ADP eTime
Schedule Manager
Guide
Schedule changes impact timecard calculations, such as overtime and accruals. You cannot change
schedules for signed-off or locked time periods.
Use the Schedule Planner widget to schedule a pay code, change a schedule pattern, add a shift, and
update a shift, as well as make mass changes to employees’ schedules and viewing and making quick
changes to a single employee’s schedule.
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Access the Schedule Editor
The Schedule Planner widget allows you to manage your employees’ schedules by using the following
two views: Gantt view and tabular view.
Step

Action

1

Click the Add Workspace icon, then select Employee Schedules:

2

The Schedule Editor is displayed. You can view or update your employees’ shifts from this
page:

3

To switch to a Gantt view, click the Gantt view button. To switch back, click Tabular View:
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Scheduler Planner Buttons and Icons
Below are the descriptions of the various buttons and icons for Scheduler Planner.

View schedules by employees or schedule groups.
Show or hide columns.
Change your view by changing the intervals; shift time or shift label; full or
short pay code names; full or short accrual names; or assigned shifts, pay
codes, and holidays.
Select all employees.
Show the tabular view or Gantt view of Schedule Planner.
Sort employees by name or scheduled hours.
Not available for core schedules.
Refresh the schedule.
To discard unsaved changes, click Yes.
To save changes, click No and then click Save.
Show comments and notes.
Export selected data to Microsoft Excel or print the schedules that are
visible on the page.
Save changes. If the icon is gray, the schedule has no changes to save.
Access another widget or workspace for the selected employees.
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Change a Schedule Pattern
If an employee’s schedule changes, you can replace their schedule pattern. Perform these steps to
change an employee’s schedule.
Starting Point: Schedule Editor
Step

Action

1
Right-click the name of the individual
for whom you are changing the
schedule and select Schedule Pattern.

2

Complete one of the following steps:
•
•
•

To edit an existing pattern, click the pencil ( ) in the appropriate row.
To replace the existing pattern, delete the existing pattern by clicking X in the
appropriate row. Click Yes and then click Add Pattern.
To add a pattern to the existing pattern, click Add Pattern.

Note: If the employee does not have an existing pattern, this window is not displayed;
therefore, skip to the next step.
3

In the Anchor Date field, select a date. This is the start date of the pattern, and it defines the
first week of the pattern. This date must be on or before the start date.
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4

In the Start Date field, select the date of the employee's first shift
If this schedule change is permanent, select Forever; if this schedule change is temporary,
enter a date in the End Date field.
In the Define Pattern For field, enter a number up to 52 (for weeks) or up to 365 (for days) to
repeat the pattern. Click Week(s) or Day(s).
Select the Override Other Patterns check box for the new pattern to replace any other
assigned patterns during the time period. At the end of the time period, the original pattern
resumes.

5

Select the first day of the pattern, and then click Pattern Template and select a pattern
template.
Note: Click

to add additional rows and then add a pattern template.

6

Click Apply.

7

If necessary, click Yes to override the current shifts and then click OK.

8

Click Save and then click Refresh.
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Add a Shift
Create a shift for a temporary change, such as covering a shift, leaving early, or working extra time.
Step

Action

1
Right-click the name of the individual for
whom you are changing the schedule and
select Add Shift.

2

The Add Shift window will pop up with some fields pre-populated. These will be edited to
create the shift.
In the Shift Label field, enter a label name, if necessary. Enter a start date, Type, start time,
end time, and end date. You can also insert a shift template by clicking Insert Template.

3

To add additional shifts, click

4

Click Apply.

5

Click Save, then click Refresh.

and complete the appropriate fields.
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Update a Shift
Update a shift for a temporary change, such as covering a shift, leaving early, or working extra time. If a
shift for an employee who is part of a schedule group is edited manually, the shift permanently
becomes an ad hoc shift.
Step

Action

1

Locate the appropriate employee and double-click the shift that requires the update.

2

The Edit Shift window will open. Update the start time and/or the end time in the appropriate
fields.

3

Complete any additional fields as necessary.
Note: To add additional shifts, click

4

Click Apply.

5

Click Save and then click Refresh.

and complete the appropriate fields.
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Schedule a Pay Code
Use the following steps to schedule worked time and non-worked time, such as vacation, sick, and paid
time off.
Step

Action

1

Locate the appropriate employee and right-click the first day that the pay code will begin.
Note: You can also right-click the name of the employee.

2

Select Add Pay Code.

3

Complete the required fields.
• In the Effective Date field, enter or select an effective date.
• Select or clear the Override Shift check box. If an override shift is needed, click Whole or
Partial Shift.
• In the Repeat For field, enter the appropriate number of days to repeat this pay code.
• If applicable, click the Add Comment link to select a comment and enter notes.

4

Click Apply. The pay code type and amount are added to the employee’s schedule.

5

Click Save and then click Refresh.
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View a Schedule Audit
Access the Audits widget to view changes made to your employees’ schedules.
Step

Action

1

Select one or more employees for whom you would like to view the audit history.

2

Click Go To and select Audits:

3

In the Category picklist, select Schedule Audits:

4

If necessary, select the type of edit and modify the time period to narrow the search results.

5

View the results:
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