Creating Employee Schedules
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The process below details how a department would create a schedule for employees within TCP.
*Schedules are only required for Part-Time Employees who receive Paid Holidays.

1. Under the menu tab you will click schedules and then employee. Once pulled up search for the
employee you are building a schedule for.

2. Make sure the date range at the top is the week in which you want to create a schedule.

3. Under the needed day you will click Add.
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4. In the next screen you will add the time in and time out for the schedule.
e You can also select location if that is different than their standard location.

e If you need to add a comment for the employee to see regarding their schedule, this can
be done under description

e If the schedule is the same for consistent days in a row, you can change the number of

days.
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5. If the employee works on a recurring schedule, meaning their schedule is the same for a set
period like a month at a time etc, you would first need to contact Caitlyn Julius with the
following information.

e Time frame for the recurring schedule, start date to end date (if applicable)
e Days of the week
e Hours each day
6. Once the recurring schedule is built, you can then implement it on the employees schedule.
e Click on recurring
e Check off override role settings
e C(Click assign
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7. You will then enter the start and end date (if applicable), check of use recurring schedule, select
the schedule that was created for you, click assign and then save.
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8. If you then click back on Overrides, you will see the schedule has been applied.
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9. Templates can also be used if you are adding the same schedule routinely to an employee but

they do not work a recurring schedule.
e Example- the employee rotates working one week M-W and the following week W-Fr.

You could have a template created to easily add this schedule each week as needed.

e Contact Caitlyn Julius to have a template built.
e The template would then be applied by following step 4 and selecting the needed

template.



