Visual Scheduling: Adding Schedule Notes

Job Aid

Schedules Notes can be used to add information about a coverage schedule in the Visual Scheduling template.
Schedule notes are added in the coverage schedule properties and displayed below the coverage schedule. If
the schedule notes notification is enabled for the template, employees receive notifications when schedule
notes are added, modified, or removed.
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Schedule Note

Schedule notes are displayed in ESS Mobile for employees who are assigned to the schedule. In ESS Mobile,
schedule notes can be seen in the schedule tile of Timeline and Calendar, and the Work Schedule Details screen.
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To add a note to a coverage schedule in Visual Scheduling template:

1. Click the coverage schedule time in the schedule template and select Adjust Schedule Properties.
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2. Type your note in the Notes field of the Coverage Schedule Properties window.

Coverage Schedule Properties (€3]

Properties Waorkgroup
Coverage Type: Unused Location: Ann Arbor
Employees Needed: 5 Department: Production
Start Time: 8:30a Line: Blue Line
End Time: 5:00p Pasition: Assembly
Hours: 8:00 Level 5: 1
Schedule Style: Mone Level 6: 1
Requires Employee Confirmation: 0 Level 7: 1
Motes: OSHA training first 30 minutes of
schedule A

Ok A/li:ancel

3. Click the OK button.
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The note will appear below the schedule times in the schedule template.
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To edit or remove a schedule note:

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

Properties.
Thursday
Assembly Assembly
Elue Line Blue Line
S:3Baf5p Ry el] n L a=2a=/on 30
View Candidates
& james Current Assignments s 58
& johns ton,
&nolan Relzase All Assignments |, ma
& poole y

% skinn  Adjust Schedule Properties ii:

)

Remove Schedule
Green Lil ne

9:30a/5p oot Open Schedule Notes ..,

Add Scheduler Mote
Sbirne v, O
& dowd, Show Change History kat
S mcgrath, charles | ®mcgrath,
& parsons, victor & parsons,

Visual Scheduling: Adding Schedule Notes April 4, 2023



2. Edit or delete the text in the Notes field of the Coverage Schedule Properties window.

Coverage Schedule Properties. (>)

Froperties Workgroup
Coverage Type: Unused Location: Ann Arbor
Employees Needed: 5 Department: Production
Start Time: 8:30a Line: Blue Line
End Time: 5:00p Position: Assembly
Hours: 8:00 Level 5: 1
Schedule Style: Nong Level &: 1
Requires Employee Confirmation: Level 7: 1
Nates: OSHA training first 30 minutes of
schedule A/

Ok Cancel

3. Click the OK button.
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