Create Schedule Templates

There are two ways to create a schedule template:
e Create atemplate from an existing schedule entry

e Create atemplate from scratch

Create a Schedule Template from an Existing Schedule Entry

»

Select an existing schedule entry from the schedule grid. Click on the “Save as Template
checkbox on the lower left, and then select the Update button on the lower right.
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How to Create a Schedule Template from Scratch

On the Schedule page (as above), select the Templates tab:
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And then select Add Template on the right.
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You may set the time zone, the start time, end time, and give the shift a name. You can also
set the location and add a designated break time. You may also set the repeat cycle, such

as whether you wish it to repeat weekly or monthly on specific days. You can also set an
optional end time on this template.

When you are done, select the Save button.



