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Deleting a Recurring Shift Template 

1. From the Home page under Time & Attendance Common Tasks, click the Schedules icon.  

 

2. On the top bar click Template 

 

3. Under Templates, click the menu button next to the shift you wish to delete and select 

Delete Shifts & Inactivate Template 

 

4. Choose whether you want to remove all templates starting with the current period or keep 

all assignments until tomorrow 
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5. If the shift is deleted it will be removed from view and a confirmation message will appear 

above 

 

 


