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Schedule Overview
Scheduling helps you create, assign, and manage shifts to streamline business operations and help maximize
productivity. A schedule overview allows you to view all the schedules of your employees and enables you to
organize your time and tasks effectively.

To schedule employees' shifts, sign in to your Zoho Shifts account as an admin and navigate to the Schedule
Editor in the Schedule tab.

From here, you can get an overview of your schedules.

Schedule Filter:
Create and assign shifts based on different workplace locations, departments, and groups.

Position Filter:
Create and assign shifts based on the employee's position.
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Job Sites Filter:
Create and assign shifts based on the different job sites.

 
Employee View:
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View and manage employees based on their names.

Position View:

View and manage employees based on their positions.
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Calendar View:
Create and publish a schedule for employees by filtering the calendar using daily, weekly, biweekly, and monthly.

 
View Scheduled Hours:
View your employees' total scheduled hours based on the filters applied in the bottom column.  
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View Labor Costs:
View your employees' total labor cost hours based on the filters applied in the bottom column.
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