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Edit an Existing Schedule Pattern in
Kronos

Access Schedules

e Pop out Schedules

. Preferences...
o | -
Pop-out
Close
L

Loaded: 10:19 | Current Schedule Period El |52 | All Home and Transferred... El

& e [

Refrezn View Share
Comments

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

e e —————————

B i ik @ Ex = W | A e
Quick View Column  Visbilty  Selectsll  GsmitView  Sorting Toola Engines
Actione Selection Firtar
By Employee I 5/05-5/11 5/12-5/18
Weekly._ Assigned Sun 6/02 Mon 6/03 Tue 6/
Hane S- Hows '~ Manager I
2 |ango |2 £:00-16:00 800-16:00
: e 7:00-15:30 7:00-15:30
< Schedule Pattern | 2 7:30-16:30 7:30-16:30
| &S Addsnl 8:00-16:30 8:00-16:30
| ‘il Add Pay Code Dual Job xfer [0.0] {x) 9302000
& Insert shift transfer
930 -20:00
=% pppend shift
i 5% Replace shift
@ Edit Accrual Amounts 730-16:00 7:30-16:00
. B accrual pattem
| Fa  view Accruals
View Schedule Outline
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Schedule Pattern

Assigned to
Primary job Mone

E| |3| 11/20/2016 Farever 1 week 1 Week:7 - 1530(Mon, Tue, Wed, Thu,Fri)

| AddPattem | [ ok |

e Click on the pencil to edit the schedule

e The current schedule pattern displays, in this case the team member will
change their schedule and work 0800-1630

Schedule Pattern
Assigned to
Primary job None
Start Date End Date Duration Raotation
fgl (x| 11/20/2016 Forever 1 week 1 Week-7 - 1530(Mon, Tue,Wed,Thu,Fri)
Edit Pattern
AnchorDate:* |11/20/2016 53  StartDate* | 11,20/2016 552  End Date:* 22| Clear
@ Forever
Define Pattern for* 1 ®) Week(s) () Day(s) Override Other Patterns
Add Shift | AddPayCode | Shift Template - | PattemnTemplate ~ 71530 [+ [ Find |
e I I el i I el Rl
FICIR Comse mse s ms0 ms0
| Cancel | [ Apply |

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

e Ensure Override Other Patterns and Forever are selected
e Change the Pattern Template to 0800-1630 from the dropdown

| Mon-Fri,Ba-4.  Monday - Friday, 0800-1630 |
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Schedule Pattern

Assigned to
Primary job None
Start Date End Date Duration Rotation
& X 11/20/2006 Farever 1 week 1 Week:7 - 1530(Mon, Tue, Wed, Thu,Fri)
Edit Pattern
Anchor Date:* | §/02/2019 [ﬁ Start Date® | g/02/2019 ﬁ End Date:* IE Clear
Define Pattern for® 1 (®) Week(s) () Day(s) Override Other Patterns

Add Shift | AddPayCode | Shift Template = || Pattern Template = 81630 [+ [ Find |

R [T~ M .| 1. T 22 s B ..~ ..., M
SICIR om0 s el els0  slew

| cancel | | Apply |

e Click Apply
e Select OK if the schedule pattern is correct

Schedule Pattern

Assigned to
Primary job Mone

@ E| 6/02/2019 Forever 1 week 1 Week:8 - 1630{Mon,Tue,Wed Thu,Fri)

| AddPattern | [ oK |

e Save the schedule
e The team member’s schedule will display as below.

(A= it @ Er = W | A e

Quick View Column Vigibility Select all Gantt View Sorting Tools Enginea
Agtiona Selection Filter
By Employee l 5/05-5/11 5/12-5/18
Weekly... Assigned Sun 6/02 Mon 6/03
Cimrz S-  hows T- Manager I

2. 4000 2.  Fulkerson, Willi.. £:00-16:00 8:00- 16:00
8. 40.00 Marsh, Vickie V. 8:00-16: 8:00-16:30
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Additional Questions?

e C(Call the Help Desk at 434-924-5334
OR
e Goto KNOWLEDGELINK and enter a ticket online

p—y

IT HELP

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