
Creating and editing a Multi Week Schedule 

After having gone through the Wizard and creating the basic schedule here is how to edit it: 

IF you want to add a daypart you need to single click the cell below the current daypart so that the box 

appears around the cell as shown… 

PRO NOTE: You can change a current paypart showing my single clicking on that daypart in the schedule 

and then right click it to bring up the editing window as descriped below… 

 

 

 

 

Now right click on that cell with the box around it……. 

 

The following popup window will appear…… 

Single Click the cell you want to 

add daypart to so a box appears 

like this  

Right click on the cell 



 

 

If you want to add a standard broadcast daypart you can select from the list shown (in the example I am 

selecting Monday to Friday 6a-10a).    If you want a customized daypart continue to read on…….. 

 

If you are selecting a standard daypart just click on the one you want in that popup window as shown 

above and it will added as shown below…. 



 

 

 

To add a custom daypart just single click on cell below the last daypart as shown so the cell has a box 

around it….. 

 

 

 

Right click on that cell with the box around it to bring up the popup window again and this time click on 

the TIMEBLOCK EDITOR….. 

Single click so the box appears 

around the cell as shown. Then 

right click on the cell 



 

 

That will bring up the following popup screen….. 

 

 

 

Click on Timeblock 

Editor 



To create the custom daypart it requires click and drag ( Click on what you want and then while holding 

the click down drag over to the next thing you want).  In the example below I wanted Monday to 

Thursday. So clicked on Monday and dragged the cursor to Thursday then released…… 

 

 

You do the same concept to select the custom times you want.  In the example below I wanted 7a to 

11a. So I clicked on 7a and dragged over to 11a.  Once everything is the way you want it, just click 

“OK”….. 

 

 

 

Click on the beginning day you want 

and then hold the click while you 

drag to the ending day you want 

Click on the beginning time  

you want and then hold the 

click while you drag to the 

ending time you want 

Then click Ok 



The custom daypart is now added to your schedule as shown below.  A “$” will appear next to it if the 

daypart is custom. 

 

 

Remove a schedule line 

If you want to remove a line from the schedule first signal click the grey cell next to the line you want to 

delete.  That will highlight the entire line.  Then right click that same grey cell and it will bring up your 

“delete or insert” options as shown below.  Click the one you want. 

 

 

Custom day part appears and “$” next 

to it. 

Choose if you want to delete or 

insert 

First click the little cell to highlight 

the whole line. Then right click the 

same little cell to bring up the 

popup window. 



How to pick the number of weeks the schedule will run 

 

Once your schedule is built the way you want you can now pick the number of weeks you want it to run. 

PRO NOTE:  You can select the number of weeks at any time during the building of the schedule in case 

you want to see the totals of the schedule add up as you go. 

 

Click on Show and it will bring up a drop down window.   Click on Multiweek…. 

 

 

From the popup window click the grey box under “Select” next to the number of weeks you want the 

schedule to run  This will may a “Y” appear.   Then click “Ok” 

PRO NOTE.  The number of weeks you selected will stay that way on any new schedules you create 

unless you go back through those steps by click on the “Y” so it goes away and then make a new 

selection of how many weeks you want. 

 

Click on SHOW 

Then on MulitWeek 



 

 

Now in the total area of your schedule 4 weeks should be displayed as shown……. 

NOTE If you did all these actions and the number of weeks is not showing read on for the fix…. 

 

 

If you selected a number of weeks in Multiweek but it is not showing on the schedule, odds are you have 

scheduler in flighting mode.  To take it out of flighting mode, at the far left bottom of the screen click on 

the setup tap.  

Click the 

cell under 

SELECT 

next to the 

number of 

weeks that 

you want. 

A “Y” will 

appear 

Then 

click OK 

The number of weeks should 

appear here  



 

This will bring up a popup window.   Uncheck “Link Folders” and then click  “Ok”  Now the number of 

weeks should be showing. 

 

 

 

 

Click on the setup tab 

Make sure this is 

unchecked 

Then click Ok 


