Setting Up Default Schedules: 
In order to set up default schedules that you can then define to your employee’s, click On Schedule Place, then “Defined Schedules” 
It is here where you can go in, and set up different defaults that your company may use. For example, if you generally work day shift 9am 5pm you can set that up as a default, so you do not have to go back and enter this information each week. Default schedules can be in place, and you can still edit them when needed. 
To create default schedules Type in the Name, and the Schedule Start date that you would like. From there you can add weeks, days, and remove items when needed. 
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In order to add a specific Item, click on one of the on the grid as shown on the screenshot on the previous page. When you click, you will see a window pop up looking exactly like the one below. Set the start time, End time, and whatever locations, types of work, and projects that you want associated with this default schedule (if any) then select save. 
[image: ]
Once you are at this point, and have created the default schedules that work for you, you can go back to the People place, and define a person with their “usual” default schedule. 












Setting and Employee to a Particular Default: 
Click On “People Place” then “People Details” 
You will see the window pop up like the one below. To define the default, click on “Add Defined Schedule” then, select the default that you had created in the defined schedule section. 
An employee can have a few defaults if needed in case they rotate between two schedules. 
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