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PRINT MY ASSIGNMENT SHEET – HOW TO VIEW OR PRINT 

 

Log into WFM and select Employee Self Service: 

1. Select Print My Assignments, from the navigation links at the top of the page, and the parameter page 

displays 

2. Date defaults to the current date, change if needed 

3. Team defaults to your home team  

4. Day Part – defaults to your shift – select another day part (shift) if needed 

5. Select Run Report and the report displays 

About the Assignment Sheet: 

Header row – displays the information from the parameter page 

Employee On Call section – displays employees scheduled to OnCall or who were Placed On Call (POC) 

Assignment section – Job/Employee/Schedule/Assignment Duration/Comments 

• Displays grouped by job, and will either be in alphabetic order by last name or by start time, from 

earliest start time to latest start time, within each job section 

• Employee names display with Mobile Heartbeat phone number below each name, when available; if an 

orient is assigned to work with an employee, the orient’s name will display below the employee’s name 

• Scheduled time, lists employee’s scheduled start and end time and will be shaded blue if the shift was 

claimed through the billboard 

• Assignments will display once assignments are entered  

• Duration of the shift time could vary if an employee has more than one assignment within the shift  

• Comments are optional and related to the assignment 

Comments – general comments section below assignments will display if entered 

First Off Requests – list employees scheduled to work that have requested to be first off or were denied their 

time off for this shift through a leave requests form 

Employees On Non-Productive Time Codes – Employees with approved time off, absent, or in orientation 

Assignment Sheet Examples: 
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