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The organisation this learning resource is being created for is Wilko LTD. This is a retailer that operates across the UK with a number of employees. The learning need that has been identified is the ability to use the new rota creation excel document due to the difficult to use older system, this has been done through a how-to guide for the management teams. As many of the store managers and supervisors have used the old rota software that has been within the organisation for several years, using excel will be a significant change. This document will be able to provide step by step guidance on how to correctly create a store rota to meet the operational needs of the stores. 
This how-to guide will be available to view under the Wilko resources web page that is linked to all store computers. It will be found under the people and processes section. The document is made available in word as there are different needs within the organisation. This means that the background colour of the guide can be changed to blue or beige for additional learning needs such as dyslexia or the size of the page for easier reading. 
Evaluating the effectiveness of the resource, the resource has had feedback from the regional manager of the store it was created and trialled within and was given positive comments with the need to make it more on brand. However, the overall effectiveness of using it as a guide in creating a store rota can be looked at through Kirkpatrick’s models of training evaluation to understand how the different management teams have been able to use the guide, if the store rotas are being created as they should be, and whether it has had a positive impact on the organisation as store hours can be costed and updated quicker as a result.  
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Before starting, the budget for the week needs to
be entered into the budget/hours section. This can
be found under retail forecasting with the current
week of the period.

This will calculate the total number of hours that
can be given out for the week based on the
employee contracts and any overtime from left
over hours.
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Each section of the rota is separated by the team
departments. This makes it easier for the formula to
calculate the total cost of the weeks rota as it considers
the different pay rates e.g., manager salary, £10.93
team supervisor etc.

Ensure that the right team members are entered into
these sections, if the store has an assistant manager,
they can be included within the manager section due to
their salaried pay.
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Using My View, find the week of the period to check if any team member is on holiday.
If there is a team member on holiday, they should be coloured in on the rota to show this. This is only to ensure
they are not given any shifts for this week.

Additionally, if an employee is off for sickness, they should be coloured in a different colour to reflect this. Again,
this is done to ensure they are not given shifts.
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The shifts that are
needed for each
day can then be
entered into the
columns for the
week for the
remaining team
members. The total
amount of hours
that are being used
each day are then
totalled at the
bottom of the
column.





image13.png
Rota's Blank[1002] - Read-Only ~

£ Search (Alt+Q) Rebecca Carruthers %

File

Paste

Home Insert

Q@ Calibri

Clipboard 1S

N53

51
52
53
54
55

56
57
58
59
60
61
62

)

Dr:

aw

Page Layout Formulas Data Review

i VAN == v 2B Wrap Text

] Alignment

View Help

Number

S IE= == ElMegesiCenter v | T~ % 9

= Number

EHinsert v
Conditional Formatas cell | SEDoEtE
<o g0 | Conditional Formatas Cell |
0 50 | Formatting v Tablev Styles v | EEIFormaty | &
1 Styles Cells

v O

Sort &
Filter v

Editing

I Comments 12 Share

Find & | Analyze
Selectv | Data

Analysis ~

24.00
00

24.00
00

.00

8.46 18.00

£152.28

£0.00 152.

28

9 16.00

£144.00

£0.00 144

Pension £60.00

Weekly

Total |Total Cost|N.I Total Cost|Total Cost
Hours

450

£4,614

£325.52| 4939

.128

Budget 500

0.00

Remaining: 6

0.87

L1 Hours ~

6.83

Ready

Sheet1

®

A Type here to search





image14.png
AutoSave Rota’s Blank[1002] - Read-Only ~ Rebecca Carruthers %
File Home Insert Draw Page Layout Formulas Data Review View Help I Comments 12 Share
X o o | == 3 b Einsert ~ | X v A f@
Calibri vt AN ==Y BwepTed General - W ? Y i
[ﬂq EN i Conditional F /? c{ fipetn © | (e szn& Find& | Anal
aste . . . Ll ===== . 2. O <0 .00 onditional Formatas Cel . o in nalyze
s B IU Qv Ay | == == EMerged Center @B~ % 9 BB omating v Tablev Stylesv | EIFormaty | €% Fierv select~ | Data
Clipboard & Font 5] Alignment 5] Number 5] Styles Cells Editing Analysis ~
M60 - e v
A B € D E F G H | J K L M N O P Q -
36 0.00 0.00 4.00 0.00 0.00 0.00 0.00
37 0
Employee 10
3g oY _
39 0 0.00 0.00 0.00 0.00 15.00 18.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 11
40 0.00 0.00 0.00 0.00 0.00 0.00
41 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 12
42 0.00 0.00 0.00 0.00 0.00 0.00 0.00
43 B] 0.00 0.00 0.00 0.00 6.00 9.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 13
44 0.00 0.00 3.00 0.00 0.00 0.00 0.00
45 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 14
46 0.00 0.00 0.00 0.00 0.00 0.00 0.00
47 6 0.00 0.00 0.00 0.00 10.00 16.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 15
48 0.00 0.00 6.00 0.00 0.00 0.00 0.00
49 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 16
50 0.00 0.00 0.00 0.00 0.00 0.00 0.00
51 6 0.00 0.00 0.00 0.00 6.00 12.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 17
52 0.00 0.00 6.00 0.00 0.00 0.00 0.00
53 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Employee 18
54 0.00 0.00 0.00 0.00 0.00 0.00 0.00
55
56 Daily Total Hours 72 0.00 0.00 72.00 0.00 0.00 0.00 0.00
57
58
59
60 ) v

sheet1 [ @

Ready





image15.png
£ Search (A1)

e e T e e e e 1 S e = e B Comments | ¢ share
o ) - . Oked «

[ | B Yo KK hav Bk L 1 masbceoe| aasbeene AaBbCc Assbcer AQB - & rovter 8 & @
ey e A e NN R eI = il [ T

Clpboard 1! Font s puragaph 5 Syles 5l eing voice | cator Reseries| A

72.00

N——"

Pension £60.00
Weekly

Total |[Total Cost|N.I Total Cost|Total Co:
. Hours

bage 14 570worss [ Engih Unved Kingdom) i Acesiy et Pireaus H B -——4+—-

[~





image16.png
AutoSave

Learning resource « Savini

File

Paste

Home

Arial

B I Uv+vax X Av2-A-

Clipboard 1S

Page 6 0f 6

453 words

Insert

1]

Draw Design Layout References Mailings

vz A A Aav A

= 1=
=|I=.

Review

Rebecca Carruthers

Font ] Paragraph

References:

Once all shifts for the week have been entered
into the spreadsheet the total cost for the week
is calculated. This indicates if the store is under
budget with green or turns red if overspent. This
allows for adjustments to be made.

In the example shown the store is under budged
by £60 and has 6 for hours available to give to
team members.

English (United Kingdom)  $% Accessibility: Investigate

View Help
AaBbCcDc | AaBbCcDe AaBbCc Aasbeer AQB
TNormal | TNo Spac.. Heading1 Heading 2 Ttle |3
Styles
) Focus

=

I Comments 12 Share
LFind ~ 0 4. ,—L—|
&, Replace & L_‘O\
Dictate Editor Reuse
I Select v Files
Editing Voice Editor |Reusefiles| A
g -+ 7%

24/03/2022




image17.png
Now the rota is complete it can be printed directly from Excel for the team members to view.

The hours can also be copied into the time management section of My View to make sure that the
team members have up to date hours and are paid correctly.

To create a new rota the current week can be amended, or a blank sheet can be used.
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In this guide you will learn how to use the new rota spreadsheet that has been created to replace the older staff
scheduling software.

This spreadsheet has combined three different forms of software that would have to be used to create a rota
normally. It costs the hours for the store; this previously would have had to be done through My View. It supports
the retail forecasting function where the store budgets are generated from, and the spreadsheet can be printed
easily which would normally be generated through Team View.

This new rota system is less time consuming, and it is easier for all the management team to access and edit
through the share function, opposed to only one person creating a store rota on Team View.





