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Web TimeSheet Quick Start Guide
Creating Schedules [image: image1.png]



Web TimeSheet's scheduling module (beta version) allows supervisors to schedule when employees are expected to work.

Who can create a schedule?

Anyone with a Web Schedule license seat and Add/Edit Schedules and Schedule Templates permission can create and edit schedules. All scheduled time for all users displays on one common Schedule calendar.
Who can be scheduled?

Anyone with a Web Schedule license seat and View Own Schedule permission can be scheduled. The user will be able to view their own published schedule on their My Schedule page.
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	You can assign schedule users additional scheduling permissions:

· Check Schedule Adherence
Allows users to view a list of deviations from their scheduled time on their timesheet

· Populate Timesheet from Schedule
Allows users to populate their timesheet with their scheduled hours


Navigating the Schedule

Key schedule features are numbered in the image below. Refer to the table following the image for information on using the schedule.
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	#
	Schedule Feature
	About the Feature

	1
	The edit icon
	Click [image: image4.png]


 to edit the last selected cell. You can also click a cell to open it for editing.

	2
	Entry display options
	Choose to display the time entries as text or as bars

	3
	Calendar shift controls
	Use these controls to alter the span of time displayed. The single arrows shift the schedule by one day, while the double arrows shift the schedule by one week.

	4
	Information display options
	Use these options to choose what information displays on the schedule. This information can aid in schedule planning. Items 6, 7, and 8 demonstrate where the information displays.

	5
	The schedule users


	View hidden users by:

· Using the scroll bar on the right
· Navigating to another page using the controls on the bottom, right of the page 
· Enabling the Include sub-departments check box

	6
	Daily totals
	The total hours and users scheduled for that day

	7
	Submitted time
	The black line indicates time the user has submitted on a timesheet for that day

	8
	Time off
	The shaded cell background indicates that the user has booked or entered time off for that day

	9
	A schedule entry being added
	To add a schedule entry, click an empty cell and enter the hours you expect the employee to work that day (either a duration or fixed start and end times). For information on what formats you can use when entering time, refer to the online help (click Help).

	10
	A modified entry
	Any entry that has been modified but has not been published displays in green

	11
	An entry preview
	A preview like this displays if you hover over a time entry

	12
	An entry being moved
	Drag-and-drop existing entries to move them to a new user and/or time


Creating and Applying Schedules

The basic process for creating and applying Web TimeSheet schedules is as follows:

1. Assign scheduling permissions to users, as outlined above.

2. Create and publish a schedule, either by adding a template, manual override, or by applying an override set.
3. Assign any templates you created to the appropriate schedule users, for the applicable date ranges.

4. Modify and republish schedules, when required.
Methods of Creating and Modifying Schedules
You can create or modify a schedule by:

	Using a template
	· Templates are typically used to create and edit static schedules that repeat over time

· Once created, a template can be edited and then republished. You can also manually modify and re-publish template-based schedules.
· Multiple templates can be in effect at one time, but each user can only have on template assigned at a time

	Making manual entries and changes
	· Manual changes are typically made to create non-repeating schedules, or to make one-time only modifications to published, template-based schedules
· You may manually add or modify schedule entries at any time, whether a schedule or template already exists for a time period, or if no time has yet been scheduled

	Using override sets
	Override sets...

· Are draft versions of possible schedule modifications

· Allow you to view and save different versions of a schedule while considering your revisions

· Are not saved once published, since they are intended for draft purposes, not to act as a template


Using a Template

Creating a Template

To create or edit a schedule template:

5. Select Schedule from the top menu. Select Templates from the side menu.

The Manage Schedule Templates page displays.

6. To create a new template, click Add.

To edit an existing template, click the [image: image5.png]


 next to that template.

The Add/Edit ... Schedule Template page displays.

7. Enter or edit the template name, and the recurring pattern length.

For example, you might enter 8 days if users work 4 days on, 4 days off. Since this is not a standard week-length, you will be asked to give a reference start date.
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The schedule entry row will update to match the pattern length.

8. Enter schedule times in the entry row. You can drag and drop to move existing entries.
A preview of how the schedule will recur will display in the Preview calendar.
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Unpublished time will display in green.
9. Click Save when you finish editing.

Click Publish to assign the template, or allow schedule users to view changes to the template.

The published schedule will automatically update when you publish modifications to the template.
Assigning a Template

To assign the template to users:

10. Select Administration from the top menu. Select Users from the side menu.

The List Users page displays.

11. Select the [image: image8.png]


 icon for the applicable user, or Ctrl-Click multiple users and click the Edit button.

12. Select the Advanced tab, and scroll to the Schedule Templates field at the bottom of the page.

13. Click the Add Schedule Template Assignments button.

14. Select the name of the template, and the start and end dates when that template should apply for that user.

15. Click Done, and then click Save.
Making Manual Schedule Entries

To make manual entries or changes to a schedule:

16. Select Schedule from the top menu. The Schedule page displays.
17. Make changes to the schedule by adding time entries or modifying existing ones.
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	Refer to Navigating the Schedule for tips on working with the schedule.


18. Click Save when you finish editing.

Click Publish All Overrides to allow schedule users to view the schedule. You will be allowed to choose which specific changes to include or exclude.
Using Override Sets

To create or modify and apply override sets:

19. Select Schedule from the top menu. Select Override Sets from the side menu.

The Manage Schedule Override Sets page displays.

20. To create a new override set, click Add. The current schedule displays.
To edit an existing override set, click the [image: image10.png]


 next to that override set’s name. The Schedule page with the override set modifications displays.

21. Name the override set.

[image: image11.png]Override Set Name: [Change Set-Option 1




22. Make draft changes to the schedule by adding time entries or modifying existing ones.
	[image: image12.png]



	Refer to Navigating the Schedule for tips on working with the schedule.


23. Click Save when you finish editing the draft set. Create and save as many drafts as you need to arrive at the final schedule.

Click Publish All Overrides to apply the changes you made to the published schedule. You will be allowed to choose which specific changes to include or exclude.
FAQs about Creating Schedules

Is a summary of user schedules available?

Yes. The User Schedule (Schedule of Record) default report provides a list of scheduled start and end times for users and dates you select. You can also use this report to view which users with Check Schedule Adherence permission are working their scheduled hours.

When I add/edit a time entry, additional fields display in the edit box. What are they?

Notes, Activity, and timesheet user defined fields may display in the edit window. These values will be added to the user’s timesheet if the user chooses to populate their timesheet with scheduled hours. You can also specify that these values are required; field values entered must match the values required, or a schedule adherence violation will be reported.
Can I schedule a user to work on particular tasks?

You cannot select a specific project or task for the user to work on, but you can specify an activity, and require that work be performed against that activity. The adherence requirement will only be evident to schedule users with Check Schedule Adherence permission.

Why doesn't the user I want to schedule appear on the Schedule page?

Users must have both the correct license seat (Web Schedule) and permissions (View Own Schedule) to display on the Schedule page. Users may not display if the Include sub-departments check box is disabled, or if hierarchy filtering is enabled in your system. You may need to scroll or navigate to another page to see some users.

Additional Resources

For further information on this topic, contact Replicon Customer Support using one of the following methods:

Direct Phone: 
403-262-6519 ext 3

Toll-Free Phone:


North America: 
1-877-862-2519 ext 3
Europe/New Zealand: 
00-800-8622-5192 ext 3
Australia: 
0011-800-8622-5192 ext 3

E-mail: 
support@replicon.com
Web-Based Form:
www.replicon.com/Support/RequestHelp.aspx
Fax: 
403-233-8046
Web TimeSheet Quick Start Guide to Creating Schedules
Page 3 of 5
Copyright 2009 Replicon, Inc.

Version 8.10


[image: image13.png]