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This job aide demonstrates how to assign a repeating schedule to an employee. 
 

Notes 
• Please note, this work instruction is only for scheduling repeating schedules, not for one-off changes. 

• You can assign a repeating schedule using either pre-built or custom-built pattern templates. 
o Most commonly, they repeat every week but they can be developed for 2 week patterns, 3 week patterns, 

or even longer. 

• You can customize the patterns by using shift templates or by manually typing in the hours in the pattern editor. 
 

Create a Schedule from a Pattern Template 

1. From the home screen, click the main menu icon  / Schedule / Schedule Planner with Absence Calendar. 

 
 

2. Right click on the employee’s name that you want to assign the schedule to. 
3. Click on Schedule Pattern at the bottom of the Employee Glance window. 

 
 

4. In the Schedule Pattern window, click Pattern Template. 
5. Type in the first few letters of the pattern that you are looking for. 

a. Either the first few letters of your BU name or a common abbreviation are good places to start. 
b. You can also type in a time instead of the location name if that helps. In the example below, I could have 

searched with “mic” or “10a” and gotten the pattern template I was looking for.  
6. Choose the template that you want. 
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7. The new schedule pattern will appear on the days that are built into the template. 
8. Choose a start date for the new schedule and press apply.  

a. Please note that you cannot start a schedule in a signed off time period.  

 
9. You can now see the schedule in the Schedule Planner. 
10. You must press save or the pattern won’t be applied. 

 
 

 

Create a Schedule from Shift Templates or by Manual Entry 
1. Follow steps 1-3 above. 
2. In the Schedule Pattern window, click Shift Template. 
3. Type in the first few letters or time of the template that you are looking for. 
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4. Your mouse cursor will now be a cross, and you can click in each day you want this shift template to apply. 

 
5. Click on Shift Template again to stop assigning shifts. 
6. If you need to create a manual shift that doesn’t exist as a template, click in an empty day and type out the shift in 

the same format that you would while entering time, with a dash in between.  
a. Formats accepted: 6a-3p, 600-1500, 6:00am-3:00pm 

  
7. Assign the pattern a name by clicking the down arrow next to the current name. 
8. Click Rename and type in what you would like to name the pattern. 
9. Assign a start date and press apply. 
10. The schedule now appears in the Schedule Planner.  
11. You must press save or the pattern won’t be applied. 

 


