Scheduling

Chapter 5: Scheduling

Outline

In this module we will cover:
1.  Overview
2. Creating Schedules
3. Maintain Standard Schedules
4.  Generate Schedule
5. Print Schedules
6.  Scheduling Work Bench

Overview

The Scheduling system is used to create and maintain the schedules (rosters) by combining
the client information and the employee details.

A schedule consists in basic terms of a task to perform and people to do the task.
In PowerForce, we define the task by creating a client and then defining work schedules for

that client. These tasks are then available to be assigned in “Maintain Standard Schedules”
and “Scheduling Workbench”.

[ Employees ] [ Clients ]\
( Work Schedules]

Generate
Schedules

Schedule

4 \\

Std Schedule Work Bench ]

You will also need people to do these tasks. Employees are selected based on the details in the
“Operational Details” window from the “Biographical” menu.
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Creating Schedules

The schedules can be created in two different ways, depending on how your business runs.

Maintain Standard Schedules

This allows you to assign employees to shifts forming a schedule template. The template is
then used to generate the same roster as many times as is needed.
This feature is ideal for maintaining low maintenance repeating schedules.

Workbench

Use the “Scheduling Workbench” to create schedules based on client details or to define
client details from scratch.

This window also allows you to directly edit individual shifts that have been generated from
Maintain Standard Schedules.

Maintain Standard Schedules

Outcome: Explain where in the window it indicates hours allocated to an employee
Describe where in the window it indicates the shift hours

This window uses the data collected in the Client Work Schedules window and displays it as a
series of un-allocated shifts. Employees are then assigned to shifts creating an employee
schedule template structure that is used to generate employee schedules over and over, rather
than assigning employees to schedules every week.

Maintain
Standard
Schedules

Employees Clients

Schedule
Template

|

Generate
Schedules

Cycle 1
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Standard Schedule <POWERFORCE SA> <PSA>

Client Code: |FOw-54

=l
Schedule Type: |ALL ﬂ Wiew: |Times ﬂ

Last Rotation'week [p3/03/2002° - | ™ Single Rotation
Ending D ate: O Multiple R otation

Hours Required : 120 Resources Required : 15

Summary || Alocation Hours Allocated : 0 Resources Allocated : 0

Employes IMEIHI AIIclBase kon l Tue I “wed I Thu I Fri l Sat l Sun Shift!HrslHotationl Average

. Dekte

WI/S ecurity Gual 40.0 0000-0800 0000-0200 0000-0800 0000-0300 0O000-0800 5/40.0 5/40.0 5.00/40.00 «
DAY /Security Gu 40.0 03001600 | 0300-1600 | 0800-1600 | 0200-1600 | 0800-1600 5/40.0 5/40.0) 5.00/40.0
AFT/Securty G 40.0 1600-0000  1600-0000 | 1600-0000 | 1600-0000 | 1600-0000 5/40.0 5/40.0 5.00/40.01—

R & Assign | Un-ﬁssign\ Save \ Clear \ Exil

Note: When the window is opened, shift definitions are displayed; these are not part of the template. It is only
when employees are assigned shifts that a template is constructed.

Fields to Note
Schedule This refers to the type of day the schedule affects,
Type “All” — Every day of the year. “Regular” — all days,
except public holidays. “Phols” shifts for public
holidays only.
View Determine whether a shift is shown as “Times”,
“Hours”, ”’Shift Code” or “Role”.
Last This is the date of the last day, in the last generated
Rotation rotation. This value is used in conjunction with Last
Week Rotated Cycle to identify what is the next rotation to
Ending be generated in the roster.
Date
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Fields to Note

Rotation These fields allow shifts to be based on “Single
Rotation” (single week), “Multiple Rotations”
(changing rotations over multiple weeks) or “Pattern
Rotation” (multiple weeks based on a defined
rotation pattern).

(® Single Rotation

) Multiple Fatation

) Patterm Raotation
When “Multiple Rotation” is selected these
additional options are displayed in the top right of
the window.

D ays/Fotation: I? ::I Last Rotated Cycle: I1 :I
R atationz/Cyecle: |1 ﬂ

Selecting “Pattern Rotation” adds the “Rotation
Pattern” list box. This allows you to select from the
rotation patterns you have designed.

D ays/Flatation: I? ::I Last Fotated Cycle: I1 :I
Fatatione/Cycle: |1 ::I
Rotation Pattern: I j

Delete Click this button to remove all employee
information from the schedule, thus removing the
schedule template. You can still open the window
again and see the shift definitions as these are not
the template but data read straight from the client
files.

Summary Tab

1. This display is divided into 3 related sections
A. Employees
B. Days
C.  General Information

Employee Section

1. This shows the employees used in this template and the shifts names still to be allocated
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Employee l b ax l Allc l Baze
Brown, John 720 1
MI/Security Gual 1200
D& /S ecuriby Gy 1200
AFT Security G 12000 1

Fields to Note

Max

The maximum hours available for this
employee to work, without going into
overtime, over all the rotations of the
cycle.

Alle

This is the number of hours allocated to
the employee or the shift over all rotations
in the cycle.

Base

When a pattern rotation is used this
number indicates which rotation of the
pattern is the starting point for the
employee.

Double Click VD
in the Employee
Column.

This allows the user to:

“Add an Employee” — an employee is
added to the display allowing shifts to be
allocated to that person.

“Select all shifts” — all shifts of the
highlighted shift type will be selected,
preparing them to be allocated to an
employee.

“Split Shiftline” — the highlighted
employee will be duplicated, allowing
multiple shifts or split shifts to be assigned
on the same day.

Days

1. This display shows the shift type for the day of the week.

[ [alg] l Tue | Ywied | Thu

I Fri | Sat | Sun

0ff 0ff Off Off
0000-0800 0000-0300 0000-0300 0000-0300 0000-0300
0300-1600 | 0200-1600 | 0800-1600 | 0300-1600 | 0300-1600
16500-0000 | 1600-0000 | 1600-0000 | 1600-0000 | 1600-0000

0ff 0ff Off
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General Information
1. This display shows the hours to shifts ratio

Shift.-’HrsI Fh:utatiu:unl Average
A/40.0 10/80.0 5.00/40.0
25240 4/48.0 200/24.0
24240 4/480 200/24.0
5/40.0 10/80.0 5.00/40.0
A/40.0 10/80.0 5.00/40.0
1/80 2460 1.00/8.0

Fields to Note
Shift/Hrs | The number of shifts / total hours allocated in the
current rotation.
Rotation | As for “Shift/Hrs” except for all rotations.
Average | As for “Shift/Hrs” except averaged over all
rotations.

Note: If the “Rotation Selection” buttons O Q are used the “General Information” display resets to
“Shift/Hrs”.

Allocation Tab

1. This view shows all the shifts allocated to the person highlighted in the “Summary Tab”

| Note: Allocated shifts are shown as time ranges eg “1545-0000", unallocated shifts are shown as descriptions. |

Shift | j
Ratation | Type l tonday | Tuezday | YWednesday | Thursday | Friday | Saturday l Sunday l
1 0000-0300 0000-0300 0000-0800 0000-0300 0000-0300 0000-0800 0if [ulj;
2 Off uli3 uli} uli3 ulij uli} ulij ulj;
3 0ff Off uli} Off 0if uli} 0if [ulj;

Fields to Note
Shift Select a “Shift” from the list box and then double
click the desired day of a rotation and that shift will
be applied, or if already applied, it will be cleared.
Rotation | This is the rotation within the cycle.

Practice

Outcome: Demonstrate how to set the rotations per cycle
Show how to add an employee to a standard schedule
Demonstrate how to assign an employee to a shift
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For our practice we will assign 3 employees to work a 3-week cycle with each employee
working a week on days, afternoons and nights.

1. Inthe Navigator click i “Scheduling”

2. Inthe right pane double click B “Maintain Standard Schedules”

Standard Schedule

@ | Q Fiatation \Week ¥ of £ Aszign ‘ Un-dzsign J | Save ‘ LClear | Exit ‘

Clignt Code: f -] Dayz/Fotation: j Last Fotated Cycle: ::J
Schedule Type: I,&LL LJ Wiew: |Timeg Lj Rotations/Cycle: ﬂ

Last Rotation Week {* Single Rotation

-

o -
Ending D ate: (" Multiple Fiotation |
Hourz Fequired : Resources Required : Delete
Summary ] Allocation Hours Allocated : Resources Allocated :

Employes lMax_l .f-\llc:lBase Fdon l Tue l wed l Thu l Fri l Sat I Sun ShifterslHotationI Average

Riotation Pattern:

3.

In the “Client Code” field enter “POW-SA” and press “Tab”

Standard Schedule <POWERFORCE SA> <PSA>

Client Code: |PO-54 ]

Schedule Type: AL + | View |Times -

Last Rotation'week |ET/05;2003  «| © Single Rotation
Ending D ate: = Multiple Rotation

Hours Requied : 120 Resources Required: 15 Delete
Summary || Allocation Hours Allocated : 0 Resources Allocated : 0

Employes IMEIHI hllclBase Fdon l Tue l Wed l Thu l Fri l Sat I Sun Shift#HrslHotationl Average

MI/Security Gual 40.0 0000-0300 0000-0300 0000-0800 0000-0200 0000-0800 5/40.0 54400 5.00/40.0( «
DAY ASecurity Gy 40.0 0300-1600 | 0300-1600  0200-1600  0200-1600 | 0200-1600 5/40.0 54400 5.00/4000
AFT/Security G 40.0 1600-0000 | 1600-0000 | 1600-0000 | 1600-0000 | 1600-0000 5/40.0  5/40.0) 5.00/40.0—

Riotation T of 1 Assign \ uﬂ-f-xssign\ | Save \ Clear | Esit \

4.

Click VB “Multiple Rotation”

A.  The fields “Days / Rotation”, “Rotations / Cycle” and “Last Rotated Cycle” will
now be displayed
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Standard Schedule <POWERFORCE SA> <PSA>

Client Cade: | ﬂ Days/Ratation: |7 j Last Fiatated Cycle: |1 j
Schedule Type: |,-’.\LL ﬂ Yiew: |Time$ ﬂ Fotations/Cycle: |1 ﬂ
Last Rotation Week  [E770572003 | ¢ 2ingle Rotation
Ending D ate: (*
Hours Required : 120 Resources Required : 15 Delete

Summary || Allocation Howrs Allocated : 0 Resources Allocated : 0

Employes lMaxI Al l Baze tdon l Tue l Wwed l Thu I Fri I Sat I Sun Shift#HrslHotationl Average
MI#Secunity Gua 40.0 0000-0800  0000-0800  0000-0800  Q000-0800  Q000-0800 5400 5/400 5004000
D Security G 40.0 0300-1600 02001600 0800-1600 0300-1600  0800-1600 500 5/40.0 50040007
AFT/Secunity Go 40.0 1600-0000  1600-0000  1800-0000  1800-0000  1600-0000 500 5/400 500,400
Ratation 1 af 1 Agzign | Lln-.ﬁ.ssign‘ ‘ Save | LClear ‘ Exit ‘

5. Change “Rotations / Cycle” to 3
A.

Change “Last Rotated Cycle” to 3
A.

N

next to be generated will be 1 of 3.

7 Clik s |

This allows and employee to rotate through Days, Afternoons and Nights.

This indicates the last rotation generated as a roster was rotation 3 of 3, so the

A.  The window will now close
B.  Open the window again for POW-SA
C.

Standard Schedule <POWERFORCE SA> <PSA>

The bottom left corner will now say “Rotation 1 of 3”

Clignt Code: |POw-54 | Days/Ratatiorn: |7 j Last Riotated Cycle: j
Schedule Type: L - | VYiew |Times - Fotations/Cycle: ﬂ
Last RotationWeek  [31;08/2002  «| ¢ Single Rotation
Ending D ate: f* Multiplz Rotation
Hours Required : 380 Resources Required : 45 Delete

Summary || Allocation Howrs Allocated : 0 Resources Allocated : 0

Employes lMa:-:I Allc l Baze tdon l Tue l Wwied Thu I Fri I Sat I Sun ShifterslHotationl Average
MI#Secunty Gual 1200 0000-0200 00000200 0000-0200 Q000-0800 O000-0200 5/40.0 5120.0 5.00/40.0)
D'/ Security G 1200 0300-1600 03001600 0800-1600  0300-1600  0800-1600 500 51200 5004007
AFT Secunity Go 1200 1600-0000  1800-0000  1800-0000  1800-0000  1600-0000 5/40.0 5A20.0 500,400
Fiatation 1 of 3 Azzign | Lln-.f-‘-.ssign‘ ‘ Save | Clear Exit

8. Double click B in the first blank row in the “Employee” column
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Allocation Options

O ption

Select All Shiftz
Split Shiftline

9.  Double click B “Add Employee”

Standard S5chedule - Add Employee

Ereives R |

3

Ok | Exit |

10. Click ‘B the down arrow for a list of employees

11. Select Brown John from the list and then click L% L

Employee G l Allc l Baze
Brown, Johin 720 1
MI/Security Gual 1200
D& /S ecuriby Gy 1200
AFT /Security G 120.0

12.  “Brown, John” has now been added to the employee list

Employes IMa:-:I Al I Baze I Tue I Wied I Thu I Fri I S at I Sun
Brown, John 720 1 Ff Qif [ [ [ Ff
MIASecurity Gua 1200 |0000-0800 | 0000-0200 | 0000-0800 |
D& S ecurity G 120.0 0300-1600 | 08001600 0800-1600  02300-1800 | 0200-1800
AFT /Security G 120.0 1600-0000 | 1600-0000 | 1600-0000 | 1600-0000 | 1600-0000

[

13.  Click VB each of the 5 “NI” shifts (row 2)

14. Click the right arrow at the bottom left of the window to show the second week in the
schedule cycle

Qo

Raotation 1 of 3

15. For the second week click B all the DAY shifts (row 3)
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16. Click the right arrow at the bottom left of the window to show the third week in the
schedule cycle

O Q Rotation 1 of 3

17. For the third week select all the AFT shifts (row 4)

18. Click\/laj “Brown, John”

19, Click ™ the = | puton

20. John Brown has now been assigned to
A. Week 1 as Nights
B.  Week 2 as Days
C. Week 3 as Afternoons

21. This can be checked by
A. Click u% “Brown, John”
B. Click B the “Allocation” tab

Fotation IT}fpeI tarday I Tuesday IWednesdayI Thursdayl Friday I Sa’rurda}fl Sunday I

1 Q000-0800 0200-0800  0000-0800 0GOG-0800 0000-0800 off aff
2 O800-1600 0800-1600 0800-1600 0800-1600 0800-1600 aff aff
3 1600-0000 16800-0000  1600-0000 1600-0000 1600-0000 Off aff

22. Repeat this process for another 2 employees
A.  Select from the remaining shifts
B.  Employees “Debbie Lithgow” and “William Stevens” are available to schedule

23 click ™8 82| \hen finished

Generate Schedules

Outcome: Demonstrate how to generate 4 cycles of a standard schedule

This window is used to generate weeks of a “Standard Schedule” created in the “Maintain
Standard Schedules” window.

Practice

Use the values displayed in this window for your practice.

We are going to generate the schedules for the month of April 2002, for the clients POW-
NSW, POW-ACT and POW-WA.
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Schedule Generation

Company; |P‘WHTHN ﬂ Start Date: |01/04/2002 =
Wk bo generate: Add Standard Scheduling Sites: || | [~ FeGenerate
Site I M ame I Lazt Cycle I Lazt Date I Howrz
1__|POw-ACT  POWERFORCE ACT 2| 17/02/2002 -
2 __IPOwAMSW POWERFORCE MEW 1] 030372002 |
2 __IPOwAnis POMWERFORCE 'Woa 2| 03/03/2002 —
4
]
E
K
]
9
10
11
12 M
Generate Clear Exit
1.  Open the window from the Navigator “Scheduling / Generate Schedules”

2. Select PWRTRN as the company code
A.  This would normally be your company code

3. Select the first Monday in April as the start date
A. This is because all our schedules start on a Monday

| | 2002 ~|

S M TwW T F 5
WE 2 245 6
08 91011 1213
14 1516 17 18 13 20
21 222324 25 26 2F
28 2330

4.  Inthe “Cycles to Generate” field enter 4
A. This is because we wish to generate 4 weeks of schedules

YWeeks to generate;

5. Click the “Add Standard Schedules Site” list box, select POW-ACT, POW-NSW and

POW-WA
A, Click “B cach row individually
Or

B. Click the m button
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Client Contracts

Powerforce Sa
) | [PERTH i azte

Cancel
Clear

Select Al

ket

Search...

6.

C. Click the 2% Ibutton

The window should now look as shown
Schedule Generation
Company: |F‘WF|TF|N ﬂ Start Date; |01/04/2002
Weeks bo generate: 4dd Standard Scheduling Sites: || | [~ FeGenerate
Site I M ame I Last Cycle I Last Date I Howrs
1__|POW-ACT |POWERFORLCE ACT 2 170242002 -
2 __|POw-NSw POWERFORLCE MNSW 1 03/03/2002 |
3 __|POwwia  POWERFORLCE "W 2 03032002 -
4
5
E
7
2
9
10
11
12 7
Generate | Clear | Exit

8.

To generate the schedules, click B the m button

A.  Check the “Re Generate” check box if you wish to regenerate existing schedules

in the date range
[ ReGenerate

Various messages will be displayed indicating the progress of the process

Processing...

Generating Schedule
For POWERFORCE ACT
01/04/2002-07/04 /2002

Pleaze wait...

(1111111111111 |

9.

Once complete the following will be displayed
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'j Generation of Schedulez Complete
]

Print Schedules

Outcome: Demonstrate how to create a Location / Shift Report

Practice

1. Run areport to check the shifts generated

2. Open the Scheduling Report window from the Navigator “Scheduling / Scheduling
Report”

Scheduling Report Parameters

Week Ending D ate: S0 04/2002 - Cutput Format

" Printer -
Area: - (* Screen ~
" Email

™ File Only [ Shading

Location: [ > Fepart Options

Master Schedule
[ Location
Location/TimeSpan
‘Location,/Shift
Employes
Employvee/TimeSpan
[ Sort By Comment Location/Signon
Location/Scheduled

[ Include Role Types

[ Break Page Code I Name I
[ Split Casual ok
[ Post Analysiz

Printer Setup | Bun | LCancel |

3. Select the “Week Ending Date” as the last Sunday in April, 28/04/2002

4. Under “Report Options” click B “Location / Shift”

s Clik™® _ Bn |
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SCHEDULING REPORT

SCHEDULE FOR WEEK ENDING 28/04/2002

Location Ilonday : Wednzsday Thurzd ay Frday Satvmay Sunday Total
22004/2002 23/04/2002 24042002 25/04/2002 26/04/2002 27042002 28/04/2002 Hours
POWEFFORCE ACT Lithzoer J B Litheow J Litheow J Lithzow J 40.00
00:00-08:00 00:00-08:00 00:00-08:00 00:00-08:00 00:00-08:00
Brown W Brown W 2400
06:00-18:00 06:00-18:00
% tevens A \ A0 (o
Stevmns A A 4000
08:00-16:0 :00
Adams] Adams] Adams] 40.00
TE DL TE DL TR TR L
16:00-00:0 16:00-00:0 16:00-00:0 16:00-00:0
BrownD Brown D 2400
13:00-06:00 13:00-06:00
POWERFORCENSW 325
Adams A 4000
00:00-08:00
Lit . 43.00
08:00-1
T
11.00
Stevans ] Adezms] 43.00
V&L VB PO 1
16:00-00:0 16:00-00:0
Stevans J
T T Y
16:0:0-00:0
POWERFORCE WA Agams W Adame W Adams W Adams W 0.00
00:00-08:00 00:00-08:00 00:00-08:00 00:00-08:0
Stevmns A Stevens A Stevam A Stevem A
00:00-08:00 00:00-08:00 00:00-08:00 00:00-08:00
80.00
=
0.00

R
Bl R

Ry
LB

Scheduling Work Bench

Practice

Outcome: Demonstrate how to open a generated shift in the Scheduling Workbench

1. Shift details can also be displayed and edited in the “Scheduling Workbench”

Note: The Scheduling Workbench is discussed in detail in the User manual.
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Scheduling Workbench =5Site Location>

CBEX

|ALL = | Period: |7 Days | wiew: | | e~
|F"3'W'3'f'3f'33 Maw ﬂ Rotation Start [1_ End T [ Comment Ftevens John &
(PO -N S MG Book |nu;un |23:59 |ﬁ3wailahle W/End |[PE/047200z -
25 SYDNEY ROAD
Pot  foooo (2355 [N ~ Book 120000
SYDMEY NSw 2000
[ (FWR-207) STEVENS, JOH [ Ow/Std
Open | Motes | Cancel | Book | Edt | Replace| 4dd | ’@ Find |
f Emploves T Siter ]
sPR2002 | momzz [ Tue2z [ wedza [ Thuzs [ Fize [ sazz [ sunzs
Bdams Tony PWR-OC 00000800 00000800 00000300 00000800  O0:00-0800 =
Lithgow Alizon-FwB-1 |
[SIEVERSUBRRE RS 16000000 16:00-00:00 16:00-00:00 1600-00:00  16:00-00:00 =
] 3
Resources/Howrs:  [3/24.00 372400 3/24.00 5/24.00 3/24.00 |
Legend Booked Time: 120,00 Standard Hours: [120.00 Casual Hours: |00
[~ Maoming [ Afemnoon B Mocharge ) )
Chargeable Time: 120,00 Booked StdHours: (12000 Paid Naomal: [112.00
F Day [T Might B tultiple Times
Mon Chargeable Time:  [.00 Over Standard: - Paid O/time: -

2. Open from the Navigator “Scheduling / Scheduling Workbench”
A. Select “PowerForce NSW” as the site
B.  Select the Week Ending (W/End) as the last Sunday in April 28/04/2002
C. Clck ‘B the “Site” tab to update the display

Note: These are the shifts created in the Generate Schedules section.

Editing a Shift

1. To edit a shift double click d% the desired shift

Double clicking i a blank shift will create a new shift

A.
B.  This is known as an Ad-Hoc shift
C.  You will have to assign the times for the shift

2. This will display the “Booking Window”

Editing Booking for JOHN ADAMS At POWERFORCE NSW

02:00-16:00 DAYS DAYS
Standard Shiftz

] 5

[=

Role Types

[ Times TE:::mments Pay [ Memo [ Order [ Costs [ﬁlluwances[ Tasks ]|NnrmaIDa_l,l ﬂ
Boak Start |24.-"EI4.-"2EI|32 ﬂ |DB:EIEI (" Charge on booktime " Moming
ook End f# Charge on Post Time & D
g 3 Lz
ookEnd - oa/ai2002 v | [16:00 ¥ Tentative [ Spit Shif ~ Aﬁgmmn
PostStat:  |24/04/2002 - | [08:00 ™ Queve 7 O/T Authorised oy
PastEnd  [24/04/2002 | [16:00 [ Close Shit [~ EstendBase  ( Rotating

Cancel
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3. This allows you to edit Start / End times and numerous other details
Cancelling a Shift

Outcome: Demonstrate how to cancel a shift

1.  Click i the shift to select the entry

2. Click B the ﬂ button located immediately above the shifts

::/J Cancel Entry
-

3. The selected shift will be removed

APR 2002 | Monzz |
Adams Tony-PwR-0C o 1
Lithgow Alizon-FwR- 1 Og00-16:00 Mg 00-1E:00
Stevens John-PwWH-2 1E:00-00:00 1EMQ0:00

wed2d | Thu2s | Fizs | sa2r | sumzs |
00000800 O0ODDZ00  D0:00 D200 =
08:00-1600  0%:00-16:00  08:00-16:00 )
1E:00-00:00  1E:00-00:00 16:00-00:00 -

Tue 23

] »

Confirming a Shift

Outcome: Describe how to confirm shift times
Describe how to confirm a shift was worked

1. PowerForce offers 2 confirmation checks
A. Confirm Times

1) This may be used to confirm arrival of the employee
or
2) Confirm shifts have been issued to the employee
B.  Confirm Shifts
1) This confirms that the times indicated were worked

2) This must be confirmed for the shift to be paid or charged out to the client

2. To Confirm Times

A. Click U% a shift in the window

L}

B. Click B the [ - | button at the top left of the window
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Confirm Shift Times

All Shifts Cancel

C. Click
or

B Confirm Start Times

(1154042002 16:00 00:00 POWERFORCE 'wia
[115/04,/2002 0800 16:00 POWERFORCE w4
[<]15/04,/2002 0800 16:00 POWERFORCE w4
[115/04/2002 00:00 08:00 POWERFORCE 'wa,
[115/04,/2002 16:00 00:00 POWERFORCE w4
[<]15/04/2002 00:00 02:00 POWERFORCE 'wa,
[116/04,/2002 16:00 00:00 POWERFORCE w4
[116/04,/2002 0800 16:00 POWERFORCE w4
[116/04,/2002 0800 16:00 POWERFORCE w4
(<] 16/04,/2002 00:00 08:00 POWERFORCE w4,
(1164042002 16:00 00:00 POWERFORCE 'wia,
[116/04,/2002 00:00 08:00 POWERFORCE w4
(11740442002 16:00 00:00 POWERFORCE 'wia
[117/04,/2002 0800 16:00 POWERFORCE w4
[ 117/04,/2002 0800 16:00 POWERFORCE ‘w4,
B 17/04,/2002 00:00 08:00 POWERFORCE 'wid,
[ 117/04,/2002 16:00 00:00 POWERFORCE w4
[(117/04/2002 00:00 02:00 POWERFORCE 'wia,

Pl m e a e, e e i i I ——

£

| to confirm the current shift

to choose which shifts to confirm

EEX

AWILLIAM JOHM ADARMS
/ DEBBIE GALE ADAMS
AANTHONY LITHGOW
AWWILLIAM LITHGOW
AALISOM STEVENS

# DEBBIE STEWEMNS
AWILLIAM JOHN AD&MS
/ DEBBIE GALE ADAMS
AANTHONY LITHGOW
AWWILLIAM LITHGOW

A ALISOM STEWENS

/ DEBBIE STEVENS
AWILLIAM JOHM ADAkS
/ DEBBIE GALE ADAMS
AANTHONY LITHGOW
AWWILLLAM LITHGOW
AALISOM STEVENS
# DEBBIE STEWEMNS

>

b

Coanfirm all

Save Exit

E.  Check the box of the shifts you wish to confirm

2. To Confirm Shifts
A, Click “B a shift in the window

B. Click ‘B the ‘ﬂ button at the top left of the window
C.  The rest is the same as confirming times

Note: A shift must be confirmed to be paid or billed.
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