Two Ways to Create a New Schedule

Once you have entered your first schedule it is easy to create new schedules using the Import
function. Import any previous week "as is" by choosing a date or Import a saved template by choosing a
template name.

You can Import clearing the work assignments (and then use AutoFill to get the best assignments for the
new week based on the employee work time preferences), or you can Import and leave the assignments
the same.

To assign shifts BASED ON EMPLOYEE WORK TIME

PREFERENCES so that you can automatically create shift DIFFERENT assignments
assignments based on when employees are available and prefer each week
to work: based on preferences

1. Navigate to the new week

2. Import the previous week's schedule or saved template (clearing the work
assignments)

3. AutoFill to get the best assignments based on employee work time preferences,
granted time off and any other constraints you have set

4. Publish the schedule to automatically email it to employees and make it available to
them online, and allow them to trade shifts if you have set that on your
Settings>Employee Permissions

OR if you prefer to create your schedules BASED ON )
KEEPING THESE CURRENT ASSIGNMENTS EACH WEEK you = CONSISTENT assignments
can do the following instead:
each week
1. Navigate to the new week
2. Import the previous week's schedule leaving the assignments (if an assignment
conflicts with granted time off it will be set to unassigned) or you can Import a saved
Template which could contain all your basic shifts with no one having time off etc.
3. AutoFill to assign any open shifts if needed, or you can always click a shift and see a
list of who is available and you can choose a worker and click Save
4. (Optional) - ANALYZE Shifts to see how the assignments compare to employee work
time preferences and other constraints such as maximum hours/shift per day/week and
make any adjustments to the shifts as needed.
5. Publish the schedule to email it to employees and make it available to them online. and
allow them to trade shifts if you have set that on your Settings>Employee Permissions

Note that for AutoFill to work properly you will need to review the AutoFill Maximums on the Employee
List Grid and make any necessary changes in their max hours/shifts per day/week. The default is set to
40 hours.

The ANALYZE function can be used at any time to check how the shift assignments compare to the the
current work time preferences, so you can use the second approach above of keeping the assignments
intact and then use Analyze to check for any conflicts.

Related Topics:
Importing Shifts for a Week
Importing Only Certain Positions or Categories
Clearing Work Assignments
Saving / Naming Schedules & Shifts (Templates)
Tracking Schedule Changes - Import, AutoFill, Publish
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Send Schedule Reminders to Employees

You can send reminders to Employees - which will send an email only to those who are scheduled for the

date range chosen. It will send them a list of their upcoming shifts along with your optional message. On
the List Employees page check off the Employees to include overall (usually all), then choose the date
range for the shifts to include. Reminders will be sent out only to the checked off Employees who have
shifts during that date range.

To Send Schedule Reminders
From any page

¢ Inthe top menu hover over EMPLOYEES and choose List Employees

. Optional - filter the view to just Display one position or group (1.)

Check off the Employees to include, or click the top checkbox to choose all (2.)
Click the Schedule Reminder link to open the Send Schedule Reminders window (3.)
Choose a predefined date range or the begin and end dates

Optional - add a subject line for the emails

Optional - add a comment to be included in the reminder email

Click the Send Reminders button

o
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You will see a confirmation of all the emails sent out. Schedule Reminder automatically omits any
Employee who does not have a shift during that Date Range.

Related Topics:
Editing Employee Details
Should | Let Employees Sign In?
Each Employee has a sign-in ID
Sending Employees Sign In Instructions
Optional Tradeboard
Enter E-Mails for Automatic Forwarding

Controlling what Employees View/Do
WhenToHelp.com Online Scheduling
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Print Schedules

You can print a schedule from any schedule view using the "Print" button. Use the "Change Layout"
link before printing to set up how your printout will look on each schedule view. Note that you can control
the page margins, landscape printing, header/footer and many other functions under your browser menu
File>Page Setup. Set your browser options and your Change Layout options first, then click the Print
button.

The By Employee schedule view also allows you to print individual weekly schedules for all Employees
on separate pages by choosing that option in the Change Layout window:
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To print one individual Employee's weekly or monthly schedules use that Employee's details page
(Schedules/Preferences tab):

http://when2work.com/helpw2w/h-print-export.htm
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We recommend Exporting your schedules to your computer as a backup - either by using the Export
button on any schedule view or by using the Reports section where you can specify a date range to

include in the export. You also can print your schedule to a pdf file for reference if you like. You can

export to many different file formats for use with other programs.

The Reports section also allows you to Export other information such as time off and information for a
designated date range.

Related Topics:
¢ Standard Printouts
¢ Custom Reports - Date Ranges
¢ Problems - Page Breaks, Colors
<

Exporting Data
WhenToWork.com Online Scheduling
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Schedules Sent to Employees Via Email

Automatic emailing of schedules and changes:

Your account is defaulted to automatically send Employees an email of their schedule when you Publish
a schedule week that they are working one or more shifts and when any of their published shifts change.

Your Settings>Info page controls whether notices are sent when you publish a schedule week.
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and on the Employees>Natification Grid you can see whether each employee is set to have their
schedule forwarded to email or notice of publishing sent to their text address.

http://when2work.com/helpw2w/h-send-schedules.htm
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Tracking who was sent a schedule email:
After publishing you can track who has been sent an email and who has confirmed receipt of that
schedule email on the By Employee or Statistics schedule view.
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Manually sending an Employee their schedule:

You can send an individual Employee their schedule via email from their Employee Details page. Note
that sending the schedule this way does NOT allow you to track their status on the By Employee
schedule view.

http://when2work.com/helpw2w/h-send-schedules.htm
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Emailing Schedule Reminders::

You can send reminders from the Employees List page to one or more employees who are working

during a defined date range. Note that sending reminders does NOT affect the status icons on the By

Employee schedule view.
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Related Topics: ;
Finding an Employee's ID & Password
Each Employee has a sign-in ID

¢ Sending Employees Sign In Instructions
WhenToWork.com Online Scheduling
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Make Schedule Changes (after Publishing)

On a Published schedule you also can make changes to any shifts. Managers (with permission) can
add, edit, unassign or delete shifts in the same manner as on an Unpublished schedule week (see
Making Schedule Changes) Normally when you make changes to a published schedule the affected
Employees (who have chosen that notification option) are automatically sent a notification of the
changes with a link to confirm receipt. You can use the "Send Notices" checkbox to prevent these
notices from being sent out either in the Change Shift window or at the top of the By Employee, Sortable
List and Multi-Shift Edit views).

Note: a log of all changes to a shift in the last 45 days can be viewed by clicking the Shift History link
after clicking a shift.

By Employee View - Changes can quickly be made on the By Employee schedule view using the Drag
& Drop and Quick Shift EDIT/ADD functions. You can use the checkbox at the top of that view to turn
on/off notifications when changes are made.
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To prevent notices from going out when you make changes to a single shift on a Published week:
On any Published weekly Schedule View:

. Click on the shift to open the Shift Change window

. Uncheck the box next to "Send Notices To Affected Employees”

. Make the changes to the shift

. Click Save Changes

OR to change a number of shifts at one time and NOT send out notifications:

On any Published Schedule View
< Inthe Schedule View dropdown choose Multi-Shift Edit (you can click a day tab to see
one day or the WEEKLY tab to view shifts for the whole week)

http://when2work.com/helpw2w/h-make-changes-pub.htm



. Make the changes to shifts (the changed rows will appear green)
< Uncheck the "Send Notices To Affected Employees" box
. Click the Save Changes button

HOME EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS ONNOW  SETTINGS HELP  SKGN OUT
Sample Pharmacy
Published Schedule

chaedule Wiew: Mult-Shit Edit - Caieg-::ry Al Categonies - Pasitions: AIIP-:Ismuns

[ ove Tompiate | prin | Unpubisn Expor

« Week nTJuIE.ZﬂIG%g >

hon | Toe Y wea T a1 fn | sat | s (T

| SaveChanges | ¥ISend a notification for each shift changelre DELETE multinle shifs use the Sotable __Includg

Liw Wiaw

Paosition Day Worker Time » Duration Celor Category Description
Hospital-Cashier  Mon John Aaron Sam 12pm 30 ac black ~ nong o«
Hospital-Cashier Tue Eileen Posten Sam 12pm 30 ze Color ~ nong -
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Related Topics:

Unpublishing

SO S SR T )

Editing Multiple Shifts at Once
Adding Shifts to a Schedule

Enter E-Mails for Automatic Forwarding

Tracking Changes to Shifts - Shift Histor
WhenToWork.com Online Scheduling
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Publish Your Schedule

Once your schedule is finished and you want to make it viewable by
your employees when they log in you can click to Publish it.
Publishing affects shifts for ALL POSITIONS.

Don't see the Publish button
on your UnPublished Weekly
schedules?

-Some multi-week schedule
When you Publish a schedule, your Employees will then be able to views do not have a Publish

see that week when they sign into their individual employee button.
accounts. Employees can also choose to receive their published -Your main manager may not
schedules via email. have set your permissions to

allow you to publish.
Employees will see a "New Schedule" alert on their Employee home

page.
Managers will see status icons on the By Employee schedule view:

. '%® if the Employee has viewed that week's schedule online
. 12] if Employee has been e-mailed their latest schedule for that week
: if they have confirmed receipt of that e-mailed schedule.

If you would like to Publish more than one week at a time you can navigate to the first week and then
click Publish - this will display all future weeks with shifts and you can choose how many weeks to
Publish at that time.

Note: If you need to publish certain positions or position groups (locations) separately you can
set up separate WhenToWork accounts (assuming you do not have any Employees that work at multiple
locations). These accounts can be linked for billing purposes. Since all positions must be ready before
Publishing we recommend only one manager have permisison to Publish.

Before publishing you may want to:

. check the Statistics view for details and totals on your shifts

. use the ANALYZE shifts function to check for any conflicts against the current employee work
time preferences and constraints. Conflicts could occur if an Employee has changed their work
time preferences since you AutoFilled or created the schedule.

Note: Publishing sends natifications to any scheduled Employee if you have entered their e-mail and that
notification option has been chosen. Employees can click a link in the e-mail to verify receipt of the
schedule {31, (You can turn off these natifications on your Settings page.) You also can send sign-in
instructions to your employees that includes their Sign-In ID and password.

To Publish:

From any Unpublished weekly Schedule View:
. Navigate to the week you want to Publish, (or the first week in a series of weeks you
want to Publish)
¢ Click Publish to open the Publish Schedule window (which will show you how your
SETTINGS option is currently set - notifications on or off)
< To Publish more than one week change the radio button to choose the week you want to
schedule through.
¢ Click the Publish button

http://when2work.com/helpw2w/h-publishing.htm
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38 | confirmad receipt
John Aaron 1
Aaron Absan 5_' Schedulas from Sep 2, 2013 through tha week of: Tiam - Epm
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m
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. After publishing your the title at the top of the screen will show "Published Schedule" and

the buttons will change. Some functions, such as Import, AutoFill and Clear are not available
after a schedule is published. A WhenToWork message is sent to employees (who have set
up their natifications) telling them that there is a new schedule.
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Published Schedule I
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Schedule View: By Employee [~] All Calegories =] All Posilions [=]
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Shifts)
John Aaron 'El 9 30am - 5:3pm Sam - 5pm Spm -9pm Spm - Spm
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. Employees can then sign in and see their schedule.

Any Employee with an e-mail entered who has chosen that notification option will also receive an email

that includes their schedule and any schedule notes.

You can track which Employees have "®® viewed the schedule, I €1 been sent an e-mail, or
verified receipt of the e-mail on the Statistics or By Employee Schedule View.

Related Topics
¢ Why Publish a Schedule?
¢ Publishing an Open Schedule
¢ Unpublishing
¢ Should | Let Employees Sign In?
¢ Each Employee has a sign-in ID
¢ Sending Employees Sign In Instructions

http://when2work.com/helpw2w/h-publishing.htm



ANALYZE Shifts for Any Conflicts

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 asigned shifts conflict with maximums set for that employee, their "prefer and
dislike" work times, "cannot work" times or minimum time off between shifts etc.

Conflicts could occur if an Employee changes their preferences after you have created the schedule or if a
manager has manually assigned a shift after being warned of a conflict.

It can be useful to Analyze Shifts before publishing to check for any conflicts due to last minute changes to
Employee preferences or constraints.
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Category: Posilions:
Al Catagories All Positions

W T L S BTN
o Week of Jul s.zma%ﬁ 2

[ Mo | | mu | Fa | sat | sen |[UEITR
Changs Levewt Delete Selected Shifts  Set Selected Shifts 1o Unassigned nelude: All Shifts -
Analyze Shi Click on column titles to sort by that column. ¥indicates curent so column. ¥ Refresh page '“:::
Day Time Duration Worker Catlegory Description
] lﬂl Store-Post Office Sat  9am-Gpm B.0  Aaron Abson WE
ml Cashier Sat  Spm-Spm 80 Dean Almanson
:_: Hospstal-Cashiar Mon  9am-12pm 30  John Aaron
:::: Store-Post Office Tue &Spm-Spm 4.0  John Aaron MIGHT
:::: Store-Post Office Wad 9am-5pm 8.0  John Aaron
[::: Store-Post Office Thu  9am-5pm B0  John Aaron
[::: Store-Recering ‘b Mon  9:30am-5:30pm 80  Aaron Abson
[::: Store-Recering Fa  9:30am-5:30pm 80  Aaron Abson
r__j Store-Recamng Tue  9:30am-5:30pm 8.0 Dean Almanson

To Use Analyze Shifts
From any Page
. Inthe top menu hover over Schedules and choose Sortable List
. Navigate to the present or a future week
. Click the Analyze Shifts button
. Click the Prefs column title twice to sort any conflicts to the top

Your assigned shifts will be displayed with their corresponding status icon compared to the various
preferences and constraints that are currently set:

| prefer [ 7] prefer & overlaps B+ no min time overlapping
[——:I [——:I dislike IIII cannot work between shifts ‘ shifts
[__] [__] dislike Bl over max shifts [l over max hours ﬁ conflicts with
— pref - for day for day vacation

Related Topics:

¢ Clearing Work Assignments - Deleting Shifts
WhenToWork.com Online Scheduling
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Add Notes to the Weekly Schedule

You can create schedule notes associated with any week. When Employees sign in and view the
Schedule they can see the Note for that week at the bottom of the schedule.

Add a Note to All Employees - these are notes that the Managers and Employees see at the bottom of
the schedule when they view that week. Schedule Notes are also sent to Employees along with their
work times when you Publish the schedule.

Manager Notes - these are notes to yourself and other Managers that the Employees do not see. They
appear at the bottom of that week's schedule on all views when signed in as a Manager. These private
notes do not appear on the printouts.

To add a Note to a weekly schedule:
From any weekly Schedule View
< Scroll down to the bottom of the schedule

HOME EMPFLOYEES TRADES TIME-OFF MESSAGING REPORTS OMNOW  SETTINGS HELP  SIGN OUT

Sample Pharmacy

UHFHM“;

Schedule View: By Employee - Category: Adﬁﬁ%;ﬂmﬂf;&zﬂulﬂ .
= Add snfts | import | search | Autori_| =
o Wl PUBLIC Hote - on Everyone's Schedule
{appear above employes schedules & in a-mails when you publish]
Ehange Layout Invencory Week coming up next week.] - frange
Jul-20 - Men Jul-21 - Tue h Sun
{Unassigned
Shitts)
John Aaren flam - Bpm fBam - Gpm Em
Aaron Abson Sam - Spm i m
Dean Almanson Sam - Spm Sam - 5pm PRIVATE Note - seen only by managers
Bon Ao Sz30am - 530pm
Frank Garcia Sgepn - 2pm Spm - 9pm
Bam - 5p
Phillip Rayston grawer
Karen Wescott #:30am - Spm /
Motes appear at the botterm of your schedule displays & printouts.
On PUBLISHED schedules this view ingfudes next § m
"8 =Employe L3

mm:t:rp

Schedule Holes: | Chek here to AdAESE Nobes fof tha achedule

Managers Hote:

Questions, comments, problems of suggestions?

. Click the "Click here to Add/Edit Notes for this Schedule" link at the bottom of
schedule

. Enter any notes to Employees or Managers (you can use html code to change the
size/look of the text - click here for some examples)

. Click the Save button

http://when2work.com/helpw2w/h-adding-notes.htm



HOME Schedule Info Prefs Tirme-off Trades Messaging Stalt On How Bulletins Guide

Sample Pharmacy

My Schedule
John Aaron

MY SCHEDULE Everyone's Schedule s = , .

\Weekly Monthly Upcoming |Daily Weekly Monthly Chart In-Out TRADE MY SHIFTS TRADES OFFERED | TRADEEOARD | PRINT

SEE NOTE

BELOWY A Week of Jul B, 2n13% B »

Te put a shift on radeboard, or find 3 pessitde replacement click an the shift Waorking 29.0 houwrs

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Jul-5 Jul-T Jul-8 Jul-3 Jul-10 Jul-11 Jul-12
Sam - 12pm Stﬂ?ﬁe‘gﬂ.’f'!;;i"lﬁ | 9am - Spm Sam - Spm Hu:iﬁ;'_é:gﬁr )
Hospital-Cashier ' r_,mfﬂ“ “ | Stgre-Pest Office | Store-Post Office LP

Tima 12 1a 2 3 4 5 & T Ba 9% 10 MM 12 1p 2 3 4 5 & T Bp % 1MW M

Monday | [fam - 12pm;

Tuesday Spm - Spm |
Wednesday 9am - Spm

Thursday :E'Bm - 5pm

Friday

_Saturda:!r_

Sunday 12pm - 6pm

Immentary waek next week!

Examples of using html code to format your notes:

normal text

<b>this is bold</b>

<span style="color:red;">this is red</span>

<span style="color:red;font-size:150%;">this is red and larger</span>

<span style="color:blue; font-size:150%;font-weight:bold;"> this is blue, large and bold</span>
this is back to normal text

You can try highlighting, copying and pasting the code above into your notes section to see how it
appears. It should appear similar to this:

normal text
this is bold
this is red

this is red and larger

this is blue, large and bold
this is back to normal text

Related Topics:
. Adding Daily Notes
. Employee Home Page Notice
¢ Your Company Bulletin Board

WhenToWork.com Online Scheduling
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Make Quick Schedule Changes using the "By Employee" Schedule View

If the schedule changes and you need to add or delete shifts, or if you have changes in work
assignments, or times you can easily make those changes both before and after the schedule has been

Published.

The By Employee schedule view allows you to make changes very quickly without the page reloading
between changes and it also allows you to Drag & Drop shifts between days and employees and to Ctrl
Drag/Drop to quickly copy shifts.

The By Employee view is the only one that allows you to click a shift and change its position using the
Quick Shift EDIT window.

If you change a Published schedule week notices can be sent to affected employees if their email has
been added and they have chosen that option on their notifications setup page.

To Edit an existing shift using the By Employee view:
On the By Employee view:
¢ Click on the shift you want to change to open the Quick Shift EDIT window
. Make the changes
. Click the Save Changes button

EMPLOYEES TIME-DFF  MESSAGING REPORTS OHNOW  SETTINGS HELP  SIGNOUT

SCHEDULES TRADES

By Employes iﬁraglt-rnp:l

Sample Pharmacy
Unpublished Schedule
Categary: Pasitions:

Schedule View: By Employee [~] Al Categories [=] All Positions ]

Ada shis AuioFin_| _Cloarmatete SwoTempute | prin | _punian | Exont |
‘.

By Pogition Viow

Quick Shift EIMT

harge Lo ¥ Fatresh ale wach change

Sep-2 - Mon Shift Hisba - Sat Sep-8 - Sun
{Unassigned Display Calar;
Shifts) End Time | 5:30pm | black

S30am - S30pm ) y .
John Asran h Enter Paid Hours: |5 ur|__{l.|!u.r||} Calculabe
Postion:| Store-Receiving E|

Spm - Tpm Optonal Text| 11am - Spm
Aaron Abzon Slore-Fosl Oifice o Cashiar

Jam - 5pm Spm -8
Dean Almanson Sore-Flaor Sfore-Poal

230am - T FRer e = T T

Ran Armo Stre-Recahing Store-Recatm Stare=Aecatin Stare-Past Orhce

The Quick Shift EDIT window also has a Show Available Employees link at the bottom that opens the
reqular Shift Change window that is accessed from the other schedule views when you click a shift.

Editing Multiple Shifts - if you want to make changes to a number of shifts, you can change the
Schedule View dropdown in the upper left of the schedule to Multi-Shift Edit. This view allows you sort
by any column and then to make multiple changes and then save them all at once.

http://when2work.com/helpw2w/h-making-sched-change.htm



LGt SCHEDULES EMPLOYEES  TRADES  TIMEOFF  MESSAGING  REPORTS  OMNOW  SETTINGS HELP  SIGH OUT

__ 2’2;"::’:::}”“““” ' Sample Pharmacy
Unpublished Schedule
By Position View '
Sl:heduhe Sortable List View : Category: | All Categaries [=] Positions:| All Positions [=]
TR ey hven

In-Cout Times Chart Wiew
| Daily T
Weekly ) e
nclode: A S 2]

Click on cofumn titlas to so by that column.  windicates curent sort column.

Position Day Woaorker Time ¥ D;nramg Calor Category Description
Store-Cosmetics Man Laura Kacen Jam 3pm 6.0 ac | navy El WE El
Stede-Pharmacast Man Rand Redard am Bpen |60 |ac|black  [=] nome

[=]
e . o - e T
Stora-Pharmarcist Tue Randi Redford 9am _[F_G.D ac:l:ilack - :nnne |E|
[-]
[=]

Cashier Wed.Josh Lusua ‘am . Jpm | 6.0 ac Color EI :none

Stera-Cosmetics WedLauren Donsan dam | Jpm |60 ac black EI _mane

Deleting Shifts - To delete a shift click the shift and click the DELETE This Shift button in the upper
left, or to delete a number of shifts, you can change the Schedule View dropdown to Sortable List. This
view allows you sort by any column and check the shifts you want to delete and delete them all at once.

Adding Shifts - You can always add more shifts by clicking the Add Shifts button or by clicking the
Employee/Date cell on the By Employee Schedule View.

Splitting Shifts - If a shift needs to be split click the shift and change the begin or end time and also in
the "create copies of this shift field,” enter 1 to make a copy of the shift before clicking Save Changes.
Then click the new unassigned shift and assign a new employee and change the begin or end time.

HOME EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS ONMNOW  SETTINGS HELP  SKGN OUT|
J-::lhrt Aaron - Monday, Jul-20
ELET hit Shift History .
Behedule View: By Employee - M | Positions -
™ Ada snins | import | s e ard gl o Publisn | export |
End Time ﬁpm black L4
Enter Pald Howrs: 9 =i -
—— 1 . or L Aue ca!h:me | Refresh atter gach change
Pesten. Hospital-Pharm. Assistant -
Jul-20 - Man Jul-25-Sat | Jul-26 - Sun
i Optisaal Text
{sl.;?;:)slgned } Optonal Cabegeny. nORe
B Shep ks Empio _
John Aaron ﬂh—mr | Cancel Show fyglabl Enclovees IMI 12pm - 6pm
Aaron Abson Sen Clckto cdit thisshilf __}___ = Hospital-Pharm. Assistant Shift Change
LTk Few o
Monday - Jul 20,2013
Dean Almanson Slam - fpe Sam - 5p4 \ .
a:30am Sta Tims Sam Display Colg
Ron Arng S:30pm I End Time Jom I Color
Amy Cabillo ipm - 2pm 12pm - G Enter Paid Houwrs: 9.0 o [l Auto Calculate
Opironal Text
Caron Chamos 3pm - g8 Optional Category. nome
I create 1 copies of this shrhl Save Cha@u
hine:Clom son Assigned To: John Aaron N
Clck 3 row, B the Save Changss bution, 12 3540 that empiores

On other weekly schedule views besides the By Employee view you can click a shift to change it using

http://when2work.com/helpw2w/h-making-sched-change.htm



the regular Shift Change window.

Related Topics:
By Employee View - DRAG & DROP
Editing Multiple Shifts at Once
Deleting Multiple Shifts
Clicking a Shift to Edit or Delete
Manually Assigning Employees to Shifts
Multi-Shift Edit Schedule View
Searching for Shifts
Adding Shifts to a Schedule

Tracking Changes to Shifts - Shift Histor
WhenToWork.com Online Scheduling
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AutoFill Results Summary

After AutoFill you will see a results window that shows a list of how
many shifts are assigned and unassigned for each day and for the
week and lists each scheduled employee and shows their shift and
hours count for the week, similar to the Statistics Schedule View.

Don't see the AutoFill button
on your UnPublished Weekly
schedules?

-Some multi-week schedule
views do not have an AutoFill
button. Change to a weekly or
daily view.

-Only UNPUBLISHED weeks
have the AutoFill option

-Your main manager may not
have set your permissions to
allow you to AutoFill.

w EMPLOYEES TRADES  TIME-OFF MESSAGING REPORTS  ONHNOW SETTINGS  HELP  SMGN OUT
Sample Pharmacy
Unpublished Schedule
AutoFill Shifts to Assign Workers
Schedule View: | By Employee E‘ do you want Lo fill the shifts?
m _ By Prionty Group (set for each employee)
B ' By Semorty (using hire date)
@ Equal Prorities
[Tignore employes “prafer” and “dislike™ hours
Your kinimum Time Off Between Shifts
Ch il UNDO Drag / O 15 cumently set at: 12 Hours
ST e i setting : u ;
Unassigned ‘fam - Jpm ‘Bam - Zpm
Ighiﬁﬂ - |storeCosmetics [Stare-Cosmetics Wik Asslgned Unazsigned
P — sam - 3pm Staring Shits | Hours | Shifls | Hours
Store- SHore- Al @ Sepl 2013 b 0,00 as BAT.00
Pharmacisi Pharmacist
9am - S5pm Sam - Spm
Cashier Cashier Do you want to continua?
~dravesr 1 ~drawer 1
ELL!Q_}" Fill this schedule
Jam - 5pm Gam - Spm
Stora-Flasr Stare-Floar ok
Schedule Stats for 11am -Spm
Store-
Week of Sep 2, 2013 e
Fromt
Shiflts Summary Employees Summary "'STD',:F'"
Cligk on day Unnssigned Aspegraed Assigned Employes Woking Shafts | Todal Hows Pharmacist
15 edit Shits Shifs Hiuri John_Aaron i 24.0
Monday 0 16 106.0 | Aaron Abson ] 30.0
Tuesday o 16 106.0 aan Almanson 5 M0
ngﬂ Eﬁﬂa"{ ] 17 112.0 Em 4 320
Thursday 0 16 WELD | mysan Bosteen 1 6.0
Friday ] 16 1060 | [any ill 3 24.0
Saturday ] B 63.50 Cargn Chamns 2 12.0
Sunday 1] [ 37.50 Juns Clamsan F 1360
Total 0 95 6370 | Richard Comptan 3 410

You can see how the shifts compare to the most current employee work time preference and minimum
time off between shifts etc. using the ANALYZE shifts function on the Sortable List view.

You can even Clear the AutoFilled assignments and AutoFill again to get slightly different assignments.
Because AutoFill starts with a random ordering, if employee preferences or availability are similar our
scheduling engine tries to randomize the assignments as much as possible. If repeated AutoFill does not
give different results it is likely due to only a few employee preferences having been set, and where
AutoFill is repeatedly trying to accommodate those preferences.

http://when2work.com/helpw2w/h-auto-assign-results.htm



Note: If you have some set or "pinned" employees you can Import a saved Template that has all shifts
unassigned except for those pinned employees and then you can AutoFill only the open shifts around
that set of employees.

Related Topics:
How AutoFill Works
After AutoFill - No Assignments?
AutoFill by "Priority Group”
AutoFill by "Seniority"
Assign Employee Before AutoFill
Prevent an Employee from being AutoFilled
Evenly Distribute "Special Shifts" ADVANCED
Ignoring Employee Preferences
Minimum Time Off Between Shifts
AutoFilling One Position Separately
Tracking Schedule Changes - Import, AutoFill, Publish

WhenToWork.com Online Scheduling
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AutoFill - Automatically Assign Employees to Shifts
(Using the default "Equal Priorities” option)

Once your shifts have been added (using Add Shifts or Import) you
can use AutoFill to automatically assign workers to achieve the
best possible schedule for everyone in a matter of seconds. AutoFill
must be done one week at a time.

WhenToWork's AutoFill feature uses advanced mathematic
algorithms to determine the best possible schedule for that week
and automatically assign Employees to shifts based on granted time
off, employee work time preferences, minimum time off between
shifts, and any employee maximum shifts/hours/days you have

set. (You also can choose to AutoFill based on Priority Groups or

Seniority)

To AutoFill your Shifts

On an UnPublished Weekly Schedule page
¢ Click AutoFill to open the AutoFill window

é

Don't see the AutoFill button
on your UnPublished Weekly
schedules?

-Some multi-week schedule
views do not have an AutoFill
button. Change to a weekly or
daily view.

-Only UNPUBLISHED weeks
have the AutoFill option

-Your main manager may not
have set your permissions to
allow you to AutoFill.

In the AutoFill window click YES AutoFill this Schedule

w EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS ONNOW  SETTINGS HELP  SIGN OUT
Sample Pharmacy
Unpublished Schedule
! AutoFill Shifts to Assign Workers
) Catagory:
Schedule View: | By Employee EI All Catego do you want to fill the shifts?
_ By Prianty Group {set for each employee)
2B ) By Serority (using hire date)
Wecko @ Equal Prorities
[Tignore amployes “prafer” and “dislike” hours
Your Minimum Tima Off Betweaean Shifis
T UMD Drag /O 15 cumently set at: 12 Ii_mlrs
e T - i sati e u ;
Unassigned fam - Jpm Sam - Ipm
:Shiﬁ‘l} e |store.Cosmetics [Stare.Cosmetics Week Asslgned Unazsigned
Sem - 3pm Jam - 3pm Staning Shits | Hours | Shifls | Hours
Store- Slore. S @ Sepl 2013 o 0,00 95 G37.00
Pharmacizi Pharmacist
Ham - S5pm Gam - Spm
Cashier Cashier Do yaou want to continua?
-drawwer 1 -drawer 1 Fill thi h "
sam - Spm Sam - tpm YES AutoFifl this schedule
Stare-Floar Store-Floar =
Schedule Stats for 11am - 5pm
Store-
Week of Sep 2, 2013 cnaore
Front
Shifts Summary Employess Summary S
Cligk on day Unpssigned Azpegrad Assigned Employes Working Shafts | Todal Hows Pharmacist
15 edit Shidt Shife Houn | |john Aaron 4 240
Monday 0 16 | 1060 | aAargn Abson 6 300
Tugsday o 16 106.0 Jpan Almanson 5 .0
Wednesday 1] 17 112.0 Ron Ama 4 0
Thursday o 16 1060 | 5ysan Bosteen 1 6.0
Friday 0 16 106.0 | [any all 3 24.0
Total 0 9 637.0 | fichard Comptan 6 41.0

This will assign the best worker to each shift and optimize the schedu
everyone.

http://when2work.com/helpw2w/h-auto-assign.htm
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When AutoFill is complete a window will appear that shows the new statistics for that AutoFilled week.
These stats can also be accessed at any time by changing the Schedule View to "Statistics."

You can see how the shifts compare to the most current employee work time preference and minimum
time off between shifts etc. using the ANALYZE shifts function on the Sortable List view.

You can even Clear the AutoFilled assignments and AutoFill again to get slightly different assignments.
Because AutoFill starts with a random ordering, if employee preferences or availability are similar our
scheduling engine tries to randomize the assignments as much as possible. If repeated AutoFill does not
give different results it is likely due to only a few employee preferences having been set, and where
AutoFill is repeatedly trying to accommodate those preferences.

Note: If you have some set or "pinned" employees you can Import a saved Template that has all shifts
unassigned except for those pinned employees and then you can AutoFill only the open shifts around
that set of employees.

Related Topics:
How AutoFill Works
After AutoFill - No Assignments?
AutoFill by "Priority Group"
AutoFill by "Seniority"
Assign Employee Before AutoFill
Prevent an Employee from being AutoFilled
Evenly Distribute "Special Shifts" ADVANCED
Ignoring Employee Preferences
Minimum Time Off Between Shifts
AutoFilling One Position Separately
Tracking Schedule Changes - Import, AutoFill, Publish

WhenToWork.com Online Scheduling
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Import Results Summary

After Importing a previous day/week or saved template you will see a window displaying the Import
Results. It will show the total shifts imported and how many were automatically unassigned.

If you imported any shifts with assignments you will see those details and also any specifics about why
any shifts imported as assigned were changed to unassigned (ex. if the employee had granted time off
on that day).

Imported Assigned Shifts will be set to Unassigned when:
. A granted time off for the employee overlaps the shift
. If the Imported shift overlaps a time employee is already assigned
. If the Imported shift is assigned to a now deleted employee

HOME Qe[S lES9 EMPLOYEES TRADES  TIME-OFF MESSAGING REPORTS ONNOW  SETT

Sample Pharmacy
Unpublished Schedule

Import Shifts Into Week of Jul 8, 2013

This command wall affect: - All Positions
tho import only certain positionsicategories - A)l Categories
chooge them in the schedule view first,

then click impost)
Import a WEEK
Import & Template:  Select E| DELETE a Template

or Import Previous Week: | 3011 2013 |E|

Change Layoul
Show # of Shitks For Each Week & Fulue Weelks

Juil-8 - Mon [~ Unassign all imported shifis
{Unassigned Cptional text to appear on all imported shifts;
Shifts)
John Aaron

Aaron Abson | Irpart WEEK

Dean Almanson

Ron Armo

Susan Bosteen | 95 shifts were added by import.

Amy Cabillo 3 shifts were unassigned (total).

Caron Chamos

June Clemson

Richard Compton | shift was cleared because of time off conflict.

Lauren Donson__ 5 shifts were cleared because employee already assigned at that time.

Penny Folsum

Donna Gallerton

Related Topics:
Importing Shifts for a Week
Importing Only Certain Positions or Categories
Clearing Work Assignments
Saving / Naming Schedules & Shifts (Templates)
Tracking Schedule Changes - Import, AutoFill, Publish

SO SR PR PR o8}
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Import a Previous Week (or Saved Template)

Once you have entered your first schedule it
schedules using the Import function to copy

is easy to create new
those shifts to another

week. Import any previous week "as is" by choosing a date or Import
a saved template by choosing a template name.

When Importing you can check off to unassign all the old work
assignments (or do this later with the Clear button) and then AutoFill
to get the best possible work assignments for the new week. When

your schedule is ready you can Publish and

Note that by first filtering your schedule view

you are done!

to a certain position or

Don't see the IMPORT button?

. Besure

you are on an

UNpublished week

. Contact the main
manager to make sure
your manager
permissions allow you to

Import

category before clicking Import you can Import only those particular shift position(s) from previous week

or template.

To Create (or add shifts to) a Schedule using Import:
From any UNPUBLISHED weekly Schedule View
. Click Week> to Navigate to the new week you want to schedule (1.)
. (Confirm that your Category and Position dropdowns are set to show "All" to import all

positions and categories)

. Click Import to open the Import window (2.)

HOME e l3li23 EMPLOYEES TRADES TIME-OFF MESSAGING REPORTS

Sample Pharmacy

Unpublished Schedule

Categary:

ONNHOW  SETTINGS  HELP  SIGNOUT

Pasitions:

- All Categornies

Schedule View: | By Employee E| All Categories E| All Posifions E|
| AutoFil |  CleariDelete | | Print | Publish |
2. CWeek of Sep2,2013 B » | | o9 | fres-16 [ sep-23 | sep-20 | 007 | 0wt
7 1=
’Im port Shifts Into Week of Sep 2, 2013 1. ¥ Retesh ater sach change
l This comimand will afect: - All Pozitions 'p-S-Thu Sep-6 -Fri Sep-7 - Sat Sep-8 - Sun

i L | Fi [¥]Unassign all imported shifts

L™

‘i B Fiidune Weeks

shifts:

< You can Import any other week into the current week (by choosing a date in the

Import a Previous Week dropdown) or if you have saved Templates you can Import
them by choosing the Template name (3.)
. Check the box to "Unassign all imported shifts" so that the workers will be cleared
when the shifts are brought in (or you can import as assigned and then use the Clear

Function later). (4.)
¢ Click Import WEEK button

After Import you will see an Import Results Summary showing how many shifts were imported, how

many are unassgined, and information about why some shifts were automatically unassigned if they

http://when2work.com/helpw2w/h-import
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conflicted with time off etc.

You also can Import shifts for one DAY at a time by using the "Import a DAY" bottom section in the
Import window.

Related Topics:
Importing Shifts for a Week
Importing Only Certain Positions or Categories
Clearing Work Assignments
Saving / Naming Schedules & Shifts (Templates)

Tracking Schedule Changes - Import, AutoFill, Publish
WhenToWork.com Online Scheduling
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