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Editing a Template Assignment 

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

 

2. On the top bar click Template 

 

3. On the template you wish to edit, click the Assigned Employees number 

 

4. On the Manage Assignments page select the employees you wish to edit with a checkbox 

on the left and Click Next 
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5. Make the change to the Start Date, End Date or Start Week then click submit 

 

6. Click Submit and you should get a confirmation message  
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Removing a Schedule Assignment 

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

 

2. On the top bar click Template 

 

3. On the template you wish to edit, click the Assigned Employees number 

 

4. On the Manage Assignments page select the employees you wish to edit with a checkbox 

on the left and Click Remove Assignment 
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5. Select for removing the shift template from the beginning of the current period, or starting 

tomorrow and click OK 

 

6. You should get a confirmation box at the top 

 

 


