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DESCRIPTION

This job aid is for central HR users.

The purpose of this job aid is to help users understand how to create a schedule.
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HOW TO CREATE A SCHEDULE

Log in to INFORMS
Select NavBar > Navigator > Human Resources (HCM) > Set Up HCM > Product
Related > Time and Labor > Schedule Configurations > Schedules

NOTE: Compare schedules side by side to ensure the entry will not result in a
duplicate schedule. It is a good practice to duplicate the schedules tab to follow
the formatting of an existing schedule.
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Under Search Criteria, input MDC in the Set ID field and select the Magnifying
Glass. Select MDC from the list.

Select the Include History and Correct History boxes. Select Search.
) inferms

Definitions

yith v

Ginclude History B Correct History [ Case Sensitive

E:, Basic Search B Save Search Crteria

View Al 410V b

SetiD Schedule 10 Descripton
GOBWHR 2 OFF 60 Bl 6 Hr - Tue. Wed OF
GOBWISH_VVKND OFF 60 B 6 He - Sat, Sun OF
GOBWIT SHR_3OFF 60 8w/ 7.5 Mo - Fr. Sat, Sun N
S0BWIT0H_FRIOFF | 80 Bu'10 He - Fr, Sat. Sun
BOBW/10H_MON OFF 80 Bwei10 Hr - Mon, Sat. Sun
SOBWIIOH_TUE OFF | 80 Bw/10 He - Tue, Sat. Sun
S0BWIT0H_WED OFF 80 Bue'10 Hr - Wed. Sat Sun
SOBWII2HR 3 OFF 80 B 124 - Tue. Thu.Sun OF
S0BWSH_20FF 80 Bw Hr - Mon, Sat OF
SOBWIH_FRISAT  808wiS Ho - Fr Sat OF
SOBWISH_MON FRI | 808wiS He - Mon. Fri OF
S0BWSH_TUETHU  808WS He - Tue, Tho OF
SOBWISH_TUEWED 808w He - Tue, Wed OF

BIB|B|B(B[R|R|R|B 5[5|R|R

SOBWRH_WED FRI | 3088 Hr - Wed, Fri OFf
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If schedule is not available, select schedule from list to mimic.

Definitions

Definitions

Satee b
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Input MDC in the Set ID field and select MDC from list.

Definitions

Definitions

Eod a0 Exsting Vaive | Add 8 New Value

setid [mx  Q
Sehecute [o | 561D Description

MOC  Miami Dace County

Aca

Input Schedule ID. Schedule ID format should begin with scheduled hours and
end with days off.

[ schecuis

............

NOTE: Use first screen to mimic the format for the new schedule’s Schedule ID.
Ensure format is similar to avoid entering duplicate schedules.

Select the Add button.

Definitions.

EndanExstogVake || Add a New Value

setio o Q

Schedule ID | 80BV/SH_SUN. MON
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Under Schedule Details, input:

Effective Date: 01/01/1901, always use this date.

Description: Set ID, there is more character space so more detail can be added.
Short Description: Follow short description style of schedule being mimicked.
Definition Type: Elapsed, always keep as elapsed.

Days in Schedule: 14

Daylight Savings Time: Fixed Time, auto populates - keep this the same.

Schedules

SetiD MDC Mearsi Dade County
Schedule 1D SOBWISH_SUN. MON

Schedule Details Q (1w View A

Effective Date |01011901 53 *Status | Actve v| +

on | 30BwiS Hr - Sun. Mon Off

*Definition Type = Elapsed v Days in Schedule L
Rotating Schedule

*Daylight Saving Rule | Fixed Time v

Taskgroup for Time Reporting

~ Save ' Refresh Add Update/Display Include History Correct History

NOTE: Do not select/input anything under the Taskgroup for Time Reporting
section. Effective Date (01/01/1901) is a Tuesday, keep this in mind when
setting up the schedule.




INFORMS Job Aid: How to Create a Schedule ln «rms

Select the Schedule Shifts tab. Next, select View All under Shift Details.

Defnition Schedule Shifts

SetiD MODC Miami Dade County
Schedule ID  80BW/BH_FRI.SUN

Schedule Details Q 10f1 v View Al
Effective Date  01/01/1001 Status  Active *| =
Description 808w/ 8 Hr - Fri. Sun OF Total Hours
Taskgroup
Shift Details
5 Q 17of14 v b P iew A
Shift Time Configurable Totals | I
Select Day Workday ID Shift ID Off Shift Sched Hrs  More
1 Q Q 0.00| | More +
2 Q Q 0.00| More +
3 Q Q 0.00| More +
4 Q Q 0.00| More +
5 Q Q 0.00|| More +
8 Q Q 0.00| More +
7 Q Q 0.00| More +
Working with Shift Details
¥ s Deselect A B Copy B raste ra

Days in Schedule 14
L]

» Instructions

save Refresh Add Update/Display Include History Correct History
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Select checkbox for Off Shift and input hours for Scheduled Hours.

E@

Definition Schedule Shifts

SetiD MDC Miami Dade County

Schedule ID  80BW/BH_FRI.SUN

Schedule Details Q of1 v View A

Effective Date  01/01/1901 Status

Description  80Bw/ 8 Hr - Fri, Sun OF Total Hours
Taskgroup wences
Shift Details
5 Q 140f14 v
Shift Time. Configurable Totals | I
Select Day Workday ID Shift ID Off Shift Sched Hrs  More
1 Q Q 8.00| More +
2 Q Q 8.00| More +
3 a Q +
4 Q Q +
5 Q Q 8.00 +
8 Q Q (] 0.00 +
Q Q 8.00 +
B Q Q 800/ More +
° Q Q +
10 Q Q +
" Q Q 0.00 More +
2 a Q +
3 Q Q +
i Q Q +
Working with Shift Details
¥ SeectA Deselect A B copy B raste £ Clear Shifts

Days in Schedule 14

» Instructions

NOTE: Schedule begins on a Tuesday. The shortcut for inputting Days Working is
to select the checkbox under the select column of a scheduled hours row. Select
copy and select the checkboxes for the remaining scheduled hours. Select Paste

to paste the hours into the Scheduled Hours field.

Select the Show Calendar hyperlink to confirm days are correct.

Schedule Details Q v

ate 010111901 Status  Actve

Description  $0BvS He - Sun, Mon OF Total Hours w2000
Toskoroup [Show Calendar]

Shift Details
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II setiD MOC
Schedule 1D 50BW/SH_SUN. MON
FromDate (05152023 [
Workgroup Q

Schedule Calendar
m Q

Shift Time Gonfigurable Totals | I

Day Date
Monday os152023
Tuesdsy osi162023
Viednesaay os72023
Thersday 08182023
Fray 08192023
Satuday 05202023
Suncay 05212023
Monday 052272023
Toesday 08232023
wednesasy 05242023
Trussaay 05252023
§ Fraxy 05262023
| [ os2m2023
E Suncay 05282023
E | ok J concer || Retresn
|

Schedule Calendar x

Miami Dade County
80BwB Hr - Sun, Mon OFf

Previous Period Next Period

Day Nor - Workday 10 Shift 10 SchedHrs  More
7 [
3 800 Moce
] 800
0 800
n 800 Mo
2 800 Moce
" N o
" Moce
1 300 Moo
2 800 Moce
3 800
4 800 More
s 800 Moce
6 More

NOTE: From date can be changed in the calendar view to current pay period as

well to ensure proper days off.
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Select the Save button.

Schedule Details
Effective Date  01/01/1901
Description 808w/ 8 Hr - Fri, Sun OF
Taskgroup
Shift Details
B Q
Shift Time Configurable Totals | I
Select Day Workday ID

1
2
3
4
5
8
8
°
10
"
12
13
14

Working with Shift Details

v
Days in Schedule 14
» Instructions
‘ Save I Refresh

Shift ID

Q
Status
Total Hours
s v
Off Shift Sched Hrs More
8.00|| More
800/ More
8.00/ More
0.00  More
800/ More
]
200
8.00|| More
8.00| | More
] 0.00 | More
8.00| More
Add Update/Display Include History

-+ —
-+
+
+
-+
-+
+
+
-+
+
+
+
-+
+
+
Correct History
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