
 

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.  

 
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.  

 
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. 
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In the Posting of Schedules Report window, enable the check box for the positions you want to include in the 
report and click OK. 

 
To access the report properties, click the Design button. 

 

 
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.  
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Information selected to be included in the report will appear below the employee names in the report.  

   
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. 

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