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Moves 
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Objective 

To move an employee into the appropriate seat on the roster. 

Procedure 

Log into Workforce Telestaff and go to the Roster. 
 

 
 
Change the roster date if working with a day other than the current date. 
 

 
 
You can also change your roster view in order to focus on a certain area. 
 

 
 
Or, you can use the locate people in order to find a certain employee. 
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You would then use the search bar that appears to type the employee’s name. 
 

 
 
Click the employee’s name on the roster and drag to the appropriate seat. Nothing needs to be done on 
the screen that appears. Click Save. 
 

 
 
The employee has now been moved from the pool into the appropriate seat. 
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If the employee is working a shift that they are not assigned to, you will need to mark their shift in the 
pool as moved. 
 

 


