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HOW TO ADD IN SCHEDULE

This training document is intended to provide instruction on how to add

employee schedules.
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 Go to My Employees on your dashboard.

My Employees

e Search employee and select the paperclip icon.
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* Select “Edit Schedule
Employee Quick Links and Actions X
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* Select the employee then select the Add Schedule
button .
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e Select Shift Type and Dates.
Add Schedules X

Shift (Template)
Shift Type

Please select days on which you want to generate schedules.

Note: 1 employees will be affected.
Date(s) *

[ 1/16/2025 (Sunday)

[J /17/2025 (Monday)

[ n118/2025 (Tuesday)

[J 11/19/2025 (Wednesday)

[ 1/20/2025 (Thursday)

[ /2172025 (Friday)

[ /22/2025 (Saturday)

Cancel

* Addin the below information then select Generate to generate schedule.
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Add Schedules

shift Type

7.5 Hour

Department

Position

Lunch Override

Work Loc

Union Activities

Is Scheduled Off

No

Job Code

Accounting Unit

Pay Plan

L101 - LAKESIDE EXEMPT-BI-WEEKLY v

Account

Jobs (HR)

Breakdown

Cancel

Generate
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