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Work Standard Summary: How to change all Smart Call 
Preferences on sask.staffscheduling.ca – When to be called, which 
shifts to be called for, Auto Submit. 
 
 

Essential Tasks: 
 

1. Log in to https://sask.staffscheduling.ca/. 

2. At the top right-hand corner of the screen, click on “My Account”. 

 
 

3. On the “My Account” page, click on “Smart Call”. 

 
 

https://sask.staffscheduling.ca/


4. Check off all the boxes that apply to you – you may select as many options as you like (you 
may also use the “All” or “None” buttons on the right), when you are done, click “Apply 
Changes To This Position”. Alternatively, click “Apply Changes to ALL Positions” if you would 
like these settings to be applied to all of your positions: 

 
 

5. If you want sask.staffscheduling.ca to automatically apply for you for shifts that occur today, 
tomorrow, or both, based on the above preferences, please make sure the appropriate 
boxes are checked off: 

 
 

6. NOTE: If you opt to have sask.staffscheduling.ca apply on your behalf you are responsible 
to work any shifts that are granted  
- If you choose to automatically submit, sask.staffscheduling.ca will continue to apply for you 
until you uncheck the appropriate boxes (Employees may change this at any time) 
- It is your responsibility to ensure you are available for any shifts that you have marked 
yourself available for. 
- You have until a shift closes to cancel your submission (15 minutes after a shift is offered) 
- Once a shift has been granted it cannot be cancelled. 

7. Click “Update My Preferences” when you are done. This message will appear at the top of 
the screen if you were successful: 

 
 



8. If you do not wish to be contacted for shifts during specific hours, please use the box at the 
top of the screen, click on “Add” to add additional ranges, or “Remove” to remove a range 
you no longer require (you may have as many ranges as you like): 

 
 Please note that this system uses the 24 hour clock, so please enter the times 

carefully 
o If you enter 09:00-02:00 to avoid calls between 9 AM and 2 PM, this would 

actually mean that you would only receive calls between 2:01 AM and 9:00 
AM 

 Please note that these changes will take affect right away, so if you change your 
settings, it will immediately affect your calls for Today and Tomorrow 

9. If you scroll to the very bottom of the page, there is a link to see the employee’s Smart Call 
preference update history: 

 
 

10. The report looks like this and displays exactly when/if shift preferences have been changed. 
Click on “Details” on the right side of the screen to see which preferences were changed: 

 
 

 

 


