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B Course Introduction
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Course Purpose

This course prepares you to use the scheduling feature of Time & Attendance to create, assign,
and maintain schedules.

Course Agenda
e Creating Schedules
e Managing Ongoing Schedule Assignments
e Editing Schedules

Materials Overview
Use the job aids in this handout manual when you are back at your job.

Copyright © 2011-2016 ADP, LLC 2 V04111681003WFN10
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B Creating Schedules

Overview

A schedule contains information about an employee’s typical workday. A schedule could
include details such as start and end times, the time allocated for lunch, the department in
which the employee works, and pay codes.

Types of Schedules
You can create and manage schedules in two ways:
e Shifts: Used to create, edit, or delete a schedule for one or more employees for specific

days. Shifts can be used to override a schedule template or create schedules that are not
repeatable.

o Templates: Used to create and assign a repeatable schedule to one or more employees
for multiple days.

Shift

Mon 8/4 Tue 8/5 Wed 8/6 Thu &/7 ri 8/8
[EIHahn, Brenda
e = & HOURLY HOURLY HOURLY Ay =+HOURLY
a2 00 08:20 AM - 04:30 PM 02:20 AM - 04:30 PM 02:20 AM - 04:30 PM 0700 AM - 03:00 PM 02:20 AM - 04:30 PM
[EIMacglll, Ma
- _g”_ - v’ & PTSCHD PTSCHD PTSCHD PTSCHD +PTSCHD
Ses s 09:00 AM - 05:00 PM 09:00 AM - 05:00 PM [ 09:00 AM - 05:00 PM 09:00 AM - 05:00 PM 02:00 AM - 05:00 PM
[

Example of a Schedule Shift

Brenda Hahn is assigned a shift of 8:30 a.m. to 4:30 p.m. She is scheduled to attend a training
session from 7:00 a.m. to 3:00 p.m. on Thursday, so she will be assigned a shift change for that
day only.

Example of a Schedule Template

Mary Macgill will work a new schedule from 9 a.m. to 5 p.m. from Monday through Friday,
every week. A schedule template will be created and Mary will be assigned to that schedule.

Supervisor Responsibilities

All supervisors have access to assign templates and to modify shifts. A supervisor's ability to
create, edit, and delete schedule templates is based on access permissions that are granted by
your company.

Copyright © 2011-2016 ADP, LLC 3 V04111681003WFN10
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Explore: The Schedules Page
Starting Point: My Team > Time & Attendance > Schedules

Schedules @
Y e e Filter Icon Action Icon

No Schedule filter selected VG - 2/15/20X% B - 221200X @ FIND Iu I Search Q

Shifts Templates

= EMPLOYEE s SUN 245 MON 246 TUE 247 WED 2/18 THU 219 FRI 2/20 SAT 221
=] Cawvallo, Frank
Hours: 35.00

€ Hounwy HOURLY HOURLY HOURLY + HOURLY
08:30 A - 0430 PW 0230 A - 0430 P 08:30 AM - 0430 PW 08:30 AM - 0430 PW 08:30 Al - 0430 PH

| Duucas, Heather
Hours: 0.00

Fl East, Dosalkd
Hours: 0.00

Bl m==aar Scheduling
Hours: 0.00 Grld

El Fages Charles
Hours: 0.00

El Habs, Bresda
Hours: 35.00

& Houpy HOURLY HOURLY HOURLY > HOURLY
0830 AM - D430 PM 0830 AM - 0430 PIA DB:30 AM - 0430 PH DB:30 AM - 0430 PM 0830 AM - 0430 PM

Fl Jokuson, Kenmeth
Hours: 0.00

El Macgill, Mary
Hours: 40.00

€ FTSCHD PTSCHD PTSCHD PTSCHD » PTSCHD
09:00 A - 05:00 P 09:00 AM - 05:00 FiA 09:00 AH - 05:00 P 09:00 AH - 05:00 P 09:00 AM - 05:00 PH

El Marfimer, Ranl
Hours: 0.00

Totals Row

=l TUDENT,S
Hours: 0.00

Hours: 110,00 0.00 22.00 22.00 22.00 22.00 22.00 0.00

Employees: 10 EE# Hot Keys fLegend
|

Elements and Descriptions

Shifts tab Used to create, modify, or delete information such as start and
end times or pay codes for individual or multiple shifts.

Templates tab Used to create, modify, and assign recurring or repeatable
schedules.

Scheduling grid Displays the details of employee schedules within the selected
time frame. You can complete many tasks directly in the grid.

Totals row Displays total hours for the selected time frame and daily totals.

T (filter) When clicked, used to refine the group of employees to be

displayed, based on schedule criteria.

& (action) When clicked, displays a menu of various shift details and
column totals that you can choose to be displayed.

Legend link Identifies visual indicators that may be displayed in the employee
scheduling grid.

Copyright © 2011-2016 ADP, LLC 4 V04111681003WFN10
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Creating Schedule Templates Job Aid

Scenario

Your company requires a new schedule for employees who work 6 a.m. to 2 p.m., Monday
through Friday. You need to create a new schedule template.

Schedule Template Panel

HANDOUT MANUAL @

No Schedule filter selected v T Q - 315220XX B - 2/2120XX (=] FIND (>} Search Q
Shifts
Codel Description: Effective Date: Schedule Template Notes:
6a-2p 6 am -2 pm, Mon-Fr1 U20XX =]
atu Type: o Patte
: v Fuple v Hide Shift Panel
Start Time: * End Time: * Pay Code: Lunch Plan: Department: Shift Rule: Flextime Rule:
06:00 AM 02:00 PM Q Q Q Q Q Previev
ADD SHIFT(S) UPDATE SHIFT(S) CLEAR FIELDS

0 Editing of shifts can be dene directly in the grid below or by selecting cells in the grid and using the fields and buttons on the Shift Panel.

WEEK TOTALS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
=1 40.00 0600 AM - 0200 PM 0600 AM - 02:00 PM 0600 AM - 02:00 PM 0600 AM - 02:00 PM 06:00 AM - 0200 PM
SAVE CANCEL

Starting Point: My Team > Time & Attendance > Schedules > Templates

1 In the schedule template field, click % (action) and select Create New.
Result: Schedule detail fields are displayed.
2 In the Code field, enter the name of the new schedule.
3 In the Description field, enter a description of the schedule.
4 In the Effective Date field, enter the date that you want the schedule to start.
5 In the Access field, select Private or Public.
Caution: Selecting Private will restrict visibility to the schedule template creator.
6 In the Start Time and End Time fields, enter the start and end times of the shift.
7 Enter data in any of the optional fields such as Schedule Template Notes, Pay Code, Lunch Plan,
and Department, as needed.
8 While pressing Ctrl, select the days of the week that should be included in the schedule.
9 Click Add Shifts.
Result: The start and end times are populated in the selected days of the week.
10 Click Save.
Result: The schedule template is saved. You can now assign it to employees.

Copyright © 2011-2016 ADP, LLC 5 V04111681003WFN10
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B Managing Ongoing Schedule Assignments

Overview

You can use the schedule templates that you set up to quickly assign employees to schedules,
based on predictable, repeating patterns.

Assigning a Schedule Template to Multiple Employees Job Aid

Scenario
You need to assign two employees to the same schedule template.

Instructions
Starting Point: My Team > Time & Attendance > Schedules > Templates

1 To display a list of available schedule templates, in the Schedule Template field, double-click or
click Q (search).

2 Select the desired schedule template.

3 Select the start week, if applicable.

Tip: If your schedule contains multiple, rotating weeks, you can designate the week in the
schedule that you want to start the employees' assignment. If you have a weekly repeating
schedule, you do not have to make a selection.

4 In the Start Date field, click 21 (calendar) and select a date.

5 In the Employee column, select the employees to assign to the schedule.

Tip: To select nonsequential employees' cells, press Ctrl and select the employees.
6 Click Apply.

Result: The schedule template is applied to the selected employees.

Copyright © 2011-2016 ADP, LLC 6 V04111681003WFN10
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Ending an Employee’s Schedule Assignment Job Aid

Overview

You may need to end an employee’s schedule assignment. You can assign employees to more
than one schedule, but their schedules cannot overlap. By ending a schedule assignment, you
preserve the historical information related to that schedule.

Instructions
Starting Point: My Team > Time & Attendance > Schedules > Templates

1 In the scheduling grid, locate and select the employee whose schedule you need to end.

2 Click any day in the employee’s schedule that contains his or her current schedule assignment.
Result: The employee’s schedule name and start date are displayed in the template panel.

3 In the template panel, in the End Date field, enter the date on which the assignment will end.

4 Click Update.

Result: The assigned template is displayed through the ending date. A message indicates that
the template assignment or assignments have been updated successfully.

Copyright © 2011-2016 ADP, LLC 7 V04111681003WFN10
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Learning Activity: What Can You Get Done in 2 Minutes?

Scenario

Frank Cavallo was assigned to a part-time schedule (PTSCHED). Because Frank has accepted
a full-time position, he is required to work the full-time hourly schedule. You must first end his
part-time schedule template assignment.

Learning Byte Questions and Answers
Answer the following questions using what you learned from the learning byte.

1. When would you need to end an employee’s schedule assignment?

2. You can choose to end or delete an employee’s schedule assignment. What are the
advantages of ending an assignment rather than deleting it?

Copyright © 2011-2016 ADP, LLC 8 V04111681003WFN10
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B Editing Schedules

Overview

To edit schedules, you can use a variety of fields in the Shift Panel and make simple edits
directly in the Scheduling Grid.

Explore: The Shifts Tab

v TO- v M-woox BOE FIND O (s a

S - o L Shift Panel

Wighigvinei SHIY -
m UPDATE SHIFT (5] DELETE SELECTED m SELECTIVE LIPDATE CLEAR FIELDS

- EMPLOTEE s SUN 216 MON 206 TUE 277 WED 2 THU 218 FRIZ30 SAT I

=l Ay, W gt

=Tl ey ey e *Telp
.00 AU . (300 U 07,00 AM . 100 U 700 AM - D00 PU 70 AM . EICC P 700 Ak - (E00 Pk

- Tady Taldy Tl =iy +Tedy — Scheduling Grid

000 AM - (1100 P 700 Al . 00 Pul 700 AM - 00 PM 0700 Al . 0300 Pul 0700 Al . 00 Pk

+ FULTIME FILTME FLTME FULTIME + FULT M
O30 AM 08,00 Pu. R0 AM - 05,00 PM R0 A - 500 P 0830 A - 0500 P 0830 Al - 0500 P

Elements and Descriptions

Schedule filter field Allows you to filter employees against schedule criteria such as start or
end times or worked or nonworked hours.

Shift panel A group of fields—such as start and end times, department, pay codes,
lunch plans, and shift rules—to modify an existing schedule or to create
a temporary shift for one or more employees.

o (close) Click to close the shift panel. To reopen the shift panel, click the Shifts
tab.

Apply the Shift To field Allows you to apply the shift details to selected shifts in the scheduling
grid or to specific days of the week.

Add Shift(s) Click to add new shifts in selected cells in the scheduling grid.

Update Shift(s) Click to update or replace selected shifts in the scheduling grid.

Delete Selected Click to delete selected shifts.

Discard Enabled when an action generates an error and allows user to discard
that action.

Selective Update Click to change selected information for multiple shifts at one time.

Clear Fields Click to clear data from the fields in the shift panel.

Copyright © 2011-2016 ADP, LLC 9 V04111681003WFN10
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Editing a Shift Using the Schedule Grid Job Aid

Scenario

Brenda Hahn has to attend safety training classes two days this week. Change her schedule for

Wednesday and Thursday to 7 a.m. to 3 p.m.

Instructions
Starting Point: My Team > Time & Attendance > Schedules > Shifts

1 Locate the employee in the scheduling grid and locate the shift to be modified.

2 Double-click the cell.
Result: The start time and end time are displayed in two editable cells.

Tip: It is not necessary to enter a colon or zeros.

3 Highlight the start time and enter the new time. Repeat to edit the end time.

Result: The new start and end times are displayed. An indicator denotes that this is an override.

4 To add a note to the override, select the cell, right-click, and select Add Note.
5 Enter the contents of the note.
6 Click Save.

Result: A (note) indicator appears in the edited shift cell. You can point to it to display the
contents. Clicking the employee name will display all schedule notes for the employee.

Copyright © 2011-2016 ADP, LLC 10
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Editing a Shift Using the Shift Panel Job Aid

Overview

HANDOUT MANUAL @

You must complete some changes to schedules, such as labor charges or pay codes, in the shift

panel.
Shift Panel

Schedules @

<Using Time & Attendance> MANAGE MY LISTS SEARCH OPTIONS

No Schedule filter selected
Templates

Start Date: Start Time: * End Date: End Time: * Hours

26/203% 0830 AM 216/20%X 0430 PM 7.00

Shift Rulex Flextime Rule:

Q Q

Sun Mon Tue Wed Thu Fri Sat

Department:

Apply the Shift tex
Highlighted Shiffs) v

ADD SHIFT(S) UPDATE SHIFT(S) DELETE SELECTED

SUN 215 MON 216

= EMPLOYEE b
Bl cavalio, Framk
Hours: 35.00

& HoupY
DB:30 A - D430 P11

v Y Q& - 2ns20xx

HOURLY
0830 AM - 0430 PW

B - 2/21/20%%

Pay Cooer

Cf‘rewew

TUE 2717

HouRY

WED 2118

=)

DB:30 A1 - D430 P

Lunch Plan;

FIND

THU 2719

HouRY

DB:30 Al - D430 P

© | Search a

FRI2/20 SAT 2/21

S HounLy
0B30 A4 - 0430 PH

Scenario

An employee is required to work in another department for one day this week. You need to
override the employee’s existing schedule to include the department assignment for that day.

Instructions

Starting Point: My Team > Time & Attendance > Schedules > Shifts

1 Locate the employee in the scheduling grid and select the cells to be modified.

2 Scroll up to the shift panel and enter the appropriate start and end times.

3 Click the Department field and select the department to which you want to assign the hours.
Tip: You can modify other schedule feature fields such as Pay Code or Lunch Plan in the same
way.

4 Click Update Shift(s).

Result: A "Shifts added successfully" message is displayed.

Copyright © 2011-2016 ADP, LLC
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Learning Activity: What Can You Get Done in 2 Minutes?

Scenario

The Sales department has requested that Frank Cavallo assist them with a special project on
Wednesday and Thursday. We need to edit Frank’s usual assigned schedule.

Learning Byte Questions and Answers
Answer the following questions using what you learned from the learning byte.

1. How did Frank’s changes differ from the schedule changes for Brenda Hahn?

2. You can always use the shift panel to make changes to an assigned schedule. When would
you be required to make those changes using the shift panel?

Copyright © 2011-2016 ADP, LLC 12 V04111681003WFN10
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Knowledge Check

1. Your employee is assigned to the 9 a.m. to 5 p.m. schedule. She asked to work the 7 a.m.
to 3 p.m. shift on Thursday. To change this employee’s schedule, you access the Schedules
page and then do the following:

a. Select Shifts and edit the scheduled shift.

b. Select Shifts and delete the schedule template for that day.
c. Select Templates and edit the scheduled shift.

d. Select Templates and edit the schedule template.

2. You created a new schedule template for the night shift that you want to share with other
supervisors in your group. Another supervisor cannot find the template that you created.
What might you have forgotten to do?

. Set the access to Private.

a
b. Enter an effective date earlier than today.
c. Set the access to Public.

d

. Enter an effective date later than today.
e. Enter a description for the template.

Copyright © 2011-2016 ADP, LLC 13 V04111681003WFN10
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M Course Closing

How to Access Support Job Aid
ADP provides various resources to help you perform your tasks after class.

Instructions

1 At the top of any page, click & (support).

2 In the Search field, enter a topic and then click GL (search).
Result: The available online Help and training are displayed.

3 To read online Help, click the Documentation tab and select a topic.

4 To close the Support page, click Back.

Copyright © 2011-2016 ADP, LLC 14 V04111681003WFN10
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Additional Resources
Your appendix contains job aids to help you remember how to perform additional tasks.

Roles and Additional Training

ADP provides the following resources to support you and the employees in your organization.
You can access the Support page by clicking % (support) and clicking the Learning tab.

HANDOUT MANUAL @

Supervisor Essential Time & Attendance Supervisor You will receive an email message
Timecard Basics virtual class after this session with the registration
Essential Time & Attendance Supervisor | instructions.
Timecard Basics practice activity
Essential Time & Attendance learning e Access the Support page in
bytes for supervisors ADP Workforce Now.
Time Off learning bytes for managers and | e You will also receive an email
supervisors message after this session with the
links to access the learning bytes.
Employee Essential Time & Attendance Employee Access the Support page in
Basics for ADP Workforce Now job aids ADP Workforce Now.
Essential Time & Attendance learning
bytes for employees
Time Off learning bytes for employees

Copyright © 2011-2016 ADP, LLC
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Training Evaluation
Please take a moment to complete the evaluation.

Copyright © 2011-2016 ADP, LLC 16 V04111681003WFN10



ADP Course Description

Essential Time & Attendance Supervisor
Scheduling Basics for ADP Workforce Now (81003)

Program Content

Essential Time & Attendance supervisor only: This course prepares participants to use the scheduling
feature of Time & Attendance. Topics include creating and editing schedules, and managing schedule
assignments.

Objectives

Upon completing this course, participants will be prepared to do the following:
e Create schedules.
¢ Manage ongoing schedule assignments.

e Edit schedules.

Audience

This course is intended for those who have supervisory responsibilities and need to perform time and
attendance tasks.

Prerequisites

Before beginning this course, participants should have a working knowledge of personal computers,
Microsoft® Windows®, and Internet navigation.

Advance Preparation

None

Participant Materials

Participants need to print the Essential Time & Attendance Supervisor Scheduling Basics for ADP Workforce
Now handout manual prior to attending class.

Method of Presentation
Virtual class (VC)

Duration

45 minutes

Recommended Field of Study (NASBA)

Specialized Knowledge and Applications



Cost and Training Policy
Not applicable
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M Essential Time & Attendance Supervisor
Scheduling Basics for ADP Workforce Now

Filtering and Sorting Schedules

Overview

You can filter employees on a schedule to reduce the number of employee records that are
displayed. You can sort the employee records to help streamline your scheduling tasks.

Explore: Filtering and Sorting Features

Schedules @ .*

| <Using Time & Attendance> | MANAGE MY LISTS  SEARCH OPTIONS

| No Schedule filter selected v Yl@ i 3/1/20XX £ - 37/20Xx

Fine @

i
[

Shifts Templates

~IEMPLOYEE D E [ SUN3M MON 3/2 TUE3/3 WED 3/4 THU 3/5 FRI 316 SAT 37

lAlbany, Margaret mepm——)

Hours: 0.00

Elements and Descriptions

Employee list field Use to select a predefined filter, such as Using Time & Attendance.
You can also create your own employee list.

Schedule filter field Use to filter employees against schedule elements such as start or
end times, worked or nonworked hours, and so on.

Date range fields Use to filter employee schedules by date range. The default view is
the current week. Click the Previous or Next button to view the
previous or next date range. Click =1 (calendar) to select a range of

dates.

Search field Use to enter the first few letters of the employee's first or last name
to quickly select the employee from the results that are displayed as
you type.

(+] (add) Use to add employees to the scheduling grid who otherwise did not

meet your list or to filter criteria.

¢ (sort) Click to display a menu of options to sort employees in the grid.

Copyright© 2015-2016 ADP, LLC 1 V04111681003WFN10
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Creating a Schedule Filter Job Aid

Overview

You can limit the amount of records that will be displayed in the scheduling grid by creating a
schedule filter, based on elements of the schedule, such as start and end times, lunch plans, pay
codes, and so on.

Instructions
Starting Point: My Team > Time & Attendance > Schedules

1 Click Y (filter).
Result: The Manage My Lists window opens.

2 Click @ (add).

3 Enter a filter name.

4 Click Create Criteria Set, click " (options), and select Create Schedule Criteria.
Result: Additional fields are displayed.

5 In the Field Name field, select the field on which you want to filter.

6 In the Comparison field, select a comparison value.

7 In the Field field, select or enter a value.

Example: Scheduled start time is greater than or equal to 8am.

8 Click Add Criteria to the Set, if applicable.

9 Select Done.

10 Click Return.
Result: The schedule filter is available for use.
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