
Shiftconnector® 

Administrator  

Training



Timetable

User management 30 minutes
▪ create user

▪ password reset

Master data 30 minutes
▪ functional locations

Break 20 minutes

Fields and forms 90 minutes
▪ add fields
▪ forms

▪ categories

Lunchbreak 60 minutes

Manage locks 15 minutes

Organizational register (permissions) 60 minutes

Break 20 minutes

Adjust list templates 20 minutes
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Training concepts

1. The configuration will be explained by the consultants

2. You will solve sample problems independently

3. The solutions will be discussed together
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Use case of this event

After the training, you will be able to handle the most common 

configuration changes
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Advantages of the new admin interface

- Restructuring of configuration items

- Multiple front-end improvements

- More user-friendly

- Faster and more agile

- Adobe flash has been replaced by HTML5
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Administration layout
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General information for configuration changes

Some configuration changes are only visible after a complete

Shiftconnector logout and login procedure
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A new employee joins the company. You want to give 

them access to Shiftconnector®.

What needs to be done?
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User management



Create new user

Configuration→ User Accounts → → fill in user information (red fields are

mandatory!) 
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+ Create new user



Assign permission

→ Choose Tenant & Group assignment
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Assign user to team (1st possibility)

→ Select team assignment
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Assign user to team (2nd possibility)

Configuration→ User Accounts → Teams → or select existing team→ search
and assign user
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+ Create a new team



Exercise 1a (Basic)
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From: laura.blindhammer@company.com

To: admin@company.com

Subject: New employee in maintenance department

Dear Admin-Team,

We are welcoming a new employee in the maintenance department next month. 
His name is Michael Weiss. Could you please create a new account for him?
He should receive the same permissions as Connor Avery. 

Thank you
Laura Blindhammer

mailto:laura.blindhammer@company.com


Solution Exercise 1a

15

Search for
„Connor“

Select the 
person

Check which access 
permissions he has and in 

which group he is



Solution Exercise 1a
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Enter name 
and password

Selection of 
access rights

Selection of the 
shift in which the 
employee works



Exercise 1b (Expert)
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From: daniel.miller@company.com

To: admin@company.com

Subject: personnel structure adjustment

Hello Admin-Team,

Daniel Stone is leaving the company. Please delete his account. 
For her replacement, Emily Coleman will switch to her shift.
A new employee named Paul Jarvis will join Shift B.
He should receive the same permissions as Daniel Stone. 
Could you please adjust the requested changes?

Best regards
Daniel Miller

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 1b
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Search for „Daniel 
Stone“

Select the person Set status to 
“inactive”



A user forgot his password and cannot login to

Shiftconnector® anymore.

What actions are needed that he can login again?
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User management



Change password
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Configuration → Users → User Accounts → select user→ enter new password→ make sure 
the checkbox User must change password is active

21

1

2



Exercise 2a (Basic)
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From: Joseph.stark@company.com

To: admin@company.com

Subject: No access to Shiftconnector

Good morning Admin-Team,

I entered my password wrong several times. It looks my account is blocked.
Could you please check and reactivate it?

Best regards
Joseph Stark

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 2a
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Filter by blocked users

Select the 
person

Changing the 
status to “active”



Exercise 2b (Expert)
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From: Thompson.ryan@company.com

To: admin@company.com

Subject: Password reset

Admin-Team,

I forgot my password. 
Please reset it. 

mailto:michelle.foerster@company.com
mailto:admin@company.com


Solution Exercise 2b
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Search for
„Thompson“

Select the 
person

Enter a new password 
and check “User must 

change password"



There is a new functional location in your company. 

You want to add it into Shiftconnector®

How?
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Master data



Create functional location
Master data → Functional Locations→ → fill in details
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+ Create new functional location



Exercise 3a (Basic)
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From: Mason.martin@company.com

To: admin@company.com

Subject: missing Tank 6772

Dear Admin-Team,

I am not able to find Tank 6772 within Shiftconnector.io
Could you please add this tank to “Plant A” below L2?
Please see my screenshot below.

With kind regards
Mason Martin

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 3a
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You have to click on the plus at 
L2 to add a technical space 

underneath.



Solution Exercise 3a
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Exercise 3b (Expert)
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From: Aiden.rodriguez@company.com

To: admin@company.com

Subject: New fire alert system

Dear Admin-Team,

We received a brand new fire alert system. 
Could you please add it as a new superior item 
at the funclocs?

With kind regards
Aiden Rodriguez

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 3b
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Solution Exercise 3b
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▪ To make a sub-item of fire alarm system there must be pressed on the pulse behind it



You need a new form with new fields.

How do you proceed?
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Fields and forms



Create new fields
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Fields and Forms → Field Library →

→ Fill in mandatory fields

+ Create new business field



Create new form

35

Fields and Forms→ Copy default form (all mandatory fields already included)



Adjust forms
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Rename form→ search field library

1

1 2

2



Adjust forms
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▪ Use Drag & Drop to change the position of an added field

▪ To change the size of the field, simply drag the lower right corner



Exercise 4a (Basic)
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From: laura Blindhammer@company.com

To: admin@company.com

Subject: Filling quantity and tank

Hi Admin-Team,

We need a new decimal field at the shift handover where we can fill in the filling quantity in kg.
In addition we need a combobox where we can select the tank that was filled from.
Please only show “T.6788”, “T.5788” and “T.4788” in the list.

Thank you
Laura Blindhammer

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 4a
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Select the field type 
and enter the name

Enter maximum 
number if a limit is 

required



Solution Exercise 4a
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Select the field type 
and enter the name

Press the pencil to 
create a selection 

list



Solution Exercise 4a
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Press to create 
a new list

Give list a 
name

Add lines to 
the list

Enter what to 
select from the 

list



Solution Exercise 4a
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Select the new 
list.



Solution Exercise 4a
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Select the 
handover form

Add the two new 
fields



Solution Exercise 4a
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There you can 
see the two new 

fields



Exercise 4b (Expert)
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From: laura Blindhammer@company.com

To: admin@company.com

Subject: SHE-Event adjustment

Hello Admin-Team,

we would like to adjust the SHE-Form as follows:
- Mandatory TreeSelect “Incident” (unsafe behavior, unsafe condition, security policy breach)
- Mandatory TreeSelect “type of threat” (thermal, mechanical, organic, electricity, work at high ground, other)
- person in charge (list all user) -> mandatory
- Description
- possible reason (if known)
- Improvement proposal (if known)

Best regards
Laura Blindhammer

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 4b
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Give list a 
name

Enter what to 
select from the 

list

Add lines to 
the list

Press to create 
a new list



Solution Exercise 4b
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Give list a 
name

Enter what to 
select from the 

list

Add lines to 
the list

Press to create 
a new list



Solution Exercise 4b
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Select the field type 
and enter the name

Set it as “is 
mandatory”



Solution Exercise 4b
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Select the field type 
and enter the name



Solution Exercise 4b

50

Copy a default form so 
that important fields are 

already on it



Solution Exercise 4b
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Rename Form 
Template

Add fields



Solution Exercise 4b
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Change form for SHE 
category from 

“default” to “SHE”



Solution Exercise 4b
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New form template



One of your employees would like to have a new 

category at his workstation. The recent created 

form should be assigned to this category.How do 

you proceed?
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Fields and forms



Create category and assign form
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Fields and Forms→ Categories→ select type(Event, Task, Directive) 

→ → name category and assign form+ Create new categroy

1

1

2

2



Exercise 5a (Basic)
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From: dennis.bruemmerhoff@company.com

To: admin@company.com

Subject: New category “Fire Alert System”

Hi Admin-Team,

Could you please add a new category “Fire Alert System” for events?
Please use the same fields from “info” category.

Thank you for your support
Dennis Brümmerhoff

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 5a
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Add new 
category

Name how the 
category 

should be 
displayed

Select the right 
form template

Add shift books in 
which this 

category should be 
visible



Exercise 5b (Expert)
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From: dennis.bruemmerhoff@company.com

To: admin@company.com

Subject: New category “work instruction”

Hi Admin-Team,

We need our “work instructions” in a separate category.
The form should look like “Default”
At work instructions please mark “Description”, “Signature” and “Attachment” as mandatory.

Thanks
Dennis Brümmerhoff

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 5b
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Add new 
category

Switching from 
“events” to 
“directives”

Name how the 
category should 

be displayed

Select the right 
form template

Indicate that for this 
category the “attachment” is 

mandatory



Solution Exercise 5b
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Indicate that for this 
category the “signatures” is 

mandatory.

Add shift books in 
which this category 
should be visible.



A user has locked a dataset.

How do you proceed?
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Manage locks



Delete locks

User → Manage Locks→ delete lock
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Exercise 6a (Basic)
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From: dennis.bruemmerhoff@company.com

To: admin@company.com

Subject: HELP!!!!!!

Admin-Team,

An Event in Line 1 is locked since a long time by Emma Anderson

Please unlock!

Dennis Bruemmerhoff

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 6a
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Delete 
the lock



Exercise 6b (Expert)
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From: andreas.eschbach@company.com

To: admin@company.com

Subject: Global permissions cannot be adjusted

Hello Admin-Team,

When I try to adjust the global permissions within the organizational register I always receive the message.

Ms. Baker is not available right now. 
Could someone please unlock it?

With kind regards
Andreas Eschbach

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 6b
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Delete 
the lock



One of your departments needs a new structure item for 

Line 5

How do you proceed?
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Organizational Register



Create structure item
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Organizational register → Structure

▪ Create new structure item

▪ Clone existing structure item

Important: is a structure item cloned, 

all the configuration will be duplicated too

1

2

1

2



Create new tab
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Create tab (Event, Task or Instruction) under the new created structure item 2

2

1

1



Create shiftbook
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Create a shiftbook for tab Events



Adjust permissions
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Select workspace or tab      Assign groups ( only appears in edit mode) 

Adjust access permissions

1 2

3

1
2

3



Assign teams to workspaces

Organizational Register→ Teams → Select workspace→ assign teams
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1

1 2

2



Assign functional locations to workspaces
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Organizational Register → Functional Locations→ select workspace→ assign functional location 
to workspace

1

1

2

2



Assign categories to workspaces
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Organizational Regsiter → Categories → select tab→ assign categorie to tab

→ select categories that should be available→ select default category

1

1

2

2

3

3

4

4



You want to adjust the List Templates to show all 

fields within the overview.

How is that possible?
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List Templates



Adjust list templates

Organizational Register → List Template → select tab

→ → edit list template→ select default template per tab
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+ Create new list template

1

2 3

1
2

3



Create column layout

Create new layout definition→ +add column→ adjust width

→ Adjust position by Drag & Drop
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2

1

2

1



Create column layout
→ + Add filter

→ Search for filter
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Exercise 7a (Basic)
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From: melanie.bendel@company.com

To: admin@company.com

Subject: New line 5

Hi Admin,

We need within the navigation an additional Line 5. This line has to be almost identical to all other lines

Differences are:
- Instructions are not needed
- at events only the “Info” category is needed
- The functional location “Fire Alert System” should be set as default

All the best
Melanie

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 7a
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Copy an existing structure 
item so that all important 

settings are correct



Solution Exercise 7a
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Rename the 
structural element 

and its shift book to 
"Line 5

Remove hack if there 
does not have to be a 

line above the structure 
item



Solution Exercise 7a
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New shift book in 
the right place



Solution Exercise 7a
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Set instructions to 
inactive so that they 

are not displayed.



Solution Exercise 7a
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Select the categories 
that should be 
available there

Check Default, since only 
one category should be 

available anyway



Solution Exercise 7a
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Select the functional 
locations as favourites so 

that only these are 
displayed



Exercise 7b (Basic)
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From: melanie.bendel@company.com

To: admin@company.com

Subject: RE: new Line 5

Hi Admin,

Thank you for adding the Line 5. Unfortunately we do not see 
any high priority events in our morning meeting.

Could you please take care?

Thank you
Melanie

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 7b
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Add line 5 to the 
main filter



Solution Exercise 7b

88

The same also for the 
tasks and 

instructions



Exercise 7c (Expert)
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From: melanie.bendel@company.com

To: admin@company.com

Subject: Seperat structure item “Maintenance”

Hi Admin,

Our maintenance team needs a navigation item separately.
In this item, all Tasks should be displayed first. Secondly the event tab.
Additionally we need a task category for maintenance. 
A maintenance task should be creatable from all lines. 
Within the maintenance structure item, all the tasks should be summarized and then processed.

Thanks
Melanie

mailto:laura.blindhammer@company.com
mailto:admin@company.com


Solution Exercise 7c
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Copy an existing 
structure item so that all 

important settings are 
correct



Solution Exercise 7c
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Renaming the structure 
item to "Maintenance”



Solution Exercise 7c
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Changing tasks and 
instructions

Set instructions to 
inactive so that they 

are not displayed



Solution Exercise 7c
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New shift book in 
the right place



Solution Exercise 7c
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Enter what the category is called 
and which form this category 

should use.

Select that this category 
should be visible in all 

lines.



Solution Exercise 7c
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Change from "Yes" to "No"



Solution Exercise 7c
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Create new filters



Solution Exercise 7c
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Solution Exercise 7c

98

Create a new task filter with 
all lines selected



Solution Exercise 7c
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Selection of the newly 
created main filter and 

an overview layout

Hack at "Shiftbook
grouping by default" so 

that by default it is 
grouped by shift book

Select "Open" 
as default so 
that all open 
are displayed



Solution Exercise 7c
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▪ The same as was done before for tasks, is now also done for 
instructions



Additional information
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Additional information

Shiftconnector.io  Helpcenter: 
https://eschbach.zendesk.com

Here you can find a summary of configuration examples and guides.

Please send an informal email to support@eschbach.com to request your account. You should have the 
following information ready:

▪ Shiftconnector URL

▪ Company & plant
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https://eschbach.zendesk.com/
mailto:support@eschbach.com


Helpcenter

▪ Open your Browser

▪ Go to this page: https://eschbach.zendesk.com/hc/en-us/
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https://eschbach.zendesk.com/hc/en-us/


Helpcenter – No Account exist

▪ Click on „Sign up“

▪ Now enter your first, last name

and your e-mail
log in again

104



Helpcenter – No Account exist

▪ Afterwards you will receive a welcome e-mail

▪ There you have to confirm your e-mail and set a password

▪ You can then log in to the Helpcenter with your e-mail and your password
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Additional information

Contact to the vendor:

eschbach GmbH 

D-79713 Bad Säckingen

Phone: +49-7761-55959-0  info@eschbach.com

www.shiftconnector.com
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mailto:info@eschbach.com
http://www.shiftconnector.com/

