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DHSS Job Aid: Assigning/Updating/Removing Employees Permanent Schedule
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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.
Upon an employee’s termination or retirement, the assigned permanent schedule must be
removed.

2. On the dashboard, select Schedules =» Assign Schedules.
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The Schedule Maintenance window appears. From the Permanent Changes section, choose
Assign Schedule Templates.

l@' Choose an Action:

Permanent Changes
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Assign Scheduls Templates

Temporary Changes

Assign Scheduls Templates

If the effective date for this schedule change is outside of the current period, click the box next to
“As of Current Period” in the upper left hand corner.
Select the effective date. This will update the Valid Date Range.
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On the left side select your assignment, the names of your employees

Assignments Schedule
Hai Generation

I 5 25

3
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Template
Scnedule

Manager
O Schedula Template Effective Date

| P 37.5 M-F 8:00 - 4:30 60 L|

£l S Mon-Fri 7.5

e S Mon-Fri 7.5

e P 37.5 M-F 7:30 - 3:30, 30 |

7| P 37.5 M-F 7:30 - 3:30, 30 |

e S Mon-Fri 7.5

Ed S Mon-Fri 7.5
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Valid Date Range

15 - 0911972015

09/06/2015

0/06/2015 -

0911942015

0911962015

5 - 001192015

5 - 09/19/2015

09r19

- 09192015

Select the Manager Override checkbox to make the Schedule Template field active

> for the employee you would like to assign/edit/remove.
" 4®Back 7 Change Filer || %r'| Current filter: none sad ek

Name %EE?EE‘EH BANA0eT  sthegule Template Effective Date valid Date Range
[ e 09.05/2015 - 0911972015
— 'Sré:'r‘gl:lllélz P 37.5 M-F 8:00 - 430 60 L 02/0G/2015 - 09/19/2015
] ?::—E;T;L'{: 7 5 Mon-Fii 7.5 D9/0G2015 - 09/19/205
I -SrEIrrE:L{: 09/03/2015 - D8/19/2015
__ ?::'Ir&plfé{: 02/06/2015 - 09/19/2015
] 'Srglrreplm: i S Mon-Fri 7.5 02/03/2015 - 09/19/2015

7. By clicking on the Schedule Template a drop down list will appear. Select the schedule template

schedule name.

Scheduie Tempiate
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Efective Date Vaka

For terminated or retired employees, you enter ‘None.’

you want to assign. There is a Schedule Chart on the DHSS intranet to identify the proper
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Enter the date on which to begin or end the schedule in the Effective Date field. The date must
fall within the period defined in the Valid Date Range field.

Best practice
Assigining and updating a schedule: Always select the first Sunday in the pay period.
Removing a Scheudle: This will be provided by Human Resources.
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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
changes.

HSave ..-::,"'Reset ™ Back ',” Change Filter .;tf Current filter: none
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