
• Leave Group 

 

 

 

 

 

 

 

 

 

• Transaction Reports 

• User Schedule 
• Unavailability  
• Non manned duties 
• Shift Coverage 
• Duties by Designation 
• Forecast  
• Budget  
• Roster  
• Shifts by User  
• User by hour 
• Attendance 
• Authorization 
• Detailed Duties 
• Meal Penalties 
• Leave Application 
• Leave Debit/ Credit 
• Leave Encashment 
• Overtime  

 

 

 

 

 

 

 

 

 



Report: Budget and Shift 
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