+] StaffReady

Reports View
Shift Counts

This reference guide provides a process overview of the Shift Counts Submenu within the Reports View in the StaffReady Scheduling Module. The
following process steps and instructional information are provided within this document:

e Select a date range for shift count periods
e Change the type of shift count report displayed
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11/16/2014-11/25/2014
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Change the employee displayed in the Shift Count Person

Shift Count Report

11/16/2014 - 11/29/2014
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Select a Date Range for Shift Count Period

The Date Range menu within the Shift Counts Submenu allows you to quickly change the range of shift count periods displayed within the Shift
Count Reports table. There are three preconfigured options (this year, this month, and this schedule) and a custom date range option. Among other
uses, the custom range is how you view historical shift count periods. You can find the menu options under Date Range.

Select:Date’Range
1. To display every shift
count period for the
current calendar year, Eeedback © Help @
click this year. Date Range* ©
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3. To dlSplay only the this year Qf“l'i schedule custom
current schedule period, 102014 T 2/06/20T4
click this schedule. ® Shift Count All Report
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4. To display custom

beginning and ending Shift Counts (Central Lab) e

date range, click custom. Feedback © Help @
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11/08/2014 - 12/06/2014
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would like to view. Date Range* @
this year this month this schedule custom
6. Click Update Display. 11/00/2014  [112/06/2014 S
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Change the Employee Displayed in the Shift Count Person Report

Change the Employee Displayed in the Shift Count Person Report

1. Select the radio button for
the Shift Count Person
Report.

2. Select the Report menu.
3. Select the employee you

wish to view in the Shift
Count Person Report.
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