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CREDENTIALS ACTIVATION

You can log in to the Finago Gigs with Barona customer credentials.

/ already have Barona customer credentials, how do I log in to Finago
Gigs?

1. Barona's contact person grants you rights to Finago Gigs

2. You will receive an email when your Finago Gigs credentials have
been created.

o Sender: noreply@mepco.fi

o Topic: Welcome to Finago Gigs!

3. You can log in to the Finago Gigs system with your Barona customer
credentials at barona.mepco.fi

27.10.2026

/ don't have Barona customer credentials, how do I log in?
1. You will receive an activation email for your business customer credentials.

o Sender: noreply@barona.fi

o Topic: Welcome to Barona B2B Sign In!
2. Activate credentials via the link in the message.

3. Log in to the service with a temporary password from the email and set yourself a
new password.

4. You will receive an email from noreply@mepco.fi when your Finago Gigs
crendentials have been created.

5. Once you have received the Finago Gigs email and you have activated your
customer credentials, you can log in to the system at barona.mepco.fi

barona
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L0G IN T THE SYSTEM

You can log in to the Finago Gigs with Barona customer credentials.

Go to the barona.mepco.fi web page and enter your
email address:

finago portal

Login

Sign In

L]
finago gigs
Welcome! Please log in to continue. First, please enter an email address. %'[m”['
Username > Email address > m y l
[ firstname lastname@barona.fi ‘ / I (]
) e —

‘ firstname.lasthame@barona.fi ‘

Email Address

firstname.lastname@barona.fi

Keep me logged in

Tip! You can change your password by clicking | Forgot my password button.

27.10.2026 barona
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I'm having trouble logging in, what should | do?

You can contact your own contact person or Barona's Employee & Customer office
by phone +358201983460 or by email info@barona.fi

[ can't remember my password for the system, how do [ create a new one?

You can order a password change link to your email at business.barona.fi by clicking T w—— PPyt et S P
. . (&4

the /forgor m)/paSSWO/’d“nk. Alternatlvely, you Can Change your password at the Approval of hours and reports Approval of hours and reports Approval of hours and reports

Business Barona login window when loggin in to Finago Gigs.

Finago Gigs

Opening, monitoring and approving shifts

Can | also log in to the Finago Gigs system through Business Barona?

: o
Yes! Log in to business.barona.fi site and click on the Finago Gigs button on the saronals thesotion!

homepage. = B

Is there a mobile app on Finago Gigs? How do I/ log in?

- J & 4 J .

Take your team's expertise to a new level, proactively ensure Recruitment solutions according to your needs and Our shared responsibility is to ensure that everyone has what
H H H 4 that the necessary skills are available and recruit new situations! With us, you'll find a solution tailored to your it takes to thrive in their work. We support companies in
Yes! You can find the app in the phone app store under the name Finago Time & S R e e e e e e e et e e

development at your disposal. change management.

Gigs. You log in to the app with the same credentials as the browser version.

27.10.2026 barona
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CUSTOMER EXTRANET - GENERAL

The user has four separate pages visible:

Shifts - The user can view the status of shifts opened in the system,
edit and delete open shifts, and message the administrative user via
shift-specific comments.

Workshift planning - The user can view the shift status of work items
in the calendar view.

Events - The user can view, edit and approve completed shifts.

Transactions - The user can view, for example, the invoicing amount
of shifts. The page requires higher user rights.

The Pin icon in the upper right corner shows important notes added
by Barona, such as a link to the system instructions. The Clock icon
shows the system supplier's release notes.

By clicking on your username, you can sign out of the system,
manage cookies, and change the system language.

27.10.2026

I 0 2

571667 Brita Barista ~

Shifts
™ Workshift planning
(=] Events

=, Transactions

Internal
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Sign out
Open terms and conditions
Manage cookies

FI/EN/SV
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CUSTOMER EXTRANET - SHIFTS

On the Shifts tab, you can view the status of shifts opened in the system If you use certain types of filters, you can save them as default. In that case, first
(filled and unfilled), edit and delete open shifts, and message the set the filters you want and then click the Save button that appears. If you
administrative user via shift-specific comments. change the filters and want to return to the default filter view that you saved, you

) ) ) ) ) ) ) can access it by clicking the Saved Selections filter on the right side.
You can filter the work shifts displayed in the view with the filters

displayed in the function bar at the top. You can filter the list view using the following filters: Date, Search (ID, info and

work unit name), Employee, Event type, Job title, Work unit.
Once the desired filters have been selected, click the Filter button. Filters ), Employee, ype, !

can be reset using the Clear button, which appears when filters are
selected.

E @ & srso7miabaista -

| 1212.2025-1212.2026 v || Search (ID, info) Q, || search (work unit nam Q|| Saved selections v | \ Excel v I \ Show cancelled shifts I

Employee v Event type v Job title v Work unit v t- 31 %

o

Show published only Show assigned only Show non-assigned only Include confirmed

~

Tip! Without separate filtering choices, you can display the unfilled and unconfirmed work shifts of
the default time interval by pressing the Filter -button

27.10.2026 barona
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CUSTOMER EXTRANET - SHIFT

You can also filter the shift view using various sliders. By default, the view shows
both unfilled and filled work shifts.
« Show published only -button (no need to use)

If you turn on the control, only published shifts can be viewed in the view
(openable shifts are always published by default, only an administrative
user can publish an opened shift afterwards).

. Show assigned only -button

If you turn the control on, you can only view shifts for which an employee
has already been found.

« Show non-assigned only -button

If you turn the control on, the view can only view shifts for which no
employee has yet been found.

« Include confirmed -button

If you turn on the controller, you can also view already confirmed shifts in
the view.

27.10.2026
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LIST VIEW OF SHIFTS

You can modify the columns displayed in the order view by clicking

the Edit button on the right.

The list view can be arranged in ascending or descending order by

clicking on the title of the desired column in the list view.

Row-specific columns can be selected as follows:

Day, Date, Time, Shift Duration, Work unit ID, Work unit, Job Title, Status,

employee.

The contents of the list can be exported to Excel using the Excel

button.

27.10.2026

i O @

A

= Vuorot

| 17.9.2025-1212.2026 v || Search (ID, info) Q, || search (work unit nam: Q || Saved selections v | LG
Employee v Event type v Job title v Work unit v Q o v
Show published only Show assigned only Show non-assigned only Include confirmed

A
Tuloksia yhteensd 306
O Day Date Time Duration Work unit Job title Status ® [ Employee
O We 17.9.2025 10:00-14:00 4:00 Bar Ona Waiter/Waitress o - - Kaisa Kokki

Internal

Manual Offer, Seen, Push Notifications, Employee ID, Employee, Skills,
Reservation Timestamp, Created by, Created, Additional Information, Info for

571667 Brita Barista ~

e ™~ ™
\I\ Excel v /II II\ Show cancelled shifts /\ Create new

Reservation timestamp

16.09.2025 12:25:41

0D Edit

- »

m /28 -

barona



OPENING A SHIFT

A new event is created using the Create new button on the Shifts tab.
When placing a new order, fill in the following basic information on the form:
1. Event type (Shift).

2. Unassigned shift (then select the number of shifts) or Assigned shift (the employee is
added directly to the filled shift, a menu opens when selected).

3. Work unit
4. Job title

5. Date (you can select several days at once if the shifts have the same start and end
time).

6. Start time and end time

If no additional information is needed for the shift, you can publish the shift for search by
pressing the Save button.

After saving, the shift is open, and it is shown as bookable for all employees who belong
to the pool. If you want the turn to be offered only to a certain person or it requires another
administrative user review, use the Manual offering control, which locks the shift. In this
case, the shift is not yet bookable for anyone, but the turn is open for search.

More about creating Recurring event on slide 9.

Tip! Published -button is intended for shift
planning, if you open shifts in the system, always
27.10.2026 keep the button selected!

Internal

Create new events b4

General *
Event type *

Additional information
| Shift

(® Unassigned shift

() Assigned shift

Count

[1
Work unit *

Job title *

B Recurring event

Date *

t 0

B Whole day

Start time * End time *

Owver 24h event

@ Funlished

B Manual offering (©)

Cancel Save & Create new m

barona



Create new events X

General *
Meal break

Additional information

‘ Automaattinen ruckatauko |
Meal fee
‘ Default |

Meal break start time

Additional information @

When placing a new order, you can provide more detailed information
about the shift in the Additional information tab.

When placing a new order, you can fill in the form with the following
additional information:

Info for employee

1. Meal break (the default comes from the collective agreement/job
site, there is no need to change the default for an open shift).

Customer

2. Meal fee (the default comes from the collective agreement/work
site, there is no need to change the default for an open shift).

3. The start of lunch (the default meal break is deducted from the
shift according to what is written here, if it is filled).

4. Additional information (Info about shift - this field is only visible to
you and your colleagues and Barona administrative users).

5. Info for employee (this is visible to your colleagues, Barona
administrative users and the employee when booking a shift).

6. Click Save.
Tip! An employee is selected in the Employees menu
only if the shift has been agreed with him directly!
27.10.2026 Proposing a shift takes place after the shift is opened eronQ

Internal



OPENING A RECURRING SHIFT

If you need to create similar recurring shifts that repeat, for
example, every Monday, every second Wednesday, or the last day
of every month, you can use the Recurring event option when
creating a shift.

Recurring events should not be confused with Event groups (slide
14). Recurring events are independent shifts whose timing and
frequency are defined when creating the shift. The shifts have no
other link to each other.

Toistuvuus
@ Paivittain O Viikoittain O Kuukausittain

Alkamispaiva Paattymispdiva

| a

Toistuu

joka paiva

Lakisaateisten juhlapaivien kasittely

Lis&a tapahtuma
Toistuu joka paiva, ei paattymispaivaa

27.10.2026

1

1. Click the New Event button and fill in the basic information of the event.
2. Turn on the Recurring event option.
3. Choose a base for repetition.
. Daily, weekly, monthly
4. Choose a start and end date for the recurrence.
5. Select the recurrence rules.
. Daily - how many days the event repeats.

. Weekly - how many weeks, and on which days of the week, the event
repeats.

. Monthly - how many months, and on which day of the month, the event
repeats.

6. Choose how recurring statutory holidays are treated.

. If one of the recurring events falls on a statutory holiday, you can choose
from the following options as to how the event in question is handled:

. The eventis added, the event is not added, the event is added to the
next business day, the event is added to the previous business day.

7. If necessary, fill in any other comments on the "Additional information" tab.

8. Click Save.
barona
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OPENING A SHIFT GROUP

If you open a shift requirement for more than one employee:

1. Click Create new.

2. Select Unassigned shift and define the count of shifts.

3. Fill in the basic information marked with *.

4. Click Save.
v Sa
Sa
Sa
Sa
Sa
Sa
27.10.2026
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The system opens identical shifts in the list view as a shift group. The shifts
opened under the shift group can be viewed from the arrow next to the row. The
row opens and shows the individual shifts opened below it.

Editing of an individual shift is done from the pencil icon of the line function, and
the edited shift is removed from the group if it is no longer identical to the other
shifts. You can also easily delete individual open shifts in a group with the row-

specific Cancel shift function.

Offering shift group shifts to the pool's employees takes place on the group's
main line behind the Search for employee button.

0/5 2
0 7 m ./ 28 -
0 7 m /2 28 -
0 7 m/,2 28
o 7 m /2 A
0o 7 m /2@
barona
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OPENING A MULTI-DAY GlG

A Multi-day gig is an event type used when you want to create multiple shifts
on different days and assign the same employee to all those shifts.

Opening a Multi-day gig:

1. Click the Create new button on the Shifts page.

2. Select Multi-day gig as the event type.

3. Choose either Unassigned shift (an empty, unfilled shift where you will
look for an employee) tai Assigned multi-day gig (agreed directly with the
employee).

4. Select Work unit and Job title.

5. Set the Start date and End date for the Multi-day gig.

6. Leave Published switch on, and turn on the Manual offering switch on if
you want the Multi-day gig to be offered only to specific person.

7. Choose Continue to add shifts after saving or Add shifts later, depending
on whether you want to add the shifts immediately or later.

8. Click Save. The Multi-day gig shifts window will open.

27.10.2026

Multi-day gig shifts

® 121.2026-151.2026 © Waiter/Waitress B Bar Ona

Internal

Create new events

General *

Additional information

Event type *

Multi-day gig

(® Unassigned shift

C) Assigned multi-day gig

Work unit *

| Bar Ona

Job title *

| Waiter/Waitress

Start date *

| 121208 81 |

End date *

| 151.2026 0 ‘

@ Pubiished

B Manusal offering @

When to Add Shifts ©

@ Continue to add shifts after saving

() Add shifts later

Employee

Cancel

Info for employee

barona
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OPENING A MULTI-DAY GlG

Adding shifts to a Multi-day gig:

1. In the window that opens, click the Create new button. A
form will appear where you enter the shifts for the Multi-day

gig.
2. Select the Date and Start and End time for the shift(s).

3. If needed, you can add extra details under the Additional
information tab Internal notes in the Additional information
field or notes visible to the employee in the Info for
employee field.

4. Once you've filled in the shift details, click Save.

5. The shifts will be added to the Multi-day gig, and the
employee will see the Multi-day gig and its shifts in the app.

If you want to edit or cancel unfilled shifts, you can do so using
the row actions on the right.

27.10.2026

Create new events X
General *

Work unit *
Additional information

‘ Bar Ona ‘

Job title *

‘ Waiter/Waitress ‘

Date *

‘12.12026‘ (| ‘

B Whole day

Start time * End time *

16:00 ‘ ‘ 23:00

[[JOver 24h event

07:00

Cancel

Create new events

General *

Additional information

Meal break

| Automaattinen ruokatauko (Eiru...

Meal break start time

Additional information

Info for employee

Multi-day gig shifts

1212026 - 161.2026 @ Waiter/Waitress E1 Bar Ona

Mo 12.1.2026 12:00-1800 600

Tu 131.2026 7:00-16:00 %00

™ 15,2026 7:00-16:00  %:00

Q90 9 9 @ =

&
B:

we 141.2026 1200-1800 600 Bar Ona
B:
B:

161.2026 1200- 1800 600

Internal

Employee

Create new

/s Mo
L
L
L
L

barona
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ROW ACTIONS FOR SHIFTS

On the right side of each work shift row, you can find the row functions to be
performed for the work shift. If the function cannot be performed, the function is
displayed as inactive. The most frequently used row functions are directly visible,
but more functions can be found at the end of the rows behind the three dots.

Show comments .

« You can write and view the comments left for that shift. Comments are visible
to your colleagues and Barona administrative users.

Edit p*

« You can edit the selected work shift that has not yet been filled.

Search for employee +&

« You can offer a selected work shift to the Poles of the job site who are free.
Enable manual offering ﬁ

« You can lock a shift so that it is not available to employees. When manual
provisioning is enabled, the shift is only visible to employees to whom it is
separately provided.

27.10.2026

15

Disable manual offering ﬂ

« You can remove manual offering; in which case the shift will open for visible
workers with the title required for the shift and the algorithm will start sending
push notifications.

Cancel shift €
« You can cancel a shift that has not yet been assigned an employee.

. Click Cancel shift and, if you wish, write the reason for the cancellation in the
additional information section.

. Click Save.
Copy FD

« You can copy a shift, which creates a new shift with the same information.
Identical shifts form a shift group.

barona
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OFFERING A SHIFT

You can offer a shift to job pool as follows:

1. Select shift what you want to offer the employee from the
list view.

2. Click the Search for employee button from the row
functions in the list view.

You will see a list of employees who belong to the pool of
your job site and are available at that time.

The shifts at destination column tells you how many shifts the

employee has had at your workplace during the last 3 months.

3. Select the employee/employees to whom you want to offer
a turn from the list.

4. Click Request for response.

The employees' status changes to "Waiting for a response”
and changes accordingly when the employees respond to the
proposal.

27.10.2026

Employees

Pool

EEEECIVEUN  Request for response

Employee Pool Work time Status

(< <]

‘ M 13.12.2025 © 12:00 - 20:00 @ Waiter/Waitress B3 Bar Ona
! a Kaisa Kokki | Bar Ona kaikki 8h

Internal

Cautions

Shifts in unit

3

barona
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OFFERING A SHIFT

The system automatically compiles summaries of the opened shifts for the
employees of the pools, and the employees receive these summaries as push
notifications to their own application.

A push notification is automatically sent to the employee's cell phone about
open shifts if the employee belongs to the pool of your workplace, has the job
title required for the shift and is available for the shift.

People in the job pool can take an open shift directly from the system.

If you want to offer a shift only to a certain person(s), so that the shift cannot
be booked by others, use the Manual offering control when opening the shift,
which locks the shift, and it is only visible to people to whom it is offered
separately.

27.10.2026
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You can offer a shift to the worker who are in the job pool as follows:
1. Choose what you want to offer the employee from the list view.
2. Click the Search for employee button from the row functions in the list view.

3. You will see a list of employees who belong to the pool of your job site and are
available at that time.

4. Select the employee/employees to whom you want to offer a turn from the list.
5. Click Request for response.

6. The employees' status changes to "Waiting for a response" and changes
accordingly when the employees respond to the offer (the employee can
accept/reject the offered shift).

Barona's administrative user can also offer a shift to the general pool and these
offers do not appear on the shift in the customer's view.

barona
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COMBINING SHIFTS

From the Actions button in the order view, you can combine two or

The system forms one row from shifts.

more shifts into a group of events to be performed together. In this You can propose an event group for the pool of the work item with the Search for
case, only one person can book the event group in question. employee button of the row function.
This is how you combine a turn into an event group: You can see the shifts belonging to the event group by clicking the Show sub-

events button in the row. Behind the subevents button, you can also edit and

1. Select the shifts you want to combine. . .
delete shifts belonging to the event group.

2. Click the 'Combine events into one task’ into one task button that

a Day Date Time Duration Work unit Job title Status ® | ] Employ
appears..
Fr 19.12.-20... 00:00-00:00 48:00 Bar Ona Waiter/Waitress (@) - - = = 8 -
O Su 21.12.2025 12:00-19:00 7:00 Bar Ona Waiter/Waitress @ 1 7 ‘ 2 8 -
1212.2025 -1212.2026 Search (ID, info) Search (work unit nam Saved selecti i
| v || Q || s ] 1 Q|| saved selections Sl Filter Sub-events %

Employee v Event type v Job title v Work unit v v
Py e %0 £ 1912.2025 @ 00:00 - 00:00 O Waiter/Waitress B Bar Ona

Show published only Show assigned only Show non-assigned only Include confirmed
|
Selected rows (2) Copy Combine events into one task s
!
O Day Date Time Duration Work unit Job title Status ® [ ] Employee m Edit
O Day Date Time Duration Work unit Job title
Fr 19.12.2025 12:00-18:00 6:00 Bar Ona Waiter/Waitress @ 0 1
O Fr 19.12.20.. 12:00-18:00 6:00 Bar Ona Waiter/Waitress s Y 0
Sa 20.12.2025 12:00-18:00 6:00 Bar Ona Waiter/Waitress @ 0 0
i | sa 20,12.20.. 12:00-18:00 6:00 Bar Ona Waiter/Waitress s Y 9

Tip! The order line is activated by clicking anywhere in the
line. Before performing the action, make sure you have the

27.10.2026 correct shift lines selected! eronQ
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SHIFTS COMMENTS

With the shift comments feature, different users can leave comments on shifts.

You can view the comments of the shift in the shift list view with the Show
comments line function found on the right side of the shift row. You can also
add a new comment via this function.

The comments are organized by timestamp. The comments of the workplace
and the Barona administrative user are displayed with different colored
backgrounds.

Customer = darker color and Barona = lighten color.
Add a new comment

1. Go to the Comments dialog via the Show comments function of the desired
shift line.

2. Select New comment.
3. Enter the desired comment in the field.

If there are comments on the shift, a check mark is always displayed above the
Show comments -button on the shift line. The red ball indicates an unread

comment.
27.10.2026

Internal

(- RN - ~H - IR - SR - )

Comments X
M 19.12.2025 @® 12:00 - 18:00 @ BarOna 6 Kaisa Kokki
Brita Barista 1212.2025 klo 14:50
Here is our number for Kaisa: 04578207800! :)
(+ New comment )
A Y
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CUSTOMER EXTRANET -
WORKSHIFT PLANNING

On the Workshift planning tab, you can view the shift status of work items in
the calendar view.

The shifts calendar offers a view of the shifts of the selected work unit. In the
Employees calendar, you can view by employee.

Through the tab, you can also print a shift list, either from the shift or
employee view.

You can filter the views using the filters on the tab:

Date
Work item
Pools

« Used if ajob pool has been defined for your job
Employees

« Used if there are employees in your job pool
Event types

27.10.2026

Internal

barona
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WORKSHIFT PLANNING -
CALENDAR VIEW

You can change the content of the calendars using filters.

6.1.2025-10.1.2025 v

JobTitle v Pools v Event types v Workunit o v Employees o v X Clear

You can print .
the Shlft IISt SHIFTS Events 3 kpl Hours 18 h Filled 33 % Filled 1/3 A
g;r;\li'cchk?n\gew —— P The counters in the
'Download w?;w\c}/w w@w xseijé Tu71. We 8.1. Thoa Fr10.1. Ca|endar8 pronde
printable shift e e ™ | | . information on the
st ‘ *— number of shifts,
EMPLOYEES Events 1 kpl Shifts 1 kpl Hours 8 h Violated worktimerules 0 ~ hours and shift
You can use the 'Show' (&) @) (@ Cioar T, e o1, The Feioa. occupancy.
button to view, for Barona Oona ek R | 2
example, only unfilled . SOoe >0
shifts.
The background color of the shift is white when there is no employee
assigned to the shift. The background color changes to dark when an
employee is assigned to a shift.
27.10.2026 barona
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CUSTOMER EXTRANET - EVENTS

Select the desired filters and click the Filter button. The system creates a list of
On the Shifts tab, you can filter filled shifts using the filters at the top. You can filter  ¢hifts sorted by date by default.

the display of shifts using the following filters: ) _
The contents of the list can be exported to Excel using the Excel button.

Time range, Employees, Event type, External employee, Job title, Project number,

Weekday, Work units and Fetch over 250 -button. From the Edit button, you can hide/show the desired column information.

X @ A& s5y6676itasasta -

= Tapahtumat

. - ' N

| 1212202 B | -| 1212.202¢ [ || Saved selections Nl Filter ( Excel v ) (QeECHEY
El Time range ~ Employee v Event type v External employee ~ Job title v Project number v Weekday ~ Work unit ~ 0 ~
= Fetch over 250
=

~
Unapproved Approved Processed Il m Edit
O Day Date Time Durati... B Work unit 2 Employee Tes Job title Confirmed Additional information

Tip! You don't have to make a selection for all filters. You can also search shifts using only

27.10.2026 date filters! barona

Internal
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ADDING A COMPLETED SHIFT

On the Work shifts tab, you can directly enter agreed work
shifts for the employees of the job pool, filter completed
work shifts and approve and edit completed work shifts.

You can browse shifts using the Unapproved, Approved,
Processed, All sub-tabs, depending on whether the shifts

have been approved or not.

You can enter the agreed work shift:

1. Click on the top bar Create new.

2. Fillin at least the fields marked with *.

3. Enter any additional information (only visible to
customers and Barona administrative users).

4. You can also accept the shift at the same time.

5. Click Save.

27.10.2026

Create event X

General *

Job title *
Event type * | ‘

‘ Shift ‘

Meal break

Work unit * | Automaattinen ruokatauko ‘

Employee * |

Meal start time

‘ ‘ Meal fee

| Default ‘

[[] Multiple days period

J . Additional information from approver
Paivamaara *

1 Whole day

Start time * End time * [l Approve

Over 24h event

Cancel Save & Create new @

barona

Internal
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APPROVING A COMPLETED SHIFT

Editing and approval of completed shifts is done from the Work Shifts tab. Mass approve of shifts:

Filter the shifts you want using the filters. 1. Select the shifts you want using the filters.

Accepting a single shift: 2. Select the shifts you want to accept on the left side of the line function.

1. Choose the shift you want using the filters. 3. Click the Approve button from the mass functions.

2. Click the Approve button in the row functions.

Selected rows (2)

Unapproved Tuloksia yhteensa 3 MM Edit
Day Date Time Durati... iig| Work unit - Employee Tes Job title Confirmed Additional information
We 17.9.2025 10:00 - 14:00 4:00 28962 Bar Ona 400324  Kaisa Kokki Mara Waiter/Waitress 16.09.2025 12:25:41 Vv
Sa 25.10.2025 8:00 - 16:00 8:00 28962 Bar Ona 400324  Kaisa Kokki Mara Waiter/Waitress 23.10.2025 15:56:23
27.10.2026 barona

Internal



25

EDITING A COMPLETED SHIFT

Editing and approval of completed shifts is done from the Work
Shifts tab. Filter the shifts you want using the filters.

Edit a single shift:
1. Choose the shift you want using the filters.
2. Click the Edit button in the row functions.

3. Make the desired edits or leave shift-specific additional
information from the approver.

4. Click Save.
Selected rows (2) Approve
Unapproved
Day Date Time Durati... [::3] Work unit
We 17.9.2025 10:00 - 14:00 4:00 28962 Bar Ona
Sa 25.10.2025 8:00 - 16:00 8:00 28962 Bar Ona
27.10.2026

Mass editing of shifts:

1. Select the shifts you want using the filters.

2. Select the shifts you want to edit on the left side of the row function.
3. Click the Edit button in the mass functions.

4. Edit the desired information and click Save.
5

The system announces: "Row edited”.

Tuloksia yhteensa 3 0D Edit
- Employee Tes Job title Confirmed Additional information
400324  Kaisa Kokki Mara Waiter/Waitress 16.09.2025 12:25:41 s, v
400324  Kaisa Kokki Mara Waiter/Waitress 23.10.2025 15:56:23 ﬂ v
barona

Internal



CANCELLATION OF SHIFT APPROVAL

If you make an incorrect shift approval:
1. Go to the Approved tab.

2. Find the shift you want to cancel
approval for.

3. Select the Cancel confirmation button
from the row functions.

4. The queue moves back to the
Unapproved tab.

5. You can edit and approve the shift
again.

27.10.2026

Selected rows (2) Cancel confirmation

Day

We

Sa

Approved
Date Time Durati... B
17.9.2025 10:00 - 14:00 4:00 28962
25.10.2025 8:00 - 16:00 8:00 28962

Internal

Work unit

Bar Ona

Bar Ona

Tuloksia yhteensd 2
-3 Employee

400324  Kaisa Kokki

400324  Kaisa Kokki

Tes

Mara

Mara

Job title

Waiter/Waitress

Waiter/Waitress

M Edit
Confirmed Additional infoermation

16.09.2025 12:25:41 S o

23.10.2025 15:56:23

barona
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CUSTOMER EXTRANET - TRANSACTIONS

The Transactions tab is visible to users with a higher Reporter role.

On the Transactions tab, you can filter shifts that have been implemented using the
filters at the top. You can filter the display of shifts using the following filters: Time
range, Employee, Job titles, Pay type, Project number, Weekday, Work unit. You
can get the lines you want in the list view by clicking the Filter button.

You can hide/show the desired column information from the Edit columns button. In
the rows, you can see, among other things, information about the shift, wage type,
invoicing price, invoicing factor and total invoicing.

At the bottom of the page you will see the total billing for the selected filters.

You can also export the data directly to Excel by clicking the Excel button on the
right.

27.10.2026

Internal

barona
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