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1.1 My People Widget - Team Scheduler Navigation — Assign Shift

2.1.1 Assign anew Shiftto an employee

The Team Scheduler allows Managers to create/view/update the following:

¢ Shift Change (Working Patterns) — Steps below

e Time Sheet Input (Overtime Claims etc) — Please see Delt Manager Dashboard — Timesheets
Manual

e Person Absences — Please see Person Absences (Sickness; Annual Leave; Other Absences

etc)

1. From the Manager Dashboard — My People Widget, Click on the Actions button

Name, Department, Job Title Q My People

Employee Position Contact Details

@ SPTEST SPUAT Client Services 02345678

000128 Client Services Operations Analy.. test@hotmail.com

G Test426 Tester13 Client Services None Set

72140026 Client Services Operations Analy None Set

@ Test435 Tester256 Client Services None Set

72140077 IT Technician TestyMcTest@Testo.co.uk
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https://deltservices.com/wp-content/uploads/2020/09/MD5-Delt-Manager-Dashboard-Timesheets.pdf
https://deltservices.com/wp-content/uploads/2020/09/MD5-Delt-Manager-Dashboard-Timesheets.pdf
https://deltservices.com/wp-content/uploads/2020/09/MD4-Delt-Manager-Dashboard-Enter-Person-Absence-Sickness.pdf
https://deltservices.com/wp-content/uploads/2020/09/MD4-Delt-Manager-Dashboard-Enter-Person-Absence-Sickness.pdf
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2. Select View Scheduler, and the Team Scheduler widget will be displayed.
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3. Your list of Employees will be displayed, find the correct employee

4. Next, inthe ‘Team Scheduler’, click on the filter button.

Team Scheduler

5. Ensure the Filter is set to “Roster” by doing this, the user will only be able to view Roster information,
rather than all work groups, the calendar will be easier to view. (this step is not essential, if you wish to
view all work groups e.g. Absences; Leave Requests, this is also fine)
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6. Navigate to dates on the calendar.

7. To view an employee’s assigned shift, Left click the work schedule and click ‘Shift Change’
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8. To assign a new Shift, click ‘Add’ and enter the required details:

Shift select the correct working pattern. (If the working pattern is not available in the

system, please request this via a Service Now Request).

Date Effective

Start Sequence (this should be completed for cycle shifts only) e.g. if you have a 3 week
cycle shiftand your working pattern starts on week 2 of a 3 week cycle, then you would

enter a Start Sec of 2. If it starts on week 1, enter Start Sec 2, and so on
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10. To delete a shift in the future, click the ellipsis and click ‘Delete Shift
35hrs - 7 Hrs Mtwif 06-Feb-2019 Yes 1
40hrs- 8 Hrs MTWTF  01-Jan-2019 Ves 1 View shift Cycles
Add Personal Override
Delete
SAVE
11. Click ‘Save’.
@ Backdated Shift Changes are now availableto managers:
Users are NOW able to backdate any Shift changes.
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New Working Pattern/Shift Pattern :

If the Working Pattern you are looking for is not available, please request this via Setvice
Now

o Delt’s Service Now System
e Click into the Search field
o Enter ‘CoreHR New Shift Type’

e Follow the instructions and upon completion of this request the Systems Team, will
deal with the request, and come back to you direct.
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