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One of the key components of schedule creation and competency management is being
able to group staff into new departments that you create or departments that already exist
within your organization. With the Departments feature, those groups can be customized
extensively to match your organization’s setup and needs.

Not every department functions the same and may have different parameters for how certain
schedule components are handled such as hours in the pay period or when overtime is
counted. At an even higher level, you can also add, edit, and manage your organization’s
properties. This includes setting up different holidays, leave types, addresses, and more that
can affect all departments and schedules.

Departments allows for this level of customization, resulting in more organized, efficient, and
transparent schedules especially for admins. Decisions come easier as data is grouped and
then accessed in an organized and familiar manner. Terminology and structure can mirror
your organization’s structure while also improving on previous manual scheduling processes.

Once you've mastered the creation and management of Departments and changing
organization properties, you will be able to enact change at all levels of your company with
ease and efficiency.

(Please select any topic to skip to that section.)
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To begin setting up departments, first navigate to the Departments tab in the Staff module.

(Figure 1)

Select the parent department you wish to add a sub-department to from the list. (Orange

box, Figure 1)

Next select the Add button. (Yellow box, Figure 1)
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This will open the Create Department pop-up window.
(Figure 2) Create Department X |
You must first choose where in the hierarchy this new Within ©
®) [top level]

department will reside. By default, the two options are the
top level and the department you selected previously.

You will be required to enter the Department ID (required
fields are marked with a red asterisk). We recommend that
this be the same as the Department Name. You may also
enter the Department Name and/or the name of the
Supervisor but those are not required fields.

Select the Save Changes button to create the new
department.
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To edit an existing department, first navigate to the Departments tab in the Staff module.
Select the department you wish to edit and then select the Edit link in the Department color
bar. (Yellow box, Figure 1)

You can choose to
update the
department name or
ID, the organization
name, or who the
supervisor is. You
can also choose to
adjust the hierarchy
of the department
by selecting the link
beneath ‘Within'.
(Yellow box, Figure
2)

This allows you to
adjust how this
department is
organized within
your departmental
hierarchy.

(Figure 3)

Click the Select
button to move the
department you're
editing to that
parent department
or subheading.
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You can also set up and edit Departmental and Organizational properties within the
Department color bar. Open the color bar for the department you wish to edit properties for
and select the Change link for Department Properties. (Figure 1)

This will open the

Department
Properties pop—up Department -
window. (Figure 2) Feechack® Help® Aui ) [
You can choose
. Department Name* Department Id* Within
from 3 different Clinic Clinic ftop level
tabs: Properties, careadydamor Baroars Dod Frmbipl
Overti m e’ an d ﬁzization Properties
Paer”' Departments
% Department Name Department Id Supervisor Email
Administration Admin [not set] [not set]
SeleCtIﬂg Properties f/m’\ \u HT [not set] [not set]
. Kendal Yards KY [not set] [not set]
and then selecting

the Edit link will Figure 1
allow you to adjust
the maximum
number of

employee can work

between all the Properties
Overti Property Value
schedules they are _ _ :
m The maximum number of consecutive days an employee can work between all schedules is 5 &l
a part of, after how 11140 = unlimited) Ed
h Overtime is counted after this many hours 40 Edit
many nours
. . Overtime Period Two Weeks Edit
OVert'me beg'ns Payroll Period Two Weeks Edit
accru | ng th e The maximum number of hours an employee can work in one week between all schedules  40.00 Edit
]

Save

duration of the
overtime period, Figure 2

the duration of the

payroll period, and ' Note: Leave Types must be added manually to individual schedules. It

the maximum will not be automatically added, only added to the options in the
number of hours an dropdown menu.

employee can work
between all
schedules.

Select the Save
button when

finished.
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By selecting the Overtime side tab,
you can view the list of overtime
periods that have been set up for
the given department. Each row lists
the start and finish date of each
period, along with the total number
of weekdays within each. You can
edit the pattern itself by selecting
the Edit link. (Yellow box, Figure 1)

This will open the Set Pattern pop-
up window. (Figure 2)

Once you have made your
selections, select the Save Changes
button.

By selecting the Payroll side tab, you
can view the list of payroll periods
that have been set up for the given
department. Each row lists the start
and finish date of each period, along
with the total number of days and
the total number of weekdays within
each. You can edit the pattern itself
by selecting the Edit link. (Yellow
box, Figure 4)

To change the pattern, select an
option from the Repeat Pattern
dropdown menu. (Figure 3)

Then, in the Start Date field, enter a
calendar date on which the new
pattern will begin. Select the Save
button once you are finished.

©2025 StaffReady. All rights reserved.

Pattern Start: Thu Mar 01, 2018
Pattern: W 2ekly
Edit

‘ Overtime
Payroll

Start Date Finish Date Total Days
ThuJan 21, 2021 Wed Jan 27, 2021 7
ThuJan 28, 2021 Wed Feb 03, 2021 7
Thu Feb 04, 2021 Wed Feb 10, 2021 7
Thu Feb 11, 2021 Wed Feb 17, 2021 7
Thu Feb 18, 2021 Wed Feb 24, 2021 7
Thu Feb 25, 2021 Wed Mar 03, 2021 7
Thu Mar 04, 2021 Wed Mar 10, 2021 7
Thu Mar 11, 2021 Wed Mar 17, 2021 7
Thu Mar 18, 2021 Wed Mar 24, 2021 7
Thu Mar 25, 2021 Wed Mar 31, 2021 7
save

Department Properties X

Total Week Days

LRt R T R T A AT ARt

Figure 1
Repeat Pattern* ®
Weekly v
Set Pattern X Bimonthly
Every 6 months
. Every 9 months
Repeat Pattern* ©® Every other Monday
Iweek|y vl Every third Monday
Fifteenth
Start Date* ® First
| | @ Five weeks
Four weeks
The start date Is the day the new pattern takes effect and must Month End
. Monthl
be a day in the future. )
Quarterly
Save Changes SRS
| Six weeks
F . 2 Sixteenth
I g ure Three weeks |
Two weeks
Weekly
Figure 3
Department Properties X
Payroll
Overtime Pattern Start: Thu Mar 01, 2018
Pattern: Twe weeks
I -
Start Date Finish Date Total Days Total Week Days
Thu Jan 28, 2021 Wed Feb 10, 2021 14 10
Thu Feb 11, 2021 Wed Feb 24, 2021 14 10
Thu Feb 25, 2021 Wed Mar 10, 2021 14 10
Thu Mar 11, 2021 Wed Mar 24, 2021 14 10
Thu Mar 25, 2021 Wed Apr 07, 2021 14 10
Thu Apr 08, 2021 Wed Apr 21, 2021 14 10
Thu Apr 22, 2021 Wed May 05, 2021 14 10
Thu May 06, 2021 Wed May 19, 2021 14 10
Thu May 20, 2021 Wed Jun 02, 2021 14 10
Thu Jun 03, 2021 Wed Jun 16, 2021 14 10
Save
Figure 4
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Selecting the Change Link below
Organization Properties in the

Department color bar (Yellow box, e
Figure 1) will open the Organization Department Name* Department Id* Within
. . Testing Department Test1 [top level]
Propel”tles pOp-Up WIﬂdOW. Organization* Supervisor Department Properties
sandbox356 Henry Rogland_Training Stange

From here you can adjust organzaton rope e

. Change
multiple property types
. . . Departments
InC|Ud|ng |eave, hOhdays: ‘D_EpartmentName Department Id Supervisor Email

phone types, addresses,

overtime settings, and payroll.

You can also adjust basic
properties such as the
maximum number of
consecutive days employees
can work on all schedules,
after which point overtime is
counted, the default type of
leave used when sick leave is
created, how many days long
the overtime period is, how
many days are in the payroll
period, and the maximum
number of hours an
employee can work in one
week between all schedules.
(Figure 2)

Additionally, you can elect to
prevent core users (non-
managers) from seeing full
schedules (including other
people’s shifts), viewing the
Reports Dashboard, seeing
any leave, or leave requests
besides their own, or from
being able to create shift
giveaway or trade requests. It
should be noted that you
must contact StaffReady

support for these settings to
be enabled.

©2025 StaffReady. All rights reserved.
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Feedback© Help® Audit

No Results Found

Figure 1

oo —— ]
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R T T T %
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Color of schedule cell notes added by shift trades and giveaways FF8000
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CEE - o coios v prouimiy eaureon T
Fog for sty f he ekt i h U. T 1 alow eniryand . Fale 0 ide vl T
The type of leave used when a holiday is created Holiday
Rule that assigns leave when a holiday is created aRuleHolidayLeave E
Overtime is counted after this many hours a0
Number of hours worked in a pay period for 1 FTE a0
The type of leave used when sick leave is created Sick
Overtime Period Two Weeks
Payroll Period Two Weeks
The maximum number of hours an employee can work in one week between all schedules 40.00
Limit Core Users: Set to false to prevent core users from seeing full schedules (including other people’s shifts) in their calendar T
Limit Core Users: Set to False to hide the Reports Dashboard from core users T
Limit Core Users: Set to False to prevent core users from seeing any leave, or leave requests, but their own T
Limit Core Users: Set to false to prevent user from being able to create Give or Trade shift request, which allows them to see other people’s shifts T
Figure 2

Edit Property X

Property Name ©®

Maximum Days

Description ®

The maximum number of consecutive days an employee can work between all schedules is 1-14 (0
= unlimited)

Value* ©®

E

Save Changes

Figure 3

Selecting Edit on any of these properties will open the Edit
Property pop-up window. (Figure 3). Update the value and
then select the Save Changes button.
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Leave Types can be used by any
Department within your organization. Department No employees or sub-departments -
To add a new Leave Type for your Fesdhack® Hep® At

organization, first navigate to the

m

department color bar and then select | rmenere Deparmentide won
the Change ||nk Underneath Organization® Supervisor Department Properties
i 1 H sandbox356 Henry Rogland_Training Change
Organization Properties. (Yellow box, e W
Figure 1) This will open the e
Organization Properties pop-u Nonactmanee
9 P pop-up Figure 1

window.

In the Leave Types side tab, select
the New link. (Yellow box, Figure 2)

Organization Properties x

Leave Types

® show Open O show Closed O Show All

This will open the Edit Leave Type
pop-up window. (Figure 3)

Phone Types Leave Type UsedOn  MinimumDays Initial Status  Employee Selectable ~ Color  New

s 14 Request No

l

Bereavment

Continuing Education

You can enter the Leave Type ID,
Leave Payroll Code (if applicable), —
and select whether or not the leave tuties o oty o
type should be available to staff. You Figure 2

FMLA 14 Request Yes

Holiday 14 Confirmed Yes

N |

can also set the status that the
request will begin as. The Request . =
. Initial Status* ®
status means that the request will ‘
need approval, Confirmed means S 1 Request 4
that the request will be automatically Leave Code ® Request
confirmed when it's submitted, and |LesvePayroicode | Confirmed
H 1 . [) Employee Selectable ® . .
Avallgblllw means that the request is e Availability
conditionally approved pending [Request 7] Text Color® @
confirmation (Figure 4). You can also Background Color* © Figure 4
edit the color of the background for °°F .
ext Color* ®
the leave request or text color [Freeer |
(Figure 5), and the number of days Minimur Request Days* © Background Cokre €
from today that employees are 14 | pm— '
. No Longer Valid ® Text Color* G
prevented from making that request. [Close pate 1=
It is not required but you can choose
the date that the leave will no longer STS—
be used. Figure 3 Figure 5

Once finished, select the Save
Changes button.
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Selecting the Holidays side tab will allow you to edit or create a new holiday within your
organization that can then be set up for each department. To create a new holiday, select the
New link (Orange box, Figure 1). This will open the Define Holiday pop-up window. (Figure 2)

Enter the name of

the holiday into the

Holidays
Holiday ID field and

Holiday Definitions

th en dete rm |n e Display Holiday Start Date Recur Pattern New
O) Black Friday Fri Nov 23, 2018 Thanksgiving Day US Edit

what pattern the v
Christmas Tue Dec 25,2018 Christmas Day Edit

holiday will use.

Figure 1

Team Rotation: You can also set up a team
rotation to determine which employees will
work that holiday going forward.

If you choose to enable Team rotation
(Yellow box, Figure 2), you can select the
first team and the last team (Figure 3) which
will determine the range of teams that will
work that holiday.

Enter the start date (Figure 4) for when the
Organizational holiday begins as well as the
stop date after which the holiday will no
longer be created.

You will also need to set whether the holiday
builds automatically or manually. The
Automatic radio button will use the pattern
previously chosen and the Manual radio
button will let you create each holiday every
year. (Yellow box, Figure 4)

©2025 StaffReady. All rights reserved.

Define Holiday X

Holiday Id* ®

I I
Pattern* ®

| Choose One V|

Team Rotation

() Use Team Rotation ®

Holiday Build

Start Date ® Stop Date ®

I |2 | | &

® Automatic O Manual ®

Save Changes

Figure 2

First Team ® Last Team &

Figure 3

Holiday Build
Start Date G Stop Date ®

I &2 ] | &

® Automatic O Manual G

I Save Changes

Figure 4
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It is common at many
organizations for employees
to have multiple phone
numbers to be contacted at
such as a home or mobile
number. As before, any phone
types created here can be
utilized by any employee or
department. To begin
entering a new phone type,
select the Phone Types side
tab and then select the New
link. (Yellow box, Figure 1)

This will open the Insert
Phone Type pop-up window.
(Figure 2)

You can enter the short name
for the type (ID), the full name
(type name), a description,
and a discontinue date if
applicable.

Once you have made your
entry, select the Save
Changes button.

Selecting the Address side
tab will allow you to adjust
default address values and
enter new or edit existing
addresses. (Figure 3)

Select Edit next to the
address type you wish to edit
or new to create a new type.
Selecting these links will
open the Insert Address Type
or Edit Address Type pop-up
windows, respectively.
(Figures 4 and 5)

©2025 StaffReady. All rights reserved.

Organization Properties

Leave Types Phone Types
[Lonetipes | yp

Type Id Type Name

Description Discontinued

Figure 1

Insert Phone Type X

Type Id* ®
Type Name ©®

Description ®

Discontinue G

Date to stop using i}

Save Changes ‘

Figure 2

Address

Address Types

Type Id Type Name

Description Discontinued

Z
i
=

Business Address

Default Address Values

Type* ® Attention ®

m
=3

Street Address* ®

“l

| Business Address

|[12345 Any street |

City* ® State* ©® Zip Code* ® Zip Code Plus G Country ®
[Anytown | [Anystate |[e0210 ]| | [usa |
Save Changes ‘
Figure 3

Insert Address Type X

Type Id* ©
Type Name ®

Description ®

Discontinue ®

Save Changes

Figure 4

Edit Address Type X
Type Id* ®

Business Address

Type Name ©®

Description ®

| Discontinue ®

Date to stop using ml

Save Changes

Figure 5
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By selecting the Overtime side
tab, you can view the list of
overtime periods that have been
set up for the entire
organization. Each row lists the
start and finish date of each
period, along with the total
number of weekdays within
each. You can edit the pattern
itself by selecting the Edit link.
(Yellow box, Figure 1)

This will open the Set Pattern
pop-up window. (Figure 2)

To change the pattern, select an
option from the Repeat Pattern
dropdown menu. Then, in the
Start Date field, enter a calendar
date on which the new pattern
will begin.

Once you have made your
selections, select the Save
Changes button.

Selecting Payroll (Figure 3) you
can view the list of payroll
periods that have been set up
for the entire organization. Each
row lists the start and finish date
of each period, along with the
total number of weekdays within
each. This can be useful for
admins or for HR purposes for
your entire organization.

Organization Properties X
ESTN Overtime
m ~+2== Start: Thu Mar 01, 2018
Patterr Weekly
o
Thu Jan 28, 2021 Wed Feb 03, 2021 7 5
m Thu Feb 04, 2021 Wed Feb 10, 2021 7 5
Figure 1
Set Pattern X
Repeat Pattern*
[ weekly v
Start Date* G
The start date is the day the new pattern takes effect and must
be a day in the future.
Save Changes
Figure 2
Organization Properties X
Payroll
| m Pattern Start: Thu Mar 01, 2018
Pattern: Two weeks
| E
Start Date Finish Date Total Days Total Week Days
Thu Jan 28, 2021 Wed Feb 10, 2021 14 10
m Thu Feb 11, 2021 Wed Feb 24, 2021 14 10
Thu Feb 25, 2021 Wed Mar 10, 2021 14 10
m Thu Mar 11, 2021 Wed Mar 24, 2021 14 10
Thu Mar 25, 2021 Wed Apr 07, 2021 14 10
Figure 3

Selecting Edit will again open the Set Pattern pop-up
window. Select an option from the Repeat Pattern dropdown
menu. Then, in the Start Date field, enter a calendar date on
which the new pattern will begin Select the Save Changes

button once you are finished.
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This concludes the User Guide for Departments. We hope that this guide has provided you
with all the information you need and how the feature functions within the entire framework
of the Staff 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 skip to that topic.

Staff Overview ‘PDF Document ‘
Holidays ‘PDF Document ‘
Staff Color Bars ‘PDF Document ‘
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