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Note for Apple Macintosh computer users: 

Where the instructions indicate Right Mouse Click, Mac users should use 
Control-click to view pop-up menus.  

Example: Click in a field to select the field, Control-click to open the 
menu, click on a menu item to select it. 
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Scheduler Module 

The Scheduler Viewer and Grid display the start and end times of all shifts for 
the selected week. Filter and sort options can be applied to view specific 
employees or departments. 

Scheduler Viewer 

Drag & Drop: 

Drag & Drop allows a shift to be shortened, lengthened, or moved. Drag the 
shift start or end time to change the time, or drag the shift block to a new 
starting time. 

 

Tool Bar 

  

Swap Shift: Swap shifts within the grid. Select the first shift then hold 
down Ctrl key and select second shift. Click on Swap Shift button. 

Copy Schedule: Copy a previously created schedule. Copy is available in 
Grid View or Default View 

Run Schedule: Create the weekly schedule manually, based upon Fixed 
Shifts, and Availability times entered in the Personnel section. The 
schedule will run automatically each week. 

Publish Schedule: Send the schedule to students and employees via the 
Employee Self Service from EmpowerWFM™ Timekeeping. 

Schedule View: View the schedule by individual 
day or the entire week. 
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Scheduler Views 

Clicking on the Filter in the tool bar           reveals many filter options. 

To select a specific view, use the view drop-down. The Availability View is often utilized 
when creating a schedule. 

 

Manually Create a Schedule 

1. On the grid, find the employee to be scheduled at left, and select the day of the week to be 
scheduled.  Select the starting time cell. 

2. Take note via the Availability View if an employee is available for the shift. 

3. Type the shift hours into the cell. (Examples:  8a-5p, 8:00a-5:00p).Copy and paste shifts by 
highlighting a shift and using the keyboard commands Ctrl + C to copy and Ctrl + V to paste. 

4. Click the Save icon in the toolbar. The shift appears on the Schedule Grid and Viewer. 
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Scheduling for Non-Primary Jobs 

If a schedule is being created for a site or position other than the primary job of 
the employee, additional data entry will be necessary to assure accurate 
communication and time keeping.  

1. On the grid, find the employee to be scheduled at left, and select the 
day of the week to be scheduled.  Select the cell in the appropriate 
schedule column. 

2. Type the shift hours into the cell. (Examples:  8a-5p, 8:00a-5:00p). 

3.  Click the Save icon in the toolbar. The shift appears on the Schedule 
Grid and Viewer. 

 

This will schedule a shift for the employee, but will be for their primary site and position 
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Transfer a Shift 

Once the shift is created, edit the shift to reflect the correct job information by 
updating the scheduled Site and Position information. 

1. Right-click the time in the cell of the newly created shift. 
Select “Edit Shift Details”. 

2. In the Schedule Detail pop up window, enter the correct schedule 
information by clicking in a cell in the Site column and selecting the 
correct data from the drop down menu. Edit the data similarly for the 
Employee Position in a cell in the Pos column. 

3. Click the Save icon in the toolbar. Click the Close icon to return 
to the Scheduler page. The edited shift appears on the Viewer. 

4. Click the REFRESH icon to display the shift in the Schedule Grid as 
underlined notifying the Supervisor that the employee is 
scheduled to work at a site or position other than primary. 
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Schedule Additional Transfer Shifts 

Once an initial shift has been scheduled and the shift has been corrected for site 
and position, other shifts for the week can be edited to reflect roles other than 
the primary job. 

1. Right-click the time in the cell of the newly created shift. Select “Edit 
Schedule Week”. 

2. Enter Additional shifts for each day as necessary including Site 
and Position. 

3. Click the Save icon in the toolbar. Click the Close icon to return 
to the Scheduler page. The edited shift appears on the Viewer 

4. Click the REFRESH icon to display the shifts in the Schedule Grid as 
underlined notifying the Supervisor that the employee is scheduled to 
work at a site or position other than primary. 

In Employee Self Service, an asterisk will indicate to the employee that the 
scheduled shift is for a site/position other than primary. 
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Edit a Schedule 

To edit the Schedule Week, Shift Details, Find a Replacement, or assign a Preset 
Shift for an employee, right-click on any cell with a shift in the Grid section. 
Choices available in the selection list are based on user security permissions. 

 

Copy a Schedule 

1. Click the Filter icon and select the Default View or Grid Only view. 

2. Use the filter to select the week to which you want to copy a schedule. 
3. Click the copy icon to see this dialogue:  

4. The copy to week date will fill in automatically. 
5. Select the Copy from week date using the calendar. 
6. Click OK.  
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Run a Schedule 

The Run icon in the toolbar is used to add the Fixed Schedules to 
the weekly schedule. This occurs automatically each Saturday 
morning with the Empower schedule update, which imports the 
fixed schedules for three weeks forward. If, however, an edit is 
made to an employee fixed schedule, it is necessary to Run¸ the schedule with 
the icon to apply the updates to the weekly empower schedule. 

1. From the Module Menu select the Personnel Module. 
2. Select the employee. 
3. Edit the Fixed Shift as necessary. 
4. Click the Save icon. 
5. From the Module Menu select the Scheduler Module. 
6. Click the Run icon to import the Fixed Schedule. 

The schedule should now display with the changes made to the fixed schedule. 

Publish a Schedule 

For employees to see the schedule in Empower Self Service, as created by the 
Supervisor, it must be Published. The schedule may be published manually at 
any time or will publish as part of a weekly update. 

A Supervisor may publish the schedule manually by clicking 
the Publish icon in the Scheduler Module toolbar. 

If the Supervisor does not manually publish the schedule, it will be automatically 
updated each Saturday morning, after which it will be visible in Empower 
Employee Self Service. 
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Run a Wall Schedule Report 

1. Click on Reports under Dashboard in the Modules section. 

2. In the Report Category drop down, select Wall Schedule and also in the 
Report Name drop down select Wall Schedule. 

3. Click the filter button           to review the criteria to make sure the 
appropriate information is being requested. Click on the OK button to 
exit the Filter options and begin to automatically Run the report. 

4. When the report Status shows as Complete, click the Adobe Acrobat 
icon in the column on the left to view the report. 

Note: Due to prior issues, to request access to reports, please send an e-mail 
to Payroll@kent.edu . You will be granted access and sent instructions 
on copying General reports to save as Personal Reports in order to 
avoid changing the Empower Baseline Report Library. 

For assistance with Empower Timekeeping contact the Payroll Department at: 

Payroll@kent.edu or by phone at 330-672-8640 
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