MSS: Assigning an Employee to a Schedule Pattern Job Aid

A schedule pattern is a work pattern that automatically regenerates for those employees assigned to it.
Schedule patterns are built on a seven-day structure, or in multiples of seven days. Schedule patterns simplify
the scheduling process for employees who work the same schedule each week. You only need to create one
schedule and assign the employees to it; future schedules are automatically applied by the system according to
the pattern. This type of scheduling is most suited for situations where staffing needs are predictable and
repetitive. Any employee can be assigned to the schedule pattern, regardless of their workgroup assignment.
You can adjust individual employee schedules as needed without affecting the schedule for the other employees
assigned to the schedule pattern.

Assigning an employee to a schedule pattern
To assign an employee to a schedule pattern:

1. Use the Search field in Manager Self Service (MSS) to locate the employee’s record. You can search for
an employee using any part of the employee’s first name, last name, ID number or badge number.

Manager Day (€) search
Process Payroll (B | LastName First Name M ID Badge Location
Daily Operations - ) | Henderson Peter M 827 827  Evergreen Acres
X Mitchell Peter T 893 893  Evergreen Acres
Scheduling
Morrison Peter K 900 900 Glenwood Gardens
This Week
Peake Blake K 925 925  Glenwood Gardens
This Month "
Peney Xavier c 710 710 Glenwoed Gardens
Schedule Patterns -~
Percey William R 821 821  Glenwood Gardens
Absence Events
Perrot Gabriella c 805 805 Glenwood Gardens

2. Click the employee's name from the list of search results.

3. Expand the Time Card drop-down list in the employee’s page and select Schedules.

Peney, Xavier C (Glenwood-Assisted Living-1FL-Recreation-Day-NDC)

Time Card Current Period Editing Sheet Adjustments Undo Approval
Personal Information Account Effective Description
Time Card

I Schedules USER 08/01/2018 Wed Aug-01 18
History @ . )
AODADMIN 08/05/2018 Supervisor Time
Archives
Accruals AODADMIN 08/07/2018 Reviewed LTE or|
Incidents
S —— AODADMIN 08/09/2018 Remaove trans Th
Schedules Punches
Date Hours
Start End IN ouT




4. Click the Assign to a Pattern button.

Peney, Xavier C (Glenwood-Assisted Living-1FL-Recreation-Day-NDC) | —
Schedules August 2018 (This Month) Assign to a Pattern /
Monday Tuesday {pednesday Thursday
30 u k)| J 1 August | 2
6 7 3 9

5. Click the Schedule Pattern drop down list in the Employee Schedule Pattern Assignment window.

Employee Schedule Pattern Assignment {;5._:'
Properties
Schedule Pattern: | Mo Pattern 47
Effective Beginning: 8a-4:30p M-F -
SAM-:4:30PM

Day Shift Green

Day Shift Orange
Evening Green
Evening Shift Green
Evening Shift Orange
M-F Day

Might Shift Green
Might Shift Orange
NONE

Part Time Green

6. Select the schedule pattern you want to assign the employee to.

7. Enter an Effective Date

Employee Schedule Pattern Assignment ®
Properties
Schedule Pattem: Day Shift Orange
Effective Beginning 08/09/2018
Ok Cancel
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8. Click OK.

The schedule pattern will appear in the employee’s schedules page calendar.

Peney, Xavier C (Glenwood-Assisted Living-1FL-Recreation-Day-NDC)
Schedules ~ August 2018 (This Month) ~~ Assigned (Day Shift Orange) Reapply Pattemn
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
T T T
[} Aug T Au 8 August | 9 10 August |14 August [ 12 AugUSt| o 1600
Ack 1730
+ + + 715 8h + 715 8h 715 8h o 1500
Glenwood- Glenwood- Glemwood-
@ Assisted
Recreation- Recreation- e
Day-DHN-1 Day-DNN-1 Day-DNN-1
+ + +
13 Aug 14 Au 15 Aug 16 17 Augt 18 August [ 19 August | o 1500
Ack 1730
+ 715 8h 715 8h 715 8&n + + ot 1
Glenwood- Glenwood- Glemwood-
isted Assisted
ing-1FL- Living-1FL-
Recreation- Recreation- Recreation- Recreation
Day-DNN-1 Day-DNN-1 Day-DHN-1 Day-DNN-1
+ + + +
20 August [ 21 Al 22 August | 23 24 Aug: 25 August [ 26 AUGUET D cp qs00
715 8h 715 8h 715 8h 715 8h + 715 8h Act 1730
Glenwood- Glemwood- Glenwood- Glenwood- Glenwood- Fud: 16:00
Assisted Assisted isted Assisted Assisted
Living-1FL- Living-1FL Living-1FL- Living-1FL- Living-1FL- Li
Recreation- Recreation- Recreation- Recreation- Recreation- Recreation-
Day-DNN-1 Day-DNN-1 Day-DNN-1 Day-DHN-1 Day-DNN-1 Day-DNN-1
+ + + + + +
27 August | 28 Aus 29 Aug 30 a1 Aug 1 September | 2 September Sch: 16:00
716 8h + 716 8h 716 8h 715 81 + + e
Glenwood- Glenwood- Glenwood- Glenwood- )
Assisted Assisted Assisted Assisted
Living-1FL- Living-1FL- Living-1FL- Living-1FL-
Recreation- Recreation- Recreation- Recreation
Day-DHN-1 Day-DNN-1 Day-DHN-1 Day-DNN-1
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