Employee Schedule Changes
Setting a Primary Schedule

The purpose of a primary schedule is to change the standard schedule for a specific time period. It is often used during absences, PLC days or a

change in summer hours.
Select an employee. You don’t have to open their timecard. Click on “Schedules” in the white bar.
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Once the schedule opens, click on “edit”. Then scroll using the right arrow to the date that needs a schedule change.
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Click in the “begin shift” box under the date that needs a change. Type in the new time and enter an “end shift” time. Make sure the format does not
have a colon. Do this for any day for the week displayed on the screen. The hours/minutes entered should not exceed their regular scheduled hours.
Click on “save” before moving to the next week if more changes are needed.
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Changing Employee Schedules

If the in punch time has a red E, L or U to the right of it, the schedule needs to be adjusted. Note the in & out punch times.

From the employee timecard, click “Schedules”.

Timecard | Schedules | People | Accruals | Attendance | Leave | WView Jobs
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Click edit.
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Use the arrows to get to the date needing adjustment. Under the date needing adjusting, enter in “begin shift” the in time (as close to the actual in-
punch time, considering rounding rules) and in the “end shift” the out time. The hours/minutes entered should not exceed their regular scheduled
hours. The format should not have a colon (930a).

Save.
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Click “Timecard” at the top left of the page to return to the timecard view.
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Notice the in and out punch on 11/30/15 no longer have a red L.
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