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Web TimeSheet Quick Start Guide
Creating a Schedule
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	This tutorial applies to Web TimeSheet implementations licensed for Web Schedule

	Audience: 
	Schedule administrators

	Objective: 
	Learn how to:

· create a template schedule
· assign the schedule to users
· edit the schedule manually
And, for timesheet users, learn about the populate timesheet from schedule and display timesheet/schedule discrepancies features

	Pre-conditions
	Your system must include:

· One administrative user assigned Add/Edit Schedules and Schedule Templates permission
· One or more standard users assigned View Own Schedule permission

	Time Required:
	About 10 minutes

	More Information:
	Refer to Creating Schedules in the Web TimeSheet online help.


Create a Schedule using a Template
A template is a repeating schedule that can be assigned to users for a span of time that you select. Web TimeSheet includes some pre-defined templates you can use; this procedure walks you through creating your own schedule template.

1. Select Schedules from the top menu, and then select Templates from the side menu.
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The Manage Schedule Templates page displays.

2. Click Add to open the Add Template page.
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3. Enter the following. (You can choose a different reference date, if you prefer.)
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	Where’s the date field?

The reference start date field will only display after you click away from the Recurring pattern length field if you’ve entered a non-standard week length. This field determines when the template schedule takes effect. However, for each user, the template only applies within the start and end dates assigned for that user.


The schedule entry row will update to match the pattern length.
4. In the schedule entry row, click the first cell and type 8-4, and press Enter (or click Ok). Repeat this for the next 3 cells so your schedule looks like this:
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A preview of how the schedule will recur will display in the Preview calendar:
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5. Click Save and Publish, and click Publish to confirm. This will make the template ‘live’ and available for assignment to users.
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Assign the Template to a User
Once you’ve created a template, you can assign it to schedule users in your system:
6. Ensure that you have at least one user in your system with View Own Schedule permission. This permission is enabled in the Scheduled User default permission profile. 
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	For more information on assigning permissions, refer to Setting Up Permission Profiles in Web TimeSheet’s online help.


7. Select Administration from the top menu, and then select Users from the side menu.
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The List Users page displays.

8. Select the [image: image15.png]


 icon for a user assigned View Own Schedule permission.

Or, Ctrl-click multiple users with this permission, and click the Edit button.
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	You may need to enable Include all departments to see your user(s).


9. Select the Advanced tab, and scroll to the Schedule Templates field at the bottom of the page.
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10. Click the Add Template button.
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11. Select your template from the drop-down list.
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12. Select start and end dates for the template. Choose today’s date, and a date 2 or more weeks in the future. These are the dates when your template will be applied to the user’s schedule. 
13. Click Done, and then click Save.
View the Assigned Template in the Schedule
Open the Schedule page by selecting Schedules from the top menu.
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The ‘master’ schedule displays under User Schedules. Note when your template applies.
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The template schedule pattern will recur, beginning with the reference date you entered for the template. But, it will only be in effect within the start and end dates you defined for that template, for each user.

Edit the Schedule Manually
You can edit schedule templates. Any changes you make will apply wherever the template has been applied (even retroactively). You can also make manual, one-time only changes to the published schedule.
14. Open the Schedule page by selecting Schedules from the top menu.
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15. Click on a schedule entry from the template you created.

16. Change the scheduled time, and select an activity the employee should be working on during that time. Add a note, if desired.
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17.  Click Ok. The edited but unpublished entry will appear in green.

18. Click Publish Changes, and then Publish to confirm, to allow schedule users to view the edited schedule.
For Timesheet users only…

Two additional permissions can be assigned to schedule users who also use timesheets:
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View Schedule Discrepancies on Timesheet
This permission allows display of differences between schedule and timesheet values for work times, activities, and user defined fields on user timesheets. You can also view discrepancies between schedules and timesheets by using the User Schedules report.

To allow tracking of differences between schedule and timesheet values for activities and user defined fields, enable the Enforce check box beside the fields you want to compare in the schedule entry pop-up:
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Schedule discrepancies will display on timesheets like this:
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Allow users to Populate their Timesheets with Scheduled Hours
This permission allows users to add their scheduled time to their timesheet by clicking Populate.
[image: image30.png]Populag%




Additional Resources

For further information on this topic, refer to the Web TimeSheet online help, or contact Replicon Customer Support using one of the following methods:

Direct Phone: 
403-262-6519 ext 2
Toll-Free Phone:


North America: 
1-877-862-2519 ext 2
Europe/New Zealand: 
00-800-8622-5192 ext 2
Australia: 
0011-800-8622-5192 ext 2
E-mail: 
support@replicon.com
Web-Based Form:
www.replicon.com/Support/RequestHelp.aspx
Fax: 
403-233-8046[image: image31.png]
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