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Why Use Optional Shift Categories?

You might want to create Categories for your shifts for many reasons. It allows you to filter schedules to
show only certain groups of shifts (beyond filtering by Position or Position Group) and for certain time
periods etc. Or you might want to create Reports to track certain types of shifts (ex. Late, or Called Out
etc.). The shift category can also appear on various schedule views for each shift and some views can
group shifts by category (ex. Calendar Weekly).
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If you have shifts with similar begin and end times over multiple Positions you can create Categories
with "Add Shift Default Settings" by clicking the Category drop down box and choosing Add / Edit
Categories to create categories. (Ex. if you have similar night shifts for different positions you can create
a NIGHT category and enter and defaults so that when you Add Shifts you can first choose that
Category and the fields will be prepopulated (but changeable) in the window.

You can create Categories for:
o Different Events - you can set the Category default description to reflect Event details

e Clients that employees deal with on a repeated basis

e Special shifts that you want to distribute evenly to all employees (See Selective AutoFill)
You may want to make sure for example that all employees work at least one night shift per
week. Or you may want to be sure your "less popular" shifts are evenly distributed between
all employees.

e You can create Categories for any reason

There are many reasons to put shifts into categories:

1. Better control of AutoFill. Example: You can set all your weekend shifts (for some or all positions) to
a category (WKND for example), then filter your schedule to that category before AutoFilling to get a
better distribution of your weekend shifts before unfiltering to show all the shifts and using AutoFill to
assign the remaining non-weekend shifts.

2. Create an at-a-glance view of who is working certain types of shifts through the Category Chart's
display of the assigned shifts' categories for up to 4 weeks at a time.

3. Get statistics (either through Statistics schedule view or the Reports section) on which employees
have worked shifts of certain categories like "graveyard" or "premium shift" or "Tardy" or for a certain
event or client category.

4. For adding repeating shifts you can set a category default: position, start and end time, duration,
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color and/or description. When adding new shifts just choose the category and the shift is automatically
defaulted to your choices.

5. Grouping categories choose which categories to display together by creating Category Groups
(similar to the Position Groups). You can use these category groups as shortcuts to view statistics or
create reports as well.

Related Topics:
Why Use Shift Categories?
Adding New Category Definitions
Existing Shifts - Assigning Categories
Adding New Shifts is Easy Using Shift Categories
Category Default Shift Colors
Allowing Employees to View Categories
Evenly Distributing "Special Shifts"
Using Categories to Selectively AutoFill
Viewing a Compressed Schedule Chart
Coloring Individual or Groups of Shifts
Setting a Category Default Shift Color
Event Scheduling
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Add Category Definitions (Optional)

To use shift Categories you must first create a new category name and abbreviation for each Category.
Category default choices can also be added for use when Adding Shifts. You can set shifts into a
Category when they are first added or you can set any existing shift to be in a Category.

Shifts set to be in a certain category will remain in that category when imported into other weeks. For
example if you set 6 shifts to be in a category called "Night Shift" then when you import those shifts from

that week into the following week they will still be in that Night Shift Category.

Create / Add a new Category
From any Schedule View

¢ In the Category dropdown choose Add / Edit Categories to open the Add/Edit

Categories window
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e Enter the Category Name and Abbreviation (Ex. Night Shifts and NT)
e Click the Add Now button
e The window will close and go back to your schedule
o If you look at the Category dropdown again it will list your new category
Create a new Category with "Add Shift" Default Settings:
From any Schedule View
e In the Category dropdown choose Add/Edit Categories
R-3
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Click the Add Now button

The window will close and go back to your schedule

Enter a Category Name and Abbreviation (Ex. Night Shifts and NT)
Enter any default settings you like in the lower box - ex. times, shift color, description etc.

Now when you click on any Schedule View to Add Shifts and choose this Category your default
settings will be automatically entered for you (any of the default information can be changed by

clicking and retyping).

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

You can edit Category Name and Abbreviations and it will then appear with the new information on all
schedules past and future. NOTE: updating any Optional Add Shifts Defaults (ex. times or shift
description) will NOT affect any already exsiting shifts. Those defaults will just be used the next time you

add a shift and choose that category

Edit a Category
From any Schedule View

e In the Category dropdown choose Add/Edit Categories to open the Add/Edit Categories

window

¢ In the "Edit Current Category" dropdown in the bottom of that window choose the

Category to edit
e Make changes to that Category
e Click the Save button

e The window will close and go back to your schedule

A Mow

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

Category definitions can be deleted at any time. Note that this will affect all shifts, past and future, that
are currently set to that category, with those shifts being set back to Category designation of NONE.
There is no way to "undo" deleting Categories, so confirm that you do want to remove the category
designation from all shifts before proceeding.

Delete a Category

From any Schedule View
e In the Category dropdown choose Add/Edit Categories to open the Add/Edit Categories
window
e In the bottom of that window under Edit Current Category choose the Category to delete
in the dropdown menu.
e Click the red "DELETE This Category" link
e When asked to confirm choose OK
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Related Topics:

Existing Shifts - Assigning Categories

Adding New Shifts is Easy Using Shift Categories
Using Categories to Selectively AutoFill

Creating a Compressed Schedule Chart

Coloring Individual or Groups of Shifts

Setting a Category Default Shift Color

Why Use Shift Categories?
WhenToWork.com Online Scheduling
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Existing Shifts - Assigning Categories

Once you have defined your Category names they will appear in the Category dropdown menu on your
Schedule pages.
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You can choose a category when adding new shifts or click any shift to edit and choose a category or
you can set multiple shifts into a Category using the Multi-Shift Edit Schedule View.

Setting Existing Shifts to be in a Category:
From any Schedule View

e In the Schedule View dropdown choose Multi-Shift Edit

e Choose a Day or the Week Tab to see all of the shifts you want

e Sort the display by any column by clicking the title - Ex. if setting night shifts you might
want to sort by Time

e Change the dropdown box for each shift to be the Category you want

e When finished click the Save Changes button
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To test the Category and view the shifts
From any Schedule View
e In the Category dropdown choose your new category name
e (Be sure the Positions dropdown is set to All Positions)
e The Schedule View will now include only the shifts in that Category
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e You can also filter on a position to see only shifts both in that category and that position

Note: Changing an existing shift to be in a Category DOES NOT change the times or any items set in
the category defaults. Category defaults are only used when Adding New Shifts.

Related Topics:
Why Use Shift Categories?
Adding New Category Definitions
Adding New Shifts is Easy Using Shift Categories
Using Categories to Selectively AutoFill
Viewing a Compressed Schedule Chart
Coloring Individual or Groups of Shifts

Setting a Category Default Shift Color
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Add New Shifts Using Categories

If you have created Categories with any "Add Shift Default Settings" these defaults will automatically
appear when you choose a Category in the Add Shifts window. This can make adding similar shifts for
different Positions much easier or it can be an easy way to predefine begin and end times, paid hours,
shift colors etc.

To Add Shifts using Categories
From any Schedule View
e Click Add Shifts to open the Add Shifts window
e Before typing anything choose a Category in the Category dropdown
e Any Category "add shift defaults," ex. begin/end times or color etc., will appear (Any of
the information can be changed for that particular shift)
e Enter any other desired information for the shift(s)
e Click Add Shift

To test the Category and view the shifts

From any Schedule View
e In the Category dropdown choose your new category name (Be sure the Positions
dropdown is set to All Positions)
e The Schedule View will now include only the shifts in that Category

Related Topics:
Why Use Shift Categories?
Adding New Category Definitions
Existing Shifts - Assigning Categories
Using Categories to Selectively AutoFill
Viewing a Compressed Schedule Chart
Coloring Individual or Groups of Shifts
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Selectively AutoFill with Categories

You may want to make sure for example that all Employees work at least one night shift per week. Or you
may want to be sure your "less popular" shifts are evenly distributed over the week between all Employees.

This can be accomplished by setting these special shifts to be in a certain Category and then AutoFill that
Category first before AutoFilling the rest of the schedule.

The first time you set up Categories it takes a bit longer but in future schedules the categories and shifts will
already be set and all you will have to do is Import and AutoFill.

Example: You want to be sure night shifts are evenly distributed among Employees.
The first time using Categories you must:

Create the Category name
From any Schedule View
¢ In the Category dropdown choose Add/Edit Categories to open the Add/Edit
Categories window
e Enter at the Category Name and Abbreviation Ex. Night Shifts and NT
e Click Add Now
e The window will close and go back to your schedule

Then Define Shifts as belonging to that Category
From any Schedule View
e In the Schedule View dropdown choose Multi-Shift Edit
e Click the Week Tab if is it not already chosen
e Click the Time column heading to sort the shifts by the begin time
e Choose a shift and in the Category dropdown for that shift change to the
Category (Ex. NT)
e Change all shifts on the page that you want to be in that Category
e Click Save Changes

Once the Categories have been created you can simply:

AutoFill the Shifts in that Category
From any weekly Schedule View

e In the Category dropdown choose the Category name (ex. Night Shifts)
Click AutoFill to open the AutoFill window
Click the radio button next to: Fill these categories: Night Shifts
Click YES AutoF:ill this Schedule

Then AutoFill the Remaining Shifts
e In the Category dropdown choose All Categories
e Click AutoFill to open the AutoFill window
e Be sure itis set to: Leave AutoFilled shifts alone, fill the empty
shifts
e Click YES AutoFill this Schedule

Related Topics:
Why Use Shift Categories?
Adding New Category Definitions
Existing Shifts - Assigning Categories
Adding New Shifts is Easy Using Shift Categories
Viewing a Compressed Schedule Chart
Coloring Individual or Groups of Shifts

Setting a Category Default Shift Color
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Coloring Individual or Groups of Shifts

Shifts can be set to display in different colors for a variety of reasons. Ex. to call attention to them on the
schedule or to mark the shift as verified or that the employee was late etc.

Shifts can be displayed in colors in various ways:
e Click on any shift in the system and in the Shift Change Window change the Display
Color
e Use the Multi-Shift Edit Schedule View to choose the color for multiple shifts at a
time and click Save Changes
e Create a Category that has an "Add Shifts Default" Display Color and when you add new
shifts the Display Color will be defaulted to that color

Note that color coding is based on shifts not employees or positions (although you could manually color
code Employees by coloring their shifts).

Related Topics:

e Adding New Category Definitions
e Existing Shifts - Assigning Categories

e Adding New Shifts is Easy Using Shift Categories
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Category Default Shift Colors

When adding Categories you can set the "Add Shifts Default Display Color." When you Add New Shifts
and choose that Category the Display Color will automatically be set to that Default color. You can
always change the Display Color of an individual shift by changing it in the Display Color dropdown.

Create a new Category with Add Shift Default Settings:
From any Schedule View
e In the Category dropdown choose Add/Edit Categories to open the Add/Edit Categories
window
e Enter at the Category Name and Abbreviation (Ex. Night Shifts and NT)
e Enter any default Display Color setting you like in the lower box
e Click Add Now
e The window remains open for you to add more categories - when done close the window
to go back to your schedule

Changing the Add Shift Default Settings of an Existing Category:

From any Schedule View
e In the Category dropdown choose Add/Edit Categories to open the Add/Edit Categories
window
e Scroll down to the bottom box - Edit Current Categories

In the dropdown choose the Category name to Edit

The Category details will appear below

Choose the Default Color you want from the dropdown

Click the Save button

Now when you click Add Shifts on any Schedule View and choose this Category your default color will
be automatically entered for you (any of the default info can be changed).

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*
Viewing a Compressed Schedule Chart
Coloring Individual or Groups of Shifts
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Create Category Groups (Optional)

You can create a special filter for your schedules that includes only certain categories. This can be
useful if you have certain categories that you would like to view at the same time on the screen. This is
just another way to create a shortcut for viewing a set of shifts. You can create as many category groups
as you like and each category can be in as any number of groups as you like.

Create a new Category Group

From any Schedule View
e In the Category dropdown choose Select/Group Categories to open the Select
Categories window
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e Check off the Categories that you want to include in this group

e Click the Display button (If you want to save the group for later use type a name for the
Group before clicking Display)

e The window will close and go back to your schedule filtered on that group of categories

e If you look at the Category dropdown again it will list your new category group if you gave
it a name.

Related Topics:
Existing Shifts - Assigning Categories
Adding New Shifts is Easy Using Shift Categories
Using Categories to Selectively AutoFill
Creating a Compressed Schedule Chart
Coloring Individual or Groups of Shifts
Setting a Category Default Shift Color

Why Use Shift Categories?
WhenToWork.com Online Scheduling
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Allow Employees to View Categories

Your Employees cannot view Categories unless you change this option on your SETTINGS>Global
Employee Permissions page.

Two things need to be set to allow Employees to see only Category designations you have set for shifts:

1) The option on your SETTINGS>Global Employee Permissions page - Be sure the option:
"Can see CATEGORIES" is set to "Yes"
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2) The manager Calendar WEEKLY Schedule View controls the look of the Employee
"Everyone's Schedule" View. Use the Change Layout link on your Calendar Weekly view to
set how you want the Employees to see the schedule.
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Check off the option to "Show Category/Positions" and then choose whether you prefer to
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have the shifts displayed in groups sorted by Position or Category, (you might want to try both to
see which you prefer).

The view the Main Manager creates using the "Change Layout" links set up how Employees see
that view in their accounts.
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*

Viewing a Compressed Schedule Chart

Coloring Individual or Groups of Shifts
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