
Use the “Working schedule template” to schedule your employees' work shifts
weekly for the entire calendar year. Our template also allows you to use
coefficients to the cost of wages.

The primary setting of the template is the definition of the target year for which
you plan using the template. Depending on this, the dates for all weeks are
automatically set across the entire table, taking into account the correct days of
the week.

To do this, enter the year in the specified
field; by default, the value is set to 2022.

The template contains 53 similar mini-tables for the number of weeks in a
calendar year. By default, they are all grouped for ease of use; it looks like a list of
weeks with dates:

To open the working field of a specific week, you need to click on the “+” sign to the
left of the name of each line and, similarly, by clicking on the “-” sign, group the
mini-table back.

At the top of the table is the “keyword” of the coefficients applied to the table -
“day off”, “holiday”, “night time”, “overtime”. Each of them has its color. They may be
applied to employees’ shifts, increasing hourly rate costs, or not being used.

By default, the working field of each week contains 20 lines for 20 employees; you
can customize the table to suit your needs. You need to delete/ add the required
number of lines to do this. When adding new lines, it is essential to copy the
formulas from the previous rows to the new ones to correct the calculations.



At the top of each mini-table are the current week number in the calendar year,
the days of the week, and the corresponding dates.

- In the column “EMPLOYEE NAME” you must enter a list of your employees;

- In the “TASK” column for the relevant employees, enter the name of the
position where they work on a shift or the task that is assigned to them on
this shift;

- In the “HOURLY RATE” column, enter the standard hourly pay rate for each
employee;

- In the column “PAY” do not make any changes; it contains a formula that
automatically calculates the cost of wages per week for each of the
employees;

To do this, on the corresponding days of the week for each employee, enter the
number of working hours that the employee performed for each day.

- The column “TOTALS” automatically summarizes the
number of working hours of each employee per week;

- To the left of each day of the week name, there is a
column with coefficients that can be selected from the
drop-down list. Their values can be determined by
consulting the keyword above.

If you have not selected any coefficients - the cost of wages
will be calculated at the standard rate; if you choose any
coefficient - it will be considered in the calculation.

An example of a filled table looks like this:

To change or “program” your coefficients - go to the “Coefficients” tab.

There is such a table; you can change its values,
delete unnecessary ones, and add additional
coefficients.


