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Work Standard Summary: How to see the Inform Messages that
have been sent to your staff.

Essential Tasks:

1. | Go to sask.staffscheduling.ca and enter your employee number and password. Ensure you are

Manager
9 JANE DOE (1234567) N

My Account

Manager Home

Switch Profile

Scheduler

Employee

using your manager profile at the top right of the screen:

2. | Click “Inform” and “Search” at the top of the page:

Inform w



https://sask.staffscheduling.ca/

The page will look something like this. Input the relevant information about the Inform
Message(s) you are interested in seeing, then click “Search”.

Search Inform Messages

Recipient First Name

Recipient Last Name

Recipient Employee Number

Subject contains

Created start date

Created end date

Created by

Last Name S

Sent start date

Sent end date

Sent by

Last Name Search

-

On this page, click on the “Review” button next to the Inform message you are interested in.

Inform Messages

Status Subject Created

Sent Test Jun 05, 2023 13:52 CST m

Jun 05, 2023 JOHN SMITH (2345678)

JANE DOE (1234567) [

Sent Test Jun 01,2023 13:51 CST
JOHN SMITH (2345678)

Jun 01, 2023

JOHN DOE (9876543)

Sent Test Jun 01,2023 13:34 CST m
Jun 01, 2023 JOHN SMITH (2345678)

JANE DOE (1234567)

You will be brought to a new page. This is what a sample message looks like in the “Message
Content” section of the page:

Message Content
Email Content
Subject

Content

SMS Content

Phone Call Content




Underneath the “Message Content” section, you can see the Recipient Filters as well as the

“Recipients” list:

Recipient Filters

Applied Filters
Exclude

Include

Note: You can see the individual delivery method(s) used to send the Inform message under
the “Delivery” column in the “Recipients” section.

You may use the browser navigator button to click “Back” and review other messages as

required.




