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Schedule patterns allow you to enter a repeating pattern of shifts quickly in an organized way. You can create a schedule
pattern for a single employee or multiple employees that share the same schedule.

1. Open the Schedule Planner glance from the home screen by selecting the Main Menu icon > Schedule > Schedule Planner
with Absence Calendar.
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2. Using the Timeframe Selector and the Locations and Hyperfind glance, choose the needed timeframe and list of employees
from the drop-down menu.
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3. Select the desired view settings by clicking the View By drop-down menu on the upper left-hand corner of the screen.
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4. Check the box to the left of the employee’s name. The number of selected employees will be displayed in the upper left-

hand corner of the screen.
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5. Right click on the employee’s name and select Schedule Pattern.
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6. Name the schedule pattern and set the schedule pattern parameters.
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7. Right click on the first weekday of the schedule pattern and select Add Shift.
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8. Enter the shift start and end time using the recommended 24-hour time format.
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9. Select Transfer Employee then click on Add Work Rule. Choose the required work rule from the list of options. Use the
search box to narrow the list of available work rules, then click Apply.
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10. Review the shift details, then hit Apply to add the finished shift to the selected weekday.
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11. Copy and paste the finished shift to all other weekdays necessary to complete the schedule, then select Apply to load the

completed schedule pattern.
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12. A success message will appear indicating the pattern was applied. Unsaved changes are identified with a border and dot in

the upper right of the shift.
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13. Hit save. A success message will appear indicating the schedule pattern has been saved.
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You must remove an existing schedule pattern to prevent having multiple active schedules that could create inaccurate

attendance records and a potential overpayment of hours.
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1. Follow steps 1-4 provided on pages 1 and 2.
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2. Select the schedule pattern that is no longer needed and click the blue down arrow to display the list of options.
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3. To edit a schedule pattern, select Edit.
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4. Choose to either Modify or Overwrite the schedule pattern, then click apply. The end date will be displayed in the
schedule pattern title.

Edit Pattern X
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5. Modify the schedule as needed following steps 6-12.
6. To delete a schedule pattern, select Delete. The end date will default to the current calendar day.
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