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CREW Time Manager Guide

Purpose CREW Time creates a schedule based on forecast data specific to your store and
makes recommendations for the number and types of roles needed. It then creates
shifts for those roles based on your peoples’ availability and certification.

This document will help guide you through the steps on how to input a schedule and
complete other scheduling tasks using CREW Time. The goal is to schedule to meet
customer demand (Demand Hours) and add appropriate receiving and training shifts.

Refer to Scheduling to Demand Operational Best Practice and CREW Time
Reference Materials page for more details.

Manager tasks include:

Creating a CREW Time Schedule - page 1
Configuring Employee Availability - page 3
Handling Employee Requests - page 6

Assigning Open Shifts - page 7

Training and Receiving Shifts - page 10
Accessing Activity Based Schedule - page 12
Publishing a Schedule - page 14

Adding employees - page 15

Deleting and regenerating schedules - page 15
Transferring labor information into Excel- page 15
Ul and ABV (Activity Based View) Changes (as of Feb. 2023) — page 16

—_

Review availability and day off and time off requests by EOD Tuesday.

2. After the schedule is generated start by filling open shifts, then continue your
edits using features such as clicking and dragging or splitting shifts.

3. The schedule is then finalized / published on Saturday night.

Expectations

Creating a Follow these steps to create a schedule:
CREW Time st Acti
schedule ep ction

1 Enter Employee Availability and Day Off/Time Off Requests.

Input availability for all employees and set Status to Approved. Only
change if someone's availability changes, or if an employee requests
time off.

Note: Employees can send in availability changes/ day off and time off
requests from the ESS app — these requests will also need approved to
take effect. The status dropdown needs to be set to Approved or it will
not take effect.

More details:
e Employee Availability - page 3
e Handling Employee Request - page 6

Continued on next page
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Continued from previous page

Creating a Step Action
CREW Time 2 Assign Open Shifts.
schedule , .
Select the Open Shift tab at the bottom of the schedule. Click and drag
the shift to the open spot or click on the shift and then click Assign to
see employees that can fill the shift.
More Details:
e Open Shifts - page 7
3 Once you have filled open shifts you are now ready to create Training
and Receiving shifts. In the Weekly Schedule view, right click on an
empty white space, set the start / end times, then set the task (Training
or receiving). Monday reporting to staff will show if Training and
Receiving hours have been entered correctly.
More details:
e Training and Receiving Shifts - page 9
4 Examine the Activity Based View
Click on the day in the blue line at the top of the schedule. Review this
for anything you might have missed. The Employee Availability Report
will assist in finding employees to cover shifts.
More details:
e Accessing Daily Activity Based Schedule - page Accessing
activity
based view schedule - page 9
Regenerate If you missed approving availability, you can approve the requests and rerun the
schedule schedule.

Approve any missed availability, click Action in the upper-right corner and select
Delete Current Schedule. When the timeline comes up, click the white check box at
the top that says Auto Redirect and then click on Generate Optimized Schedule.
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Availability allows CREW Time to create shifts for your people when you — and they

Availability
— prefer to work. Properly used, it can do the following:

e prevent the scheduler from creating shifts on an employee’s preferred day
off or during early out

e prevent scheduling shifts when they are not available to work (school, etc.)
e prevent Senior Assistant and Manager being scheduled for same day off

e end shifts for “all day” people so after-school employees will be auto
scheduled.

e Allow you to stagger the Manager and Senior Assistant days off.

Managers will want to enter a new hire’s availability when they arrive at the store.
Employees should be trained and expected to maintain their own going forward.

Setting Availability

e Set employee availability according to the hours they are available to work
o IF available all day everyday use ‘Totally Available’. Otherwise, enter
the hours they are available each day and check “non-working day”
for their days off

e Availabilities should be set to cover AM and PM demand

o Example: Opener availability should be 7:30 AM when possible and
Closers should be 6:30 PM when possible.

e For part-time employees or employees who are not available for the entire
day, set availability to begin and end at the start of the day part for
scheduling efficiency.

o Day Parts:
AM 7:30 — 11 AM; MID 11 AM - 2 PM; PM 2PM - 6:30 PM
= Example: An employee with 7:30 AM to 2 PM availability
would be more likely to be scheduled for a particular task
with demand in the AM and MID over an employee with the
same certifications and an availability of 8:00 AM to 1 PM

Viewing Availability

e On Weekly Schedule. Click icon next to printer>Click Display
Preference>Click Text radio button under Availability> click Apply

Q '*;;dé B v

Saved Preference

Filter By Employee

| Display Preferences

Notes(*pdf only)

Display Preference Name

Colleague Shift
- Certifications ([ Primary Job style Bubble v I
Show Minor Indicator C4 Employee Type Shift Details O start @ Start- End
O Productivity Task Indicator () None @ Abbr
Group Statistics
M QO Icon
(J Demand (Unallocated) Meal Details @ None O Start - End
Employee Statistics O start
Av, } - al
SD Min/Max D Hours To Goal Availability QO None QO Tooltip L
Coverage Graph
- Availability Type 7
sL Schedule/ Demand Overs / Shorts v Base L
(O Minimum Coverage Show Scale () Detailed View
O events Store Hours Day L

Day Off / Time Off

Cross Store Info ([ cross Dept Info

=
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Re-approving
Availability

Configuring
employee
availability

You might have discovered that you set up availability and submitted it, but then
needed go back and approve it.

The system will allow you to select “Approved” as a status, so you can do it right
when you set it up.

The process makes more sense when you consider that your employees can submit
these themselves, and all you'll do is approve or decline them.

Follow these steps to configure employee availability in CREW Time.

Step Action
1 Aftel" you |Og Into CREW WIGHAYSTTITIHL Sl 31U uu.}
. Sharrow. Michael !
Tlme' hover the mou_se @ Apprentice Cert Full Time g
over the Employee tlle SErir Store Associates Staff Group 00:0
on the left side of the Robinson. Robert
screen and select LY CE==:
Roster. 2’ School Calendar
Bl Requests
2 Open an employee’s record and select Employee Availability.
Brantley, Omri
(.7} Awards and Certifications
Faulkner, Michael
(/) Employment Status
) Time Off Request
Harmon, Shawn
(%) Day Off Request
“MM Employee Availability
3 Click Add.

Store Preference Type Status Effective Date End Date

2022 - TNMOO1 (Michael Sharfow (511149))  Permanent Approved 12/16/2018 12/21/2099

‘ Previous ‘

This is an example of the Employee Availability screen. Configure the
necessary settings and click Submit.

_, 2 = = = )

Preferences — allow for permanent (lasts until it's changed) or temporary
(lasts for one week). You can select the year and week to start (only a futu
date). Best practice: even if the employee is available all day, set up their
time so that they are unavailable to allow after-school employees to get
hours.
e The Status field activates once the availability request is submittec
This field allows you to approve or decline the request.
2. Total Availability — marks employee as Totally Available for the specit
day
3. Non-Working days — marks the employee as Not Available for the
specific day
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Rotating Rotating availability allows for availability changes from week to week. An example
Availability of this might be a student who is available Monday, Wednesday, and Friday one
week, and then Tuesday and Thursday the next week.

Follow these steps to configure rotating availability for an employee.

Step Action
1 Select the employee from your roster and click Employee Availability.
@ Employee Availability
2 Click Add.
Store. Preference Type Status Effective Date End Date
1022 - 1022 - AZP 20 Permanent Approved 07/13/12014 12/31/2099
3 Ensure the availability is configured accurately for the starting week.
Change Staff Rotation as to 2 and click Submit.
Year | 2020
Week | 08/23/2020
taff Rotation as
2
S —— @ Base
Day Non-Working A 1 Availability 2
unday [ ] Totally Available s Totally Available / Not Available / Not Available
Jonday m] 03:30p s 06:00p / Not Available / Not Available
uesday 0O Totally Available v Totally Available v Not Available v Not Available
Jvednesday m] 03:00p v 06:00p v Not Available v Not Available
hursday m] Totally Available / Totally Available / Not Available / Not Available
riday 0O 03:00p v 06:00p v Not Available v Not Available
aturday [ ] Totally Available s Totally Available / Not Available / Not Available
4 Configure the availability for the Week 2 tab. You can also approve the
new availability at this point before submitting if you choose.
Status j§ Not Reviewed
Reasonfl Not Reviewed
Approved
Staff Rotation as | Declined
Week 1 Week 2
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Handling Follow these steps to add and set a status for an employee time off/day off request in
employe CREW Time.

e time off Note: See Employee ESS Guide for how to allow employees to send in day off/ time off
| day off  requests.

request -
9 Step Action
After logging into CREW Time, hover the mouse over the Employee tile on
the left side of the screen and select Roster.
f_‘ Robinson, Robert
1 N Roster
.& {t') Schoal Calendar
EnplnEs Requests
Request Calendar
T .
Open an employee’s record and select Time Off Request or Day Off
Request depending on what is needed.
_ Emplcyee e
Brantley, Omri
-1 Awards and Certifications
2 Faulkner Micha]
) Employment Status
Green. Travis
Pl TTiaTT, TIaVVTT
() Day Off Request
Click Add (this portion of the screen is identical for both types of requests).
Request Approve/Decline
Date Reason Due By o on — on o
3 No Data to display
[ Previous | (s )
Configure the Time Off Request or Day Off Request settings and click
Save.
(e )
#* Start Date | 04/03/2019 f
Due By
Time Off Requests are
% Duration 04 Hrs 00 Mins used for part|a| times.
% Reason Other
Need to take a half day for daughter's
Requester's Comment  school visit
Approver's Comment
4 Clear || Close
Day Off Requests are
used for full days or a
range of dates.
Continued on next page
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Continued from previous page

Handling
employee
time off / day
off request

Open shifts

To view and approve, decline, or cancel employee requests, hover over

the Employee tile on the left side of the screen and select Requests.
Fd

& Roster
+
School Calendar Requests can also be
Employee Requests W viewed in a calendar
5 format.

Request Calendar
The calendar view provides more context. Managers can see how many
- and in what order — multiple requests were made for a given day.

Select an option from the Status menu and click Save.

(E" Requests

AssociateID v Name 4 Department + Date 4 Reason 4+ Type ¢ Sstatus ¢ Requestsd On
385296 Robinson, Robert Store Department 03/29/2019 - 03/28/2019  Other Time Off Declined 03/28/2019 03:41 PM
Green, Travis Store Department 04/03/2019 - 04/03/2019  Other Time Off Not Reviewed 03/28/2019 04:15 PM

Green, Travis Store Department 04/05/2019 - 04/05/2019  Paid Time Off Leave Not Reviewed 03/28/2019 04:17 PM

Not Reviewed E l

Statuses can also be set when adding the request in the beginning.

Managers are expected to manually assign unmet demand to an appropriate
employee, and work to minimize the number of open shifts going forward by
developing people as needed.

A few additional points:

e There should be one open shift for manager on their day off and at least one
Air Check shift per day.

NOTE: Air Check shift may not show in the Open Shift section. Go to ABV daily
page within the schedule, then click on Air Check red box, and select ‘Add to
Open Shift’.

e ltis possible to assign an open shift to an employee who is not yet qualified to
perform the task. An example might be a Service Tech who has completed
the necessary training and is being observed for signoff as a Crew Chief.
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Assigning Follow these steps to assign and edit open shifts in CREW Time. Refer to the Assigning
open Open Shifts guide for more details.

shifts Step

Action

After you log into CREW Time, hover over the B Day Schedule
Schedule tile on the left side of the screen and Week Schedule

select the appropriate week’s schedule. Scheduls

| 022020
08/09/2020

.&* All Schedules

Employee Compare Schedule

Open Shifts are created when CREW Time is unable to find an available,
qualified employee for a given segment of demand. CREW Time allows
managers to manually allocate open shifts among store staff.
1. Select Open Shifts to display shifts that need to be filled.
2. Click a shift to open its detail. Clicking and dragging open shifts is the
fastest and easiest way to assign an open shift
3. Select Assign and click the Assign button to assign the shift to an
available employee.
| coverage  Arts o Schedule Notes 0 Requests 0

Mon03 Tueod Wed 05 4 Thuos + 0T 4 Satos +
P—

0745206300 C1 073020830 C1 073020530, SL 07:30a0s30p  SM

Filter

) | Anstafr Groups 101502000 SL 0745205300 C1

) | All Tasks

Open Shift Previous Edit LineView Notes o Copy Move Assign Delete
Sire Assooiales bt o) m Conidori, Jeremy /N Maximum weekly limit exceeded
Mon. Aug. 3

07-45a - 02 00p
—

Other items for an open shift may need to be edited by the store manager as
well.
1. Click on a shift.
2. Select Edit.

Coverage Alerts 0| _Open Shifts g Schedule Notes o Requests 0
sin02 4 Mon 03 - Tue 04 4 Wed 05

Items that can be edited

for a shift include Start
Time, End Time, '

Duration, and Task.

Filter 07:302 c1 07:452 ct 07:302

AllStaf Groups O7zaceo  FL 1015800 SL

Al Tasks

Open Shift Previous neView Noles g Copy Move Assign Delete

Store Associates Staff Group Star Time Znd Time

Mon. Aug. 3
07452 | - 0z00p 0615 -S| Floater +

Note: A second shift can be added to an employee if the times do not overlap
by clicking and dragging the second shift up and dropping it in the white
space around the first shift.

Duratior Task
g 07:30a 06 30y

- 07.45a FL
07:45: L
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Assigning
and
Modifying
Shifts

Training and

All shifts needed to cover demand will be assigned to an employee or placed in Open
Shifts where they can be manually assigned to an employee

Reassign Swap Unallocate Copy Move Split Merge Coverage ToDo 0

Shift modification should be done using the functions within the scheduling tool seen
above

e Reassign — Assigns the shift to another employee who does not have a shift
during that timeframe (Should not be used very frequently if at all)

e Swap — Provides ease when the manager wants certain players on a team
together inside the play after the shifts are assigned by allowing the manager to
swap shifts between two employees

e Unallocate — Moves the shift from an employee to the Open Shifts and gives the
manger the option to assign from there

e Copy — Creates a copy of the shift (Great for Training and Receiving shifts)

e Move — Allows the shift to be moved to another employee and/or to a different day
of the week (Should not be used very frequently if at all)

e Split — Allows the shift to be spit. i.e. A 7:30 AM — 6:30 PM shift could be split into
two shifts from 7:30 AM to 1 PM and 1PM - 6:30 PM which can then be assigned
to two part-time employees

e Merge — Allows two shifts to be merged into 1 shift

NOTE: Assigning the open shifts and using these tools will help to eliminate errors and
provide efficiencies in scheduling

The expectation is that both Training and Receiving will be covered by employees
who are not involved in meeting customer demand, and any hours allocated to

receiving

shifts Trainees will be training hours.
Trainees are not qualified to meet customer demand. Their hours must be manually
added to the schedule.
Unloading and receiving merchandise cannot be forecast, so hours required to
accomplish this will need to be a separately created shift or added to a currently
scheduled Trusted Expert.
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Adding
training
and
receiving
shifts

Follow these steps to add training and receiving shifts to a weekly schedule in CREW

Time.

Step

Action

After logging into CREW Time, hover over the Schedule tile on the left side
of the screen and select the necessary weekly schedule.

E Day Schedule
Week Schedule

Schedule | 08/02/2020 I

08/08/2020
&* All Schedules

Employee Compare Schedule

Managers are expected to edit or create shifts in CREW Time to cover
training and receiving.
1. Click in a day cell and enter the Start and End time for the shift.
(“830a” and “2p” or military time format may be used.)

Trainees Staff Group 0000 00:00

Davias, Davon 08-30 g ’p
Trainee Cert Fart Time

f“:x

2. Click the checkmark to open its detail.
3. Select Training as the task

Start Time End Time Duration

08:30 & : 11:00 a 0230

1100 a - 11:30 a W30

02:00 p 0230 Training

Note: A meal break will automatically be inserted for a shift that requires one.

The same process can be followed for Receiving hours. Be sure to choose
the appropriate task in the drop down.

End Time Duration

Traiming

230 p 0230 Inassigned 1o Role

Continued on next page
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Continued from previous page

Adding
training and
receiving
shifts

You may find that your preferred receiving employee has already been
scheduled to meet customer demand in some other task. You may
either extend their shift start or end time to cover receiving, or you may
change the task in a portion of their shift to cover receiving.

Cell 4 Service Coordinator

00:00 156:45 Cell 4 Tecn
Floater

Edit Line View Notes p Copy Move] Management
Sales
Training

Start Time End Time Duration

0830a | - | 1030a 0200 — Unassigned to Role

Any task removed must be covered by creating a new shift for an
available, qualified employee, or by extending the shift of someone
already working.

Accessing The ABV gives a visualization of where employees are working and if the right people are
scheduled at the right time. Follow these steps to access a daily activity based schedule in
CREW Time.

activity
based
view
schedule
(ABV)

Step

Action

After you log into CREW Time, select a single day in the week schedule.

1015h g53h 94,53%

U111

FYI...
A manager’s open shift does not need to be
filled by a Senior Assistant Manager.

Avssp s 750308300 or3avs3p L 07303 55303

The daily Activity Based View displays a timeline of each scheduled shift.
Many of the same tasks (for example, assigning open shifts) can be
performed here as in the weekly schedule view by clicking Open Shifts.

2 Senic Convnatr [ P, om 10

00,001 00.00

co oonunaion
ot Scheauia

00000
14415
Actvity Based view IR L l Open shs I Schecuie Notes o Requests 0 -

Open shifts can be viewed in either a schedule view or list view. Select the

Assign button.

COTTOl Cownge | Als 0 OpenShits 3 Scheduelows g Requests o =
= - = = - s 2 = s ® » » +

AR Fe 10:163 o0

Available employees will display in both the upper and lower portions of the
screen. Click Assign for the employee to which the shift is to be assigned.

Open Shift Previous Edit LineView Notes o Copy Move Assign Delste

m weekly limit exceeded Assign

s B . = E o na 2
o745 oe:0p

Store Associates Staff Group
Tue. Aug. 4

A Maxe

Managers can also click and drag shifts to move them around.
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Accessing
activity
based
view
schedule
(ABV)

Weekly
schedules

Step

Action

Reassign, Swap, Unallocate,
Edit, Add, and drag and drop shifts N
within the ABV.

Shift > Reassign >
Swap >

Unallocate

Customize ABV Display Preferences:
Hide any increment of unmet demand
(remove red boxes) to create a clean
look when printing (suggest using
00:31 min as a default).

=E=)

To Print, go to Reports and select ‘ABV’, select Date and Print.

The expectation is that managers will make necessary edits, check the schedule for
accuracy, and publish the schedule. Doing this enables store associates to view it on
their mobile devices or through Employee Self Service (ESS) in the store.

Additional points:

Employees can view their shifts once a schedule is published.

Until the schedule is published (or if it is unpublished), shifts are not visible to
the employees.

If the schedule is not manually published by the manager or Senior
Assistant, it will “self-publish” on Friday night so store employees can see it.

If edits are required on Saturday, the manager can unpublish the schedule
and make needed changed. Employees cannot view the schedule while it is
unpublished.

On Saturday night, the upcoming week’s schedule will become a Week in
Progress schedule and will remain visible to associates.
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Publishing a Follow these steps to publish a weekly schedule in CREW Time.
weekly

Step Action
schedule 1 | Log into CREW Time.
2 Hover over the Schedule tile on the left side of the screen and select

the upcoming week’s schedule.

; Day Schedule
= Week Schedule
Schedule 08/02/2020
08/09/2020
L All Schedules
Employes Compare Schedule
3 Once you are done editing a schedule, you should to publish it.

1. Open the Action menu.

2. Select Publish Current Schedule.

3. Select OK from the confirmation window.
Publishing the schedule allows your employees to view their upcoming
shifts in Employee self Service (ESS) on their mobile devices, or in the
store’s Crew Time application screens.

- 7
= [} v Action v ') )
l Publish Current Schedule I i

pW)

Delete Current Schedule

= [ v Action l

Unpublish Current l €

08:00a - 05:00p

08:00a - 05:00p

The same process can be followed to unpublish a schedule. This could
be used if any scheduling changes need to be made. After Saturday
night the schedule cannot be unpublished, but edits can still be made.
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Adding
employees

Deleting and
regenerating
schedules

Currently, there is no way to manually add transferred, loaned, or new hire
employees to the schedule and roster. However, HR data is fed to CREW Time
daily, so these employees will appear within a couple days of being updated in

Workday.

Occasionally, you might find that someone comes to you with a request that should
have been in place before the scheduler ran.

Understand that you will lose any edits you've made up to that point, but here’s how
to start from scratch:

Step Action
1 From the Action drop Y & E R o Action v "
down, select Delete
Current Schedule. Publish Current Schedule
Delete Current Schedule
-]
2 On the next screen,

select Auto Redirect
and then Generate

Optimized Schedule.

#| auto Redirect to corresponding page after action completes

tem

Generate Optimized Schedule

Enjoy your new schedule!
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Transferring
labor
information
into Excel

Provided by: WFM - John Oliver
Last updated by: Crew Time - JO

The intent of this document is to lay out a temporary procedure for transferring labor
information from CREW Time Scheduling into an excel template similar to the KD18.
By following this process you can use accurate CREW Time data in a format you are
familiar with.

Click on Labor Forecast and select a single day. This will show you the number of
people that the system wanted, and in which roles. If the right number of Trusted
Experts are available to meet demand, the system will create shifts for a total of 152
hours. Demand Hours includes manager hours.

The system does not forecast the need for or create training or receiving shifts.

L My Work

Incoming

s < Nov24, 2020 » -«
>
Upcoming
®
Driver Forecast  Cell 1 Crew Chief ‘ I |
; 7-45am 1 02-00pm)
@ Cell 1 Service Coordinator l
' 45am 1
Labor Forecast 4 I
Call 1 Tech A5 2
] ]
g y | |
7:45am 1 02:00pm|
Schedul
e Cell 2 Crew Chief { | e R
4 7-45am 1 11:00am
((_11"‘ Cell 2 Service Coordinator ( I
‘ 45am 1
Employee ! \
Cell 2 Tech I
4 45am 2

You can use the roles from the Labor Forecast to determine the number of active
boxes you need to fill, and hand write or type the names you choose.

Published on: 02/03/21 ver 1.0
Updated on: 09/07/23 ver 1.8

Page 15 of 16
© 2021 The Reinalt-Thomas Corporation



CREW Time Manager Guide

Ul Changes Openers, Closers and Lunches Managers can access the
(as of Feb. appear in the Weekly and Daily Activity Based View with one-
2023) views in the Banner. click option in the Menu toolbar.
Q. LE®P @ v 9 { :
NOTE: Training and Receiving shifts are included in the total
(Example: If it says 18 (of 16), the 18 include TR and RC shifts).
Activity Red boxes — Show unmet demand
Based View Black boxes — Who you have in a
(new features specific role.
as of Feb.
2023) You can remove small red boxes that
represent unmet demand from ABV.
Reassign, Swap, Unallocate, -
Edit, Add, and drag and drop shifts
W|th|n the ABV Reassign
Swap
Unallocate
Customize ABV Display Preferences:
Hide any increment of unmet demand I
(remove red boxes) to create a clean -
look when printing (suggest using -
00:31 min as a default).
Contact Please reach out on the Feedback button on the Scheduling AOR page or call/email
with questions WFMteam@discounttire.com - we enjoy hearing from you.
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