HCM: Assign Custom Work Schedule

Manager

About Custom Work Schedule in Workday

A custom work schedule outlines the specific hours and days that a worker is
expected to work. Use this guide to update schedules accurately and efficiently.

Things to Consider When updating the Custom Work Schedule

Ad hoc changes: Temporary adjustments made by a manager. (e.g., shift swap for one day)
One-time changes: Modifications initiated by the worker for a specific instance. (e.g., late
start for appointment).

Recurring changes: Regular adjustments made by the worker that repeat over time. (e.g.,

remote work every Friday).

Static scheduling: A consistent pattern used for workers with minimal changes in their

schedule. (e.g., standard 9-5 schedule).

How to Update Custom Work Schedule
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From the related actions menu of a worker, select Time and Absence = Assign Custom Work Schedule.

Actions

Frequemntly Used

View Waorker Histony by

View Waorker Histony

Start Procoy

Reguest One-Time Pay...

Terminate Employes

Compensation
Job Change
Manage Work
Drgamization
Personal Data
Recruiting

Safety Incident

Time and Absence
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Worker

Enter Tirme

Request Absence for a Worker

Manage Absence
View Time Off

My Tearm's Time Requests

Time Requests

View Schedule for Worker

Add Time Clock Event

View Time Clock History

View Time Off Balance

View Time Off Results by Pericd

View Calculated and Override Balances

Wiew Carryover Balances
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Assign Customn Work Schedule

Schedule ristory ror Worker
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2. Ensure the employee’s name is listed in the Worker field.
3. Enter the Start Date — this should be the first day of the current pay period.
4. Ignore the End Date, unless there is an end date known.

Assign Custom Work Schedule

I

06/23/20825 [] ‘

Worker *

Start Date *

End Date ‘ MM/DD/YYYY [ ‘

* Q start from Current Schedule

\, Start from Blank Schedule

\, Start from Another Worker's Schedule ‘

() start from Work Schedule Calendar ‘

> Schedule History

5. Select the option that best fits:
a. Start from Current Schedule = there is a default schedule you can edit to make the adjustments.
b. Start from Blank Schedule = enter a unique schedule for the worker.
c. Start from Another Worker’s Schedule = use the schedule pattern from a similar worker on your
team.
d. Start from a Work Schedule Calendar = select from a list of default schedules within Workday.

ﬂ Note: Refer to Schedule History to see past schedules used.
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6. Using the Start from Current Schedule option you can edit the shift days and times without creating a

new schedule plan.

a. Click on Patten Details to edit.

Assign Custom Work Schedule

StartDate  06/23/2025

EndDate  (empty)
~ Scheduling
Enable for Statie Seheduling

Pattern Start Date 06/23/2025

Pattern Start Day Monday
Schedule Pattems 2 e

Order Sunday  Menday

Pattern Details

Schedule Pattem Type | Single Shift and Meal

7 items

Day of the
Vieek Start Time
inday

Monday

08:30 AM
Tuesday

08:30 AM
Wednesday

08:30 AM
Thursds

08:30 AM
Friday

08:30 AM
Saturday

7. Edit shift days and times under Pattern Details

Tuesday

Meal Start

12:00 PM

12:00 PM

12:00 PM

12:00 PM

12:00 PM

Wodnesday Thursdy
£30 - 330 [p———
830 - 330 830 am-430mM

Meal End End Time
12:30 PM 05:00 PM
12:30 PM 05:00 PM
12:30 PM 05:00 PM
12:30 PM 05:00 PM
12:30 PM 05:00 PM

( N oo )
{ Done: ] Cancel )
AN S

Shift Profile

Satunday et
oFF 375 Pattem Details )
- 75 (Panem Do )
24-Hour
Hours  Shift

Note: All standard work week hours include % hour lunch break; this time must be included in the
schedule. (There is an exception to this rule for residential and direct care staff the lunch break is

included in their daily work schedule)

8. Click Done
9. Review and click OK

Result

This Worker’s Custom Work Schedule is now accurately reflected.
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