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Work Standard Summary:

How to see your unit schedule.

Essential Tasks:

1. | Go to sask.staffscheduling.ca and enter your employee number and password. Ensure you are
using your manager profile at the top right of the screen:

Manager
9 JANE DOE (1234567) e

My Account

Manager Home

Switch Profile

Scheduler

Employee

Scheduling v  Inform w

Unfilled Shifts

Closed Shifts
Manager Dashboard

Department Dashboard

Department Schedules

Call In Lists

Click “Scheduling” and “Department Schedules”.



https://sask.staffscheduling.ca/

On the next page, please enter the date range you wish to view (a calendar will pop up, click on
the start and end date that you are interested in) and select your department from the drop
down menu. You can leave Payroll Code, Union, Shift Classification, and Occupation Class
unchanged, as they will default to “All” if you don’t make a selection in the drop down menus.

Click “Search”.

Search Department Schedules

Start date

July 08, 2023
Payroll Code
~
Union
v
Shift Classification
~
Department *
STRATEGIC SCHEDULING v
Occupation Class
--- 2 Occupation classes --- ~

(-]

Note: The purpose of this schedule is to enable managers to see who is working, or who is
booked off, and it populates a fair amount of information. A date range of one to two days is

recommended.

Your unit schedule should look like this:

Start date

June 07, 2023

~ I8
I

End date

July 08, 2023
Payroll Code
Occupation Class

--- 2 Occupation classes ---

showsthe last timean
employee haslogged in

to view their schedule or
shifts available.

Y Go to Advanced Search

Oce. Union  EENO Employee Last Activity
00!
00s Jun 06,2023, 11:07 CST
008 Namesand EENO hidden for
confidentiality
00s Jun 06, 2023, 13:12 CST
00s May 26, 2023, 13:57 CST

range of your query.
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Shows the date

Date

Jun 07, 2023

Jun 07,2023

Jun 07, 2023

Jun 07, 2023

Jun 07, 2023

Duration

08:00:00 - 12:00:00 CST

08:00:00 - 16:00:00 CST

08:00:00 - 16:00:00 CST

08:00:00 - 16:00:00 CST

08:00:00 - 16:00:00 CST

Pay Code

z

N

Regular Hours

N

22 - Regular Hours
22 - Regular Hours
22 - Regul:

27 - Reguls

Displays the status of
each shift; shows
whether someoneis
working or not.

Displays the Pay
Code associated
with their shift.

Schedules are color coded under “Status” for easy reference:

ZZ, XO, XZ, etc

Working

Planned/Unplanned Leave
FL, HC, XF, AB, DB, ID, etc




