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A foundational component of the StaffReady Scheduling module is being able to add and
remove employees. As employees join or depart your organization, you will need the

flexibility to make changes to your personnel without worrying that it will alter your automated
schedule build.

Unlike manual scheduling, significant information about each employee may be stored in the
employee’s profile including information regarding their qualifications, availability, and other

identifying information such as their User ID and contact information. Significant time-savings
are recognized by being able to manage employees centrally in a cloud-based solution.

Once you've mastered this feature, you'll have an additional tool for managing personnel and
a greater understanding of the robustness and flexibility of the StaffReady Scheduling
module. Other topics related to Adding and Removing Employees are listed on the
Resources Page.

(Please select any topic to skip to that section)

Adding New Employees pg. 3

Entering Employee ID Information pg. 4

Adding Employee Qualifications pg. 5

Adjusting Employee Availability pg. 6

Completing Employee Setup pg. 7

Adding Existing Employees to a Schedule pg. 8

Removing Employees from a Schedule pg. 9

Reinstating Removed Employees pg. 10

Resources pg. 11
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To begin adding a new employee to a schedule, first navigate to the employees color bar
panel within the schedule you wish to edit and select the blue new link. (Figure 1)
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Figure 1

Selecting the new button will open the Add Employee Wizard. (Figure 2) The wizard allows
you to search for existing employees or create new ones. If you type in the name of an
existing employee, a list of search results will appear and you can move forward with adding
an employee who is already present in your organization.

Add Employee Wizard X

Enter the Name, StaffReady Login Id, or Employee Id of the employee you would like to add to the schedule.

Kobi On Wenobi

Q|

Figure 2

Otherwise, if you'd like to setup a brand new employee, type in their name and then select
the Create New Employee button to progress to the next section of the Add Employee

Wizard. (Figure 3)

You Searched For: Kobi On Wenobi

No Matches Found: | Create New Employee

Add Employee Wizard X

Figure 3
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Fill in the required fields
marked with a red
asterisk. This includes Full
Name, Employee Hire
Date, Employee ID,
StaffReady Login ID (It is
recommended this be the
same as Employee ID),
Password, and Require
Password Change Date.
(Figure 1)

Selecting the blue arrow
icon will auto-populate
an ID using the “first
initial last name"” format.

Selecting the same icon
beside Reset Password
will generate a new
random password.

If you choose to, you can
also enter contact
information for the new
employee, the schedule
they are to be assigned to
from the dropdown
menu, how their name
appears on the schedule,
and the calendar date on
which they will begin
working.

(Figure 2)

Once you have finished
entering this information,
select the next button.

If no duplicate employees
exist, you will be prompted
to select the next button
again. (Figure 3)

©2023 StaffReady. All rights reserved.

Employee Information

Add Employee Wizard X

Full Name* G

Kobi On Wenobi

StaffReady Login Id*
13

Employee Hire Date* G

01/08/2021 i

Password*
13

Employee Id* G
=g

Require Password Change* G

01/08/2031 &

Department* Job Title
th Floo [not set]
Contact Information
Email Address Phone Number
Choose Phone Type v
Schedule Information
Schedule Name on Schedule Schedule Start Date G
6th Floor Days v Kobi On Wenobi 01/08/2021 &
< Previous ‘ Next > ‘ Cancel ‘ Finish ‘
Figure 2

3]

Contact Information

Email Address ®

Schedule Information

Phone Number ®

Choose Phone Type v

Schedule ®

Name on Schedule ®

Schedule Start Date ©

—
< Previous | Next > | Cancel ‘ Finish |
Figure 3

Add Employee Wizard X

No duplicate employees were found in the system. Click the 'Next' button to continue with adding the employee to
the Schedule or click the 'Finish' button to exit the wizard. The employee will be added to the schedule on finish or
exit but additional setup will be required later to complete the process.

Information Entered:

Name StaffReady Login Employee Id Email
Kobi On Wenobi KwWenobi Kwenobi
Figure 4
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If the new employee is pinned to skillsets via department, schedule, or job title, those
skillsets will be listed below the Skillset ID heading. (Figure 1) If they are not pinned, it will
display ‘'no results found.’

Add Employee Wizard X

Employees can be pinned to skillsets via department, schedule, or job title. This employee will automatically be
added to the skillsets listed below.

Skillset Id Level

ESR ESR - Hematology Restore

Hemaocue Hemocue - Hematology Exclude

Mini Vidas Mini Vidas - Chemistry Restore
Figure 1

Selecting Next will advance you to the next section of the wizard (Figure 2) where you can
update the qualifications the employee should have for each job description. Once you've
made your choices, select the Next button. To learn more about how Job Descriptions

function within StaffReady, please look at our Job Descriptions user guide.

Add Employee Wizard X

Name on Schedule Schedule Start Date @ Availability Pattern FTE

Jimbob 02/04/2021 Two weeks (01/25/2021 - 02/07/2021 ) edit 1 edit
Assigned To: 0 Job Descriptions view

Job Description Skill Level Consecutive Days Sun | Mon | Tue | Wed | Thu | Fri | Sat

Earth Evening | Not Qualified V‘ | NIA v ‘

Earth Evening Early | Not Qualified V‘ | NIA ~ ‘

Earth Evening Late | Not Qualified V‘ | N/A v ‘

Earth Evening Weekend [ Not Qualified v | [na ~] ;
Earth Evening Weekend Early | Not Qualified V‘ | NIA v ‘ I
Earth Momning [ Not Qualified v | [nA ~]

Weekend Day (short) [ Not Qualified v | [na ~]

Earth and Sun Day | Not Qualified V‘ | NIA v ‘

Weekend Day [ Not Qualified +| [na ~]

Earth Weekend Overlap | Not Qualified V‘ | NIA v ‘

Sun Overnight | Not Qualified V‘ | NIA v ‘

Earth/Wind/Water | Not Qualified v | [N/A v

Sun Weekend Night [ Not Qualified ~| [na~]

Figure 2
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After selecting which shifts the employee is qualified for, you can choose to configure the
employee’s availability. It is not required and can be set at a future date. Enter the As Early
As’ and ‘As Late As' times you want, the location they should be assigned to (by default this
is set to ‘All Locations’).

Add Employee Wizard X
Name on Schedule Schedule Start Date @ Availability Pattern FTE
Kobi On Wenob 01/08/202 Weekly (01/05/2021 - 01/11/2021) edit 1 edit
Time and Locationa Qualified Job Descriptions @

As Early As © | 04:30 v +Job Description Location Earliest Start Time Latest End Time
As Late As @ [19:15 v (]  AM Shifts 6th Floor Lab 08:00 16:30
Duration 14 hours 45 minutes  []  Night Shifts 6th Floor Surgical 21:00 05:30
Location © [ All Locations ~| O PM Shifts 6th Floor Lab 16:00 00:30
Availability Calendar @
Period @
[01/12/2021 - 01/18/2021 v |
Sun Mon Tue Wed Thu Fri Sat
01/10 01/11 01/12 01/13 01/14 01/15 01/16
4:30 - 4:30 - 4:30 - OFF OFF
19:15 19:15 19:15 4 5
All Locations All Locations All Locations
1 2 3
01/17 01/18 01/19 01/20 01/21 01/22 01/23
OFF OFF
< Previous || Next > || Cancel || Finish
Figure 1

Next, select the schedule period you wish to edit and select days from the calendar grid on
which the employee should be available. Once you've made your selections, select the Next

button.

Note: If you would like to learn more about Employee Availability, please check out our
Employee Prerequisites user guide.

©2023 StaffReady. All rights reserved.
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Now that all required information has been filled out, you will be able to send a notification
email to the employee who is being added to the schedule. Type in the email of the
employee in the recipient field, check the send to recipient box, and then select the Finish
button. A notification message is automatically generated but you may change the body text
if you wish to. Once you're done, select the Finish button. (Figure 1)

Add Employee Wizard X

Summary Notification:

Recipient: ® Notification G
IKWenobi@jedi.org| (J send to recipient
Subject:

IYour StaffReady account has been updated

Body:
Hello Kobi On Wenobi,

Admin Barbara Dodd has updated your account.
You have been added to the following schedule:

6th Floor Days

Sincerely,
StaffReady

< Previous Cancel || Finish

Figure 1

Your newly created employee will appear at the bottom of the list of employees within the
Employee color bar panel. (Figure 2)

=+ 3 Alicia Chou 1.00 No Availability  Edit Account Info Remove
=+ 35 Robert Scott 1.00 Weekly 08:00-05:30 unt Info  Setup Remove
= - 1.00 Weekly 04:30-19:15 ccount Info Remave

Figure 2
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If you would like to add an existing employee to a schedule, you can also do that through the
Employee color bar panel. Select the Add Employees button to begin this process. (Figure 1)
You can search for the desired employee by name, department, or job title. (Figure 2)

Employees

Add Employees

Feedback© Help® Audit ]

[l Display Dividers

Figure 1

Once you've found your
employee, select the Add
Employee button (Figure 2)
to add the employee to the
schedule. Your newly added
employee will appear at the
end of the employees list.

You can also search for an
employee to add by

Add Employees X
_ Who would you like to add?

Name

Full Name

Henry Rogland_Training

Full Name Employee Id
Henry Rogland_Training HRogland
Login Id Department
HRogland General Hospital
Job Title Hire Date

7/2/20 12:00 AM &

Add Employee

department. Select the

Figure 2

Department tab and you will
be either able to search for an
employee by name or select
all employees within a given
department. Selecting an
individual department will
expand it to display all
employees within that
department. (Figure 3)

Selecting Job Title allows you
to search by name or by
browsing through the list of
Job Titles. You can select all
employees with a given job
title by clicking the Select Al
Employees link or by clicking
the position to expand it and
find a specific employee.
(Figure 4)

©2023 StaffReady. All rights reserved.

Add Employees

EE3NN Department

| Find employee or department | Find

-
+-Er Clinic

+-Er Core Lab

Select All Employees

Select All Employees

B Inpatient Pharmacist Select All Employees

#-EA Inpatient Technician Select All Employees

+-A North Main Select All Employees

Add Employees
EESN Job Title
[[Find employee or job title | | Fina
+-&CLT Select All Employees
+ % Director Select All Employees
- HUC Select All Employees

Figure 5
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You may need to remove an employee from your schedule so that the system stops
automatically assigning them work. A common reason for this occurring is when an employee
leaves your organization. Open the Employee color bar panel within the schedule you wish to
remove an employee from, and locate the employee you wish to remove. Select the Remove
button. (Figure 1)

No Availabilit Edit Account Ir Remove

]
“

4 assigned Weekly No Availability Edit Account Info Remove

“»
—

]
“

Edit Account Info  Setup Remove

]
“
o

1

1

1.0 5 assigned Weekly No Availability Edit Account Info Remove
1

1

gned Weekl 02:00-05:3 Edit Account Info Remove

“
T
T
D

Figure 1

This will open the Remove Employee From Schedule pop-up window. In the Remove Date
field, enter the last day that the employee should be active on the schedule. Select the Save
Changes button to confirm. (Figure 2)

Remove Employee From Schedule X

Remove Date G

01/07/2021

Save Changes

Figure 2

A removed employee will appear at the bottom of the employee list. It will also display the
last date that they are on the schedule below their name. To see them you must have Show
All enabled in the dropdown menu for the Employees color bar. (Figure 3)

Edit

o Account G Reinstate
Availability =
(

Cameron Phillips ; No
DU 1.00 1 assigned Weekly

4 01/11/2021 -

Figure 3
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Reinstating Removed Employees

If you need to reinstate a removed employee, navigate to the Employee color bar panel and
select the dropdown menu furthest right. It will display ‘Show All" and ‘Hide Removed'.
(Figure 1)

Make sure that ‘Show All" is selected and then scroll down through the list. Employees that
have been removed will be displayed at the bottom of the list.

+/ Employees -
Feedback© Help® Audit ¥

Add Employees (J pisplay Dividers

Order Name On Schedule FTE Job Descriptions Availability Available New
Pattern Time

Search | Clear | ISearch Name I IMm I IShowAII V‘ |ShowAII V| Show All v
Edit A Hide Removed
t t
: Derek Reese 1.00 6 assigned Weekly 08:00-05:30 lf'& M
- Inio

Figure 1

Select the Reinstate button to restore the employee to the schedule. (Figure 2)

Allison McAlister No Edit Account
36 , A a d Weekly o Reinstate
05/15/2018 Y Availability Info 0
Sheev Palpatine Edit Account :
37 d 5 assigned Weekl 02:00-05:30 Reinstate
01/07/2021 E y Info @ Reinstare |
N Edit A t ]
38 Barbara Dodd 05/15/2018 1. 4 assigned Weekly ne cltAccoun 0 Reinstate
Availability Info
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Figure 2

Once an employee has been reinstated, the button next to their name will now display as
Remove. (Figure 3)

No Edit Account
4 Henry Rogland_Trainin, 1.00 0 assigned Weekl D Setu Remove
H YRogland_Trdining o o gned e Availability Info —

Figure 3
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This concludes the User Guide for Adding and Removing Employees. We hope that this
documentation was helpful and provided knowledge of this feature and how it functions
within the entire framework of the Scheduling Module.

For more focused Guides on the functions and features discussed in this document, please
check out the linked Guides on this page for supplemental reading.

For further assistance, please contact our Support Team directly.
Our service hours are Monday through Friday, 6am to 5pm PST.

Phone: 1-877-229-5230

Online Support Form

Related Topics

Please select any link to view that document.

‘PDF Document

‘Employee Prerequisites ‘

‘Schedule Observers ‘ ‘PDF Document
|
|

‘Job Descriptions

PDF Document
‘PDF Document

‘Enforced Rotations
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