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The Schedule Template is designed to reduce the amount of time you need to spend each
week on schedule maintenance. By taking data from the availability information for each
employee, the system will build a schedule automatically. The template provides schedule
administrators the ability to set up repeating shift rotations for qualified employees over a set
time period. Once you have a template created, it will have the highest priority of an
automatic schedule build.

Once you've mastered creating and using schedule templates, you will only need to make
schedule changes for exceptions. By having a template and an enforced rotation set up, you
reduce the amount of time you will need to spend each week maintaining the schedule and
can focus
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Template Summary

By default, each schedule’s template is disabled. Before setting up your template, you must
first contact our technical support team to enable this feature. The template will only apply to
the schedule they are enabled on.

Our service hours are Monday through Friday, 6am to 5pm PST.
Phone: 1-877-229-5230

Online Support Form

When speaking to one of our representatives, you must first take the following steps:
1) Determine which schedule you want to set up a template for.

2) Determine the calendar date that the schedule template will begin (we recommend on
the first day of the schedule period).

3) Determine the number of weeks it should run before it repeats.

4) Ensure that the employees are qualified for any Job Descriptions that you want the
Template to assign. (This can be done from the Job Descriptions color bar using the
Employees link or from the Employees color bar using the Job Descriptions color bar.)
Please read our Job Descriptions user guide for more information.
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Scheduling Template Setup

You must make sure that whichever schedule period is selected is in Automatic Build status.
(Figure 1)

Note: The method described here will generate a blank template. You can also take a
snapshot with the shifts that you currently have assigned in a schedule period and that will
be the basis for your template without having to unassign shifts first.
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Continuing Template Setup

After customer support
enables the Template for
your schedule, a snapshot of
the selected Schedule
Period’s shift assignments
will be created as the
Schedule Template.

Once that has been done,
navigate to the Welcome
tab’s Schedules menu and
rebuild the Schedule Period
that were locked during
step 1.(Figure 1)

The Automatic Build will
now assign the shifts as
configured on the Template
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Note: The template can be configured directly from the
Manage tab, and/or by using the Enforced Rotations feature
interface. To learn more about how Enforced Rotations
function, please check out our user guide here.
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remaining shifts according

to the configuration in the
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All shift assignments for the specified Schedule Period will be applied to the Schedule
Template. The Editing Template screen will only display two weeks at a time. To edit a
different week(s), you can select the desired week(s) using the Editing Template week
selection dropdown menu. (Orange box, Figure 3)
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This concludes the User Guide for the Schedule Template. While not being an exhaustive
resource, we hope that you have at least a cursory knowledge of this feature and how it
functions within the entire framework of the Scheduling Module.

For more focused Guides on the functions and features discussed in this document, please
check out the linked Guides on this page for supplemental reading.

For further assistance, please contact our Support Team directly.
Our service hours are Monday through Friday, 6am to 5pm PST.
Phone: 1-877-229-5230

Online Support Form
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