Basic Scheduling and Templates

Purpose: After completing this training, you will be able to set up basic schedules in Time
& Labor and schedule templates for individuals.

If the client indicates that they will have schedules, confirm with them that they will be
responsible for establishing their schedules and maintaining their schedules.

Confirmation:

Confirm with client if they will be adjusting employees’ schedules on a day-to-day basis or
if they want to set up mass templates which will repeat for weeks that employees will
adhere to.

e Ifthey say day-to-day, then we will want to show then the individual
scheduler.

e [fthey say templates, then we will show them the schedule templates
section as well as how to edit day-to-day if needed.

Configuring Individual Schedules

e Navigate to “Schedules” in Time and Labor

= Time & Labor Supervisor Dashboard Employee Time Time Off Calendar Schedules Reports Configuration

Schedules

View Details By

Department v

show Availability (D
i Active Filters:  Employee Status: Active X
Show Time Off B

Employee Name ~ :  suno07/27 ¢ | Mono07/28 : | Tue07/29 ¢ wed07/30

Open shifts
v
oh

Bieckert, Michael
oh/0h

Blanco, Ramon
oh/oh

Bloser, Andrew



e Navigate to the Employee Name that needs the schedule
e Click on the date you would like to schedule the employee for and then
select “Add Shift”
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e Enterthe start time of the shift and the end time of the shift and click “Add”.
Once you click “Add” the shift will populate in a light blue color, this light blue
indicates that the shift can be viewed by the manager/admin but not the
employee yet.
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Seems like there are no recent shifts for you to view right now. No
worries though - simply continue using the scheduler tool, and you'll
see shifts here soon!
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e Onceyou have established the schedule and are ready to publish it to the
employee simply click “publish” in the upper right-hand corner of your
screen. When the shiftis published it will appear in a dark blue color.
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If you have made a mistake and want to edit the shift, simply click on the shift
and then select “Shift actions” you will then have a drop-down menu where
you can adjust the shift.
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If the schedule for Michael on July 29 is the same schedule time needed for
Samantha on July 30, you can click copy shift and then paste will be an
option when you choose your shift actions for Samantha.



Configuring the schedule Template

The schedule Template is traditionally used to set up mass amounts of reoccurring
schedules which you can then assign to mass groups of employees.

e Navigate to schedules and select “schedule template”
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e To build a template simply click “Create Template”
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e From here you will need to fill out a couple of critical pieces of information:

o Name of the template.

o Inputthe day you would like the template to start populating

o Inputthe number of weeks you would like to populate immediately
(this is how many weeks at a time you will see this schedule on the
employee’s scheduler page
Click on the day of the week you would like to schedule
Once you click add shift you will simply input the start and end time of
the shift and then click apply.

o Assign the shift to the correct individuals.



e Onceyou have established all the correct individuals and all your shifts are
set up simply click the “Save” option in the upper right-hand corner
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You have now established your schedule template.

Peaks Related:
Article ID: PCTY-123844 Scheduling Standard

Article ID: PCTY-68600 Assign an Employee to a Schedule Template in Time & Labor
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