Master Schedule Instructions:
1) From Employee Main Menu, Select Schedule Assignment
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2) Select Add Permanent Schedule
3) Name:  Type in Master Schedule
4) Description: (optional)
5) Weeks:  Defaults to 2. No need to modify
6) Start Date:  Enter start date of Master Schedule (defaults to today’s date)
7) End Date:  Leave Blank (or may enter end of leave year date-this will require new Master Schedule be resubmitted annually)
8) Click days of the week worked in regular TOD, LEAVE RDO BLANK
9) Click Insert Manual Shift
10) DO NOT CHECK RDO BOX, SKIP TO START TIME.
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11) Enter Start time
12) Enter Stop Time
13) Enter Meal Time
14) Transaction Code:  Enter 01-Regular Base Pay (or WG select Regular Hours, 
      Shift 1, 2 or 3)
15) Click Save
16) Click Submit
[bookmark: _GoBack]Note:  If you need to modify your Master Schedule prior to submission, Select box(es) for day(s) that you want to edit, then Click Insert Manual Shift.  Enter corrected information, click Save.
Temporary Schedule Feature Works the same as the permanent schedule except that END DATE is required field.
image1.png
Schedule

Schedule Ass;gnmmtf

Shifts

Schedule Templates





image2.png
Create manual shift

Items marked with an asterisk* are required.

—Regutar Day-Off—=——

* Start Time:

* Stop Time:

Meal Time:

* Transaction Code:





