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Work Standard Summary: How to find and listen to Quick Dial
messages in sask.staffscheduling.ca.

Essential Tasks:

1. Go to sask.staffscheduling.ca and enter your employee number and password. Ensure you
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are using your “Manager” profile.

If you are looking for a specific message in the past, please skip to Step 6.

2. Click “Quick Dial” and “Dashboard”:
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https://sask.staffscheduling.ca/login/?next=/

Click on one of the Quick Dial dashboard cells next to the team you want to see:
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Click “View” beside the message you want to listen to:
Quick Dial Processing
Employee Home Department Regarding Department Type Created Status
SCHEDULING SCHEDULING Support Jun 09, 2023 09:56 CST New

Click the triangular play button next to “Audio Recording” to hear the Quick Dial message:
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To find a specific message, you should click on “Quick Dial” and “Search Requests”:
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You may enter relevant information in the search fields, or just click “Search” to bring up all
the recordings for your department:

Search Quick Dial Requests

Employee Number
First Name
Last Name
Facility
Department
--- Select A Facility --- ~
Occupation
--- Select A Department --- ~
From Phone Number
Phone Call Date
Request type

State

Complete
N

New

n Progress

=

Click “View” beside the message that you want to listen to:

Quick Dial Request Search
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The next screen shows more details about the call, and the message may be listened to by
clicking on the triangular play button next to “Audio Recording”:
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You may click “Back” or restart at steps 2 or 6 to hear more messages.




