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Run Auto Schedule (Task 22)

Overview

Auto Schedule takes everyone who is currently available to work, looks at their available
schedules/restrictions and schedules shifts based on workload throughout all departments
in the store.

Process
This job aid will show the process of running the Auto Schedule.
From the main screen:

1. Click Scheduler tab.
Reporis
* Forecasfing
Personnel
Scheduler
Time Off Requests

2. Choose the Filter icon. A selection window
will appear.

3. Select the correct Week (Next Week) from
the drop down menu.

- 3,
4. Leave the Labor field blank. By leaving this Week [1ext Week v 9
field blank, the default labor is set to Store. Labor '_I
ey

— Sort |
Labor T Filter |
|

View Default v 0K
Note: If there is a department on this field,
click on the drop down menu and use the e

eraser icon to delete the field.

5. Click OK.
Ok

6. Click the Run Schedule icon. A selection

window will appear. -pld- % :r:-i @ %
P o

Continued on next page
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Run Auto Schedule (continued)
7. Confirm the Schedule week (Next

week) then select Pilot on the Use _

auto schedule rule field by using the

%
drop down menu. r Schedule week [11/212014 ] 0
Use auto schedule rule | Pilot r

OK Cancel

8. Click OK. The Scheduler will begin
to process. When it is complete, the _
screen will return to the Scheduler Run Scheduler

tab. Schedule week 111212014
Use auto schedule rule ’Pilati'

OK

Scheduling...

The scheduler grid will show auto-scheduled shifts. You will now be able to assess the metrics
and optimization data for your schedule.
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Sat Sun Mon Toe Wed Fri
201 1212012 12018 1018 1572012 12018
@ F Ozwalo, Clara 0.00 0.00 i
@ F Graysen, Richard 2400 .00 8:00s-11:458 8:15a-5:45p  5:00p-10:00p  B:00a-1:45p
@ F Cringle, Kristine 40,00 0.00 |\8i00e 3000 8:452.5:45p 700s-4:00p | 6:00a-3:00p | 11:00s3:00p 8:00a-5:00p
@ F shelington, Jack 0.00 0.00
@ * mencosa, Josefina 2400 .00 2:15p-7:45p 4:45p-8:45p | 3:15p-7:30p | 4:45p-12.00a 5:15p-9:15p
@ r Morales, Elaine 40.00 0.00 400a-1:00p 400s-1:00p  400a-1:00p  400a-1:00p  4:00a-1:00p 4:008-1:00p
@7 siott, Anjela 40.00 0.00 6:002-3:00p 7:00a4:00p | 7:00a-4:00p | 7:00a~4:00p = 7:00a-4:00p | 7:00a~4:00p
@ v smitn, Jack 18.00 0.00 12:00p-9:00p | 4:00p-5:00p 4:00p-8:00p
@ P Baker, Monique 0.00 0.00 11:00-8:00p -
Total sat11i1 Sun 1172 Mon 113 Tue 1114 Wed 1175 Thu 1178 Fri 1117 sat11ig
Tarnat Hours 4 552,00 f1575 AR 25 #5075 585 25 £86 75 04 50 95 25 f8s 25
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