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Work Standard Summary: Use these steps to review your 
guidelines for shift replacement. 
 

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: 

 
 

http://www.sask.staffscheduling.ca/


2. There are two ways to find Guidelines. Way #1:  
Go to “Scheduling” and “Guidelines”: 

 
 

3. Choose the unit from the drop down menu (“-----“ will select “All”) and click “Search”: 

 
 

4. Click on the name of the unit to see the guidelines (this screen also shows you the last time 
they were updated and by whom): 

 
 

5. Click on “View/Copy” to the right of the Active Guideline (the green one): 

 
 



6. Click on “Shift Baselines” and/or “Replacement Notes” to see what the guidelines say: 

 
 

7. Way #2 – On a Quick Dial Message (see Work Standard on how to access Quick Dial 
messages) click on “Guideline” next to the shift under Shift Details. 

 
 

8. Then choose an occupation and see what the baseline and steps are: 

 
 

 

 


