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ADDING A SHIFT IN THE ASV with Details Edit Mode 

 

The Details Edit Mode is the default edit mode when loading the schedule and is used to edit or add one 

shift at a time. Log in to WFM, go to Schedule Admin, Scheduling>Advanced Schedule view, then load the 

Team’s schedule for the dates needed. 
 

Please Note: Modifying the start or end time of any shift, the shift label on the ASV does not change. For 

example, a shift label of N12 1845 indicates a 12-hour shift starting on night shift at 1845, but if you modify the 

start time to be 2300, the shift label will still display as N12 1845, with an asterisk.  

The assignment sheet, printed schedules, and employee’s schedule calendar will display the updated shift time, 

in the example above the shift will display as 2300-0715. Again, the ASV will display the original shift label of 

N12 1845*. If the shift is selected, the updated shift time displays in the details.  

Assigning an Unassigned Shift to an Employee is the preferred method for adding a shift: 

1. Select the unassigned shift for the job/date/shift and the details edit panel displays 

2. Using the lookup, left side of details, select the employee for this shift 

3. Select Save – If the shift you are assigning is posted to the billboard a message “Attention Required’ 

message displays, letting you know that the shift will be cancelled from the billboard, select Ok to 

acknowledge – if the employee will exceed 40 hours for the week (Sun-Sat) select Ok to acknowledge 

the Schedule Compliance Warning 

Note: If the shift was offered to the billboard, the employee will display on the Assignment Sheet in 

“Employees Schedule for Extra Shifts” section and their shift time will be shaded blue with an exclamation point 

in the assignment section. 
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Copy a Shift when a matching unassigned shift is not available: 

1. Select the shift to be copied and the details edit panel displays 

2. Select Copy from the function tabs and the shift displays green 

3. Select the empty cell on the calendar for the date the employee that will be added 

4. The shift is added, shaded blue 
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