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BASIC HUMANITY OVERVIEW

Note: Workday feeds updated employee date, time off data, and leave of absence data to Humanity. Humanity feeds schedule
data to Workday. Workday and Humanity “speak” to each other through a regular system sync. It is important to note that
although the two systems work in tandem, Workday is the source of truth for anything related to employee data, and Humanity is
the source of truth for scheduling data. Furthermore, data synced from Workday to Humanity should not be changed in
Humanity, nor should data synced from Humanity to Workday be changed in Workday. For example, employee information
should not be updated in Humanity, and schedule updates should not be made through Workday.

1. Navigate to the employee portal at my.goodwillaz.org > Select the Okta
tile > Select the Humanity tile

2. Log in using your employee details.
Humanity

3. Click Shift Planning in the blue banner.

) P % db R ’ v

Dashboard ShiftPlanning Availability Reports

Dashboard Dashboard T Manage Widgets
Since you were last online
You have been booked on 1 new shift.

4. Select either Employee View OR Position View to access the scheduling calendar

Note: Use the arrows to

Position View A Week v < Today > [T

toggle forward or backward

on the scheduling calendar.

D = Employee View .

Position View

Sun 04/19 Mon 04/2

IMPORTANT! Position View shows all roles at the location in the left column on

creating schedules to identify any overlaps or gaps.

=

© Tag View the scheduling calendar. This allows managers to create shifts per position and assign
the appropriate team members to shifts. Employee View shows all team members at

) Calendar View the location and allows managers to create shifts for individual team members.
Schedules can be created using either Position View or Employee View based on the

B ListView b manager's preference. Many managers toggle back and forth between views while

)

Time Off View

Note: It is often easiest to view the

5. Select the desired calendar view (ie, Day, Week, 2 Week, or 4 Week) | scheduling calendar by Week.



https://my.goodwillaz.org/

BASIC HUMANITY OVERVIEW

POSITION VIEW SCHEDULE EXAMPLE
Goodwill : 2 | &

|
ShiftPlanning —’ Week v < Today > Q Edit /' B 25 Conflicts Tools v
Schedule My @ 02/15/2026 - 02/21/2026 sun02/15 1B Mon02/16 P Tue02/17 B Wed02/18 B Thu02/19 B Fri 02/20 » Sat 02/21 »
Overview Schedule
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
02:30PM - 10:30PM 07:30AM - 03:30PM 02:30PM - 10:30PM 02:30PM - 10:30PM 07:30AM - 03:30PM 02:30PM - 10:30PM 02:30PM - 10:30PM
February 2026 v < > ] | | I
s M T W T F S vice Manager Pebble Creek Store Pebble Creek Store
02:30PM - 10:30PM 02:30PM - 10:30PM
1 2 3 4 5 6 7 I
8 9 10 1 12 (13) 14
@D 7m0 o0 n -
. N N Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
22 23 24 25 26 27 28 Note: The number next to the silhouette icon shows the number 07:30AM - 01:30PM 07:30AM - 03:00PM 07:30AM - 03:00PM 07:30AM - 12:30PM
of team members in the position who are scheduled to work. =
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
__.!! 00:00AM - 04:00PM 08:00AM - 03:00PM 08:30AM - 02:00PM 08:00AM - 01:00PM
I | I
Filter Preset v Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek St... empTy Pebble Creek Store Pebble Creek Store
10:30AM - 03:30PM 09:00AM - 04:00PM 08:30AM - 03:30PM 09:30AM - 01:30PM 09:00AM - 01:0... 10:30AM - 03:00PM 10:30AM - 03:00PM
Reset to Full Schedule I | | | . —
Pebble Creek Store
: Pebble Creek Store Pebble Creek Store Pebble Creek St... everv ||| Pebble Creek Store 12:00PM - 05:00PM Pebble Creek Store Pebble Creek Store
Q Locations v 12:00PM - 05:00PM 09:00AM - 04:00PM 11:00AM - 04:0... 09:30AM - 01:30PM ] 11:30AM - 04:30PM 12:00PM - 05:00PM
! Pebble Creek Store Pebble Creek Store
& skills © Pebble Creek Store Pebble Creek Store 12:00PM - 05:00PM Pebble Creek Store 01:00PM - 06:00PM Pebble Creek Store Pebble Creek Store
04:30PM - 10:30PM 01:00PM - 06:00PM ] 10:30AM - 03:30PM ] 01:30PM - 06:30PM 04:30PM - 10:30PM
Donation Attendant [ ] [
Pebble Creek Store Pebble Creek Store
& Shift Types v Pebble Creek Store Pebble Creek Store 01:30PM - 06:30PM Pebble Creek Store 04:30PM - 09:30PM Pebble Creek Store
04:30PM - 09:30PM 04:30PM - 09:30PM 01:30PM - 06:30PM ] 04:30PM - 10:30PM
@ y Pebble Creek Store Pebble Creek Store
JaEcmoteties v Pebble Creek Store Pebble Creek Store 04:30PM - 10:30PM Pebble Creek Store 04:30PM - 10:30PM Pebble Creek Store Pebble Creek Store
M - 10:30PM 04:30PM - 10:30PM ] 04:30PM - 10:30PM 04:30PM - 10:30PM
. | ]
© Tags Note: The number next to the clock icon shows Pebble Creek Store Pebble Creek Store
le Creek Store 04:30PM - 10:30PM Pebble Creek Store 04:30PM - 10:30PM Pebble Creek Store
the number of hours scheduled for the position. (e CESIRRECEIEN | | (IR
& Employees Pebble Creek Store
R =00:: Pebble Creek Store
‘ ‘ 04:30PM - 10:30PM

EMPLOYEE VIEW SCHEDULE EXAMPLE

Dashboard ShiftPlanning Availability Reports
ShiftPlanning Employee View v Week v ¢ Today > Q Edit / B 25 Conflicts Tools v
1
Schedule My O 02/15/2026 - 02/21/2026 sun02/15 B Mon02/16 B Tue02/17 B Wed02/18 B Thu02/19 B Fri 02/20 !‘ Sat 02/21 r
Overview Schedule
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
- Retail ise Pr... Retail ise Pr... Retail Merchandise Pr... Retail ise Pr... Retail ise Pr...
February 2026 v < > % | 08:30AM - 04:00PM 07:30AM - 03:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM
" ©37.50
s M T W T F s
12 3 4 5 6 7
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
8 9 10 M @ 13 14 Retail Merchandise Pr... | | Retail Merchandise Pr... Retail Merchandise Pr... ||| Retail ise Pr... ||| Retail ise Pr...
o I 08:30AM - 04:00PM 07:30AM - 03:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM
@ 16 17 18 19 20 21
© 37.50
22 23 24 25 26 27 28
IMPORTANT! Certain leaders, such as Retail Store Managers and District Managers,
| have the ability to view the estimated amount of payroll for every team member.

Filter Preset - ‘ Mo 750 10733

Pebble Creek Store &
I Retail Sales Associ...

Reset to Full Schedule Logged in since shift was posted

0J show Availability E:&'Tféﬁf:: :ssstg:: @

[ Show Leave ( 04:30PM - 10:30PM

04:30PM - 10:30PM

© 1200
Q Locations v Note: The eye icon shows that the team member
Pebble Creek Store Pebble Creek Store logged into Humanity since the shift was published.
g skills “ B Retail Sales Associate Retail Sales Associate
« 04:30PM - 10:30PM 04:30PM - 10:30PM
7 ® 18.00
& Shift Types v

© Tags N Pebble Creek Store Pebble Creek Store | | Pebble Creek Store Pebble Creek Store il

Remote Sites v i

GOODWILL 4




HOW TO VIEW TEAM MEMBER LEAVE AND CONTACT INFORMATION

IMPORTANT! All absence/time off requests and approvals are submitted and completed in Workday.
Pending Leave of Absence (LOA) requests and all other absence/time off requests (e.g, sick, vacation,

unpaid time off, etc.) will NOT appear in Humanity unless approved in Workday.

1. To view approved team member LOA and/or time off, Select Employee View > Select the

Show Leave filter.

e % dh
Dashboard ShiftPlanning Availability Reports
ShiftPlanning Employee View v Week v < Today > Q Edit £ B 25 Conflicts Tools v
Schedule My () 02/15/2026-02/21/2026 sun02/15 1P Mon02/16 P Tue02/17 1P Wed 02/18 P Thu02/19 P ‘ Fri 02/20 [ ] sat02/21 WP ‘
Overview Schedule
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
Retail Sales Associate Donation Attendant Donation Attendant Retail Sales Associate
February 2026 v < > 12:00PM - 05:00PM 11:00AM - 04:00PM 09:00AM - 01:00PM 03:30PM - 10:30PM
s M T W T F s ) Pebble Creek Store
/) Empty Shifts Retail Sales Associate
1 2 3 4 5 6 7 04:30PM - 10:30PM
g8 9 10 1 12 (1) 14
15 @ 17 18 19 20 21
Pebble Creek Store Pebble Creek Store Pebble Creek Store () All Day | @aAIDay B
22 23 24 25 26 27 28 - Retail Merchandise Pr... | | Retail Merchandise Pr... Retail Merchandise Pr... * Workday - Vacation Tim... |« Workday - Vacation Tim...
(@ 08:30AM - 04:00PM 07:30AM - 03:00PM 08:30AM - 04:00PM Approved Approved
“Ho 250
Filter Preset v
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
Reset to Full Schedul - Retail Merchandise Pr... Retail Merchandise Pr... Retail Merchandise Pr... Retail ise Pr... Retail ise Pr...
csetioru senecue ® _ 08:30AM - 04:00PM 07:30AM - 03:00PM 08:30AM - 04:00PM - 04: - 04
o " ®37.50
ility
Show Leave| 4—
Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
. N Retail Merchandise Pr... ||| Retail Merchandise Pr... Retail Merchandise Pr... ||| Retail ise Pr... Retail ise Pr...
Q Locations 4 (® _ 08:30AM - 04:00PM 07:30AM - 03:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM
3750
8 skills v
~ . Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store Pebble Creek Store
G Sshift Types v B Donation Attendant Donation Attendant Donation Attendant Donation Attendant Donation Attendant
(® 07:30AM - 01:30PM 07:00AM - 01:00PM 07:30AM - 01:30PM 07:30AM - 03:00PM 07:30AM - 03:00PM
: 3300 @
@ Remote Sites v
© Tags v Pehhle Creek Store 2 Pehhle Creek Store

2. Click Reset to Full Schedule to remove the Show Leave filter.

HOW TO VIEW TEAM MEMBER CONTACT INFORMATION:

1. Click the Staff option in the blue banner to view your team member’s contact information.

° db « @-

Dashboard ShiftPlanning Availability Reports

Since you were last online
@ You have been booked on 1 new shift.




HOW TO VIEW AND ENTER TEAM MEMBER AVAILABILITY

1. To view team member availability, Select Employee View > Select the Show Awvailability filter.

ShiftPlanning Employee View v Week v < Today >
My (( 02/15/2026 - 02/21/2026 Sun 02/15 | ] ‘ Mon 02/16 [ ] ‘ Tue 02/17 [ ] ‘
Overview Schedule
Pebl?le Creek Slorg Pebblg Creek Store
February 2026 v < > 5;};3:3?502:556’;3‘6 ?7%%'2’3533?6?3& | b| S|
) Pebble Creek Store Unavailabi lty ot w1 X
j “: : :I : : j 2 Emou s BT o Submitted on 02/10/2026 o
8 9 10 11 12 @ 14
5@ 7 1m0 20 n _
22 23 24 25 26 27 28 _ ':" Ir)oz:z WPL« ’ ‘\TS ij;‘ -
_ Pebble Creek Store 07:30AM - 03:00PM o
(@ Retail Merchandise Pr...
\:;m 08:30AM - 04:00PM D 02/1 6/2026
Filter Preset v |
Rt REE eelrie h Pebble Creek Store Pebble Creek Store ® A" Day
show Avaiabity < | (@ I ORi30AM ~0a00PM | | 07130AM ~0300PM
(J Show Leave - © 37.50
2. Click the alert to view details > Click Reset to Full Schedule to remove all filters.
)
3. To enter a team member’s New Unavailability Slot
availability on their behalf, click
Availability in the blue banner )
. ¢
> locate the appropriate team ) ¢ _
member > Click the appropriate
. —»{"]  02/11/2026
space in the date column >
Enter the availability details >
. — ’( :) 01:00PM - 02:00PM All Day
Click Save
= Overwrite Overlapping Slots ©)
— Does not repeat v
Availability O
Add note
Note: Team Members are encouraged to submit their own

availability in the Humanity App, but man

their team members’ behalf if necessary.

agers can submit it on

Cancel

GOODWILL




HOW TO CREATE SCHEDULES IN HUMANITY (EMPLOYEE VIEW)

Note: Employee View shows all team members at the location and allows managers to create shifts for individual team
members. Schedules can be created using either Position View or Employee View based on the manager's preference.

N\any managers toggle back and forth between views while creating schedules to identify any overlaps or gaps.

1. Click Shift Planning in the blue banner.
2. Select Employee View.

3. Select the desired calendar view (i.e, Day, Week, 2 Weeks, or 4 Weeks).
4. Select the Show Availability and Show Leave checkboxes to view any approved LOAs, time

off, and availability for team members.

OPTIONAL: To view team members by position, select the Location > Select the desired location > Select the
desired role. Click Reset to full Schedule to remove all filters.
db
Availability Reports
ShiftPIanning 2 Employee View v Week v 3 y > Q .
My {) 04/26/2026 - 05/02/2026 Sun 04/26 r ‘ Mon 04/27 [ ] Tue 04/28 [ ] Wed 04/29 [ ] Thu 04/30 | J ‘ Fri 05/01 | J ‘ Sat 05/02 | J ‘
Overvie Schedule
Reset to Full Schedule | ———— “‘_
Show Availability ' ' _ _
Show Leave 4 7]/‘
Q Locations ~ I““_
Seyyeh Locations and Positions... ] ‘:/\’ ‘J\‘_ 5 6
3
() Pebble Creek Store A )
ssistant Store Manager J_ '

(J | Customer Service Mana... P _

(J | Donation Attendant 3
_> (J | Retail Merchandise Pro... —]\_

() | Retail Sales Associate &

() | Retail Sales Cashier ‘;‘,‘_

[ | Retail Store Manager -
& Sskills v ,J_
@ Remote Sites v ‘/f;\‘_

5. Locate the appropriate team member in the left column.

6. Locate the desired day that you would like to schedule a shift for the team member > Click

the space in the appropriate date column.

GOODWILL




HOW TO CREATE SCHEDULES IN HUMANITY (EMPLOYEE VIEW)

7. Type the Shift Start and End Time with AM

and PM details > Click Enter on your keyboard. IMPORTANT: The shift will have a dotted

border. A dotted border means that the
shift is NOT published and is not visible to

8am-4pm
g the team member(s).

Retail Merchandise
Processor ]
Pebble Creek Store

Enter = Save ﬁ Donation Attendant

Up/Down = Chg Position 08:00AM - 04:00PM

OPTIONAL: To copy or move a single shift, click the shift and Mon 04/27

drag it to the desired space on the calendar > release overthe | | 1
desired action (i.e., Copy or Move). This action can be done

before assigning a team member to the shift or afterward if q . _(io_pf _____ 'l/lf\ie__
you would also like the shift assignment to be moved and/or I;::’al::iﬂirr:\';:;?s:gp i
copied as well. i 5S0AM - OesoPM :

8. Repeat steps 5-7 as necessary. For options to make creating schedules quicker, review the

processes for creating repeating shifts.

9. Review the completed schedule and identify and resolve any conflict alerts that need to be

resolved.

10. Click the green Publish button in the upper-right corner of the screen when the schedule is

finalized.
— X

Pebble Creek Store

Retail Merchandise Pr... 4_

08:30AM - 04:00PM

Note: Published shifts will have a solid border. Shifts can be

edited, deleted and republished as necessary.

IMPORTANT: Team Members will not be able to view the schedule unless the schedule is published.
Schedules should update in Workday within an hour of being published or possibly overnight. Team
Members can view published schedules immediately in the Humanity App.

GOODWILL




HOW TO CREATE SCHEDULES IN HUMANITY (POSITION VIEW)

Note: Position View shows all roles at the location in the left column. This allows managers to create shifts for each

g
position and assign the appropriate team members to them. Schedules can be created using either Position View or
Employee View based on the manager's preference. N\any managers toggle back and forth between views while creating

schedules to identify any overlaps or gaps.

1. Click Shift Planning in the blue banner.
2. Select Position View.

3. Select the desired calendar view (i.e, Day, Week, 2 Weeks, or 4 Weeks).

4. Locate the desired position in the left column.

db
Availability Reports
ShiftPlannin 2 Position View v Week v 3 > Q Tools v
Schedule My ) 05/24/2026 - 05/30/2026 ‘ Sun 05/24 r Mon 05/25 r Tue 05/26 r Wed 05/27 [ ] Thu 05/28 [ ] Fri 05/29 | J ‘ Sat 05/30 | ‘
Overview Schedule
Pebble Creek Store
May 2026 v < >
Assistant Store Manager
S M T w T [7 S
1 2
Customer Service Manager
3 4 5 6 7 8 9
0 11 12 13 14 15 16 4 5
Donation Attendant
17 18 19 20 21 22 23 )
(>« JECRELE A Retail Merchandise Processor ﬁ
31
| Filter Preset v Retail Sales Associate
Reset to Full Schedule
Q Locations o Retail Sales Cashier
B Skills v Retail Store Manager
@& Shift Types v
@ Remote Sites v
© Tags v @
2 Employees v

5. Locate the desired day that you would like to schedule a shift for the position > Click the

space in the appropriate date column.

6. Type the Shift Start and End Time with AM and PM details > Click Enter on your keyboard.
6

\e—

Pebble Creek S... empTy :
08:30AM - 04.... i

| 8:30am-4:30pm| |

Retail Merchandise Processor Retail Merchandise Processor

GOODWILL




HOW TO CREATE SCHEDULES IN HUMANITY (POSITION VIEW)

IMPORTANT: The shift will have a dotted border. A
dotted border means that the shift is NOT Pebble Cl'eek S EMPTY

published and is not visible to team members. The . .
shift will also have an Empty alert, which means that 08'30AM . 04"“ T

the shift has NOT been assigned to a team member.

Mon 04/27
OPTIONAL: To copy or move a single shift, click the shift and

drag it to the desired space on the calendar > release over the

Ak by

desired action (i.e., Copy or Move). This action can be done

@)
o)
T
<
<
S)
<
@

before assigning a team member to the shift or afterward if e :
gning ‘

. ) ) ' | Pebble Creek St [

you would also like the shift assignment to be moved and/or Semerpub

copie d as well -1 08:30AM - 04:30PM |

7. To assign a shift to a team member, Click the desired shift > Click the green plus sign next to

the appropriate team member’s name > Click the green Update button.

) Employee Assignment Y
@ lAdd Title Sorted Alphabetically |2
Duration: 8h Om
® | 06/10/2026 | | 08:30AM | @ | 04:30PM | | 06/10/2026 Search by Employee Name ‘l

>  Repeatoptid Note: Use the Search tool to locate :

the appropriate team member quickly.
= Retail M T vailable (21)

o
=

&/

o Manage Breaks

Breaks are automatically assigned to employees due to break rule. \& )
O [ Add shifttage 1 @ n—
(@) Oh
282 | Add open slots ) I
You can set a maximum of 21 open slots for the assigned Position x/“ _ Oh
() I o

? No remote site &

@@@@@@@@@é>

FO\
& 4
o
>

[ | Addnew note

£\

[N

& 4
o
o0

Note: Scroll down and click Show All to view all eligible team

—T>I Show All 21 Employeesl
members for the shift at your location. Team Members are only

available for selection if they are in the appropriate role. cancel ‘ |

GOODWILL




HOW TO CREATE SCHEDULES IN HUMANITY (POSITION VIEW)

8. Repeat steps 4-7 as necessary. For options to make creating schedules quicker, review the

processes for creating repeating shifts.

OPTIONALL: To filter your calendar view by specific position(s), Click Location > Select the

checkbox of your location > Deselect the desired position(s) to remove from your calendar view.

(iu 0 ﬂ 'I‘w e % ﬂ]
Dashboard

Availability Reports

Shif’[PIanning Position View v Week v < Today > Q Edit / Tools v m

Schedule My (( 03/22/2026 - 03/28/2026 ‘ Sun 03/22 | ] ‘ Mon 03/23 | J ‘ Tue 03/24 [ ] Wed 03/25 r ‘ Thu 03/26 [ J Fri 03/27 [ ] ‘ Sat 03/28 [ J ‘
Overview Schedule

Pebble Creek Store

15 16 17 18 19 20 21

Pebble Creek S... empTy Pebble Creek S... evety Pebble Creek S... empry Pebble Creek S... empTy Pebble Creek S... evpry Pebble Creek S... empty
2 23 Q 25 26 27 28 08:30AM - 04:... 08:30AM - 04:... 08:30AM - 04:... 08:30AM - 04:... 08:30AM - 04:... 08:30AM - 04:...
Retail Merchandise Processor
29 30 31
| Filter Preset v |
Reset to Fu\lSchedu\e‘ .
. —] Note: Click Reset to Full Schedule to remove all filters.
I Search Locations and Positions... ]

I @ Pebble Creek Store AI

(0 | Assistant Store Manager
O | Customer Service Mana...
(3 | Donation Attendant

I E Retail Merchandise Pro...l 4—

(O | Retail Sales Associate

(O | Retail Sales Cashier

(J | Retail Store Manager

8 skills v @

& Shift Types v

9. Review the completed schedule and identify and resolve any conflict alerts that need to be

resolved.

10. Click the green Publish button in the upper-right corner of the screen when the schedule is

finalized.
—

Pebble Creek Store ] _ , ] _
Retail Merchandise Pr... ‘ Note: Published shifts will have a solid border. Shifts can be
08:30AM - 04:00PM edited, deleted and republished as necessary.

IMPORTANT: Team Members will not be able to view the schedule unless the schedule is published.
Schedules should update in Workday within an hour of being published or possibly overnight. Team
Members can view published schedules immediately in the Humanity App.




SCHEDULING CONFLICT ALERTS

1. Click the Conflicts alert in the banner to review all flagged conflicts.

db

ShiftPlanning

Dashboard Availability Reports
ShiftPIanning Employee View v Week v < Today > Q Edit / B 25 Conflicts Tools v
Schedule My () 01/04/2026-01/10/2026 Sun 01/04 !‘ Mon 01/05 !‘ Tue 01/06 !‘ Wed 01/07 !‘ Thuo1/08 P Fri *}9 !‘ sat01/10 !‘
Overview Schedule
Pebble Creek Store & Pebble Creek Store & Pebble Creek Store & Pebble (Jeek Store & Pebble Creek Store &
Assistant Store Ma Assistant Store Ma Assistant Store Ma. AssistanfiStore Ma. Assistant Store Ma.
January 2026 v < > ‘o I ——— —— —— - 10:30PM
( )
Mo s
s M T W T F s . . .
* Note: The number that appears in the alert is the number of conflicts
12 3
¢ s @7 s 0w I flagged in the schedule. Conflict alerts are also flagged next to the eck store
1M1 12 13 14 15 16 17 ‘/"‘p}_ , - 04:00PM
= ® 37.50
w1 2 2 2 28 2 team member’s name.
25 26 27 28 29 30 31
a
(@) IS
Filter Preset v
Pebble Creek Store Pebble Creek Store Pebble Creek Store
Reset to Full Schedule . Retail Sales Associate Retail Sales Associate Retail Sales Associate
o I 04:30PM - 10:30PM 04:30PM - 10:30PM 09:00AM - 02:00PM
S ¢
Show Availability ©17.00
Show Leave

2. Hover over the alert on the shift to view more details.

Wed01/07 P Thuo1/08 P Friol/00 B sat 01
Note: Shifts can be edited to resolve conflicts
1 & Is on vacation this dayI Il and schedules will need to be republished.
2Cr
r— — S -
08:30AM - 04:00PM | 08:30AM - 04:00PM n—l 08:30AM

3. Review Conflicts, Resolve and and Republish schedules as needed.
@

Availability

dh

Dashboard ShiftPlanning Reports

Week

Today >

ShiftPlanning

v <

Click to exit Conflict Mode.

@ Exit Conflict Mode

Schedule My
Overview Schedule
01/04/2026 - 01/10/2026 Sun 01/04 [ ] Mon 01/05 [ ]
January 2026 v < > 1 Vacation (1) ‘ .
S Mot ow T oF s Note: Summary of conflict(s)
Pebble Creek Store Pebble Creek Store Pebble Creek Store
1 2 3 Retail Merchandise Pr Retail Merchandise Pr Retail Merchandise Pr.
( ’_ - 04! 2 - 04! 08:30AM - 04:00PM 08:30AM - 04:00PM 08:30AM - 04:00PM
4 5 o 7 8 9 10
1 12 13 14 15 16 17
18 19 20 21 22 23 24 I Multiple conflicts (24) <_ . ( )
Note: Summary of conflict(s
B D @B DD E Pebble Creek Store @ ||| Pebble Creek Store @ ||| Pebble Creek Store @
- —— - Cuc Retail Store Manag Retail Store Manag Retail Store Manag
07:30AM - 05:00PM 07:30AM - 05:00PM ‘ ‘ 07:30AM - 05:00PM 07:30AM - 05:00PM 07:30AM - 05:00PM
Filter Preset v |
IMPORTANT! M ill most likely always h flict al
- Managers wi most like y always have con Iict alerts
Q Locations v
i on their schedules because they are typically scheduled for more than
Skills v

Assit
07:30AM - 05:00PM

07:30Al

M - 05:00PM 07:30AM - 05:00PM

07:30AM - 05:00PM

. 8 hours. Schedules with unresolved conflicts can still be published.

07:30AM - 05:00PM

o —
(g f—
4, —
(fN—

Pebble Creek Store @
Assistant Store Ma
07:30AM - 05:00PM

Pebble Creek Store @
Assistant Store Ma.
07:30AM - 05:00PM

Pebble Creek Store &
Assistant Store Ma.
07:30AM - 05:00PM

Pebble Creek Store &
Assistant Store Ma.
07:30AM - 05:00PM

Pebble Creek
Assistant Storé
07:30AM - 05:00PM

@




HOW TO CREATE REPEATING SHIFTS

1. Click on the desired shift — =—————————l- | Pebble Creek Store

Retail Merchandise Pr...

2. Select Standard 08:30AM - 04:00PM
3. Under Repeats every, Select 1 and Week Repeat Options
4. Select the desired days of the week Frequency Type
. Standard 1 v
Note: Days of the week do not need to be consecutive. _ — ,
Create a shift pattern where the same shift is repeating on a
daily, weekly or monthly basis.

5. Enter the desired end date > Click Set Repeat Option Repeats every 2
1 Week v

6. Confirm the shift details 3 l

Repeats On

. Employee Assignment :
@ AddTitle Sorted Aphabetically |3 v i Il We Th Fr B

Duration: 8h Om

Repeats Until

@

® | 04/20/2026 | | 08:30AM SearchibvEployesliams l

04:30PM || 04/20/2026 |

05/28/2026 4

) Every week on Sunday, Monday, Tuesday, Wednesday, Who Is Working (0) A
Friday until 05/20/2026
\

E | Donation Attendant V|

o Manage Breaks Available (18)

Breaks are automatically assigned to employees due to break rule.

E) | Add shift tags v | S ¥

200 | Add open slots |

You can set a maximum of 18 open slots for the assigned Position

7}

No remote site v |

O ‘ Add new note ‘

CHONCHCHNONCEONONMCEO] I

(o)1l Set Repeat Option

i Delete Shift Cancel Update & Publish 8

7. Click the green plus sign next to the

) , IMPORTANT! If you assign a team member to a repeating
approprlate team member’s name to . . . . .
shift, they will be assigned to all shifts in the series.

assign the team member to the shift.

8. Click Update OR Click Update & Publish | papple Creek Store

. Donation Attendant
9. View the calendar to confirm that the 08:30AM - 04:30PM

Note: Repeating shifts
are indicated with the

circular arrow icon.

repeating shifts are populated as expected.




HOW TO EDIT, DELETE AND REASSIGN A SHIFT

1. Click on the desired shift —=———————l | Pebble Creek Store

Retail Merchandise Pr...
2. Click the red X to remove the team member from the 08:30AM - 04:00PM

shift assignment.

3. Click the green plus sign next to the appropriate team

member’s name to assign the team member to the shift.

4. Click to select and update the shift start time, end time, or date
5. Click Update OR Click Update & Publish/Republish

6. Click the trash can icon to delete the shift

] Employee Assignment
E] hdd Title Sorted Alphabetically | % ¥

—_— Duration: 8h Om

® ‘ 03/09/2026 | ‘ 08:00AM | @ ‘ 04:00PM | 03/09/2026 Search by Employee Name

Who Is Working (1) A

©>  Repeat Options

@ Retail Merchandise Processor v

>

() Manage Breaks

Breaks are automatically assigned to employees due to break rule.

E> Add shift tags v

222 | Add open slots

You can set a maximum of 21 open slots for the assigned Position

? No remote site v

J Add new note

@O0 6606666666

6 Show All 20 Employees 5

M Delete Shift Cancel Update & Publish

GOODWILL




HOW TO PRINT SCHEDULES (ALL POSTIONS)

1. Click Reports in the blue banner.

. Schedule Summary
2. Cl IC k SChed u | e SU mma ry —> View the shifts & number of hours scheduled per employee by position, location & day. 2

3. Confirm the Timeline and the Start Date and End Date; Click to edit, if necessary.

4. Confirm the Location. | Note: Some leaders (e.g., District Managers) can select multiple locations. If a leader is

assigned to only one location, the appropriate location will automatically default.

5. Click Apply.

goocﬂmim = % db
Dashboard ShiftPlanning Availability Reports

Reports T
All Reports @

—
Schedule Timeline Start Date End Date
This Week ~ || 02/08/2026 02/14/2026 O Include Employee Id O Include Employee Eid O Group by position / location Location on top

Schedule Summary
Location Filter Schedule Filter Employee Filter Skill Filter Tag Filter Report Options
Position Summary Pebble Creek Store v Select Positions v Select Employees - Select Skills - Select Tags - Options - Apply

Hours Scheduled

Shifts Scheduled 4 5
Crib Sheet N

Shift Exchanges

Please select filters above.
Open Shifts

Conflicts Report

6. Click the arrow on the Print button > Small Format

Print 2 sheets of paper
Print J Export ~
@ = P Destination 5 FindMe -
1
Small Format [ 6 Pages Al .
02/ ,
- Copies 1
End Hours | € Large Format |Ho
O . Q.00 ama A:00 e = 7 Layout Landscape -
Color Black and white v

7. Select Landscape for layout options > Print

More settings v




HOW TO PRINT SCHEDULES FOR EACH POSITION

1. Click Reports in the blue banner.

2.
3.

4. Confirm the Location.

Gooduwill

Click Schedule Summary —»

Schedule Summary

View the shifts & number of hours scheduled per employee by position, location & day.

2

Confirm the Timeline and the Start Date and End Date; Click to edit, if necessary.

Note: Some leaders (e.g., District Managers) can select multiple locations. If a leader is

assigned to only one location, the appropriate location will automatically default.

Click Apply

Dashboard

Select the desired position(s)

ShiftPlanning

Reports

All Reports

Schedule

Schedule Summary

B

—
Timeline Start Date End Date
This Week ~ | 02/08/2026 02/14/2026

O Include Employee Id O Include Employee Eid O Group by position / location

Availability

dh

Reports

T

Location on top

Location Filter Schedule Filter Employee Filter Skill Filter Tag Filter Report Options
Position Summary Pebble Creek Store v Select Positions v Select Employees M Select Skills - Select Tags - Options -
Hours Scheduled U Al Positions
4 Pebble Creek Store 6
Shifts Scheduled
([ Assistant Store Manager
Crib Sheet N
([ customer Service Manager
Shift Exch:
HRxehanges () Donation Attendant se select filters above.
Open Shifts I Retail Merchandise Processorl 5
Conflicts Report ([ Retail Sales Associate
[ Retail Sales Cashier
Tag
([ Retail Store Manager
Daily Tag Summary
7. Click the arrow on the Print button > Small Format
Print 2 sheets of paper
8. Select Landscape for layout options > Print - _
Destination 5 FindMe
9. Repeat steps for each position Pages Al
cones 1
—
P . E Layout Landscape
rint 4, Export ~
= Sk Exp
Color Black and white

End

o W o J

Small Format
02

7
|

Hours | € Large Format

N O0:90 o ee V. Y a Y a WSS

Ho

-

More settings

GOODWILL




HOW TO VIEW YOUR SCHEDULE IN WORKDAY

1. Log in to Workday > Hover over the Personal icon > Select Time

Goodwill 0 a @

A
Welcome
X
configuration Q Search
Learning Awaiting Your Action
Management
. : Announcements Tof1 < >
Personal )
2 V ok Now Available - View and Access
— Expenses Hub Your 2025 ACA 1095-C Forms in ...
There are three ways you can view your
.ee Benefits and Pay , forms in Workday: * Type ‘My A...
L Favorites
' Payslip
Learning

View Payslips >
ip information to ensure accuracy

e Contact Information Updated
Personal Information

N} to review your Contact Informationand ~ UPdate ContactInfo >
Absence ate
Saved

{§} Time Off and Leave

2. Click My Schedule

= MENU gooM Q search A & a
< Time
og
o0
Enter Time View
0l This Week (0 Hours) Time Clock History
My Schedule
{§} Last Week (0 Hours)
Select Week

3. View your schedule

< > February 2026 v Month ~
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Feb 1 2 3 4 5 6 7
[©430PM-10:30PM | [©430PM-1030PM
v v v
8 9 10 11 12 13 14
v v Today v
15 16 17 18 19 20 21




