Schedule Views & Layouts

Features & Functions by Schedule View
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Daily View X X X X X
Weekly View X 1-4 wks |1-4 wks X X
Multiple Weekly View X
Monthly View X X
Add Shifts X X X X X X X X X
Edit (& Assign) Shifts X X X X X X X X X
DRAG & DROP Shifts (& UNDO) X
QUICK EDIT & Add Shifts X
View Time Off on Schedule X
Edit Multiple Shifts X
Put Multiple Shifts Into Categories X
Prevent page refreshing X X X
Delete Shifts by Clicking Shift X X
Delete Multiple Shifts X
Unassign Shifts by Clicking Shift X X X X X X X X
Unassign Multiple Shifts X
Shifts display by Category Name X X
Sort Shifts by Column X X
. Weekly-
Sort/ Group View by Category Monthly X
Search for Shifts X
Filter View by Category X X
Filter View by Position X X X X X X X
Filter to show Autofilled, X X
Unassigned, & Preplaced Shifts
Save Template X X X X X X X X
. . Daily-
Import (Unpublished views) X Weekly X X X X X X
Daily-
Export X Weekly X X X X X X
. . Daily-
Unpublish / Publish X Weekly X X X X X X
Print X X X X X X X X X X
Daily-
Add Weekly Notes X Weekly X X X X X
Employee Phone # on Schedule Daily
Unassigned shifts on Schedule X X X X X X X
See which employees have X X
viewed/confirmed schedule
Print Individual Employee's
Weekly Schedules (Individual X
Monthly use Employee Details
Schedule tab)
See employee preferences x
superimposed on shifts
Controls How Employees' X N X
Everyone's Schedule displays
Analyze Shifts - show conflicts X X
Show Shift Descriptions X X X X X X X




Many features/functions can be controlled using the "Change Layout" link in the upper left of each schedule
view.
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View One or More Locations

If you have created Location-Specific Position names you can group each location's positions for quick viewing.
This adds Group names to the top of the Positions dropdown menu and allows you to filter your view to display
only those positions in each group. Each Position can be included in any number of Position Groups. You can
create any number of Position Groups - to show for example all cashiers at all locations or all cashiers at a
number of locations etc.

To create a Location Position Group:
From any Schedule View
e In the Positions Dropdown choose Select/Group Positions to open the Select Positions window

Fe Select Positions to Display/Group
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Check off the Positions you want to be included in this group

Type in the name of the group (Ex. Location name)

Click the Display Button

the window will close and the schedule display will change to only include shifts for that group of
positions

The Positions dropdown will now include your new Position Group at the top which can be quickly accessed on
all schedules and the Employee list.

Unpublished Schedule

All Categories j Pus'rtiuns.:|-HaspitaI ﬂ

All Positions -
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Week of Jun 11,2007 BEA» | ——

Select! Group Positions
her Employes or day. T

e | Jun-13-Wed | Jun-14-Thu JU”-“*HospitaI-Cashier
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Change Layout - Fonts, Name Order etc.

Most Schedule section pages have a Change Layout link in the upper left. Depending on the view,
you can change various layout options for that display page and printout. Some of the options include
or omit information, change font sizes, change the way employee names appear (first, last), set
operating hours to show etc. Be sure to explore all of the Layout options using the Change Layout
links. The selected layout settings will remain active for you in the future for each view until you
change them again.

Aug 10, 2006 Sample Pharmacy
0{-3Tom Unpublished Schedule
Sehedule View Configure "By Employee” <
Schediie Yew |
Screen View B 5 »

how: I Description |~ Position [ Category

B"‘”"' ™ Hide workers with no shifts
¥ Show approved time off on the schedule bun14 T
TR ™ Show "OFF™ on days with no shifts or time off
9 ¥ Show unassigned shifts on the schedule
John Aaron [ Show worker's total hours
[ Show worker's phone number
Blam - 5:34
Aaron Abson | | ¥ Show the date header once
v
Dean Almanad ¥ Show emplc.:}fee n?me l_:m the left (enables Drag & Drop) Bpm - S
¥ Use the Quick Shift Edit box

Ron Amo Mame Display: First Last *i
Amy Cabillo Font Size: Small - Sam - 6pi

Printout
Caron Chamod lapoue I¢ Dascrintion 2 _Dosition L2 Catacon:
9am - 5pm 9am - 5pm 9:30am - 5§

June Clemson

The Calendar Monthly view "Change Layout" link also allows you to change the beginning display day
for that view



Configure “Manthly"”
Sehedule View

Sereen Wiew
W Show shifl tedt

¥ Hide Pasilions with no shifl
Name Display. | Last First 7|
Font Size: m

Printout

¥ Show shift ted
¥ Hide Positions with no shifts

™ Hide unassigned shifis

Mame Display: I Last First =
Font Size: ISmaIE 'l

Update Display |

Note: The SETTINGS page allows you to change the day that displays first on all weekly displays.
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Change the Schedule Start Day

You can change the day that all your weekly schedules
begin on (and which daily tab appears on the left of the
schedule views) by using the SETTINGS page. Please note
that if you have already created schedules for a number of
weeks and published them then changing the schedule start
day can push certain unpublished days to a published week
or published days into a unpublished week. E-malil

notifications

change the schedule start day.

NOTE: Our system assumes you will choose
your schedule start day during your trial period.
After your trial period you will not see the
"Change Start Day" link on your Settings
page. Please use the contact link at the bottom
of your account and let us know the day you
want to change to and the reason for changing
and we will be happy to change the start day for
you.

are NOT sent out to employees when you

The Calendar Monthly view start day can be changed independently using the "Change Layout" link to display
beginning with a different day (Example, you can change the view to start with Sunday so that looks like a
standard calendar).

To change the start day of all your scheduling weeks:
From any page

Mar 11, 2007 Sample Pharmac\; I.Mﬂlﬂl Support

-, SIG N-OUT
S0 SETTINGS

e In the top menu click SETTINGS to go to the Settings page

VTR T U OME SCHEDULES EMPLOYEES TRADES TIME-OFF MESSAGING BULLETINS REPORTS OM NmnI[LF
[

s

COMPANY INFORMATION Change the Day of the Week
Account # 247117 Currant Total your Schedules Start On
Company Name: |Semple Pharmacy || Centain schedule views' display start day can be changed using the
Address 123 Main St “Change Layout® link in the upper left of the achedule.
T | Hote: Changing the seffing betow is global and changes all weeky
City State Zip: | Anytown | | witws. Changing your schedule start day may result in cerlain days
i A ligh lish k. E-mail natificati

Phone: 800 555-5555 peing moved 1o 8 published or unpublished week E-mail notificalions

YOUR INFORMATION
E-Mail & Text Message: (See My Not

SCHEDULE SETTINGS,
Schedule START DAY: Monday  Chck Here to Ch

SEND NOTIFICATIONS when Publish or Unpublish schedules: & Yes O No
COMPANY LOGO

are nat zent out to employees when you change the schedule start

Time fone: GMT-8 Pactic US day.

Adjust for Daylight Savings Time: @1 Change oy Schedule Start dav o

] 3. I

| Submit Change |\L
1.

ot
(e Tl peocbRS S0 THGE B B MIfuRks
Spending 0n Row MaTy REhenus 00 cumently Fau)

" yram) b

First Name: | John

ID & Password: Change 1D or Passwor

L I urs

Related Topics:

e Scroll down to "Schedules Start On" and click the "Click Here to Change" link (Don't see the
link? - See highlighted note above.)

e Choose your new start day

e Click the Submit Change button only once

e Note: the process can take a few minutes depending on how many schedules you have already
created.



Filter the Schedule View/Printout

All Schedule Views and the Employee list can be filtered to display only certain Positions, groups of Positions
(locations), Categories, groups of Categories etc.

Filtering the Schedule View not only changes the display and printout but also changes what is affected when
you perform functions such as Import, AutoFill, Clear/Delete, Save Template etc.

Filtering is done using the dropdown boxes in the upper right of the Schedule view pages.

|

THZHTS
07.450m

Cehedule View: | By Employes -

e Categories - use of categories is optional - if you have created Categories and set shifts to be in
those categories you can choose any one or group of categories to be displayed. If you choose a
Category and then a Position the view will be limited to only those shifts in both that category and
that position.

e Positions - choose which position you want to be displayed on the screen or Select/Group

Positions to show groups of positions at once.
e Include - this dropdown appears on the Sortable List and Multi-Shift Edit Views and allows you

to show
e All Shifts
e only Unassigned Shifts
e only Preplaced Shifts
e only AutoFilled Shifts
Bzdpm Unpublished Schedule =
chedule View:
SortablaList - Categary: |All Categones ;] Pasitions |A!I Paosiions _1']

hme alf request

[import | Search | Autorl | ClesDelsie | Sove Temploie | Print | Pubish | Eport |

o Week of Jun 11, 2007 \%' »>

T o | wea [ | in | sac | osun [T

Monday - Jun 11, 2007
Ghenge Lpvout  Deiels Sewcied Shifly Sef Seiecles Shifts o Unassigned nciuffe: | All Shifis =
L_ .ﬂ'ﬁal‘rﬂﬂ Shifts Click on column Btles 1o sori by that column. 'Windicates current sorf column. ¥ e UI‘IBES-I;ﬂBd
Position Time ¥ Duration  Worker Cateqory ;;.;.Iel:lfél‘l:e‘;:;
r Hospda-Casher Sam-12Zpm 0 Dean Almanson

To filter a Schedule View:

From any Schedule View
e In the Positions and/or Category dropdown choose the Position/Category that you want to display



02:18pm

Echedule View:

By Employes =

i alf fagquiat

Category: |All Categories

Unpublished Schedule

g snts | import | searcn |_vtora

< vwook of Jun 11, 2001 ol

- . DRAG & DROP shifts to move them to another Emplayes or day
[ ad ebyaa) Drop shif! on another shft to swap. More

=3
1
=|  Positiond | All Positions
All Positions
Add [ Edit Positions
Select| Group Positions
-‘Hospital
UHEJ_S;?EIW

Cashiers both locations

Jun-11 - Mon Jun-12 - Tue | Jun-13 - Wed | Jun-14 - Tha Jun-15 Phatm both locatisns
(Unassigned | [ | 1 1 Y=
shifts)
Jahn Aaron 12pm | Hospital- Pham. Assitaint
Lo - . N i i i
Aargn Abson S?ji.;pmm. 3;& | Sam - Gpm |12pm - Epm

e The view will change to only include those shifts (the dropdown will be highlighted to remind you

that you are filtered.

0Z-18pm

Schedule View:
By Employee -

1 timee off request

Categony: |.|5.II Categones j

Unpublished Schedule

[

=L Veek of Jun 11, 2007 %ﬁ >

I DRAG & DROP shifts to mowve them o another Empioyee or day.
e T T Orop shif? on another shif 1o swap. More.

F'EIEIi[iEIﬂEI.'l HospitakCashiar j

[import | Search | Autoft | Closrdeiste | Swve Termote—] it | Pobizn | s

shasgi

T DI'-IE | Drop F Rafrais aftes sach

|

I

You also can use the Search button on any weekly Schedule View - which allows you
to set different options and then show a list of shifts that match.

Related Topics:
e Searching for Shifts

e Filtering to Show Preplaced Employees
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Filter to Show Preplaced Employees

You can quickly find which shifts you preplaced employees manually into by using the “Include” dropdown menu
on the Sortable List and Multi-Shift Edit Views.

To Filter a Schedule to only show any Preplaced (manually assigned) Employees:

From any Schedule View
e in the Schedule View dropdown choose Sortable List or Multi-Shift Edit

o On either of those schedule views use the Include dropdown to choose Preplaced Shifts
TR T TR TS T IO IS TATWITH m—
0853 Unpublished Schedule

|E-::hedulﬁ Wiew: | Sorable List | Categary. |MICuiegu:|ries E| F"usitinns:|.-"—‘d|PDsi1iDﬂS E|

]
| Addshifts | import | Search | Autofill | ClearMeiete |  SaveTemplste | Print | Publish | Export |
K Week of Jun 25, 2007 %ﬁ@ »>

o) W)

Monday - Jun 2%, 2007
Changs Lawoud  Delele Selected Shifls Sel Selected Shitts 1o Unassigned clude: [ All Shifls [:

Analyze Shifts I Click on eolumn Hles 1o sorl by st column. Windicales eurrent 2o celuma,

Position Time ¥ Duration ~ Worker Category
[7] Hozpita-Cazhier Sam-12pm 30
| M1 Snre-Casmedis Snm-Anm EQl

Note: if you have made any changes to a shift after AutoFilling the employee for that shift will appear as
Preplaced (even though they might have been AutoFilled). Any change to the shift after AutoFilling will change

it to Preplaced.

Related Topics:

e Filtering the Schedule View/Printout
WhenToWork.com Online Scheduling



Show Holidays - Days Closed

WhenToWork does not currently allow for setting specific dates as holidays but you can create a Position called
"Holiday" or "Closed" and then create one shift for that position on your day off. This can act as a reminder that
no one should be scheduled that day. Since you will not allow any employees to work this position no one will be
assigned to the shift when you use AutoFill.

You also can create a holiday day "template” with one "shift" that can be imported into your holidays.

Note if you Import a template or previous week into a week and want to remove the shifts for one day you can
use the Clear/Delete function.

Related Topics:
Importing Shifts for Week or Day
Creating Schedule Templates
Importing one Position or Category
Clearing Workers & Deleting Shifts
Saving / Naming Schedules
Deleting Saved Schedules
Filtering the Schedule View/Printout
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Standard & Special Schedule Views

Standard Schedule Views 04:04pm Unpublisl
e Calendar - Daily, Weekly and Monthly

Tabs - similar to a calendar or planner layout
e By Position - Daily and Weekly Tabs - Schedule View |B'5" Employee j Category: | All Catego
Lists shifts by Position. Shows total shifts and | time off request
hours for each Position LULET il By Position m
e Graphical - Daily and Weekly Tabs - By Employee
Shows shifts in a graphical format similar to a Category Chart A Week of
spreadsheet. Layout can be changed to only  OIin-OutChart hdve them to another Employe]
show certain time period - show by employee = Sortable List Fko =wap. More....
or postition. - -
e Category Chart - most useful if you use g:‘;éﬁgglfd” f| Jun-12-Tue | Jun-13
g:gt:gones, providing a compressed chart for {u"a“'gnhvailability

periods between 1 week and a month Shifts) i
e In-Out - similar to Category Chart but —mrmmﬁ?s=

shows the time first shift starts and time last
shift ends for the day

Special Schedule Views
e By Employee - Default "working" view. Lists employees down the left. Shows their schedule for the
week and if the week is published shows icons for each employee if they have viewed, received and
confirmed receipt of the schedule Allows for dragging and dropping shifts and quick editing (the Quick
Edit window also allows you to change the shift's Position. You can also Ctrl Drag/Drop to quickly make
copies of shifts.
e Availability - Daily - Graphically displays all employees - the shifts they are working overlaid on their
work time preferences and shows time off and the counts for coverage and availability. Layout can be
changed to only show a certain time period - specific time periods can be saved for quick viewing later.
e Sortable List - Daily and Weekly Tabs - List of Shifts can be sorted by any column. Also allows for
deleting and unassigning multiple shifts. Can be filtered to show only Unassigned Shifts, Auto-Filled Shifts
or Preplaced Shifts. Also used to Analyze Shifts to check for any conflicts.
e Multi-Shift Edit - Daily and Weekly Tabs - (List of Shifts can be sorted by any column). Allows editing
of multiple shifts at one time. Can be filtered to show only Unassigned Shifts, Auto-Filled Shifts or
Preplaced Shifts
e Statistics - shows at a glance statistics about the weekly schedules. On published weeks this view
shows whether or not employees have viewed or confirmed receipt of that schedule.

Any Schedule View can be filtered to only show certain Positions, Position Groups, Categories etc.

Related Topics:
Changing the Schedule View
Chart of Functions in each View
Multi-Shift Edit Schedule View
Sortable List Schedule View
Availability - Coverage Schedule View
Statistics Schedule View
Filtering the Schedule View/Printout
WhenToWork.com Online Scheduling



Multi-Shift Edit Schedule View

Multi-Shift Edit - Daily or Weekly tabs to view one day or entire week of shifts. List of Shifts can be sorted by any

column. Allows editing of multiple shifts at one time. Can be filtered to show only Unassigned Shifts, Auto-Filled
Shifts or Preplaced Shifts

D4:12pm Unpublished Schadute

cregub view: | MUSHRED [ pmurmmgenn Cottseny: [All Categonies =] Postions: |l Positians =]

Autofill CloarDoleie Save Template Prind Publizh | Expon
o Veek of Jun 11, 2007 % >

| on [ _Tue | _Wed [ Tha [ i | sat [ sn IS
Save Changas To DELETE rutipn Bty o e Soai LS Ve nclude: | All Shifts i

Click o jlles 10 500 by that column,  Windicales current $o0r colurmn,
Pasition Dary Woarker Timmay ¥ Duration Color Category  Descriplion

Dizan

Hospital-Cashier  Mon gt8 [zam [12pm o acfcater =|[nane ]|
Hospflal-Cashier  Tue Eilean Poslen [Sam [12prm [30  ac|Catar  =|[nene =]
Hospital-Cashies  Wed Lauren Denson [3am [12pm [30 aef[Cater  *|[nane ]|

This Multi-Shift edit view is sorted by Time (as indicated by the down arrow) to change the list to be sorted by
another column click that column name (ex. click Worker)

Make changes to shifts and click the Save Changes button

Related Topics:
e Editing Multiple Shifts at Once
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Sortable List Schedule View - ANALYZE Shifts

The Sortable List Schedule View (1.) is useful when you want to sort the list of shifts for one day or week. The
list of Shifts can be sorted by any column. Also allows for deleting (3.) and unassigning (4.) multiple shifts. Can

be filtered to show only Unassigned Shifts, Auto-Filled Shifts or Preplaced Shifts (2.)

When viewing shifts in the future the Sortable List view also includes a special Analyze Shifts button that allows
you to see if any of the shifts conflict with maximums set for that employee, their "like and dislike" work times,
"cannot work" times or minimum time off between shifts etc. It is recommended that you Analyze Shifts before
publishing to check for any conflicts due to last minute changes to employee preferences or constsraints.

1, 0s34em Unpublished Schedule

€ Week of Jun 11, 2007 B>

Echedule View: | Sonable List :]' i.'..me-un:r:.':l.ﬁ.llﬁategﬂries | P:lsﬂans:l.ﬂxllpositiuns =

iR =]
[ sns | mport | Sesreh | Autori | Ciearbeiete | — saie Tempiate | prnt | Pubtn | oxport|
TR e [ wes [ ] i | s | s JEE

3. 4 Monday - Jun 14, 2007 2
.
| 5ot Secten Shits to Unassiones | mcugd | All Shits ]
. : All Shifts
alyze Shifts Click on column fities to ot by that colummn, Wincicates current sort column, [ © .
——! IUnassigned
Time ¥ Duration Vorker wteqory | [AutoFilled
[T HesptakCashier am.12am 3.0 Dean Amanson Preplaced A
=]
[T Store-Cosmetics Sam-Ipm B0 Laura Kacen e W
[~ Store-Prarmacist Sam-3pm 5.0 Sean Hewlard
[~ Store-Cashier Sam-5pm g0 Donna Verena -drawer 1
[ P "

To Use the Sortable List Schedule View
From any Schedule View

If the schedule is published then the affected employees are automatically sent notification messages unless

In the Schedule View dropdown choose Sortable List
You may sort by any column on this page
Prefs - (if you have used Analyze Shifts and see the prefs listed)
Position
Day
Time
Duration
Worker
e Description
Changing the Include dropdown allows you to filter the view and show:
e All shifts
e only Unassigned shifts
e only Preplaced shifts
e only AutoFilled shifts
Checking the box next to shifts will allow you to:
e Delete multiple shifts
e Unassign multiple shifts
Click the Delete Selected Shifts or Unassign Multiple Shifts link
The schedule will be updated

you uncheck that setting before deleting or unassigning the shifts.

Analyze Shifts (5.) - (for shifts in the future only) click the button to see how your assigned shifts match up with

the assigned employees' preferences and many other constraints:

“:__:I prefer |:__:| prefer & IIII overlaps cannot [Jl4=pf N0 min time

‘ overlapping



dislike work between shifts shifts

Tl no ~ | dislike Bl over max shifts [l over max hours ﬁ conflicts with
[—— pref [——:I for day for day vacation

Using the Clear/Delete button
You also can delete shifts for certain Positions, Categories and Groups or Delete an entire schedule by filtering

on a position or category first, then using the Clear/Delete Function on Unpublished Schedule Views.

Related Topics:

e Clearing Work Assignments - Deleting Shifts
WhenToWork.com Online Scheduling



Availability - Coverage Schedule View

The Availability - Coverage View (1.) allows a quick spreadsheet type overview of all employees, listed by
Position - when they are working superimposed on a grid that includes their work time preferences and time off.
You can change the range of hours that display (2.) (and even save different ranges) to make it look less busy.

To View Availability - Coverage
From any weekly Schedule View
e Inthe Schedule dropdown choose Availability (1.)

0S:54pm Availability/Coverage Unpublished Schedule

chadule View: [Availabiity =]

Calegary: | All Categones 7| Pastians: | All Positions

| tmport | Search [ Autofill | Cleariclete |  SaveTemplate | Print | Publish | Export |
o Week of Jun 11, 2007 %@h

QO tve [ wed | thu [ Fi | sat | sun-

2, | Display Time: |.|°-.I| Dray

\!'

o] 3.

Yaongay - Jun 11, 2007

| preferstowork | dislikes working time ol working wc-rhln Select Times

i = clpan hours
Cashier Le |12 | 1202 ﬂnﬂ (B Fq -
e = NIRRT TRTRTTARTY T
saronabson | © Store- H&-‘emnﬁ

Dean Almanson | 26.7 J- [ |11
Ay Cabdo 1 Hoszpital- F'harm .ﬁ.Etl"‘ﬁﬁ!

e | 1 | T 1T T T T

June Clersan B Store-Floor . : - -
Richard Camgter] 12 || | | ] [1] 1] |
Lauren Donson Store- casmetnc-

i | ANNN ENNN NN ENNE ENNN AREN | -

Select a Different Time Period to Display

On the Availability Schedule View

¢ In the Display Time dropdown in the upper right choose Select Times (2.)

07:00nm

T RS

Scheduls View:! A\"allahllll:" vl EHEQUW!I.ﬂJlCElégUnES
Add Shifts | Import | Search | AutoFil ClearDelete Save Template | Print | Publish | Export

Availability/Coverage Unpublished Schedule

=1

x| Postons: | All Posilions

=

Select Time Period to Display
- StartTime |Gam (0600) |
el End Time |10pm (2200) =]

Hosp —

Cash Optional: Name and =save this time dizplay.

Jokin &

Aaron Name|Open Hours|

Coean

Ay i

= Display

Jusne ¢

Exizting Time Displays i

Ao []
r._..'! S mapnes olore-Cosmetics

) A

- [ TIN T

Store-Cashier -

e Choose the Start and End times for this display
e If you would like to save this time period as a shortcut, type in a name
e Click Display

If you saved the display time period it will now show in the Display Time dropdown for quick access.



Availability/Coverage Unpublished Schedule

Category: |AII Categories ﬂ Pus'rtiuns:|AII Positions j

[ Autofiil | Clearibelete | Save Tempiate | Print | Publish | Export |
{Weekouunﬂ,zmr%@}
|_rue | wea | | Fn | Sat | s |
Display Time]| Open Hours = |
W Al Day

time off working WOTK

Monday - Jun 11, 2007

ikes working

9 10 11

Use the "Change Layout" link (3.) to include:
e Totals for each position showing how many employees are working for each 15 minute time
increment
e Totals for each position showing how many employees are available
e The number of hours each employee has left before reaching their set maximum hours per
week

Configure "Availability"
Schedule View

Screen View

<]

Show Shift Descriptionz

<]

Show Shift Descriptions For Other Positions

<]

Show Availability Counts

Show Worker Counts

1 71

Only Show Those Werking The Position

Name Dizplay: |First Last =
Font Size: |SmE|I| -

Printout
Click here for help with printing COLORS

<]

Show Shift Descriptions
Show Shift Descriptions For Other Positions
Show Availability Counts

Show Worker Counts

171 717

Only Show Those Werking The Position

Name Digplay: |First Last -
Font Size: |Large &

Update Display |

Related Topics:
e Finding Replacements - Who's Available?
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Statistics Schedule View

The Statistics Schedule View shows at a glance various statistics about the weekly schedule and each
employee who is working. This view can be filtered by Positions and Categories to give specific stats for
particular Jobs or Locations. On published weeks this view shows whether or not employees have viewed or
confirmed receipt of that schedule. To view statistics for a date range see Custom Reports.

When viewing current or future weeks you will see an Analyze Shifts button which you can click to go to the
Sortable list view to see how each shift lines up with the assigned employee preferences, maximums, time off,
minimum time off between shifts etc.

TEIEEm PFoaEhed Schedule Siats

E=3
chedule View: | Statstics E| Category: | Al Calegories | Pestins: | All Posilions
T
[ Addshitts | Seach | SweTemplate | Prnt | UnPublish | Export |
- Week of Jun 4, 2007 "%?]l-
Crang Laoes
Shifts Summary Employees Scheduled This Weak
ey SUREGSEL | RSO | ARG ot 15 Working Tolal Wiewad Pay | Apprax
ne == o i - Emplayees Shifis | Hours| Schedule | Rate | Cost*
Monday [ 18 128.00) 1351 ohn A p 2400 e lE] oo 132
Tuasday 0 20 | 13000 1a3p Tt : :
Wadnesday 0 30 | 13330| 1say| |ETemAbsOn s oo el 77s| 232
Thursday 0 20 | 13300 1sg3| (DeenAmansen | 5 |3430 €1 || 377
Friday 0 20 13300 1731 Ran drna 2 16.00 ‘E] 11.75 188
Salurday 0 17 ans0 1275 Any Saballo 4 35.00 Tr5 | 2
Sunday 1 ] 58,50 G671 Caron Chamos 3 18.00 ] 4000 THE)
Total 1 121 81530 4008 June Clemson 3 qoso| we[E]| asa| 188
= Richard Complen | 5 3300 (8] |1100| 382
_____ fick bo analyze each [
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This view shows:

e Shift Summary with
e Total shifts (assigned and unassigned) for each day and the total for the week
e Total hours assigned for each day and the total for the week
e Optional - total approximate cost for each day and for the week (add this using the
Change Layout link)

e Employees Summary with
e each working employee's total number of shifts and hours for that week
e Optional - pay rate and total cost for each employee (payrate times hours worked)

To access the Statistics View for a Week:

From any Schedule View:
e In the Schedule View dropdown choose Statistics
e The Statistics view can be filtered to only show statistics for certain Positions, Position Groups,
Categories, Category Groups etc.

Setting whether the Pay Rate & Cost information displays on the Statistics View:
On the Statistics Schedule View page
e Click the Change Layout link in the upper left of the page



ild2am

Unpublished Schedule Stats
Schedule View - | Statistics 7| 3t ctrrequests CAtEGORY | All Categories _=| Positions:| All Positions Ea
Search _|_autoFim | Clearmeleto Save Temniate | print | Pubish | Export |
Configure "5Stats" E »
 ange & _“‘”—h’ Schedule View
Efﬁ Screen View Summary
Cisk ot day | Unassgsl i v
v [ " orking | Tatal | Pay | Apprax
e Sriftg Show Pay Rate and Cost $|_1_Ins Hours| Rate | Cost*
’T“‘mdd-"“.-’ ;_ Printout 2 |1200 775 @3
Lescry 5 (3800 11.00| 418
= | ™ Show Pay Rate and Cost : : :
Wednesday) 3 i . 3 |zoooliirs| 23
Thursday 2 Update Display 4 300 775! 279
Friday 2] 3 |18.00 40.00| 720
Saturday 2 T GE i Bl 5 2150 es0| 193
Sunday 2 & | 5550 895 |Richard Complon | & 36,00 11.00| 385
Total 15 109 |764.30 9327 Lauren Donson 2 1300 695 an

e Check (uncheck) the box next to Show Pay Rate and Cost for the display and/or the Printout
e Click the Update Display button

Statistics can also be printed and exported for a specific date range (Custom Reports) using the Reports
section.

Related Topics:
e Standard Printouts
e Custom Reports - Specific Date Ranges
e Exporting Data
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Compressed Schedule Chart (Category Chart)

Some companies like to create a compressed chart of their schedule.

If the shifts are not marked as being in any category they show as "ON" if the employee is working that day. If

the shift the employee is working is defined as being in a category it will appear with that category abbreviation.
This can be useful if you have fixed time shifts and you want to categorize them as morning, evening, night - or

you can make them be location related etc.
10 11 12113 14 15 16 17 18 191201 21 22 23
Th Fr |Sa]Su] Mo Tu | We | Th Fr |Sa]Su] Mo Tu | We
Abson, Aaron WWE MIGHT] WWE MIGHT]
Almanson, Dean O oM | OM | O | ON O | ON | On
Arno, Ron oM | ON Or oM | OM | O Or Or
Cabillo, Amy oM oM oM oM
Chamos, Caron oM or ] ON oM
Compton, Richard or | ON WEl OM | ON | OM | ON | ON WE] OM | ON | OR
IDonson, Lauren oM oM
|Ga||ertun, Donna oM WEIWE MIGHT] oM WEIWE MIGHT]
The Category Chart can be set to display 1, 2, 3, 4 weeks or one month.
10:47am Schedule
Em@uumvmw:[ﬂamgnry Chartj Category, [All Ca c;z:ﬁ:ﬁ;&:‘:‘:— | -
P UL F iy, Parine % Wegka Time Period. | 2 Weeks = |
3 1 3 5 E. W Show times and descriptien as fiy-over hints 15 |16
o Tu We Th W Hide Employees with no shifts Sa |Su
iarﬂn. ‘;'“h" Mame Display. [Last First = = LP
bson, Aaron HIGHT W
Almanson, Dean oM | on | on O | FantSize: [Medium M
Ao, Ron QM HIGHT | 7]
Cabillo, Amy o oN i L E WE |LP
Chamos, Caran ON_|_on_| f |¥ HdeEmplomeswithnoshits
Clemson, June oM oM Mame Display: [Last First =

Two week Category Chart with some shifts in categories (WE and NIGHT)

Related Topics:
Why Use Shift Categories?
Adding New Category Definitions
Existing Shifts - Assigning Categories

Adding New Shifts is Easy Using Shift Categories

Using Categories to Selectively AutoFill*
Coloring Individual or Groups of Shifts
Setting a Category Default Shift Color
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View / Print Individual Monthly Schedules

Employees can log in and view their own schedules online - this ensures the employee is always viewing their

most

current schedule. In some cases you may want to print a monthly schedule for one employee. This can

be done from that employee's Employee Details window.

Also note that you can print individual WEEKLY schedules for all employees an one time from the By Employee

Schedule View using the Change Layout Link to choose that print option.

To print an Individual Employee's Monthly Schedule:

From

any page:

Click EMPLOYEES in the top menu to go to the Employee List (1.)
Click the Employee name to open the Employee Details window. (2.)
Click the Schedules-Preferences tab (3.)

Click the View MONTHLY Schedule link in the upper left (4.)
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TRADES TIME-OFF MESSAGING BULLETINS REPORTS ON HOW

Sample Pharmacy

Dec 19, 2006
L3FTEf Employees
1 pending time off req Sign-lodosi ol
Add New Employee John Aaron ned »
E-MAIL Sigin-Ir
Salact Columng to Wiew 3- Print Sigri-r]
Send ' [ Schedules - Preferenc i, ‘| Time Off |
Message =
ey MORTHL Y Schedule Email this Schedule &EDIT This Es
=) - A Week of Jun 4,2007 B »
al || Mon - Jun-4 | Tue - Jun-5  Wed - Jun-6 | Thu - Jun-7 | Fri-Jun-8 | Sat-Jun-8 |Swm
s Ron Ao Bpin - 9pm | 9am - 12pm 95:?3?'" " 12pm - Gpm
%, Amy Cabil Stare-Post | Hospital- 'sm::!] Hospital-
%, Caron Cha Ctiice Cashier Receiving Cashier
=1 \ June Clem
\, Richard Coj | Y¥orking 21.0 hours je] Click to print 3

You can use the "Click to Print Schedule" link at the bottom of that window for a printer friendly version

of that display.



John Aaron  west »
E-MAIL Sign-In Instructions
Print Sign-In Instructions
[ Schedules - Preferences ] Time Off |
Wienn VUEEKLY Schetule & Preferences \ EDIT Thiz Employes
« June 2007Ed »
Sunday Monday Tuesilay Wednesday Thursday Friday Saturday
1 2
Hogpidal-Cashier
12pm - fpm
3 4 5 B T B 9
Hogpital-Cashier Store-Fost Office | Hospital-Caghier | Store-Receiving | Hospdal-Cashier
12pm - Gpm - LP Spm - Spm - Jam - 12pm  B30am - B30pm| 12pm - épm
MIGHT
10 11 12 13 14 15 16
Hospdal-Cashier
12pm - 6pm
17 18 19 20 21 22 23
Store-Cosmetics | Store-Cashier |Store-Post Office
11am - S5pm - LP fB:35am - 5:30pm| S5pm - 9pm -
MIGHT
24 25 26 27 28 29 30
Hozpital-Cashier
12pm - 6pm - LP
Click to print schedule

Related Topics:
Why Use Shift Categories?
Adding New Category Definitions
Existing Shifts - Assigning Categories
Adding New Shifts is Easy Using Shift Categories
Using Categories to Selectively AutoFill*
Coloring Individual or Groups of Shifts
Setting a Category Default Shift Color
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