Humanity ShiftPlanning Quick Guide

This Humanity ShiftPlanning quick guide is designed to help Retail and ROC managers

enhance their understanding of the Humanity scheduling software.

This is the Toolbar that you can use to change views of the schedule.
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You can view the schedule by Employee, Position, Calendar, List, and Time Off. You can also
view the schedule by Day, Week, 2 Week, and 4 Week.
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Creating a Schedule

Step 1: Go to the ShiftPlanning module from the top-panel. Navigate to the timeline that
you need and select the Employee View or the Position View from the schedule view
drop-down.
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Step 2: Using the filters along the left side of the schedule, you can display schedules for

selected locations (if you have access to multiple locations), positions, or employees.
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The position that most frequently needs
schedule changes is the Retail Sales

Full-time team members like Retall
Merchandise Processors will have set
schedules that rarely change.

Step 3: Hover over the day you want to add a shift for a team member. A blue plus sign will

appear that enables you to create the shift.
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Step 4: Once you click on the blue plus sign, you can manually choose the shift length. If you
have previously made shifts for this position, you can choose one from the shift templates.
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Step 5: Click Create to make the shift. When you have finished posting shifts for all positions,
click Publish to finalize the schedule.
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*Tip: The Humanity platform will ﬂag any shift over eight hours as a conflict even though
managers may have longer shifts. You can click on the Conflict icon to review the conflicts for
accuracy. You do not need to resolve Conflicts in order to publish the schedule.



Printing a Schedule

You can print schedules that show how many hours are being worked by each team member.
To do this, click on Reports at the top of the page.
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The very first option is Schedule Summary. Click on it and choose the desired week, then
click Apply to generate the schedule. Click on the drop down menu next to Print and select
Small Format. After doing so, select Print.
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Change the layout to Landscape in the printing options and the document is ready to print.
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