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Schedules 

Schedules allow you to assign content to your Signage Players or Zones to be displayed on your 

digital signage screens. This can be done as Default Content, but scheduling gives you a lot more 

flexibility.  

Step 1: Creating the Schedule 

To manage or create Schedules go to Schedules on the top navigation. You can also schedule 

content directly from the Screen Designer, which is covered in the Screen Designer guide. 

 

Once the page loads you can modify any existing schedules or create new ones selecting Add 

Schedule. 
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Firstly, you need to select the Zone or Signage Player(s) that this Schedule will be applicable to. 

Select all that apply by clicking on them; they will be highlighted. You can select a combination of 

Zones and Signage Players. 
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Once you have selected the members that the schedule is applicable to, use the Schedule Options 

tab to define the timings for your Schedule.  

The first three options are Simple Schedules. 

First, select the Screen Design or Screen Loop that you want to display by clicking Select Signage.  

Then select one of the following options from the Schedule Type dropdown.  

Set as Default will always show the content on the selected Signage Players or Zones but sits 

lowest in the hierarchy and will always be overridden by any other schedule type. 

Show Now allows you to show content for a defined duration immediately. For example, for half 

an hour starting from now. After half an hour the content will revert to the Default content. 

Show At allows you to show content between two dates. Again, when this period ends the content 

will fall back to the Default. 

When you have created your Schedule click Save Schedule. 
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Step 2: Advanced Scheduling 

Advanced scheduling provides a great deal of additional functionality and flexibility in comparison 

to Simple Schedules. To access Advanced Schedules, click on the Advanced Schedule tab at the 

top. 

In this you will need to give your schedule a name before specifying the item that you want to 

display. Do this be clicking on Select Signage and pick the screen design to display. 

You can then specify what time of day you want the content to be displayed at. This will be 

displayed as ‘on the hour’ but you can also specify a time and also a duration in hours and minutes. 

You can then specify a recurrence and you have a few options; the first is Daily/ One Off. If you 

leave it on daily the screen design will be shown every day at the time specified. If you want this to 

only happen as a one off, you can select the One-Off option and then select a date that you would 

like the content to be displayed on.  

Weekly allows you to display content on specific days of the week and you can schedule this to 

repeat every so many weeks rather than every week. For example, you might have certain events 

that happen every two or three weeks so you can define a weekly rotation. You will need to 

specify a start week to make that work effectively. This is commonly used for lunch menus that 

rotate. 

Monthly shows the content on a certain date of every month and date restriction will restrict the 

schedule to working between certain dates, such as the next semester. 
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The final option that you have is to set your schedule as High Priority.  

If you set a high priority schedule it will orride existing scheduling, which might ordinarily interfere 

with the new scheduling that you have set up. 

For instance, you might have some scheduling that works for the next few months but you want to 

add a new schedule in to publicise a certain event. It will be inefficient for you you to have to 

remove the existing scheduling to accommodate the new event so if you set that event as high-

priority it will override the existing scheduling for the period of the schedule and then it will fall 

back to what was previously scheduled.  

If you select Save Schedule it will then be shown in the high priority schedules.  

 

 

 

Step 3: Overview 

To see which content is scheduled to be displayed and when you can can go to schedule 

overview.You can show the schedules based on zones or players and you can specify the week you 

would like to see. Any schedules that are in place will be shown on the overview.  


