SELF SCHEDULING

1. Click Self Scheduler Schedule Timesheet Transactions Shift Trade Regquest Self Scheduler Shift Billboard

2. Click Self Scheduling e —
s

a. Schedulers and
supervisors can set up
self scheduling in WFM. Self scheduling processes can be open for a set limit of time for a set amount of
schedule. If there is a currently open self scheduling process, you will see it listed
3. Click Open
a. The date range at the top lists the date range that the self scheduling process allows you to schedule
yourself for. You can see any currently assigned shifts to you in blue, and any days where you will be
absent in orange. If any of the shifts for the week will cause you to go into overtime, you will not see
those shifts as available days to self-schedule. If the shift will not cause you to go into overtime, you will
see a green number on the lower right of each date letting you know how many shifts are available to
self-schedule on that day.
4. Select the highlighted day to view the available shifts
a. You can see the shifts available to self-schedule shifts
5. To select the shift you want to pick up, click the check box to the left
6. Click Submit
a. You can continue picking up shifts by selecting the date, selecting the shift, and clicking submit until you
have self scheduled yourself for your adequate number of shifts. The shifts will not be published to your
individual schedule under the schedule tab until the self scheduling process closes or the shifts have
been published. Remember when a self-scheduling process opens or closes, you will get a Workmail
message notifying you
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