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Log into WorkforceHub Advanced at https;//helpsideinc.myfileguardian.com/PostOffice/Signin.aspx

Step 1: Select TIME at the top of the screen.

DASHBOARD TIME PEOPLE

Step 2: Select Schedule at the left hand of the screen.
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Time Off

Schedule o
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Time Card Day View

A schedule must be posted for employees to view it in their WorkforceHub portal.
Scheduling can be done in the TimeWorksPlus Employee App.

&« timeworksplus employee Q g

TimeWorksPlus Employee

To make things easier for schedulers that only need to schedule a group of employees, there is a
filter option, located in the upper right, which narrows the list down by the company's
organizational data. It is recommended that you filter by manager and select your name.
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A print button is also available.

The default schedule view is for a single week, but you can also load a single-day and two-week
view with the dropdown to the left of the date navigator.
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Under the ACTION button are bulk actions.

Clear Schedule removes all visible shifts from the schedule. If the schedule has been filtered,
Clear Schedule only deletes the disp/ayed shifts—open shifts, if visible, are NOT deleted.

Copy Schedule allows you to use the Paste Schedule action feature to a different date range.

Apply Last Weeks Schedule allows you to apply the same schedule as the week prior.

~ ACTIONS

CLEAR SCHEDULE

OPY SCHEDULE

N

APPLY LAST WEEKS SCHEDULE H
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Assign a Shift to an Employee
The easiest way to assign a single shift is to double-click an empty cell and fill in the shift
details.

In addition to a start and end time, the shift details modal contains the following attributes:
o Lunch duration, in minutes

o Color (Select either the Published or Unpublished button to view the color palette.)
» Repeating characteristics, both within the week and for repeating weeks
o Comments, which appear in the "Notes" field for employees

Shifts cannot be added for dates in the past—only for current and future dates. Shifts that repeat
weekly require an end date.

To add a shift to a cell where there is already a shift, hover your cursor over the cell and select
the "plus" icon.
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Assign a Shift to Multiple Employees
The ADD SHIFT button opens a list where you can create a shift and assign it to one or more
employees.

Any filters applied to the overall schedule are also applied to the employee list, but the list can be
further narrowed down with its own filter option. Any filters applied to the greater schedule are
not available as filters in the Add Shift modal. So, if you have a Managerfilter applied to the
schedule, you cannot apply another Managerfilter to the Add Shift employee list.
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Add Shift Add Shift
Dec 08 - Dec 14 Dec 08 - Dec 14
Add Employees Time and Date
° . o ‘ ° Add Employees a Time and Date

Choose employees for shift:
) seiecta 2 Employees
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Templates
Create a template for frequently used shifts.

[

ADD SHIFT works well when adding the same shift to multiple employees, but for shifts that are
repeated from week-to-week, you may want to create a template instead. Use
the TEMPLATES button above the schedule to do so.
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Edit and Copy Shifts
You can modify a shift by hovering your mouse cursor over it.
Select the copy icon to copy the shift.
Select the paste icon to paste copied shifts.
Select the pencil icon to modify the shift details and assign the shift to a different employee.
Select the plus button adds an additional shift.
Select the trash icon to delete shift
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You can also click and drag the shift on the schedule itself to move it to a different employee or
day.

Copy and Paste an Employee's Schedule

In both the single and two-week schedule views, you can copy an employee's entire schedule.
These shifts can be pasted to either a different employee's schedule or the same employee's
schedule for a different date range.

To copy and paste a schedule:
Stepl:  Hover the mouse cursor over the employee's name. (In the mobile app, tap the
employee's name.) This displays the pop-up actions menu.

Step 2:  Select the copy icon (double sheets of paper).
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Step3: Hover the mouse cursor over the name of the employee to which you want to paste
the schedule. This could be a different employee within the same date range, or the same
or different employee in a future date range.

Step 4: Select the paste icon (clipboard).
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The shifts have now been added to the schedule.
When copying an employee's schedule, the border on the copied shifts changes to solid and bold.
Use this to keep track of your "source" schedule.
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You can paste the same copied schedule repeatedly, but if you want to remove the copied
schedule from the clipboard, return to the original schedule and select the clear clipboard icon
from the actions pop-up (the crossed-out clipboard).
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When pasting a schedule in the mobile app, the pop-up actions menu displays the destination
employee's name, selected date range, and, under the paste icon, the total amount of hours that
will be added to the schedule.

When a copied shift conflicts with an existing shift or time off, you are asked if you want to add
the copied shifts to the Open Shifts row. If you choose not to add them as Open Shift, only the
compatible shifts are pasted to the schedule. This feature allows you to paste a shift to a day with
an existing shift provided the shift times don't overlap. If every shift is in conflict, the paste icon
does not appear on the actions pop-up.

The pop-up actions menu also includes a delete icon for removing all visible shifts for the
employee.

Remove Shift

Are you sure you would like to remove this shift for Max Sandoval? This action
cannot be undone.

CANCEL DELETE WEEK DELETE SHIFT

Copy and paste does not function if you are in "Template Apply" mode.

Open Shifts

Open shifts appear on the top row of the schedule and can be used as a placeholder for shifts that
have yet to be assigned to an employee. Also, open shifts on a posted schedule can be used to
invite employees to pick up the shift. Any employee that isn't already scheduled is notified that
there is an open shift, and they can request to pick it up through the web portal or mobile app.
Company admins and schedulers are notified if an employee offers to pick up an open shift.
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Approval of open shift pickups is done on the Shift Swaps tab. Select the OPEN SHIFTS button to
see the status of any offers on an open shift.

& WorkforceHub Advanced DASHBOARD TIME PEOPLE ADMIN
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Dpen Shifis OPEN SHIFTS
Schedule Open Shifts e

Reporis
Shift Date Shift Hours Total Hours
Time Card Day View

Fayroll Review Dec 14, 2024 8:00am - 5:00pm 8.25 PICKUP REQUESTS e

Dec 16, 2024 8.00am - 12:00pm 3.50
Dec 18, 2024 8:00am - 12:00pm 3.50
Dec 23, 2024 8:00am - 12:00pm 3.50
Dec 25, 2024 8:00am - 12:00pm 3.50
Dec 30, 2024 8:00am - 12:00pm 3.50
Jan1,2025 8:00am - 12:00pm 3.50
Jan 6, 2025 pm 3

Jan 8, 2025 8.00am - 12:00pm 3.50

Open shifts are available to any employee, regardless of their position, department, or location.



