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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 

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

 

Open duplicate tab and place screens side by side. 

 
 
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. 
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If schedule is not available, select schedule from list to mimic.  

 

In second screen, select Add New Value tab. 
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Input MDC in the Set ID field and select MDC from list. 

 

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

 
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. 
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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. 

 
 
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 
   

 

8 

Select the Schedule Shifts tab. Next, select View All under Shift Details. 
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Select checkbox for Off Shift and input hours for Scheduled Hours. 

 
 
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.  
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Once confirmed, select the OK button. 

 
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. 

 

 


