Select-A-Shift

mySchedule

Select-A-Shift (Task 26.1)

Overview

For the weekly schedule you will need to create a report of available shifts for employees to
choose from as part of the Select-A-Shift process.

Process

All roles that are eligible for Select-A-Shift, whether manual or auto-scheduled will appear
in a report for employees to choose from. You will then take the employee chosen shifts
and move them into your weekly schedule

From the main screen:

1. Log in to the Scheduler. Weekly Job Planner

Reports

+ Forecasting
Parennnal
Scheduler
Time Off Requests

2. Go to the toolbar and select Filter. A selection
window will appear. lext Week 301 Grocery

Y

For working with Select-A-Schedule you can
view all schedules at the same time by choosing

“Select-A-Schedule” for Labor or you can choose Week Next Week
each job independently. e ]
clude & ]
In this example we will use the job of “Checker” Sort - e
H Filter -
for the Labor field. v o
3. Select “Next Week” or “Two Weeks Ahead” from 5
the drop-down for Week
Vieek M

4. Select “Checker” and “Checker SCO” for Labor

Labor |347 FE Service.Checker -
5. Select “Select-A-Schedule” for View

View Select a Schedule Ry

6. The view will change to the Time Sheet with a

few changes. You will see how the following Ll .
buttons function later in this job aid. m l |% ‘-ﬁ’ ==
A. Lock a shift )

B. Generate template shifts —-DO NOT USE-

C. Vacate template shifts

Continued on next page
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Select-A-Shift (continued)

7. Write the schedules for all departments that are Select-A-Schedule eligible in your
store.

*all other departments and jobs are not in the Select-A-Schedule process

|iE= Sat Sun | Mon Tue Ve
* Bailey Cheder SCO 0.00 0.00

Fri

1072072015

112015

Thu
2015

E@_um-ﬂ
Chaves Chedker 0.00 0.00 [1200p-730pll 5:302-3:15p

Q-.- Callopy Checker 0.00 0.00
B-c: Chadker 0.00 0.00 Unpaid Day Of
@1 creamer Chacket 0.00 0.00
@- ounn Chedher 0.00 000 430p-1 008
"' Fisher Checer 0.00 0.00
@ - rout Checker SCO 0.00 0.00
@ ¢ citin Checer 0.00 0.00 500
8 ¢ Hsicer Rizvi Checter 0.00 0.00
“ Himes Cheduer o.00 0.00 Unpaid Day OffiUnpaid Day OfFf Unpaid Day Off Unpaid Day Off
@ F Hurtsco Checar 0.00 000 4:00p-8:30p
@ - soen Checer 0.00 0.00
@ icic Checker 0.00 0.00
a P lafr Cherker fi A0 0 00 | nnain Dav OF

*Put in all schedules for manually scheduled and auto-schedule departments that
are eligible for Select-A-Schedule. (For Example: Produce, Courtesy Clerk, Checkers)

8. Manually scheduled shifts will show in italic and will be locked for Select-A-
Schedule.

e Non-italics is unlocked and eligible for Select-A-Shift. 6:30a-3:13p

9. To unlock or lock a shift, select the shift and then click on the Lock shift button

*You can unlock/lock multiple shifts at once by using the CTRL key

r==1
-Pld-%.%b ! | @p Y
‘ ‘ L + £l
Sat Mon
m Prlmaw abor EstTOR R m P
F Bailey, Lycea

SSMTWTFSﬁ‘Th&I&JIE

Chedker 5C
,lmm 100057000 _10:0070
Chavez, Mason Chedker 0.00 12:00p-7:30p

Continued on next page
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Select-A-Shift (continued)

10.You now need to print a copy of the report with oy

all the Select-A-Shift available shifts for oA
employees to choose from. Operations - Dept
Operations - Store

Under Dashboard select Reports Quarterly Planner

. . Target Hours Adj

Go to the toolbar and select Filter. A selection Target Wages Adj
window will appear. Unassigned Labor

Weekly Dept Planner

Weekhs Inh Planner

l Reports

Select “Next Week” or “Two Weeks Ahead” lextVleek 301 Grooery
from the drop-down for Week

Week MNext Week -

11.From the drop-down select Store Schedules

Audit Trail -

Store Schedules

Uperations History
Call Sheet

12.From the next drop-down select Dept Bidding
Schedule from the list.

487 Dot Com
Dep edule

=18 HiE

Dept Bidding Schedule

This report will show all shifts that are Dept Schedle_First Name
R DeptSch Total Hrs_First Name
available for employees to select from. DeptSch Total Hrs._Firstintial
Select A Schedule

Store Sch - Alpha_First Name
Store Sch-Alpha_First Initial
Store Schedule

13.Make the schedule available and communicate to employees the available shifts to
choose from.

Employees choose, by seniority, the shifts for the week.

14.0nce all shifts are chosen by employees, take Weekly Job Planner
the report with employee selections back to EiEpoits
. ~ Forecasting
work in mySchedule.

Scheduler

Go to Scheduler

Time Off Requests

Continued on next page
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Select-A-Shift (continued)

15.Vacate all unlocked shifts by clicking the
Vacate template shifts button

- |E| 5

-l |+ |

16.An alert message will pop-up. To continue, click Alert 1
OK. -

=
b, ppl the previouzly generated fixed shifts
will be cleared and re-generated,
*The OK button is currently difficult to see at the previously vacated dynamic shifts will be

bottom of the alert, but you can click on it. cleared and currently available dynamic
zhiftz will be vacated. Are you sure?

17.The Schedule Errors/Warnings message will 2 : =
Schedule Errors/Warnings
pop-up. The message warns that employee
- - Amey A\ Scheduled for 0.00 hours during week of 11/1/2015. Min Hrs per Week is 20.00.
hours have dropped to O_O Wh'Ch |S Correct Blea A\, Scheduled for 0.00 hours during week of 114172015, Min Hrs per Week is 20.00.
’ Brown A\ scheduled for 0.00 hours during week of 11/1/2015. Min Hrs per Week is 20.00.
1 1 1 Carpenter A\, Scheduled for 0.00 hours during week of 11/1/2015. Min Hrs per Week is 20.00.
since the shifts are moving to the Select-A-
- Desch A\ Scheduled for 0.00 hours during week of 11/1/2015. Min Hr: r Week is 20.00.
Shlft menu. Evans £k, Scheduled for 0.00 hours during week of 11//2015. Min Hrs per Week is 20.00.
Coufal A\, Scheduled for 0.00 hours during week of 11/1/2015. Min Hrs per Week is 20.00.
. . . Dawdy )’g, Scheduled for 0.00 hours during week of 11/1/20- k is 32.00.
CI k O d /S Ed | h DeLeon £\, Scheduled for 0.00 hours during wi K is 20,00
ick on Override/Save Edits to clear the = e @
Adams L Scheduled for 0.00 hours duri d r Week is 20.00.
message- Eliiott ﬁs:hedukd for 0.00 hours dus 5. Min Hrs r Week is 20.00.

18.All unlocked shifts are gone from the employee schedules and now show in the table
below.

*The shifts are listed in chronological order by day.

] B Sat Sun Mon Wed Thu Fri Sat
m Primary Labor EstTOR M5 111412015 1122015 13 111412015 14/5(2015 162015 172M5
Adams

Chedker 0.00 0.00
. F Adams, M Chedrer 0.00 0.00
. F Anna Chedker 0.00 0.00
. F Anthony Chedrer 0.00 0.00
.F Arney Chedker 0.00 0.00
.F Bles Chedrer 0.00 000
. F Brown Chedrer 0.00 0.00
. F Bruning Chedrer 0.00 0.00
. F Campbell Chedker 0.00 0.00
. F Carpenter Chedrer 0.00 0.00
- . - p— p—

E Pt o 112015 11m0s 1015 1158015 102015 1mas
247 FE Service.Chedier 6:308-3:15p 6:30a-8:30p | 6:302-10:30a 6:30s-6:30p 6:30s-3:30p 8:30a-2:30p 6:302-6:30p =
347 FE Service Cheder 6:308-3:30p 10:30s8-7:00p 10:30s8-7:30p 7:30s-12:15p 11:00s8-8:00p 9:30s-8:00p
347 FE Service Cheder 6:308-3:00p 11:15a6:15p 11:15a-8:00p 11:45a3-6:45p 2:00p-3:15p 10:158-5:15
347 FE Service. Cheder 8:00a-5:00p  2:30p-11:00p 2:00p-11:00p | 2:00p-11:00p | 3:30p-10:15p | 11:15a8:15p  10:1 5
247 FE Service. Chedker 9:00a-5:16p 4:00p-11:00p  2:16p8:46p  10:16a-2:1Ep
247 FE Service Chedker 1:15p-8:15p 4:00p-11:00p  11:18a-8:15p
347 FE Service Cheder 3:30p-11:00p 11:15a-4:00p
347 FE Service. Cheder 2:00p-2:00p
247 FE Service.Chedker 2:00p-8:45p  ~

Continued on next page
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Select-A-Shift (continued)

19.Assign shifts to employees by clicking on the shift below and dragging it to the
employee.

Shifts must remain in the same day they are created

(EX: Monday moves to an employee on Monday)

= = Sat Sun Mon Wed Thu Fri Sat
m Primary L-2bor ESLTOR 1112015 s 11572015 11/6/2015 17772015
F | Adams J

Checdker 0.00 0.00

. F Adams, M Chedker 0.00 0.00
F|Anna Chedker 0.00 0.00

. F | Anthony Checker 0.00 0.00

. F | Arney Checdker 0.00 0.00

.F Blea Chedker 0.00 0.00

.F Brown Chedker 0.00 0.00

. F Bruning Checker 0.00 0.00

. F Campbell Checdker 0.00 0.00

. F| Carpenter Checker 0.00 0.00

-l - B— —

Primary Labor " .SP.H qu ‘.‘“'r.ed Th.:"
2015 1H2MS 1472015 MiS2M5

347 FE Service.Checdker €:20a-3:15p €:208-10:20a | ©6:20a8-6:20p €:20a8-3:20p
247 FE Service.Chedier €:20a-2:30p F - 10:20a-7:20p 7:208-12:15p 11:008-8:00p 9:15a-4:15p 9:20a-6:00p
347 FE Service.Chedker 6:20a-2:00p 11:15a-8:15p 11:15a-8:00p 11:458-8:45p 2:00p-9:15p 10:00a-5:00p 10:15a-5:15p
347 FE Service.Chedier 8:00a-5:00p 2:30p-11:00p  2:00p-11:00p  2:00p-11:00p | 2:20p-10:15p | 11:15a-6:15p | 10:15a-5:15
347 FE Service.Chedker 2:00a-5:15p 4:00p-11:00p  2:15p-8:45p 10:15a-2:15p
347 FE Service.Chedier 1:15p-8:15p 4:00p-11:00p | 11:15a-6:15p
347 FE Service.Chedker 3:30p-11:00p 11:15a-4:00p
347 FE Service. Cheder 2:00p-9:00p
347 FE Service.Cheder 2:00p-8:45p -

20.Assign all employee shifts until all have been moved to employees.

An assigned shift will show as italic green on the employees schedule and as gray on
the available shifts menu.

~ Sat
m Priman (aker EELTOR 103172015 WW 1153
Adams &

Chedeer 27.00 0.00 6:305-8:30p

. F | Adams, M Chedker 28.75 0.00

. F Anna Chedker 26.50 0.00

. F Anthony Cheoker 28.00 0.00

. F Amey Checker 2775 0.00 J I

. F Blea Checker 22.50 0.00 11:153-6:15p

. F Brown Chedeer 21.00 0.00 6.30=

@ - Bruning Chedier 2375 0.00 10:305-7-00p 2.00p-5.15p
@ r compbenl Chedker 26.50 0.00 3:30p-11:00p 2:00p-11:00p

@ r carpenter Chedver 21.00 0.00 2:30p-11:00p

1

]
Pri Lab Tue Wed Thu Fri Sat
Iyl Sy 11325 42015 1 15 1 5 1 5

347 FE Service Chedker
247 FE Service Chedier
347 FE Service Chedker
247 FE Service Chedier
347 FE Service Chedker
247 FE Serice Chedier
347 FE Service Chedker
247 FE Serice Chedier
347 FE Service Chedker

Continued on next page
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Select-A-Shift (continued)

21.1f you accidently assign a shift to the incorrect employee you can simply click on the
shift and press delete on the keyboard and then click on Save. The shift will return to

the list of available shifts. - I
m i
F Adams Checeer 27.00 0.00

| oo |zl om

F Anna Checker 26.50 0.00

F|Anthony Checker 28.00 0.00
. F Amey Checker 27.75 0.00
. F|Blea Chedker 22.50 0.00
. F Brown Chedker 21.00 0.00
. F Bruning Checker 23.75 0.00
. F Campbell Chedeer 26.50 0.00
. F | Carpenter Chedeer 21.00 0.00
. . =

m

S - PP

347 FE Service Chedker 6:30s-3:15p
247 FE Sesvice.Chedker g 0o
347 FE Service Chedker
247 FE Service Chedier
347 FE Service Chedker
247 FE Service Chedier
347 FE Service Chedker
247 FE Serice Chedier
347 FE Service Chedker

The Select-A-Shift process is COMPLETE!

REMINDER: DO NOT CLICK THE “VACATE TEMPLATE SHIFTS” BUTTON AGAIN OR
YOU WILL LOSE ALL OF YOUR WORK!
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