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Managing Schedule Changes from MSS Fluid Pages 
 

The Managing Schedule page allows you to update employee schedules as necessary.  You are also able 
to immediately verify that the updates have been made by navigating to the employee’s Timesheet. 

 

Step Action 
1 Select Manager Self Service from the dropdown. 

  
From the Manager Self Service Dashboard select the Timekeeping tile 
  

 
 

2 Open a second window from Timekeeping page by selecting the New Window link. 
 

 
 
 

3 Using Window One (Timekeeping Tile) search for and select the employee whose 
schedule you need to change. 
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4 Use one or more of the available filters to find and select the employee(s) you need to 
access. 

 
 

5 At the bottom of the search page, select the day(s) that require the schedule be 
modified. 
 

 
 

6 Update the schedule as needed and select Save at the bottom of the page. 
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7 Confirm the Save by clicking OK. 
 

  
 

8 Once you confirm (SAVE) the change you are brought back to the original search page 
 
If you want to make another schedule change for that same employee, scroll to the 
bottom of the page.   
 
If you want to make another schedule change on a different employee change the 
employee search criteria and continue. 

9. To verify that the schedule change has been performed, click the second window and 
select the employee for whom you have just made the schedule change. 
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In this example the day off was switched (Sunday and Monday)l 
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