Create Department Manager Access
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Create Department Manager Access
Overview

Department Managers have access to the mySchedule system, however a store

administrator must assign the departments that will be available for each Department
Manager.

Process

Store administrators must assign department access to Department Managers so that they
can complete the entry of schedules into mySchedule. Store Administrators can provide
full department and/or individual job access on mySchedule

From the main screen:

By default Department Managers do not have any jobs assigned so they cannot see or
enter any schedules. The default view will be blank.

1. At the very left of the menu select the Gear button . ep—
(Settings).

~ Dashboard
Reports

Settings ‘orecasting
Personnel
Scheduler
Time Off Requests

2. Select Configuration. ® IS Scheduler

Settings

v Configurations

3. Select Security. ® i Scheduler

Settings

4 Configurations
Security

4. Select Users. A Tl i

Scttings

= Lol i

Sacurty

Continued on next page
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Create Department Manager Access (continued)

5. A list of the available users in your store
will display.

Usert

Select the Employee you are updating by
double-clicking.

HHATAQO - Hatah, Hamani

6. You can now see the jobs assigned to the
employee, which will default with
Unassigned.NoLabor.

Click on the job field to add a new one

The Select Labor menu will pop-up.

7. Select Unassigned.NoLabor by clicking 2] Select Labor,
on it.
V] %] DhassianedNGE..
8. Click on the Eraser icon to delete it. 9
~ 347 Juice Bar
v 347 FE Admin A
¥ 347 FE Service
v 349 Indirect
¥ 352 Training
v 487 Dot Com
4 Unassigned
v
Unassigned

9. Select a Department to add all the jobs in || g
that department to the employee.
Example: GM/HBC

311 GMHBC @ & [311 GMHBC

303 Liquor.Liquor Clerk

10.Select a Job under a department to add e a i )
just that job to the employee. ~ 309 Dei 9
Example: Liquor Clerk d oo
**Note: You can only add up to 5 departments sl g
and jobs to an employee or assign All or blank.* + 329 Produce v + 309 Deii M

Continued on next page
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Create Department Manager Access (continued)

11.The departments and jobs you selected will »
now show in the employee’s Deptlob field and | e s o rsovsom o veiosi e
these will be the jobs they can see in their
account and schedule. @

12.Confirm the departments and jobs are correct then select Save from the toolbar.
= R N
E Users @

User Select I

AAATAQO - Aatah, Aamani
|

Location DeptJob ‘

BBATAQO - Batah, Bamani Level 1.SafewayAlbertsons.Retail. East. Division. Division.Dist. Dist. Store 311 GMHBC.303 Liquor Liquor Clerk
CCATAOQ0 - Catah, Camani - - — - - _— —
DDATAQO - Datah, Damani

EEATAQO - Eatah, Eamani

F  Famani
GGATAOO Ga\ah Gamanl

The Department Manager’s page will now show the assigned Depts/Jobs in their
mySchedule account.
a]o—‘%‘x‘[;j‘ ‘ || s sMTWTF sPS

2a 1230a 1a 130a 2a 230a 3a 330a 4a 430a Sa S530a 6Ba 630a 7a 730a Ba 830a Sa 930
e ot e it | P o e R
0000 0 00000000000

Scheduled ) 0 0 00000 000G GO0 D000 1 14 4 4 1411 11111
Target IEEE 373331 111 222 28 811111810 18 21 21 21 21 21 25 25
Over/Under IRE K 333 19 1122228 8 8 20 20/ 20/ 20 20 24

<

Sat Sun Mon Tue Wed Thu Fri Sat
e U EER 1142015 11512015 111672015 1H712015 111872015 111972015 117202015 112172015
# Rogersmith, Adam Checker 16.00 0.00 800s-1:00p | ©:00s-3:15p 830a-1:150
F Wiiamsen, Brantiey GMHSC Mansger 4000 000 110057300 | 6:00a-230p = 1:300-10:00p  11:00s-7:30p | 11:30s-800p |7
. Stevens, Quinesh 40,00 000 600a-230p  600a-2300 600a-230p  600a-230p £00s-2300  £:003-2:30p
# Maghed, Poleksh 30.50 000 10:00s-2000 | 5:000-10:30p 1:30p-10:000 | 2:000-10:00p
00p-1
5:00p-10:30p v
' Tanaka, Chauncey Checker 15.00 000 4:000-8:00p 2:00p-8:00p 1:300-7:300
Total sat 11114 Sun 1145  Mon11M6  Tue11M7  Wed 1148  Thu11MS F
Target Hours 289275 380.75 38925 38225 388.25 375.25 39725
Sch Direct Hours 24325 16.00 575 2050 26.75 4475 .75
Service Efficiency 1 [ 13 18 1" 2 2
Sch Indirect Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Sch PTO Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Hours Utilization ] 4 s 3 7 12 2
Sch Direct Wages. $3,411.99 5240.08 $470.25 $343.92 $409.06 $640.85 $488.80
Target Wages 1,280.62 197.51 121.39 13390 201.77 19451 21980
>

13.Anytime the Department Manager selects the
Filter icon in the system they will see the
options for the Departments/Jobs assigned

to them.
v

**Note: If and when an employee is promoted to
a role that receives total store access, the RSN g
assigned labor will remain. The employee will be

Week Next Week (v

Labor

Exclude Secondary

Sort R S T —

Filter

=1 | [ [

View

Liquor Clerk
16.00 0.4
4 311 GMHBC

able to adjust their own security settings and will x| w0 S
need to set it to [ALL] in order to see all S — OMHBC Manager
schedules or they will only see what was assigned e —
previously. **
Total
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