
Making a Manual Adjustment
(while the day is open and

the tip distribution rules are working in the background)
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1. Log on to your Account

• Go to the GratShare Portal: www.gratshare.com and log on to your account using your credentials

2. Click on the Calendar and pick the day you want to make a manual adjustment to

3. Click on the Shift you want to make a manual adjustment to
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http://www.gratshare.com/


4. Click on “Shift Adjustment”
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5. From here, you will be able to edit any information related to an employee’s 
shift, position, time, sales, tips…

• Please keep in mind that your tip distribution rules are still working in the background. 
Once you save any changes related to tips, our system will recalculate distribution based on your rules.

• Please know that greyed out boxes are auto-calculated by our system.  You are not able to edit those.
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6. Once you have made the required adjustments, click on “Save”

• Please know that it is mandatory to leave a “Note” of at least 10 characters.  All activities on your account 
are recorded.
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