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Step Action 

New Hires must be assigned a Work Schedule once they are active in INFORMS. These steps can also be 

used to create a new schedule for an existing employee. 

 

Note: Work schedules are required for all employees including part-time employees. 

1.  
Navigate to: NavBar > Navigator > Human Resources (HCM) > Time and Labor > Enroll Time 

Reporters > Assign Work Schedule. 

2.  

Use the fields in the Search Criteria section to search for an Employee. 

Select the Search button. 
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3.  

Find the correct Employee and select the Empl ID. 

 

4.  

Select the New icon. 
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5.  

Review or update required fields. 

• Effective Date 

• Assignment Method 

• Schedule Group. 
Note: Best practice would be setting the Effective Date as Pay Period Begin (PPB) date. 

Note: Select an Assignment Method of either “Create Personal Schedule” or “Select Predefined 

Schedule”. 

 

Select the Create Schedule link. 
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6.  

Enter the applicable fields. 

• Description 

• Daylight Saving Rule 

• Days in Schedule (14) 

 

7.  

Select Schedule Shifts tab. 
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8.  

If necessary, use arrows or View All to view the entire pay period (based on Days in Schedule 

entry made in Definition tab). 

 

9.  

Update the applicable fields. 

• Off Shift  

• Sched Hrs  
Note:  

• Select Off Shift indicator if the day is an off day. 

• Sched Hrs: Enter number of hours for the shift (ex: “8”).   
Select the OK button. 
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10.  

Select the Save button. 

 
 


