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Editing a Recurring Shift Templates 

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 edit and Edit 

Template 

 

4. If you wish to change the name, description or the edit date (when the change will occur) 

make the changes here 
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5. To change a single day, hover over a day, click the cog, then click edit 

 

6. Edit the shift then click Save 

 

7. To change multiple days at once, select the days until they're all highlighted, then click a 

cog on any day and select edit 
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8. Once you've made all your edits, click Save Template and you'll be presented the effective 

date question. Enter the date and click done  

 

The template is now updated and will be reflected on the schedule grid 

 


