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(Please select any topic to skip to that section)

This user guide will cover all the improvements and features provided by our updated 
calendar. This calendar will eventually replace our old version of the calendar (the Legacy 
Calendar) and is designed to be more mobile friendly and easy to use.

This user guide will cover all basic operations within the new calendar, where information is 
located, and how to make new leave requests.
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The New Calendar is available from the Home screen to the right of the Legacy Calendar. 
(Green box, Figure 1)

Figure 1

Figure 2

Select that tab and the new calendar will open, the Legacy Calendar tab will not appear 
while the new calendar is being accessed. From the new calendar, your assigned shifts, leave 
or shift requests, and notes will be visible as with the legacy calendar. (Figure 2)
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Select any calendar cell to open the calendar popup menu on the right side of the screen. 
(Figure 1)

Figure 1

Figure 2

Figure 3

From here, you can select any of the menu entries to view information about that day. 

Selecting Assigned Shift will 
open the Assigned Shift tab. 
(Figure 2)

The name of the shift, its date 
and duration, site, and location 
will be displayed.

Selecting Shift Requests for a given day will display any of your active shift requests that 
you’ve submitted. (Figure 3) Selecting details (Green box, Figure 3) will display any specifics 
about the shift such as if the request would create a conflict. (Figure 4)

Figure 4
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Figure 1

Selecting Shift Bids will display any bid requests that require your response on a given day. 
You can either agree or disagree with the bid to resolve it. (Figure 1)

As with Shift Requests, all pertinent shift information will be displayed. 

Figure 2

Selecting Leave Requests will allow you to view any leave requests that you have for a given 
day, as well as any employees who have previously requested leave as well as what the 
status of their leave request is. (Figure 2)
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Figure 1

Selecting Schedule Notes will display any notes for a given day. (Figure 1) They will either be 
labeled as Private which only you are able to see, or All which is visible to each employee on 
that schedule. 

Figure 2

Selecting My Tasks (Figure 2) will 
display a list of all assessments and 
tasks with the number of overdue, 
assigned, and upcoming tasks for 
Assessments, and overdue, due soon, 
assigned, and upcoming for Tasks 
respectively. 

Selecting any of the blue hyperlinks 
(Green box, Figure 2) will open the 
Tasks menu.

Depending on your role and 
permissions, you will have the option to 
view statuses, document, requirement, 
and skillset information, assigned and 
due dates, and an option to begin 
tasks. (Figure 3) Figure 3
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Figure 1

Figure 2

Selecting Schedules will display details 
for all schedules you are assigned to. 
(Figure 1)

Selecting the view details button will 
open the View Schedules menu. 
(Figure 2)

From here you can select from the 
dropdown menu any schedule that you 
are assigned to, and then below it you 
will be able to view if a schedule has 
been published in the HTML field. 
(Figure 3)

Selecting any of the view links (Green 
box, Figure 3) will open a 
downloadable version of the schedule. 
(Figure 4)

It will include a full schedule 
breakdown for everyone assigned 
during the schedule period and the 
shift they are assigned to, and can be 
downloaded in portrait or landscape 
format. Figure 3

Figure 4
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Figure 1

Figure 2

Figure 3

Figure 4

To submit a new leave 
request, select the Enter 
Leave button (Green 
box, Figure 1) at the top 
right corner of the  
menu.

This will open the 
employee schedule 
management popup 
menu. (Figure 2)

Enter in your start and 
end dates and the 
leave type in the leave 
drop down menu. 
(Green box, Figure 3)

Managers will also be 
able to switch which 
employee the request 
is for. 

Selecting the Leave for 
Schedule tab as a 
manager will allow you 
to approve or deny 
leave requests for any 
day, not just the day 
that was initially 
selected. 
(Figure 4)
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Holiday Setup PDF Document

Leave Types PDF Document

Leave Calendar PDF Document

My Schedules PDF Document
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This concludes the User Guide for the New Calendar. While not being an exhaustive
resource, we hope that you have at least a cursory 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
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https://mwstraining.maplewoodsoftware.com/guides/mws/myschedulesminibar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/leavereviewcalendar.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/scheduleleavetypes.pdf
https://mwstraining.maplewoodsoftware.com/guides/mws/HolidaysUserGuide.pdf
https://staffready.com/customer-support

