
How to Edit a Payroll Schedule – Page 1:  

 

Click on the plus sign to the left of the Plan Year, which will expand the schedule as shown on Page 2:  

 

 

 

 

 

 



How to Edit a Payroll Schedule – Page 2:  Certain dates are not editable, if there is no gear wheel.

 



How to Edit a Payroll Schedule – Page 3: The rows where the gear wheel can be clicked are still editable 

and can be changed by entering the new date into the field as shown below:  

 


