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Work Standard Summary: How to change your contact 
preferences on sask.staffscheduling.ca 
 

Essential Tasks: 
 

1. Log in to 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 “Notifications” 

 
 

https://sask.staffscheduling.ca/


4. Use the drop down boxes to select how you would like to be communicated. For phone 
numbers, “Text/Call” means you would receive a call and a text. For emails, ensure there is a 
check mark beside the notifications you would like to receive:  

 
 
Note: If you have your settings marked as “None,” Scheduling cannot contact you for any 
shifts, at regular or overtime. 

5. Click “Update Contact Methods” when you are done. This message will appear at the top of 
the screen if you were successful: 

 
 

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

 
 

7. The report looks like this and displays exactly when/if preferences have been changed: 

 
8. To change Inform Contact Preferences, navigate click “Inform” on the “My Account” page. 

 
 



9. Use the drop down boxes to select how you would like to receive Inform messages. For 
phone numbers, “Text/Call” means you would receive a call and a text. For emails, select 
either “Yes” or “No” from the drop down box: 

 
 

10. Click “Update Contact Methods” when you are done. This message will appear at the top of 
the screen if you were successful: 

 
 

11. If you scroll to the very bottom of the page, there is a link to see the employee’s Inform 
Preferences update history: 

 
 

12. The report looks like this and displays exactly which preferences have been changed and 
when: 

 
 

 


