Visual Scheduling: Posting Schedules Report Job Aid

The Posting Schedules Report in Visual Scheduling generates a customizable list of employees and their
schedules for the scheduling period represented in the schedule template.

To view the Posting Schedules Report, click the Operations drop-down list in the schedule template window and
select Reports.
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Click the report drop-down list and select the Posting Schedules Report if the Daily Coverage Report is
displayed. The reports window displays the report viewed the last time the window was open.
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The Posting Schedule Report lists work positions with all of the employees whose workgroup assignment
matches those of the work positions. You can adjust which work positions appear in the report by selecting the
Positions button.

Posting Schedules Report Design Positions Refresh Print Close
RNs (Registered Nurse)
Nov-16 Nov-17 Nov-18 Nov-19 Nov-20 Nov-21 Nov-22 Nov-23 Nov-24 Nov-26 Nov-26 Nov-27 Nov-28 Nov-2¢ Nov-30
Bailey 630a/3p 5a/130p  5as130p  5a/130p
Ackerman 8h 8h 8h 8h

Michicare-Nursing-Registered Nurse-
Kentwood Care-Skilled Nursing-
Default-Default

Makayla 2p/10p  8as5p  2p/10p  8asSp 8as5p  2p/10p  8as5p 2p/s10p  BasSp
Ackman 7%h 8h 7¥%h 8%h 8h 7%h 8h 7%h 8%h

Michicare-Nursing-Registered Murse-
Kentwood Care-Assisted Living-
Default-Default

Alice 630a/3p 8as5p 8a/5p 8a/5p 8a/5p 8as5p
Anders 8h 8h 8h 8h 8h 8h

Michicare-Nursing-Registered Nurse-
Grand Rapids Care-Assisted Living-
Default-Default




In the Posting of Schedules Report window, enable the check box for the positions you want to include in the
report and click OK.
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To access the report properties, click the Design button.
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The Properties button will now be displayed in the report window. Click the button to view the options for
adjusting the type of information displayed in the report.

Posting Schedules Report Properties Exit Design Mode Positions Refresh Print Close
RNs (Registered Nurse)
Employees Nov-16 = Nov-17 | Nov-18 | Nov-19  Nov-20 Nov-21 Nov-22 Nov-23 | Nov-24
Bailey 330a/3p
Ackerman 8h
1254 Detroit Care
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Information selected to be included in the report will appear below the employee names in the report.
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Properties

Compress Employee Name:
Include Employee Home Workgroup
Include Seniority:

Include Date of Hire:

Kimberly 630as3p 630as3p
Include Employee 1D Ballantine 8h 2h

Include Schedule Hours 9001
Michicare-Nursing-Registered Nu

Include Schedule Workgroup: Mar-1 2018

Skip Employees Without Schedules: 8 Mos

Sort Employees By: Name

Revert to Default Dimensions:

Ok Cancel

You can filter the report to exclude employees without schedules and sort by name or seniority in the report
properties. Click the Exit Design Mode button to return to the standard view of the report.
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Employees Nov-16 | Nov-17 Nov-18 | Nov-19 | Nov-20 @ Nov-2

Click the Print button to print your report. The page layout of the printed report matches the screen version.
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