Employee Kronos Self-Service — Creating and Managing Availability

Creating Availability
Viewing your availability:

To view your current availability, click on the
Availability menu item.

You will see a calendar view. This is where you will
enter your availability preferences.
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Selecting an availability template: When you select
an availability template, you are entering your schedule
preferences or your ability to be available for extra
shifts.

Click on the Availability menu.

Click Apply a Pattern.

Select the pattern from the available list.

In Availability Start Date enter the date on

which you want the pattern to start.

5. In Availability End Date enter the date you
want the pattern to end or select Forever.

6. Click Save and Close.
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Editing your availability pattern: You can edit your availability for a specific day or a range of dates.

1. Click on the Availability menu item.The Edit

Availability box opens. Your current availability

for the selected day appears on the right.

Select the date you need to modify.

3. Inthe Start Time and End Time enter the times
on which your edit starts and ends.

4. Select the Type of availability from the drop
down box.

5. If you only want the change to affect the specific
day, click Save.

6. If you want this change to repeat for several

consecutive days, enter the end date in the Repeat

your current availability until box and click

Repeat & Save.

Click Close.

8. Click Refresh on the Availability page to see the
updates to your availability.
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Edit your current availability: Current Availability:
Start Time = End Time Type 412812006

12:00AM - 7:004AM Unknowin
TO0AM - 11:30PM Available
11:20PM - 11:59PM Unknaswn

Unavailable v Qave ?

Repeat your current availability until:

Repeat & Save
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