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Editing/Creating Work Schedules

Select Employees1

Find the employee you want 
and click on their name

2

Click on the Schedule tab3
This is where you create and edit the work schedule 

for each employee.

Click the + button 
to add a time shift.

Use the Edit and Delete buttons 
to make changes.

WARNING!
The trash can icon is only for 

inactivating an employee after 

they no longer work for you.
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Faster Schedule Maker
If you have multiple employees that have the same schedule (Department, Day, Clock In and 

Clock Out) you can create that schedule then assign it to multiple employees at one time. 

Click Schedules1 Click the + button2

Create the schedule on this window then
select the employees that have this schedule.
Click Save.
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