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Delete a Schedule Pattern

Provides step-by-step instructions on how to delete a schedule pattern.

Delete a Schedule Pattern

Schedule Pattern Deletions

Schedule pattern deletions are allowed when managers create a schedule pattern in
error.

You cannot delete a schedule pattern dated for locked or signed-off days. You can
change the end date to access the pattern after the locked or signed-off days.

Delete a Schedule Pattern

Managers access the Schedule Pattern Editor in the schedule to delete a schedule
pattern.

Navigation: Main Menu > Schedule > [Applicable Schedule Planner]

1. In the schedule, open the Schedule Pattern Editor for specific employees having
the same schedule pattern by doing one of the following.

o Double-click an employee.

o Right-click an employee, a schedule group row, or an employment terms row,
and then select Schedule Pattern.

o Select the checkbox next to employee names to select multiple employees,
right-click any one, and then select Schedule Pattern.

o Use shift-select or Ctrl-select to select multiple employees, right-click any one,
and then select Schedule Pattern.

2. Select the tab of the pattern to be deleted.

3. On the tab, select the down arrow to open the pattern menu and then select the
desired action.

o Select Rename and enter the new name.

o Select Delete.

4. Select Apply.
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5. Select Save.

© 2022 UKG Inc. All rights reserved.

For a full list of UKG trademarks, visit www.ukg.com/trademarks. All other trademarks, if any, are the property of
their respective owners. No part of this document or its content may be reproduced in any form or by any means or
stored in a database or retrieval system without the prior written authorization of UKG Inc. (“UKG"). Information in
this document is subject to change without notice. The document and its content are confidential information of UKG
and may not be disseminated to any third party. Nothing herein constitutes legal advice, tax advice, or any other
advice. All legal or tax questions or concerns should be directed to your legal counsel or tax consultant.

Liability/Disclaimer

UKG makes no representation or warranties with respect to the accuracy or completeness of the document or its
content and specifically disclaims any responsibility or representation for other vendors’ software. The terms and
conditions of your agreement with us regarding the software or services provided by us, which is the subject of the
documentation contained herein, govern this document or content. All company, organization, person, and event
references are fictional. Any resemblance to actual companies, organizations, persons, and events is entirely
coincidental.

Links to Other Materials: The linked sites and embedded links are not under the control of UKG. We reserve the right
to terminate any link or linking program at any time. UKG does not endorse companies or products to which it links.
If you decide to access any of the third-party sites linked to the site, you do so entirely at your own risk.

https://library.ukg.com/delete-a-schedule-pattern 2/2


https://www.ukg.com/trademarks

