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Workforce Management (WFM) 

Scheduling Rules 

Schedule required for everyone 

Due to the goal of automation and efficiency with scheduling and the goal of productivity/staffing 
analytics:  

• Everyone must have a schedule but the timesheet/punches will drive pay.  

o Shift pay isn’t paid to eligible staff without clocks and a schedule. 

o IVO Time isn’t calculated for eligible employees without a schedule.  

• Salaried (Exempt) staff must have a schedule and no longer punch in. No Shift—they are not paid. 

• Hourly (NonExempt) staff must clock in and out for lunch. Illinois State law is a 20 minute meal break 
within the first five hours of the shift so we will be placing a meal break (unpaid, uninterrupted break) 
on the schedule to drive better staffing analytics (e.g. prevents meal breaks from including in nursing 
hours per patient days – if the employee does not take a lunch, that time will be included in those 
calculations).  

• Must abide by One Day Rest in Seven Act for scheduling for hourly staff, whether a telecommuter or 
onsite employee and must abide by this for primary and secondary positions or when floating staff. 
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In addition, schedules must comply with the Health Care Accountability Act - 92_HB3536 – excerpted 
below regarding hourly healthcare staff scheduling: 
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WFM Scheduling Compliance and Cost Control 

WFM Makes this easier! 

 

When creating work schedules, situations that would pose a violation in WFM such as: 

• Weekly Rest will be denied.  

• WFM will also provide a warning re: Overtime to help schedule someone into Overtime (you can 
still do it).  

o Secondary department will get Overtime (will be handled at go-live like it is in Kronos 
today).  

• Alerts if over FTE 

• Supervisors get notices on shift swaps and attendance control  

  

 

How do Employees Appear on a Team (Department Cost Center) in WFM? 

Driven by our HR System. 

 

In the LIVE Production site for WFM:  

• HR will terminate employees and will populate new hires/transfers on to your teams 
(departments) in WFM. Employees will appear on your team whether primary or secondary (your 
cost center) automatically when HR knows about it. 

o IMPORTANT for Advance Scheduling departments: YOU must remove the employee 
from future schedules in WFM yourself.  

▪ Employee’s last day is 7/9, you must remove them from any scheduled 
dates/times on the schedule from 7/10 onward.  

 
 
 
 
 
 
 
 
 

Start considering your department-specific scheduling policies and practices: 
1) Are they current?  
2) What might need updating?  
3) 3) How do you balance your schedule so that you are not overstaffed for a 

weekday shift compared to a weekend shift, or a day vs night shift? 
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WFM Role Permissions 

One site does it all! 

 

WFM contains timesheet (punching activity) and scheduling. What you see and have access to do is 
based upon role permissions created by our HR Department as follows: 

Security/Role Permissions for WFM  

  Supervisor Employee Scheduler 

What type of 
information will you 
see? 

• Edit Timesheets 
See Self but not 
edit  
Authorize 
timesheets 
Approve 
Interactions 
Submit Leave 
Request 
See Self but not 
edit  
Reports 
Can Delegate 
Messages 

• Schedules 
employees 

• See Self but not edit 

• Submit Time 
Off/Leave Request 
Messages 
via ETM (Employee 
Time Mgmt.) and 
Mobile Apps  but not 
via TimeClock iPads 

Schedules employees 
but no Timesheet 
edits 

Timesheet Access: 

Edit    View Only View 

Timesheet 
Authorization 
(Approval): 

Yes No No 

Who approves time-off 
requests? 

Yes No No 

Who can run reports? 
Yes No 

Yes - reports only for 
scheduling 

Who can override 
departments (e.g. 
floating) or 
alternate/secondary 
positions? 

Yes No Yes   

Who can view pay 
rates/salary 
information?  No Yes No 
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Accessing HELP  

▪ Human Resources: Employee List for Teams, Access/Security to WFM and Schedules: 

o LOA, Attendance Control and HR Policy Interpretation  
▪ Payroll or Timesheet: Ashley Surprenant (36304) for RMC Corporation, or Genelle 

Habedank (36302) for SLC Corporation  

o All departments’ timesheets due for authorization by Mondays at 11AM 
following end of the pay period.  

o Just ONE unauthorized (red X) timesheet/edit means payroll cannot be run for 
health system.  

o AUTHORIZE DAILY for accuracy!  

▪ For Light Duty/Employee Injuries – Patient Safety/Employee Health: Cheri Schweiger 
(35501) 

▪ Tip Sheets/Guides via Rivernet:  

 

Training/Editing Schedule Templates:  

Kristine Charbonneau or Janet Jensen at 22702 (ODL). 

If you need to rebuild an advanced schedule template, you will need the following 
information: 

• Shift Start and End Times 

• # of staff needed if full census by shift, broken down job code and shift for each each 
day of the work week (Sunday through Saturday) 

For example:  

Job Code         Shift Time Day/# of Staff needed for full census (plan for extra) 

1000  5A – 5:30PM Sunday 3 staff 

    Monday – 4 Staff 

    Tuesday – 4 staff 

And so on.  
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Logging On 

 

Remember: Your WFM PROD User Name and Password always match your Riverside NT user name 
and password.  

 

WFM PROD is our Live system and can be access via Employee Self Service from work or home (use 
Employee Page on the riversidehealthcare.org website or Rivernet). You may also see the icon below on 
your desktop.  

 

You MUST use Google Chrome as your browser or things will not display correctly. 

 

Please refer any permissions/role security access issues to HR.  

 

1.  Enter your user ID and password in their designated fields.  

2. Approve the Imprivata prompt or enter in the Imprivata code.  

3. Click Sign-In to see your Home Page in WFM (shown below).  

. 
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Signing Out 

 

Signing Out of WFM: 

• Closes your session securely 

• Signals to WFM that you no longer require access to any of its components  

• Prevents other people from accessing your information 

To log off WFM, ONLY click the door as shown below.  
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Scheduling Overview 
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Two Types of Schedules 

Schedule required for everyone 

:  

Type of 
Scheduling 

Who Uses It? Setup Components/Considerations 

Basic 
Scheduling 
 
(Set it and 
Forget it or 
assigning a 
Schedule to a 
person) 

• Department has set schedules 
• There is very little management of 

schedules required 
• When Employees miss work there is 

no need to replace them 
• Meeting work load demands is not 

an issue 
• Exempt Staff/Fixed 

Departments/Managers 
• Set up at Employee Level  
• Collection of Shifts over a set 

number of days 
• The pattern repeats over and over 

on to an Employee’s Timesheet 
• Pre-set Labor Allocations can be 

defined for Employees who do not 
Clock (e.g. set salaried staff for 
example or hourly staff who work 
M/W/F 8A to 4:30P) 

 

Setup Components 
1) Create Shifts 
2) Create Shift Patterns 
3) Assign Shift Patterns to Employees 
4) Manage changes in the Team Dashboard 

module 
5) Department schedules are reviewed, analyzed 

and edited in the Team Dashboard 
 
Considerations:  

• What Shifts do we need to configure to meet 
Basic Scheduling needs? 

• What are all the Shift Patterns we will use? 
Riverside has configured shift labels to 
promote consistency.  

• Which Departments (Teams) and or 
Employees/Jobs/Positions should be set with 
specific Shift Patterns? 
 

 

Advanced 
Scheduling 
 
(Schedule 
assigns work)  
 
 

• Required for self-scheduling or shift 
swapping and acuity integration 

• Required for On-Call/Standby (you 
will have the ability to do some of 
this on the timesheet with editing—
schedule automates it) 

• Employees do not have set defined 
hours and schedules 

• Workload demands are integral to 
the scheduling process (flexing, call) 

• Managing schedules after they’ve 
been published to staff is common 

• Real time overview and 
management of current day is 
required  

 

• Schedules are generated and managed at the 
Team level 

• Multiple teams can be managed in one 
Advanced View 

• Schedules cannot be managed down a 
hierarchy 

• Scheduler is in full control of schedule until 
they Publish 

• Published schedules can still be managed and 
edited 
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Key WFM Scheduling Terminology 

WFM-Speak 

 
 

WFM Term Definition/Concept  

Team Department/Cost Center 
(displayed as Unit in 
Advanced Scheduling View 
Key Terms 

• Team Schedule 
Period 

o Number of 
weeks 
each 
schedule 
covers (1 
to 6) 

o Start Date 

• Day Part Set 
o 24 hour 

period 
broken 
into parts 

o Must be 
continuous 

o Best 
practice is 
the parts 
match 
shift start 
and end 
times 

 

 
 
The difference between shifts and day parts can be a difficult concept 
to understand. Shifts are not the same as day parts, but they do 
coincide. When setting up shifts, you also must assign a day part to the 
shift.  
The third day part (NI8H) in the example above begins at 11:00 pm. If 
it’s 11:00 pm on a Wednesday, the shift may be for Thursday. 

Jobs • Position Code auto-
assigned to the 
employee by the 
HRIS 

• You can only create 
Shifts for a Team 
for the Jobs 
assigned to that 
Team (again, 
managed by HRIS) 
and for which the 
employee is 
qualified.  

• A shift that has a 
job assigned to it 
automatically 
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WFM Term Definition/Concept  

adopts the 
associated labor 
metrics of that job.  

Shift • Shifts must be set 
up for each team 
and become part of 
a schedule 

• Shifts are 
comprised of an 
Activity (e.g. WRK, 
Education, etc.) 
that spans from a 
shift start to shift 
end time. 

• All Workload 
requirement 
settings are 
measured by Shifts 
per Day Part per 
Day 

 

Shift Display 
Labels 

• Shift Display labels 
are short codes 
used in the 
Advanced 
Scheduling View 
(ASV) Calendar 
Display 

• All Shifts must be 
assigned a Display 
label 

• They can be color 
coded per Team 
and can also be 
used by other 
teams.  

 

 
 

Time Codes • Time Codes 
represent the type 
of activity 
performed during a 
given time period.  

• Activities can only 
have ONE time 
code; but time 
codes can have 
many activities. 

Time codes are used to classify the extent of time an employee is 
scheduled to work. Each period of an employees’ time can be 
represented by a different time code, l of which is used to identify if the 
employee was working or why the employee was absent. These time 
codes have pay-related implications.  
Examples of time codes are:  

o WRK (work)  

o UAT (Unallocated Time)  

o VAC (vacation)  
 

Activities • Activities indicate 
the type of work 
that occurs within a 
shift 

On: Indicates work or regular time: 

• WRK = Work 

• ORIENT = Orientation  

• EDU = Education 
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WFM Term Definition/Concept  

• Activities utilize 
time codes and 
timesheet 

• When booking time 
off, a relief activity 
code must be 
established  

• Activities can only 
have ONE time 
code. 

• BRK = Break 

• UAT = Unassigned Time 
 
Time Off: indicates ET (VAC) or ET-Unscheduled (Sick) – this is an LTA 
(Long Term Assignment) override on the schedule 
 
OFF: When using this to book time off for an employee, the shift is 
removed from the employee’s timesheet completely 
 
On-Call: Allows concurrent work time so both the WRK (recall time 
back to work) and wrk time. On-Call shifts CANNOT contain meal or 
break times.  
 
Leave Activities: Vacation and Sick (non-working time).  

Premium • Previously called a 
Paycode  added to 
Regular time for 
specific teams (e.g. 
Xray 2nd modality, 
Preceptor, ER Diff, 
Charge, etc.).  

• These codes will be 
restricted to 
areas/job roles 
granted permission 
to use them by HR 
based upon 
historical usage and 
intention of the 
code.  

 

Pay Group • Riverside 
Corporation 
(process levels) 
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Supervisor Menu vs. Employee Menu 

 

 
 

  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

View Events vs. 
Violations for 
Tardies/Calloffs on 
rolling 12 month 
calendar 

Send and 
respond 
to Time 
Off 
Request 
and 
System 
Notices 

Building 
Blocks for 
Scheduling 

Timesheets 
for your 
department 
where you 
sign off 
(authorize 
schedule 
exceptions 
daily) – 
looking up 
one person 
a time 

Your own 
timesheet 
(same thing 
as what 
employees 
see if using 
the 
computer 
application) 

Run 
Reports 

Advanced Scheduling 
(Billboard, Self-
Scheduling) 
Management 

Calendar view of 
time off and time 
off status 

View/Sub
mit your 
own time 
off (and 
status of  
your 
requests) 
in a 
calendar 

Supervisor Menu in WFM 

Employee Menu for ETM/TimeClock (shown above) –  
There is an OLIE lesson for employees on WFM Time Clock (ETM) and on 

Mobility – these two options are the employee’s view of WFM 
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ETM (Timeclock) vs iPad vs. 
Mobility 
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iPad Clocking In/Out/Meal Breaks 
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ETM/Timeclock 
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ETM (Employee Transaction Manager) or Timeclock Icon on 
Desktops 
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FLOATING VIA ETM/Timeclock (cannot float at the iPad) 

 To Float to another department at the START of your shift: 

To Float to another department at the START of your shift: 

1. Double-click ETM/Timeclock icon on computer desktop.  

2. Use your network login and 2-factor Imprivata to log in. 

3. Click on Change Department.  

4. Click Next until you see the department number/name you are 

floating to.  

a. Hint: To get to inpatient nursing units, click Next 14 times.  

5. Click on the department number/name (IMCU is selected in this 

example).  

6. Click Done.  

a. When done correctly,  Clock Status will read On and a 

message will display that reads: “Your department has 

been changed to ____.” You will remain logged into this 

department until you float again today  or clock OFF for 

your shift.  

To Float to another department DURING your shift: 

To Float to another department during a shift where you already 
clocked in to your department:  

1. Double-click ETM/Timeclock icon on computer desktop. 

2. Use your network login and 2-factor Imprivata to log 

in to ETM. 

3. Click on Change Department.  

4. Click Next until you see the department 

number/name you are floating to.  

a. Hint: To get to inpatient nursing units, click 

Next 14 times.  

5. Click on the department number/name you are 

floating to (IMCU is selected in this example).  

6. Click Done.  

a. When done correctly,  Clock Status will read 

On and a message will display that reads: 

“Your department has been changed to ____.” You will 

remain logged into this department until you float to 

another department today or until you clock OFF for your 

shift. 
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To Float back to your home department DURING your shift: 
To Float back to your home or primary department during a shift, follow 
these steps:  

1. Double-click ETM/Timeclock icon on computer desktop. 

2. Use your network login and 2-factor Imprivata to log in to ETM. 

3. Click on Change Department.  

4. Click Next until you see the department number/name you are 

floating to.  

a. Hint: To get to inpatient nursing units, click Next 14 times.  

5. Click on the department number/name you are floating to (IMCU 

is selected in this example).  

6. Click Done.  

a. You will remain logged into this department until you float 

again today  or clock OFF for your shift today. 

 

Check your Clocks – worried about missed clocks? 

If concerned you have a missed clock or want to view your 
floats/clocks for today: 

1. Double-click ETM/Timeclock icon on computer 

desktop. 

2. Use your network login and 2-factor Imprivata to log in 

to ETM. 

3. Click on View Clock Transactions. Your clocks for the 

current day including float will appear.  
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View your timesheet for other dates 

 

1. Double-

click 

ETM/Timeclock icon on computer desktop. 

2. Use your network login and 2-factor Imprivata to log in to ETM. 

3. Click View Clock Transactions.  

4. Click Timesheet. Your timesheet for the current day will display . 

Click on the day to view other dates’ timesheets.  
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Workaround Tip: If you are a 24-7 department, have employees always input partial day 
and start and end times for their shift. This makes trades and self-scheduling easier 

(otherwise—they are blocked for midnight to midnight of the same calendar day).  

Directors’ ET Requests: Effective 2020, Directors must submit an ET request via WFM 
and must also email a calendar invite to their VP and AA for  ET requests.  
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Mobility 
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Managing ET Requests 
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Request Paid Time Off (ET) 

 

Process Description: The following is the procedure for all employees to request paid time off (ET) 
 

 

Steps: 

 
1. Select Time Off Calendar from the Header Menu. 

2. Click on  the next and previous arrows to move from month to month to find the start date of the 
ET request.   

3. Click on a date on the calendar and a New Time Off pop window should display. 
4. Select ET from the Type lookup list. Special Request was designed to allow employees to request to not be scheduled 

on a particular day (e.g. clinicals) where they do not need ET time. It pays nothing.  
Once selected the current balance should display to the right. 

5. Leave the Partial Day check box un-selected for a full day request.  For a partial day request select the check box next 
to Partial Day. 

6. By default, the End Date will default to the Start Date for a 1 day request. 
7. Confirm the Start Date 
8. Select an End Date 
9. If Partial Day was selected enter Start Time and End Time 
10. Optionally, enter a Comment  
11. Click OK. 
12. The ET request will appear on the time off calendar in orange as follows 

 
When the icons are orange, that means the request has not been submitted for approval. 

13. Click Submit to send the request to the Supervisor for approval 
14. If your ET request is:  

● Successful, the ET request will appear on the time off calendar in blue as follows 

 
The Supervisor will receive a work mail message with a link to the ET request time off 

● Unsuccessful, a pop up window will display summarizing the request validation errors.  Some errors include 
the configuration of the clock.  Some errors include: 

o ET time off type may only be applied to scheduled work days. 
o Future balance ET violated  
o ET may not be requested for days in the past 

15. Once approved the request will appear on the time off calendar in green as follows 
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Approve/ Deny Paid Time Off (ET) Request 

 

Process Description: The following is the procedure for supervisors to approve or deny 
requested paid time off (ET).  
 

 

Steps: 

 
1. Login to WFM. 
2. Select Messages from the Header Menu. Click on the message with Subject “A Time Off Request is 

submitted for your Approval”.  The details of the message should appear summarizing the dates 
for the ET request time off.  Select the link “A time off request is pending your approval” to access 
the request 
or 
Click on Time Off Approval from the Header Menu 

3. Any request requiring approval will display on the Time Off Approval form in blue as follows 

 
4. The ET request can be approved or denied as follows:  

• To approve or deny all requests for one or more teams select the check box next to the 
team’s name 

 
o Select either Approve or Deny and enter optional comment in the Comment box 

and click Submit 

• To approve or deny all request for individual employees select the check box beside the 
employee names 

o  
Select either Approve or Deny and enter optional comment in the Comment box 
and click Submit 
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• To approve part of a ET request, click on the request (blue box), a window will open 
showing the individual days being requested off 

 
To deny, select Deny from the dropdown list and select Submit. To approve, select 
Approve from the dropdown list and select Submit 
Enter optional comment in the Comment box and click Submit 

5. Once approved the request will appear on the time off approval as follows 

 
Green represents ET time off that has been approved and grey represents ET time off denied. 
Note: The ET requested days denied will be removed from the employee’s calendar. 

 

Hover to Discover the Icons on the upper right of the ET Approval Calendar 

 
 

 

Add in an ET request for an 
employee (useful if the 
employee submitted 

incorrectly) Be sure to check 
Auto-approve to avoid WFM 

messages.  
 

Allows you to filter by status 
of request (view Approved, 

Cancelled, Pending 
Approval, etc.) 

Allows you to view requests 
by seniority, submission 

date, etc.  This is useful for 
approving based upon skill 

mix for a unit.  
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Cancel Paid Time Off (ET) Request 

 

Process Description: The following is the procedure for all employees to cancel paid time off 
(ET).  
 

 

Steps: 

 
1. Select Time Off Calendar from the Header Menu. 

2. Click on the next and previous arrows to move from month to month to find the 
start date of the ET request to cancel 

3. Click on the green icon for any approved time off to bring up the details of the approved time off 
request. 
 

4. Select the check box beside the day you would like to cancel 

 
5. Click on Cancel Selected 
6. Any ET days being cancelled will appear as follows 

 
7. Click Submit to send the request to the Supervisor for approval 
8. Once approved the original approved ET request will be removed from the employee’s Time Off 

Calendar 
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Approve/ Deny A Cancel Paid Time Off (ET) Request 

 

Process Description: The following is the procedure for supervisors to approve or deny a 
cancel paid time off (ET) request.  
 

 

Steps: 

 
1. Login as Supervisor to WFM. 
2. Select Messages from the Header Menu. Click on the message with Subject “A cancellation of 

approved time off request is submitted for your approval”.  The details of the message should 
appear summarizing the dates for the ET days being requested to be cancelled.  Select the link “A 
cancellation of previously approved time off is pending your approval” to access the request 
or 

a. Click on Time Off Approval from the Header Menu 
3. Any request for cancelling ET requiring approval will display on the Time Off Approval form in red 

as follows 

 
4. The ET cancel request can be approved or denied as follows:  
5. To approve or deny all request for one or more teams select the check box next to the team’s 

name 

 
i. Select either Approve or Deny 

ii. Enter optional comment in the Comment box and click Submit 
6. To approve or deny all request for individual employees select the check box beside the employee 

names 
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Select either Approve or Deny 
Enter optional comment in the Comment box and click Submit 

7. To approve part of a ET request to cancel, click on the request (red box), a window will open 
showing the individual days being requested off 

 
Select Deny from the dropdown list for those days not approved to cancel and select Submit. 
Enter optional comment in the Comment box and click Submit 

8. Once approved the request will appear on the time off approval as follows 

 
Request will go back to Green if the ET cancel request was denied and grey if the ET cancel 
request was approved. 
Note: The ET requested days to cancel and approved will be removed from the employee’s 
calendar. 
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Timesheet Management:     
Managing Clocks/Basic Shift 

Overrides 
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Add Clocks 

 

Process Description: This process describes the steps involved in adding clocks on the 
timesheet 

Objective / Expected 
Results: 

● Select an employee timesheet and add the clocks. 
● Once the timesheet is submitted the clock punches will be 

applied to the timesheet and the work detail records should be 
updated accordingly. 

 

Steps: 

1. Select Timesheet 
2. Select an employee from the Employee lookup 
3. Select Date Selection Current Pay Period 
4. Click Load  
5. Choose a work day to enter clock punches manually 

6. Click  to add a clock punch 
7. Enter clock time (ex. 1200) using the Time field 
8. Make sure clock punch type ON is selected in the Type drop down list 
9. Hit the Enter key on the keyboard or click ADD 
10. Enter clock time (ex. 2000) using the Time field 
11. Make sure clock punch type OFF is selected in the Type drop down list 
12. Hit the Enter key on the keyboard or click ADD 

13. Click to apply changes to timesheet 

14. Click on the beside the work day to view the work details and the applied changes 
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Edit Clocks 

 

Process Description: This process describes the steps involved in editing clocks on the 
timesheet 

Objective / Expected 
Results: 

● Select an employee timesheet and update the clocks. 
● Once the timesheet is submitted the clock punches will be 

applied to the timesheet and the work detail records should be 
updated accordingly. 

 

Steps: 

1. Select Timesheet 
2. Select an employee from the Employee lookup  
3. Select Date Selection Current Pay Period 
4. Click Load  

5. Click on the ON clock punch.   In this example, click on the green “8:31a” 

 
6. Update start time to 8:15a 

7. Click to apply changes to timesheet 

8. Click on the beside the work day to view the work details and the applied changes 
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Delete Clocks 

 

Process Description: This process describes the steps involved in deleting clocks on 
the timesheet 

Objective / Expected 
Results: 

● Select an employee timesheet and delete the clocks. 
● Once the timesheet is submitted the clock punches will be 

applied to the timesheet and the work detail records should be 
updated accordingly. 

 

Steps: 

1. Select Timesheet 
2. Select an employee from the Employee lookup 
3. Select Date Selection Current Pay Period 
4. Click Load  

5. Click on the ON clock punch.  In this example, click on the green “8:31a”  

6. Click the  

 
 

7. Click on the OFF clock punch.  In this example, click on the red “5:00p” 

8. Click the  

9. Click to apply changes to timesheet 

10. Click on the beside the work day to view the work details and the applied changes 
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Mark as Absent – Full Day Override 

 

Process Description: This process describes the steps used to mark an employee 
absent for the full day. 

Objective / Expected 
Results: 

Select an employee timesheet and mark the employee absent for 
the full day using the mark as absent functionality. 
Once the timesheet is submitted the absence time code changes 
will be applied to the timesheet and the work detail records will be 
updated accordingly. 

 

Steps: 

1. Select Timesheet  
2. Select an employee using the Employee lookup 
3. Select Current Pay Period for the Date Selection 
4. Click Load  

5. Find a date where the employee is scheduled to mark as absent and click   

 
6. Select a time code using the Mark as Absent lookup 
7. Click OK 

8. The mark as absence icon will turn blue  to show the employee is absent for the 
full day 

9. Click Submit to apply to timesheet 

10. Click beside the work day to view the work details 
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Override Shifts 

 

Process Description: This process describes the steps used to schedule an employee 
using a shift override to be applied for one or more days 

Objective / Expected 
Results: 

Select an employee timesheet and apply a shift override that will 
schedule the employee based on the shift start time and end time.   
Once the timesheet is submitted the schedule will be applied 
using the shift start and end times and applied to the days 
specified and the work detail records should be updated 
accordingly. 

 

Steps: 

1. Select Timesheet  
2. Select an employee from the Employee lookup 
3. Select Current Pay Period for the Date Selection 
4. Click Load  

5. Click next to a work day and select the Shift override  

 
6. Select a shift that is different from the currently assigned shift using the Shift lookup 
7. Enter Start Date if the schedule change should apply to more than 1 day 
8. Enter End Date if the schedule change should apply to more than 1 day 
9. Optionally enter Comment 
10. Click Submit 
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Ability to Manage Schedule Times 

 

Process Description: This process describes the steps used to schedule an employee 
using a schedule time override that can only be applied to one 
day—used with Basic Scheduling 

Objective / Expected 
Results: 

Select an employee timesheet and apply a shift override that will 
schedule the employee based on the shift start time and end time.   
Once the timesheet is submitted the schedule start and times will 
be applied to the timesheet and the work detail records should be 
updated accordingly. 

 

Steps: 

1. Select Timesheet  
2. Select an employee from the Employee lookup 
3. Select Current Pay Period for the Date Selection or a manual date range for which 

you have a schedule built 
4. Click Load  

5. Click next to a work day and select the Schedule Time override  

 
6. Enter Start Time (Ex. 0800) 
7. Enter End Time (Ex. 1600) 
8. Optionally enter Comment 
9. Click Submit 

10. Click beside the work day to view the work details 
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Creating a Basic Schedule 
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Overview: Steps Required to Create a Basic Schedule 

Follow these steps below to create and assign a schedule to an employee or a team using Basic 
Scheduling. 
 

1) Create a Shift. 
2) Assign the Shift (or shifts) to a Shift Pattern. 
3) Go to the Timesheet for the employee you wish to assign the shift pattern to.  
4) Click the employee’s name to open the Employee Override page.  
5) Assign the new shift pattern to the employee.  
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Basic Scheduling: Creating a New Shift Label 

To create a new shift label for use in assigning to a shift pattern: 

7. Double-click ETM/Timeclock icon on computer desktop.  

8. Use your network login and 2-factor Imprivata to log in. 

9. Click on Maintenance.  

10. Click Schedule Settings.  

11. Click  Shifts. 

a. Tip: You can use 

shifts created by 

another 

department/leader 

visible in your 

screen.  

b. Or, search the 

Description or Shift 

name by  your 

department name 

or cost center 

number to locate 

previously created shifts as shown in the example below where 17020 is 

being searched for by typing in the number and clicking Find. Do NOT Edit 

other departments’ shifts.   

12. Click Create New Entry to create a new shift (sample of what right looks like is on the 

next page).  Any field with an *asterisk is required. Complete the fields as follows:  

a. Shift: This shift name must be unique. Add the cost center name or 

employee name to this unique shift in order to locate it later to assign it to a 

shift pattern.  

b. Shift Group: No Group. 

c. Description: Type your department cost center number. This will allow you 

to quickly search for your own shifts in the future associated with your own 

department and edit/change as needed.  

d. Include in Year at a Glance: Checkmark the box—this allows you to use the 

Year at a Glance reports under My Reports for this shift.  

e. Start Time: Make sure to specify AM or PM correctly.  

f. Color: Choose a dark color so you and the employees can read it on the 

schedule.  

g. End Time: Make sure to specify AM or PM correctly.  

h. Click SAVE.  

13. Shift Break: Add this section ONLY if your shift is 6.5 hours or greater whether a 

salaried or hourly staff member. This allows you to build in the planned 30 minute 

unpaid meal break as part of the shift. If the shift is less than 6 hours, do NOT 

complete this step.  

a. Start Time: Choose AM or PM.  If the employee does not take the break at 

this time, there is no issue. This is a planned placeholder on the schedule.  

b. End Time: Choose AM or PM.  If the employee does not take the break at 

this time, there is no issue. This is a planned placeholder on the schedule. It 

must be 30 minutes after the Start Time you entered above.  

c. Duration: 30 
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d. Time Code: Meal 

e. Hour Type: Unpaid. 

f. Default Start: Mirror what you entered in the Start Time.  

g. Click Save.  

14. Be sure to remember your exact shift name or write it down here: 

_______________. You will need to know it EXACTLY for creating your shift pattern 

in the next step. 
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Basic Scheduling - Creating a Shift Pattern 

To create a new shift pattern that repeats every 7 days, 14 days or 21 days, follow these steps:  
 

1. Double-click ETM/Timeclock icon on computer desktop.  

2. Use your network login and 2-factor Imprivata to log in. 

3. Click on Maintenance.  

4. Click Schedule Settings.  

5. Click  Shift Pattern. 

6. Type in the search box (see 

example to the right) your 

cost center number, 

department name, or 

another key word to search 

for a previously created 

shift pattern for your 

department. Click Find.  Or, 

click on Create New Entry  

to create a new shift 

pattern for use in your 

department.  

a. Reminder: Do NOT 

edit other 

departments’ shift patterns.  

7. To create a new shift pattern for 7 days (Sunday through Saturday), follow these 

steps: 

a. Shift Pattern: Type the name of the shift pattern.  This must be unique and 

you will need to remember it to assign it to the employee in the future.  

b. Description: Type your department’s cost center number this pattern will 

be used with so you can locate it for easily for future use.  

c. Start Date: Date you want to make this shift pattern available for use 

(always pick a Sunday date).  

d. Day Start: leave blank.  

e. Shift Group: No Group.  

f. Click Save.  

8. Create the Shift Pattern Shifts next to associate the 

shift(s) with each day—one shift per day (example 

shown to the right). Click the plus sign seven 

times to create a one week pattern, click the plus 

sign fourteen times to create a two week pattern, 

etc. You have a limit of a 21 day pattern.  

9.  

a. In Day, make the first row: 1 (representing 

Sunday and the first day of the work week); 

2 (representing Monday and the 2nd day of 

the workweek), 3 (representing Tuesday 

and 3rd day of the workweek) and so forth. 

Day 7= Saturday.  See the screenshot for a 

Monday thru Friday shift pattern where the 
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employee works the same hours each day and is off on Saturday and 

Sunday of each week.  

b. Shift: For each row, choose ‘OFF”  is this employee does not work this day 

of the week or choose the SHIFT NAME you created earlier for each day the 

employee does work.    

i. Tip: An employee can have more than one shift assigned in their 

repeating pattern. Refer to the second screenshot on the next page 

for an example.  

1. As a reminder: staff must have 8 hrs rest between 

midnight and midnight of the same work day, and may 

only work 16 hours per day, up to six days between 

Sunday and Saturday of the same calendar week by law in 

Illinois.  

c. Click Save.  
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Basic Scheduling: Assigning a Shift Pattern to One Employee via 
Timesheet-Employee Override 

1. Double-click ETM/Timeclock icon on 

computer desktop.  

2. Use your network login and 2-factor 

Imprivata to log in. 

3. Click Timesheet.  

4. Click on the Employee’s Name.  

5. This opens the Employee Override page 

where you can view ET balances, the 

employee’s assigned/budgeted FTE and 

assign a new shift pattern for a short 

timeframe or permanently.  

6. In the Shift Pattern box, click on the Magnifying Glass icon 

to find the shift pattern you made earlier.  

a. Search by the Shift Pattern Name or, type the cost 

center number in the Description box if you have 

followed this recommendation in creating your shift 

patterns.  

b. Click Find.  

c. Click the shift pattern you intend to assign to the 

employee. 

i. If the employee already has a shift pattern 

assigned, you may need to choose Not 

Assigned as the shift pattern to clear the old 

pattern before you can assign your changed 

pattern.   

d. Scroll to the bottom of the Employee Override page 

to determine the dates of the shift pattern and to 

submit your changes.  

7. Remove the checkmark from Permanent. 

8. Choose the Override Start Date to begin (do not assign to 

previous pay periods or locked pay periods). This date should 

be a Sunday as that is the start of the work week.  

9. Leave Override End Date as 1/1/3000 if this is going to be a 

long-term shift pattern. If you are only making this pattern for a shorter timeframe, 

then choose the Saturday date you want this shift pattern to end.  

10. Click Submit.  

a. This returns you to the employee’s timesheet to confirm the shift pattern 

has been correctly assigned.  

i.Troubleshooting Tips:  
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• If you do not see the shift pattern reflected, refresh your 

screen or log out and log back in to WFM.  

• If the employee had a previously assigned shift pattern, 

you may have to clear the old shift pattern by first 

assigning the Shift Pattern of Not Assigned (see Step 6.c.i. 

above).  


