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Edit an Existing Schedule Pattern in 
Kronos 

 
Access Schedules  
 

• Pop out Schedules 
 

 
 

• Maximize the screen 
 

  
 

• In Schedules or the Schedule Planner  
o Right Click on the team members name and select schedule pattern 

 

 

Name 
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• Click on the pencil to edit the schedule 
 

 
 
• The current schedule pattern displays, in this case the team member will 

change their schedule and work 0800-1630 
 

 
 

• Change the Anchor Date/Start Date to the Sunday which is the beginning of 
the pay period. (Example uses 6.2.19) 

• Ensure Override Other Patterns and Forever are selected 
• Change the Pattern Template to 0800-1630 from the dropdown  
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• Click Apply 
• Select OK if the schedule pattern is correct 

 

 
 

• Save the schedule 
• The team member’s schedule will display as below. 
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Additional Questions? 
 

• Call the Help Desk at 434-924-5334 
OR 

• Go to KNOWLEDGELINK and enter a ticket online 

 
 
See job aid located on the Kronos Welcome Page titled: 
Submit a Help Desk Ticket On-line  

 


