ADDING A NOTE TO THE WORK SCHEDULE

You can add notes to your work schedule in NCR Console. This is a good way to give more information about your
work schedule preference or indicate important information like “

To add a note to the work schedule you will need to navigate to the Labor Management
module and click Work Schedule.
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TO ADD A NOTE TO THE WORK SCHEDULE
1. Toggle to the week you want to set the schedule for by clicking Previous or
Next at the top of the page near the date range
2. Click the Add Note for this Week link at the bottom left corner of the page
3. Enter the desired message in the floating window that appears

a. The message will appear on any printed work schedule
4. Click Save
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Work Schedule & o GoBack © More Options
¢ Previous 82212016 - 8/28/2016 Mext ¥p
822 8123 824 825 8126 827 8/28 Total
Mon Tue Wed Thu Fri Sat Sun ot
Employee 1 am - 12pm 33 Hrs
(Shift Supervisor) 1-6pm 3- 10pm 7am - 1pm 4-10pm 7am- 1pm 5425.00
Employee 2 9am - 1pm 44 Hrs
{Manager} ‘._2_ Som Sam - 1pm Sam - 10pm 11am - 4pm Sam - 5pm gam - me_.‘ <280.00
Employee 3 Note for this Week 25:45 Hrs
{Team Member) 5-8pm 5257.50
his note will be included when you print this week's schedule
Employee 4 4- 100m ) 30 Hrs
(Team Member) P | 5360.00
Employee 5 21:45Hrs
(Team Member) 5206.63
Employee & . 29:30 Hrs
(Team Lead) 9am - 2:30pm 5295.00
)
Daily Total o 184 Hrs
' Save | Cancel
o Auto Schedule this Week Aost §2.428.13
o Clear this Week's Schedule Estimated Labor Percentage: | 38.8% based on past 30 days (+21% of goal) ¥
i A
o Add Mote for this Week
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