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Template Scheduler


A template represents a scheduling pattern that is applied to a specific list of Jobs over a defined period of 
time, and results in a predictable and reproducible outcome of shift assignments.


To create a new template, go to Manual Scheduler > Complete on your Dashboard to browse in month view 
and either create a schedule from scratch to use as a template, or base one off a current schedule.
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Before saving a template, it is recommended to 
use filters to remove days off from view so they 
will not be saved in the template. Click Days Off 
next to Filters at the upper right corner of the 
screen and de-select all day off types.

If you are creating a template based on a 
particular Job, use the Jobs filter. Click Jobs next 
to Filters at the upper right corner of the screen 
and choose the Job in which to create a 
template from.

With the Filters applied, you should only see the Job you have isolated on the calendar. Choose your Start 
Date and End Date to pull data from and click Save Template to create a scheduling pattern that will be 
stored in the Template Repository.
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Once a template has been created and you are ready to view or edit 
the template go to:


Template Scheduler > Repository

The Template Repository allows you to 
View, Rename, Clone or Delete these 
templates.
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Clicking View in the Template Repository Options allows you to make edits to templates and apply them to 
future dates. Edit the template by adding in Jobs or Days Off, or remove any items by using the Unschedule 
button.

Clicking on Apply Template allows you to apply 
this schedule pattern starting on a future date. 
Customizations include:


• Starting week and day that week starts

• Ending week and day that week ends

• How many times to repeat this template 

(up to 9 times)

• When you would like the template to take 

effect

• Preserve Holiday scheduling

• Days of the week to schedule


Click Apply Template and the schedule pattern 
designed will take effect on the chosen date.
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If you have made an error in using the Template Scheduler, go to:


Template Scheduler > Undo Results

Click View next to the applied template that you wish to undo.

As a best practice, use Filters to narrow down the Job(s) you wish to undo from your Template Scheduling. 
Remove Days Off if you wish to preserve any that have been created, and isolate the Job(s) prior to choosing 
the date range you wish to affect. Click Undo Schedule when finished.
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