DCF Kronos Scheduler: Superuser Pattern Template Guide

PURPOSE

Assigning a Schedule Pattern Template
Purpose

Schedule pattern templates let you quickly apply a set of shifts to staff who work the same shifts on a regular basis.
A schedule pattern template consists of one or more shifts that repeat over a specified time period and have been
saved for reuse.

Shift Templates make this process easier. If you use these in concert with Pattern Templates, it decreases an
otherwise time-consuming task.

Shift Templates — A Shift Template is a shift that has a name and defined segments and attributes, but
no date or assigned employee.

Example

Karen Ortiz regularly works 8-hour shifts every other week on different days in Solnit South Custody Sachem. You
want to create and apply a schedule pattern for the associate that repeats in a schedule planner. You know that a
pattern template exists that defines this schedule pattern, so you will use it because it is easier and faster than
adding the schedule manually.

Pattern Template Creation — Navigation

Steps to create a Pattern Template Description
1 | Select the plus tab, @
then Manage My

Department. From
the Related Items

|iSt, click SetUp- # My Information Q| +

My Timecard Manage My Department

Genies

| Genies |
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Back to Setup

Search |

SETUP
Expand All | Collapse All

=+ HyperFind Queries

PATTERN TEMPLATES

- [ Duplicate J [ Edit ] [ Delete } _

CLSW M-S 8a-430p M-S 8a - 430p

M-F11:10p-7-10a M-F11:10p-7:10a

M-F 11:15p-7-45a M-F 11:16p-7:45a

MF11p-7a M-F11p-Ta

M-F 12:30p-9p M- 12:30p-9p

M-F 2:45p-11:15p MHF 2:45p-11:15p

M-F 2pm - 1030pm M-F 2pm - 1030pm

M-F 2pm - 10pm M-F 2pm - 10pm

M-F 3p-11-30p M-F 3p-11:30p

M-F 730a-4p M-F 730a - 4p

PATTERN TEMPLATES Last Refreshed: 8:16am

e e | (R (R

Name'

Description {

Recurring [:] ® Weeks (O Days

Insert Shift " Shift Editor ‘ Pay Code Editor { Delete ] [Ilr:ms in rotation
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PATTERN TEMPLATES

Save ] [ Save And New ] - -

Name * [Solnit S Ta-330p OFF Fri Sat

Description  Off Friday Monday Week 1
Off Sat Sun Week 2

Recurring [Z] ® Weeks () Days

Insert Shift = | Shift Editor | Pay Code Editor

{ Save [ Save And New ﬁ ﬁ

Name * [solnn S 7a-330p OFF Fri Sat

Description  Off Friday Monday Week 1
Off Sat Sun Week 2

Recurring @® Weeks O Days

Insert Shift ~ ‘ Shift Editor ‘ Pay Code Editor

Delete ] ['kﬂnam - 3:30pm
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Pattern Template Assignment — Navigation

Assigning a Pattern Te

1 | Select the plus tab,
then Manage My
Department. From
the Related Items
list, click Schedule
Planner.

plate to an Employee

® My Information Q[ =+

My Timecard Manage My Department

Description

Genies

Setup

Genies

CT Staffing Widget

Schedule Planner

Workload Planner

2 | Inthe Location Show
drop-down list,
select a department
from the
Organization Map
which will display
employees for you to
view. In the screen
shot used a Location

Current Schedule Period

Solneit South Sachem

Edit

Query that contains o L g
the desired location Refresh :m:i:-.‘:m Share GaT
(i.e. Solnit South
Custody Sachem)
In the Time Period
drop down list, select
a specific time
period.
3 | Right-click on the By Employee
associate's name. Name ——
Select Schedule
Pattern Open Shifts
Astiasaran, Kri..  ...)/Solnit S/Custody/Buil
Rau fBuil

(G Availability

- - el
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Schedule Pattern

Assigned to
Ortiz, Karen  Primary job [/DCF-DCF91000/Solnit S/Custody/Building 8/Sachem/CSW]

Start Date End Date Duration Rotation

| x| 2/09/2020 Forever 2 weeks 2 Weeks:7a - 330p(Sun, Tue,Wed,Thu,FriMon, Tue, Wed, Thu,Sat)

Edit Pattern

Anchor Date:* | | 2/02/2020 ' Start Date:* | 2/09/2020 = endpater | =22 Clear
b

Define Pattern for* @ ® week(z) () Day(s) ["] override Other Patterns

Add Shift | Add Pay Code | Shift Template

Loaded: 9:57AM | After Next Schedule Peri . [+ (5] | Solneit

LAz i . o e B
Quick iew Column Refrean View Share
Actions. Selection Comments

Schedule Pattern

Assigned to
Ortiz, Karen  Primary job [/DCF-DCF91000/Solnit S/Custody/Building 8/Sachem/CSW]

[i Ix 2/00/2020 2 Weeks 7a - 330p(Sun, Tue Wed Thu Fri Mon Tue Wed Thu, Sat)
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