
 

Visual Scheduling: Managing Work Schedule Trades  Job Aid 
An employee who initiates a trade request will receive offers from other employees who want to exchange one 
of their own work schedules for the schedule offered or pick up the schedule without offering a schedule to 
exchange. When the employee submits the trade request for manager approval, the request will appear in your 
To Do List in Manager Self Service (MSS3) as a Schedule Change Request. Work schedule trade details, such as 
dates, schedule times and employees who are offering to trade or pick up the schedule are displayed in the 
Schedule Change Request panel with buttons to approve or deny the request.  

Addressing a Trade Request Waiting for Approval 

To address a trade request waiting for approval, click the To Do List icon in MSS3 to expand the To Do List panel. 
Click the Schedule Change Request tile in the To Do List. 

 

 

 

Schedule Change Requests will not appear in the To Do List panel unless they have been enabled in the To 
Do List Preferences window, accessed by clicking the Preferences button in the To Do List panel. 

   

Trade request 

To Do List icon 
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The employee who submitted the trade request is listed in the upper part of the Schedule Change Request panel 
and the employee or employees who have submitted exchange offers are listed below. 

 
 

 

 

The date and schedule times of the work schedule being offered for trade is displayed with a red arrow in the 
weekly schedule. A blue highlight in the calendar on the day of the trade request indicates that the schedule 
offered in exchange matches the schedule times of the trade request. 

 
 

 

 

 

 

 

Employee trade 
request 

Employees offering 
to exchange 
schedules 

Day of trade 
request 

Date and schedule 
of exchange offer 
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An offer to exchange an alternate schedule, one that does not match the time frame of the originating trade 
request schedule or occurs at the same time the employee who has submitted the trade request is already 
scheduled to work, will be displayed with a red highlight with the alternate schedule times and total hours 
displayed.   

 
An offer to pick up the schedule is displayed with a blue highlight on the day of the pickup offer. No schedules 
are displayed in the pickup offer tab.  

 

 
When multiple exchange offers have ben submitted for a trade request, each employee has a separate tab in the 
panel. Click the names to view the employee’s details and exchange offer details. The employee tab tagged as, 
“Preferred,” has been selected as the preferred exchange offer by the employee who submitted the trade 
request. 

  
The tabs of employees who are offering to pick up, rather than exchange, a schedule are tagged as, “Pickup.”  
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Approving a Trade 

To approve the trade, click the Approve this Offer button in the tab of the employee whose offer you are 
approving. 

 
You can annotate the trade offer by clicking the Annotate This Offer button. Select either Acceptable or 
Unacceptable, and add comments in the Annotate Trade Offer window. 

 
Rejecting a Trade 

To reject a trade request, click the Reject Schedule Change Request button  
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In the Reject Trade window, confirm the trade and close the trade permanently if you do not want the employee 
to submit the trade again. 
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