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SCHEDULING  

 

With Paycom Scheduling, employees and managers can expect: 

• One system for scheduling, time-off and time keeping 

• Automated notifications 

• 24/7 access through Paycom.com or Paycom app 
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Create/Publish Schedules 

 

 

 



 
 

     3 
   
 

In the upper left-hand corner, choose the schedule group you’d like to schedule first from the drop down. In the center, the date range you’d 

like to view can be adjusted. In the upper right-hand corner, you can see who is clocked in right now and total hours for the schedule you are 

viewing.  

 

To schedule, drag and drop shifts from the top “unassigned shifts” onto each employee or the job board. If a shift is posted to the board, 

employees will be notified to pick it up once you post the schedule. Shifts in yellow are pending and cannot be seen by employees.  

 

When you are ready to publish, click on “Publish” in the upper right-hand corner. Once the schedule is published, the EE can see it and the 

shift turns white.  
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Additional Information 

Temporary Shift Additions or Changes 

If you need to edit the time of a shift, click directly on the shift. An “Edit Shift” pop up will appear on the right-hand side. There you can make 

changes and click “Save.”  
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If you need to add a new shift, click on “Create Shift” in the upper right-hand corner.  

 

Actions Button 

In the upper right-hand corner, under “Actions” and through the button you have the ability to unassigned unpublished shifts, approve 

swaps, approve PTO, send shift notifications, and more! 
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Schedule Setup –  

These instructions will help if your schedule needs permanent updates or changes  

1. Set Up Schedule Templates 

•  

•  
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•  

•  
• For next steps, reference the training recording for specific next steps for varied schedules vs. recurring/set schedules 

• Once all necessary shifts are setup within your Schedule Template, move on to Step 2 

2. Set Up Schedule Groups 

Be very specific with the 
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•  

•  

Name these so that your 
Schedule Template and 
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•  

 

 

 

 

 

 

 

 

 

 

 


