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DHSS Job Aid 21: Assigning/Updating Employees Permanent Schedule

1. Employees will follow the proper Division procedure for changing their schedule.
Once it has been finalized and approved the schedule needs to be updated in eSTAR. Only the
Auditor or Manager can change the schedule in eSTAR.

2. On the dashboard, select Schedules =» Assign Schedules.
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3. The Schedule Maintenance window appears. From the Permanent Changes section chooses
Assign Schedule Templates.
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On the left side select your assignment, the names of your employees
will appear.
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Select the Manager Override checkbox to make the Schedule Template field active
for the employee you would like to assign/edit.
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By clicking on the Schedule Template a drop down list will appear. Select the schedule template
you want to assign. There is a Schedule Chart on the DHSS intranet to identify the proper schedule
name.
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Enter the date on which to begin the schedule in the Effective Date field. The date must fall within
the period defined in the Valid Date Range field.
Best practice: Always select the first Sunday in the pay period.
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After completing your schedule template assignments:
e Click the save icon to save your changes.
e Click the reset icon to clear your changes and start again.
e Click the back icon to return to the Schedule Maintenance window without saving your

*f Change Filter || & | Current filter: none

Updated 5/9/16 DHSS Job Aid 21: Assighing/Updating Employees Permanent Page 3 of 3




