
 

Create Personal Pattern 
 

• Click on the employee’s name in the roster 

 

• Click on the employee’s name at the top of the slide-in panel 
 



 

• Select Patterns in the menu on the slide-in panel 

 
 

 
 

 

 

• Then click on Add Personal Pattern 

 
 

 



 

• If the staff member has multiple posts (i.e. a Substantive and a Bank Post), ensure the correct Posting is selected at the top of 

the page. 
 

 

 
 

 



 

• If the pattern will span over multiple weeks, add a line for each week using the + button. 
 

 

 
 

 

 

 



 

• On the right-hand side, select the required shift you would like to enter from the drop-down menu. 
 

 

 
 

 

 



 

• Then select the days on which to add that shift: 
 

- Hold Shift while selecting the first and last days to highlight all days in between (i.e. hold Shift while selecting Mon then Fri to 

highlight all days from Monday to Friday). 
 

- Hold Ctrl while selecting individual days to highlight multiple individual days (i.e. hold Ctrl while selecting Mon, Wed, Fri to 

highlight Monday, Wednesday, and Friday together). 
 

 



 

• Once the required days have been selected, click Add to populate with the chosen shift. 
 

 

 
 

 

 

 



 

• To add a different shift, change the selected shift on the right-hand side, select the required days, then click Add. 
 

 

 
 

 

 



 

• Shift times can be adjusted before or after they are applied to the pattern, and can be changed individually or in multiples. 

• To edit shift times before entering the shifts into the pattern, select the required shift and highlight the required days, then edit 

the times at the bottom of the menu on the right-hand side before clicking Add. 
 

 
NOTE: the Work field is the number of working hours within the shift (excl. break times) and will update automatically as you edit the Start and 

End times but always double-check that this figure is correct to ensure the break time is still accurate once the shift has been amended. If it is 

incorrect, you can manually edit the Work field as well. 



 

• To edit shift times after entering the shifts into the pattern, select the required shift(s) from the pattern, edit the times as per the 

above, at the bottom-right of the panel, then click Update. 
 

• The shift(s) will now appear with a clock icon and the adjusted times showing. 
 

 
 

NOTE: After selecting the first shift, use the Select Similar option in the menu along the top to select all instances of that shift in the 

pattern. 



 

• To reset adjusted times in a shift, select the required shift(s) in the pattern, then select Reset Times from the menu along the 

top. 
 

 

 
 

 



 

• To remove shifts from the pattern, select the required shift(s) in the pattern, then select Remove from the menu along the top. 
 

 

 
 

 

 



 

• Once the pattern has been completed, click the OK button in the bottom right-hand corner. The pattern will now appear the 

Patterns section of the Person Summary panel. 
 

 

 
 

 

 

 

 



 

• To edit an existing pattern, simply click on the pattern in the Person Summary panel and select Edit Personal Pattern from the 

menu along the bottom. Then follow the steps as above to make the required amendments. 

 

 


