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Managing Work Schedule Confirmations 
Schedule confirmation requires employees to respond to a notification requesting confirmation of the date and 
time of their work schedules. Schedule confirmation can be added to a coverage schedule’s properties in the 
Visual Scheduling template. Employees who are assigned to the coverage schedule and required to confirm their 
schedules based on their ESS profile will receive the confirmation notification via email, the ESS Mobile App 
and/or a text message. Schedule confirmation can also be required for employees who have schedules created 
using a schedule pattern if their ESS profile has participation in schedule pattern confirmation added.   

 
   
To add schedule confirmation to a coverage schedule: 

1. Click the coverage schedule in the template and select Adjust Schedule 
Properties. 

 
 
 
 
 
 
 
 
 
 
 

2. Enable the Requires Employee Confirmation check box in the Coverage Schedule Properties window. 

 
3. Click the OK button. 
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A coverage schedule with confirmation enabled will display red check marks for the 
work position, coverage schedule and participating employees assigned to the 
coverage schedule in the schedule template. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The employee’s work schedules requiring confirmation are also displayed on the 
employee’s Schedules page with a red check mark.  
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Employees assigned to the coverage schedule who do not have their ESS 
profile enabled for schedule confirmation will not be required to confirm 
their schedule. Those employees will not have a red check mark next to their 
name in the schedule template.  
 
 
In addition, employees with schedule patterns who are assigned to a 
coverage schedule with schedule confirmation enabled, will not be required 
to confirm their schedules if their ESS profile is not enabled for schedule 
patterns participating in the schedule confirmation process.  
 

Employee Notifications 
Employees required to confirm a schedule will receive the schedule confirmation notification via email, text and/or 
ESS Mobile app.  
 

Text Notification    ESS Mobile App Notification   

        
 
The schedule confirmation notification in the ESS Mobile app will be displayed in the home screen. Click the 
notification to view the Work Schedule Details screen with the Confirm Work Schedule button. Click the button to 
confirm the schedule. 
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If more than one schedule requires confirmation, all schedules can be 
confirmed simultaneously by clicking CONFIRM ALL. To confirm work 
schedules individually, click a work schedule to view the Work Schedule 
Details screen and click the Confirm Work Schedule button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employees can confirm a work schedule by texting back any of the following words: 

• confirm 

• help 

• schedule 

• hours 

• shift 

• me 
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Confirming Work Schedules in MSS 
Schedulers who have operator access to the schedule template have the authority to confirm employee schedules 
on behalf of the employee.  
 
To confirm an employee’s work schedule, click a coverage schedule and 
select the Show Unconfirmed Schedules menu item.  
 

 
 
 
 
 
 
 
 
In the Members panel, tap the Confirm Schedule button in the employee’s tile and click the Save button. 
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Employees who have confirmed their schedule or who have had their schedules 
confirmed by a supervisor will no longer have a red check mark next to their 
name in the schedule template. 
 
 
 
 
 
 
 
 
 
 
If you would like to check with an employee before confirming the employee’s schedule, you can message the 
employee directly from the template by clicking the employee’s tile and selecting the Talk To menu item. Type in 
the message field and click the Send button. 

 
 
 
  

Type in message field  
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You can also send a group message to all unconfirmed employees by clicking the Operations button in the 
Members panel and selecting Group Message.  

      
 
 

Sending Employees Work Schedule Confirmation Reminders  
In the schedule template, you can send a reminder to employees to confirm their work schedules. To send a 
confirmation reminder, click the coverage schedule and select Show Unconfirmed Schedules.  

 
 
 
 
 

Type in message field  
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Click the Send Reminder button in each employee tile and click the Save button in the Members panel.  

 
 
 

Removing a Work Schedule Confirmation  
If a coverage schedule no longer requires employee confirmation, you can cancel the request by clicking the 
coverage schedule and selecting the Adjust Schedule Properties menu item.  
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Disable the Requires Employee Confirmation check box in the Coverage Schedule Properties window. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
If the Remove Requirements to Confirm Schedule notification is enabled, the employees who are assigned to this 
coverage schedule will receive a notification via Email, ESS Mobile App and/or Text.  

   

 


	Employee Notifications
	Confirming Work Schedules in MSS
	Sending Employees Work Schedule Confirmation Reminders
	Removing a Work Schedule Confirmation

