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	Topic: Adding Weekly Schedule on AGI system
	Approved by: Payroll Department



Audience: Person in charge of an employee or employee’s
Purpose: Guide on how to generate an employee’s schedule on AGI system
Responsibility: Person in charge of an employee or employees should generate the employee’s schedule on the AGI system for the upcoming work week by the end of the current work week.  
Steps:
1. Log into your AGI system profile with your designated credentials
[image: ]
2. Click the “Hamburger Menu” [image: ]  in the top left corner of the AGI system
3. Click the “Teams” option on top
4. Click the “Schedule” option on the left side
5. Click the “Basic Scheduling” option
6. Click the “Schedules” option
[image: ]


1. After selecting the options listed above your screen will look like this
[image: ]
· Make sure the dates for the week are correct
2. Click the box next to the employee's name and click “Add Schedules”
[image: ] 
Your screen will then look like this
[image: ]



1. Click the “Shift Type” on the drop box to select the employee's schedule
2. Click boxes next to dates that schedule will apply to then click “Generate”
(After selecting the schedule time and dates – Your screen will look like this)
[image: ]
· Make sure you verify the schedule is reflecting correctly for your employee. 
· You will repeat this process for each employee under your management.

CONGRAGULATIONS – You have entered your employees' schedule. 

Helpful Tips
1. An employee must be assigned to you to generate their schedule
2. Make sure the correct schedule is assigned to avoid errors on timesheet
3. If a specific schedule is not available on the drop box system email the payroll department to request a schedule to be added to the AGI system (payroll@agibusinessgroup.com)
4. DO NOT GENERATE A SCHEDULE on the AGI system
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