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Class Overview

* Scheduling Overview

* How to remove the Default Employee Schedule group
* How to applying a Single Week Schedule Pattern

* How to apply a Multiple Week rotation schedule

* Editing a Current Pattern

* Editing a Current Pattern and adding a New One
 Adding Multiple Patterns

Note: we will not be covering Time Off in scheduler



Employee Schedules

Schedules will be required for all nonexempt benefited employees
in the new TRS. Schedules will be used to assist with tracking
holidays, overtime, and missed punch corrections.

* All benefited nonexempt employees will be given a default
Schedule Group of 8:30 am to 5:30 am

e Default schedules can be removed and then the correct
Schedule Pattern can be applied

* |f Schedules are not applied Time Off and Holidays will not
populate correctly
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Navigate to the scheduler by Main Menu

x
. GW  washngton
To navigate to the scheduler by I
the main menu: cdiprofie 9 oo G
 Select Hamburger Icon H —
* Select Schedule
* Select Schedule Planner with :m ]
Absence Calendar {
Somence Carenter | —




Navigate to the scheduler by Tile

To navigate to the scheduler you (
] ] ] Manage Schedule -~ ;
can click on the arrow in the right 012672024 + Last Updlte 12 P
hand corner of the Manage
. Starting 0 b
Schedule tile
Missing 0 b
On Break 0 b
Leaving
JO ! ?




Navigate the Schedule
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Schedule View by

Employee

Job
Schedule Group 04

* The default schedule view is by Employee g 2enrs

Dra&Ht
 To check employees in the default
employee group you will need to change J—
the view to Schedule Group. ircary. one
R It, El -
Truman . Harry H

— 2

Washington, George




View by Schedule Group

* Once you select view by Schedule Group you could see

three groups.

* Ungrouped- Default Schedule group has been
removed

 Monthly NHP Accruals — this is a time off group for
Monthly employees and can be ighored

* Non Exempt — Default — This is the default schedule
group applied to benefited non-exempt employees



View by Schedule Group

* You can use the arrows to collapse the groups you do not want to view.

GW Schedule Planner with Absence Calendar

| View by Schedule Group |h
= rod
= PA ~

- v |
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—
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IE 30 AM - 5:30 PM |
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Remove Schedule Group

Example:
* After collapsing the groups and leaving Non Exempt- Default open | see

that Eleanor Roosevelt has the Non-Exempt — Default group that needs
to be removed.

A @ Schedule Planner with Absence Calendar

- 7 ||' W 5un 8/25 -5at 8/31

Name [7/7]

) Ungrouped Employe...

No Inheritance
) Monthly NHP Accrua...

Non Exempt - Defaul...
v

Roosevelt, Eleanor




Removing the default Schedule Group

1. Inthe schedule, click View by > Schedule Group. The available groups are listed in the
first column as well as the ungrouped employees.

2. Toremove an employee from a group, right-click an employee name or multiple
employees and select Remove from Group

3. Make sure you have the correct Time Period selected. It can not be in a signed off pay
period.

= O @ Schedule Planner with Absence Calendar

B+ Current Vies

View by 5chedule Group ™ Current Week
- L/

B o = A &

Quick Show Gantt View Zoom Load

Actions Hide Groups

W 5un 8/25 - 5at 8/31

v v I
Name [7/71 b
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- B
R
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ISEO.*-'-J-S:E:F‘-’ ISEO.*-'-J-S:E:F‘-’ I350.~‘-'-r1-5_7:'?L' I350.~‘-'-r1-5_7:'?L'

SEleCt |339-*"r‘-51-’3|"-’ ISEO.L'-A-SEZ-?L' Iaso;'ﬂ-s::-:r.' Izsc.:'n.sz:-:r.'

I £:30 AM - 520 PM




Removing the default Schedule Group

_ Remove from Group X
6 Selected Employees

2. Select start date of unsigned off pay period £+ Current Scheduie Period
or preferred date that is not signed off '\

1. Confirm Correct Date range is selected

go
=

3. The system will prompt you for a date to end

the group. o )

4. Select Forever for end date or specify a date
if you do not want it forever




Confirming Removal of default Schedule Group

 After removing Schedule Group Refresh your
screen. [ © _aaeevmw

L O
* Once everyone is removed from the Default View by Schedule Group ¥
Schedule Group you will no longer see that 2 o = A &
. . . . ik Shiow Qantt Wiew Zoom Load
category unless there is still someone in it

q
)

* Refresh your workspace _

] ] NMame [7/7]
* Please confirm your looking at correct date
Ungrouped Employe...

range. e
. Monthly NHP Accrua...
* If you removed the schedule starting current
pay period they will still appear in the group H‘

for Previous Pay Period.
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Applying a Schedule Pattern | -
B o = A &
* After removing Schedule Group refresh your s woe oo
screen. M v -
Name [4/4] 4 San e
* The employee will appear under Ungrouped o
Employees B T
* Select one or multiple employees to apply a Q.E. i X
schedule pattern to Tuman, HanyH | .
o o Washington, George
* Once selected Right Click over an employees name s &
* If you have selected more than one employee it - <
will tell you how many employees are selected 4 Selected Employees
e Select Schedule Pattern 8 % -
Roosevelt, Eleanor




Applymg a 1 Week Schedule Pattern

You can select the Tab Name and
name it something meaningful

e Start Date- Enter start date you
want the Pattern to start

* End Date — Select Forever or a
specify end date

e Define Pattern — 1 week is default

e Enter start and end times of shift
or

e Select pattern template

j e 9:00am-5:00PM M-F _

8/18/2024-Fore

| ) Rename

qHr.

-):3_7_ = 259

() Specify Date

Define Pattern For®
1 | | Week(s) v |

|
r 0 Other
Pat

« New Pattern  _ & Add New Pattern
Ma. sunday Monday
Start Date *
) . ® 0O , |70 Am-400p 9:30 AM - 6:00 PM
araoze |
End Date+
@ FDreuerP




Applymg a 1 Week Schedule Pattern

Select Apply oyes(s) Selected £ Loaded 10:08 AM
* Select SAVE <~ S U
* Refresh to see update
* |t will say Temporarily Unavailable _ Ungrouped Employe...
until it is fully applied \o Inheritance
Humphrey, Hubert H

£

I 2
Roosevelt, Eleanor /
lemporanily Unavailable =

Truman, Harry H
I o

4

&

Washington, George

=




Applying a Multiple week
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Why Use Multiple Week Rotation Schedules?

A rotating schedule is just like it sounds employees are
scheduled for a certain shift, such as the night shift, and
then rotate with the other teams working the day shift for
the next set period of scheduling. Some instances call for a
third shift rotation, but after that the scheduling cycle
begins again.



Applying a Rotation Schedule Pattern

e After removing Schedule Group Refresh your n e )
® = A PO
screen.
. - < |
* The Employee will appear under Ungrouped e s s
Employees . Unsrowed Emplye.
. Humpl PHLUbert H II?I?AH-S:
* Select one or multiple employees to apply a (7‘ — :
schedule pattern to —— )
° ° Washington, George
* Once selected Right Click over an employees name : -
* If you have selected more than one employee it - <
will tell you how many employees are selected 4 Selected Employees
e Select Schedule Pattern 8 -
Roosevelt, Eleanor




Applymg a Multiple Week Schedule Pattern

Truman, Harry H

If employee has more than one job select o o 4 .
correct assignment S Commens Copepese On

New Patt o M
* Start Date- Enter start date you want the | o
Pattern to Sta rt |~__r°a°;‘:°°w[ { @ B 7-=cuar.-'-4-=cusl;:,tjday 7-3|3Ar.-1-:-3|3pj:j'nc'
o) I [
* End Date — Select Forever or specify end ® o : [
date (a1sm02s | B ® 0O 5 I?:SCIAP.-L&:SEIPF.-I
* Define Pattern — Example is for 3 weeks. 1 | o cee =
) Specify Dat

week is default

 Enter start and end times of shift or Select .
pattern template

e Start Pattern On - Example: Could start on
week 2



Applying a Multiple Week Schedule Pattern

e Select Apply
* Select SAVE
* Refresh to see update

* It will say Temporarily Unavailable until it is fully applied

J « New Pattern & Add New Pattern

8/18/2024-Forever

Assignment No. Sunday Monday Tuesday Wednesday Thursday Friday
|\ ~bassador] ® 7-30 AM - 4:30 PM 7:30 AM - 4:30 PM 7:30 AM - 430 PM 730 AM - 430 PM
e ® O 1

|
./999999/Jab

: ® O , 3:00 PM - 12:00 AM IS:IIIEI PM - 12:00 AM Isza-: PM - 12:00 AM 3:00 PM - 12:00 AM I3:au PM - 12:00 AM

Start Date*
(nens | B ® O ) 730 AM - 4:30 M I?:3D AM - 4:30 PM I?:3-: AM - 4:30 PM 7:30 AM - 4:30 PM I?:30 AM - 4:30 PM
\ - a

End Date+
(@) Forever

() Specify Date

Define Pattern For#

[ 3 ][ weekis)v)




Editing a Current Pattern
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Edit Employee with a Schedule Planner

Humphrey, Hubert H

 Access employee Schedule
P a tt e r n GW/GWU/999599/]ob M
* Click on the arrow on the

9:00am-5:00PM M- » Afternoon Shift _ @ Add Nef
current Schedule tab J O_m

. } E.El:;it. |
* Select Edit staf 'O R'\ -

72 @) Delete 1

End Date+

(@ Forever

()} Specify Date




Edit Employee with a Schedule Planner

Edit Pattern X

* Select Start Date to change O wedtyrsoroste (azvmas ) B9
pattern

* Select Overwrite Pattern T T

* Select Apply © o

* A new tab will be created with
the new start date

* Make schedule changes (&)

¢ Apply -HDLIr‘nphr'E}r, Hubert H

e Select SAVE GW/GWU/999999/Job & ®

« 9:00am-500PM M-F « 9:00am-5:00PM M-F _ L

21 2024-BATI2024 g1 8/2024-Forever




Ending a Schedule Pattern
and adding a New One
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Edit Employee with a Schedule Planner

i Employee Search X ‘

* Access employee by going to

Scheduler and searching for

employee oos*” = All Employees
e Use search Icon to search for E £ =-

employee U ge— -
 Select employee name and .

GoTo Schedule % o]




Edit Employee with a Schedule Planner

r T
. Roosevelt, Eleanor
* Confirm your under the correct date Job
GW/HR/B17005/]ob
range
* Right click on employee name oo
* Select Schedule Planner e

Schedule Group
Incoming Requests Count

Primary Location (Path)

GW/HR/G17Q05
Scheduled urs

[ [

= dx  B-
schedule Add Shift  Enter Time GoTo
Pattern Off




Ending Schedule Pattern

Schedule Pattern

* When changing a pattern end | ..o

date the current pattern | 7
* Enter the date you want to [T | @ s
end it - T e
* Then select Apply
* Select SAVE & ml/
* Select Refresh e

 Go back into employee
Schedule Pattern




Adding New Schedule Pattern

* |nthe second Pattern tab start entering in a New Pattern

* Select start date of Pattern

* Enter New Pattern

* Select Override Other just to confirm it wipes out old Pattern

Schedvule Pattern

osevelt, Eleanor




Adding Multiple Patterns
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Why Multiple Patterns ?

* |f you want the employee to clock in and out for a meal break
* |f employee has a large break in between shifts




Adding Multiple Patterns

* Add your first tab

* Enter New Pattern

* Assign the shift time

e Select start and end
dates of pattern

e Select the second tab

Truman, Harry H

J « Morning Shift M-F 7A-11A

End Date+
(@ Forever

() Specify Date

Define Pattern For#

| 1 | | Weeki:—.}v:l

|__ Override Other
Patterns

» Afternoon Shift M-F 12A-4P

oL
HE
©

@ Add New Pattern

Mao.

Sunday Monday

I?:E":I AM - 11:00 AM




Adding Multiple Patterns

* On the second tab add the name of the shift pattern by clicking
on arrow in corner of tab

 Add the employees schedule times

* Select start and end dates for schedule pattern

* If you want them both at the same time DO NOT select override




Questions ?




