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This User Guide will provide an overview of the Schedules Editor including layout, button
functions, navigation, schedule status, and associated data tools.

The Schedules Editor allows you to view schedules in a condensed, flexible layout grid. In the
grid, you will be able to edit, manage and publish schedules that have been auto-generated by
the software using custom templates that you design and manage. Using the Schedules Editor,
you will also be able to manage all requested employee leave and shift requests.

The Schedules Editor saves significant time in managing and editing schedules previously
handled using manual methods such as paper and spreadsheets. Significant time is also saved
managing leave, eliminating paper forms, emails, phone calls and in-office visits.

Once you've mastered the basics of the Schedules Editor, you will be able to easily navigate
our software and seamlessly edit schedules to meet your scheduling needs. Other associated
topics related to the Schedule Editor, including Templates, are listed on the Resources Page.

(Please select any topic to skip to that section)
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Manage Tab

The Manage tab (Figure 1) is the quickest way to view schedules and perform quick edits
within a specific pay period. It allows you to modify existing schedules within the Schedules
Editor for as many schedules as you have permissions to view.
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Figure 1

Within the Schedules Editor, you will be able to filter the grid (Figure 2) to highlight or
exclude specific personnel, departments or schedules, adjust templates, and manage leave
and shift requests. Note that the information under each shift changes depending on which
filter(s) is selected. Filters are discussed on page 3 of this guide.
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Scheduling View Filters

The Scheduling View Filters are used for to refine your search parameters when viewing
shifts. Selecting or deselecting a button makes that filter active or inactive.

Use the Schedule Period
filters at the tOp Of the << Schedule < Week This week || T  2202020- 0V | Week > Schedule >>
page to select which - pr N R I MR CC
Calendar da‘tes you Sun Fri Sat Sun Mon Fri Sat
would like to view and Fi

. igure 1
edit.

Select the Time filter to view the start

and end times for each shift. ]
View e
Select the Location filter to view the
department (Location) assigned to each U Time OJ Hours
shift.
O Location O overtime

Select the Availability filter to view the time o
and location that each employee is O Availability O Notes

available to work.
U Errors J Shared

Select the Errors filter to display an icon
next to any shift which violates the rules Figure 2
determined in the Scheduling Setup tab.
Hovering over the icon will display details
about the rule violation.

Select the Hours filter to display how many
hours each employee will have worked at the
end of each assigned shift.

View e Select the Overtime filter to highlight any
employees assigned to work overtime as well

U Time O Hours as any shift(s) that will accrue overtime hours.

O Location O overtime Select the Notes filter to highlight any cells

which have Notes assigned.
Hovering over a Note will display its full

U Errors O shared text.

. Select the Shared filter to highlight any
Figure 3 employees who are scheduled across
multiple schedules.

O Availability O Notes
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The Modify Schedule Menu is the best tool for quickly making edits to an existing schedule.
This is great for when you need to make a change that only applies to a certain pay period
and not to an entire template. Selecting or deselecting a button makes that function active

or inactive.

Select a button in the Modify Schedule Menu to enable the filter and then select the shifts
within the grid editor to perform the desired action.

Modify Schedule 2

Edit Move
Copy Unassign
Explain Delete

Bid

Add Repeat Add
Note Repeat Note

Remove Add

Figure 1

Using the Explain

Tool

Select the explain
button to view the
history of a shift.
You will be able to
view how the shift
was created, all
actions taken on
the shift, any errors
which occurred
and why the shift
was or was not
assigned to an
employee.

©2022 StaffReady. All rights reserved.

Select Edit and a shift assignment to update any details of that shift
including location, start time, duration, and the length of any unpaid

break period.

Select Move and then a shift in the editor grid and then select the cell
for the new employee to assign the shift to. Note: The move action
also allows you to assign and unassign shifts from the Unassigned
Shifts list at the top of the grid.

Select Copy, select a shift in the editor grid, and then select the cell
where you would like to assign the new copy of the shift.

Select Unassign and then selecting an assigned shift will remove the
shift from the assigned employee and move it into the "Unassigned
Shifts’ list.

Select Delete and then a shift to permanently remove the selected
shift from the calendar grid. Note: Deleting a shift cannot be undone.
To re-create a deleted shift, use the Add or Copy function.

Select Bid and then an unassigned shift to open the Shift Bids
interface and select which employees will be asked to bid on the shift.

Select Add and then select a cell to create a new shift. This will open
the 'Add Shift" interface where you can select the Job Description,
Shift Assignment, Location, Start Time, Duration, and Unpaid Break
period for the new shift. Select Repeat Add to add new copies of the
last shift created with the Add feature.

Select Remove Add and then select any shift that was created using
Add, Repeat Add or Copy to delete it.

Select Note and then a cell to create a new note. This will open the
Add Note interface where you can enter a name and text for the note,
who is able to view the note (all employees, just the selected
employee, or only managers of the selected schedule). Use Repeat
Note to create additional copies of the last created note. This
functions similarly to Repeat Add for manually created shifts.
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Adjust Template

In some circumstances, you may occasionally need to make an adjustment to a schedule
template which our software uses to automatically build schedules for you.

The two functions that are included in this section are the Move or Unassign buttons.
(Figure 1)

Selecting the template Move feature allows you to reassign Template shifts to employees.
Select Unassign and then select an assigned shift to remove it from the Schedule Template.

Note: If unassigned, the shift will appear under the Unassigned Shifts heading at the top of
the template page. (Figure 2)

Note: The Scheduling Template is an

. advanced feature which requires
AdJUSt Template enablement by StaffReady Support prior
to use. Before utilizing this feature,

Feedback® | Help® | Audit please read our Scheduling Template
- Training guide or contact our support

. team for assistance.
Move Unassign
Figure 1
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Editing Template \ & ekl eek2. Editing Template
it 120 a1 |2z |ty s s o s raes e v o ovee)
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‘I [ N A 1 1
WeekDays WeekDays WeekNights WeekNights WeekNights WeekDays WeekDays WeekNights WeekNights WeekNights
WeekNights We ts OverNight OverNight OverNight WeekNights WeekNights OverNight OverNight OverNight
OverNight OverNight OverNight
Figure 2
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If you have supervisor permissions, you will need to occasionally respond to Leave Requests.
StaffReady’s scheduling module makes responding to requests easy, displays them on the
calendar and takes requests into account when auto building schedules so nothing gets missed.

The Manage Leave menu

(Figure 1) allows you to
create, edit, approve, deny, Leave Type* ®
and delete Leave or Sick | choose one v
Requests. Leave and Shift Feedback© | Help® | Audit
Requests are highlighted on : Bereavment
the schedule editor grid, New | et | Continuing Education
using colors preset in the Sick Pl
Scheduling Setup tab. Holiday
PTO

Figure 1 Sick
Select the New button then
select the cell corresponding Figure 2
to the employee and date
that the Leave should begin.
This opens the Leave New Leave Request x
Request pop up menu Leave Request
(Figure 2 & 3) where you can e — e — el e
enter the details of the new e ]
Leave Request. ey
Select the Edit button, R
then select an existing
Leave Request in the list or |
editor grid. This allows you
to update the details of the
selected Leave Request. Figure 3

Select the Sick button, then
select the cell for the

Create Sick Leave X

Next > I GO to Summary >> ‘

appropriate employee and
date to open the Sick Leave
pop up menu. (Figure 4) This
will allow you to assign Sick
Leave to the employee, and
reassign any shifts assigned
to them to another
employee. You can also set
the date range for the sick
leave request.

©2022 StaffReady. All rights reserved.

Sick Leave Date Range

Sick Employee: Derek Reese

Start Date End Date

[12/202020 | & [12/2012020 | B

Next> || Go to Summary >>

Figure 4
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Shift Requests

The Shift Request features functions much the same as leave requests. By accessing this screen
you will be able to easily view and respond to employee requests for shift changes such as
trades, giveaways, or requests for the shift to be unassigned to a given employee.

The Approve Shift Requests

menu allows you to view,

approve, and deny Leave Requests e

employees’ Shift Trade, Shift Feedback© | Help® | Audit corey, © Leavecites

Giveaway, and Shift Unassign ‘

requests, and approve any rscsion A0

. . . acation -

open Shift Bids on the 06/03/2024 - 06/07/2024

schedule Requested: 03/21/2024

) Fi 1 Confirm  06/03  Deny
igure

. @)
New | ‘ Edit | Request date

SeleCt RequeSts (F!gure APPT 2 HRS OR LESS (partial)
1) to open the Shift 06/04/2024 - 06/04/2024

. . Requested: 05/27/2024
Requgsts.llst (Figure 2) i 090 beny e
and highlight any

open Shift Trade and APPT OVER 2 HRS - ASP
G. . 06/07/2024 - 06/07/2024
Iveaway requests in Requested: 05/30/2024 .
the editor grid. Select
any request in the list Figure 2
or the grid to open the : :
.
approve shift change
WindOW, VieW detai|$, Showing 1 to 50 of 466
<<<12345678910>>>

and approve or deny + Type + Assignment $ From $To ¢ Trade ¢ Status $Status Date % Changed By
the req uest' Filter |F\\ler Type | |F\\Ler Assignment | |F\\ler From | |F\\Ler To | |F\\Ler Trade | |F\\Ler Status | |F\\Ler Ddlesl@ |F\\ter Chang |

Bid Shift ;:7;35;(:‘1)/804:00 Shift Bids Allison McAlister Confirm ?;’;67/2018 N/A
Select U nassign to Bid shift ;;;‘;;;;YSMOO Shift Bids Alicia Chou Delete ?ggg/zm N/A
VIeW’ a pp rove' or Bid Shift ;:7;;265‘3804:00 shift Bids Brian Curtis Delete ?::/;67/2018 N/A
de ny ? ny Sh Ift Bid Shift g@fozfzy&;ozoo Shift Bids Alicia Chou Request 32;7/2018 N/A
U nassign requ ests on Bid Shift gA;;ﬁO:/azy;l;o:oo Shift Bids Blair Williams Request tﬁgz/zms N/A
the schedule. Vooays 000 0s/1712018

Bid Shift 06/06/2018 Shift Bids Scott Petersen Request 15:31 N/A
Se | ect Bids to View a ny Bid Shift (V\)/\;;JOZ/aZy;‘\SO:OO Shift Bids Janelle Voight Request (1)::/;7/20% N/A
ope n Sh ift Bids o n th e Bid Shift gg;jozfzy;;ozoo Shift Bids Peter Silberman Request ?2:/;7/2018 N/A
schedule. You can Biashi MRS 1000 g jomn comnor Recuest e,
view who has agreed .
or rejected the shift Figure 3

bid and approve the
bid to automatically
assign the shift to any
employee who
agreed.
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Scheduling Menu: Additional Tools

While Manage is the primary tool you will utilize within Scheduling, you will occasionally need
to utilize other features to setup new job descriptions and employees and generate reports
based on currently created schedules. These are covered in greater detail in separate guides
but a brief summary of each is included below.

While they fall outside the purview of this document, it's important to know the location and
purpose of the other tools in the Scheduling Menu available within the Manage View Editor
module.

By selecting Setup, you can make changes to job descriptions, employees, shift cycles, leave
types, managers and messaging settings for as many departments as you have access to.
(Figure 1)

ﬂﬁ Setup
IEB I © Acme Food - Denver, PA
I Search for Schedule | -Find
+/  Job Descriptions +
© Acme Food - Denver, PA
@ Albertson's - California
® Alcon - Ft. Worth, TX \/ e ployees +

@ Alcon - Houston, TX

® Alcon - Huntington, WV
® Alcon - Irvine, CA

@® Alcon - John's Creek, GA \/ Schedule Leave Types +
® Alcon - Sinking Spring, PA

@ American Eagle Outfit

® AMPAC - Petersburg, VA Manage rs No manager messages are On in the Schedule Messages color bar +
® AMPAC - Rancho Cordova, CA
@ Bayer - Berkeley, CA

® Bayer - Radiology Sites - PA
@ Bayer - Saxonburg, PA

@ Raver - Whinnanv NI

Messages No messages have been turned on =+

Figure 1

Report generation is covered in the Reports Dashboard user guide.

NEW

l;l Welcome @ Calendar @ Reports ﬁ Reports Dashboard

Figure 2
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Here at StaffReady we tremendously value all feedback we receive. If you had a positive or
negative experience, we want to hear about it. We offer a number of avenues for accessing
our help resources both in document and video instruction as well as our learning center.

To streamline this process for you,

StaffReady includes built in tools for
Feedback, Help, and Audit (Figure 1) Feedback© | Help® | Audit[¥]
functionality throughout the interface.

Figure 1

Select the Feedback link (Figure 2) to
create a new Customer Support case.
Enter your contact information and a
brief description of any questions,

Name
problems, or comments, and our Barbara Dodd
Customer Support team will respond
promptly to your request.

Feedback X

Contact Email* ®
barbara.dodd@generalhospital.org

Sel_eCt the Help link to view all User Here at StaffReady we appreciate your feedback. Tell us how we can improve
Guides related to the StaffReady our experience with StaffReady.

module you are working with.

The Audit feature will always
pertain directly to the section of
the module that you are
currently in. cubmit

Select the Audit link to view
a detailed list (Figure 3) of
the last 10,000 actions
taken in the selected area

Figure 2

of StaffReady, including Audit Report x

what action was taken,

WhICh user account Name User Id Action Details + Date

performed Itl and When it Filter | |Filter Name | |F'\]ter User lc | |F\\ter Action | |FHter Details E

OCcCu rred- Barbara Dodd BDodd 5 Note updated for Elizabeth Martin on 11/04/2020

arbara bo © ave 10/25/2020 15:13

This is USGfU' 'FOI’ trouble Henry HRogland M Moved Early on 10/11/2020 to Elizabeth 10/20/2020

Shooting errors that Rogland_Training ogian ove Martin from Donovan Dorsey 13:30

occur during the :jgl;ynd_TraIning HRogland Unassign Unassigned Early on 08/16/2020. ?25222/2020

schedule bwldmg Henry HRogland c Copied Early on 08/16/2020 to Joseph 09/23/2020
P Rogland_Training oglan opy Gonzalez 16:08

process if it is done

manually. Figure 3
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This concludes for the Schedules Editor User Guide. We hope that you have a better
understanding 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 S5pm PST.
Phone: 1-877-229-5230

Online Support Form

Related Topics

Please select any link to skip to that topic.

‘Modify Schedule Menu ‘PDF Document

| |
‘Reports Dashboard ‘ ‘PDF Document ‘
| |
| |

‘Grid Dividers ‘PDF Document
‘Manage Leave and Shift Trade Requests

‘PDF Document
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