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Manage Work Schedule Assignment

1

Select the My Client Groups tab 
from the CV360 homepage

2
Select the Person 
Management tile within the 
Apps area
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3

From the Person Management: 
Search page, key in the Name or 
Employee Number of the 
Employee

4 Select the 
Search button

Employees may be searched by 
Name, Person Number, or by 
Keywords
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5

From the Search Results 
section, select the Employee’s 
Name link

6
From the Employment 
page, select the Panel 
Drawer icon
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7 Select Work Schedule Assignment 
in the Absence Work Area

Payroll Coordinators may receive a scheduling error message when 
entering leave on behalf of an employee. If the CV360 schedule 
doesn’t match the Kronos Schedule, Coordinators may adjust the 
schedule in CV360 
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Payroll Coordinators may view the employee's current Work 
Schedule on the Schedule Assignment page. 

If the current Work Schedule Assignment is inaccurate, The End 
Date must be changed to the Effective End Date minus 1 business 
day before adding an updated Schedule Assignment. 

The current Work Schedule Assignment must be saved for 
historical reporting.
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8 Change the current Schedule Assignment End 
Date to the Effective End date -1 business day
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9 Add a new row to select a new Schedule 
Assignment for the employee. Select the Plus
symbol. 
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Kronos shares schedule and absence information with CV360. All 
available schedules should reflect in Oracle. The Kronos Schedule 
and CV360 Schedule must match.
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10 Select the Search hyperlink to select a new 
Work Schedule Assignment for the employee.
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11 Search the Department Name within the Name 
field.
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12
Enter the applicable Department Name or Abbreviation in the Name field and select Search. View 
the search results and select the appropriate Work Schedule Assignment.
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13 Select the Primary drop down list on the new Work 
Schedule Assignment and select Yes.

Ensure the new Work Schedule Assignment is correct, as CV360 will 
send the new schedule information to Kronos.
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14 Select the Review button to review your proposed 
changes.
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15 Select the Submit button to route your proposed Work 
Schedule Assignment change for approval.
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16 Select Yes to confirm the Work Schedule Assignment
change.
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17 Select OK to confirm the request.
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