(] StaffReady

Shift Bids and Bulk Shift Bids
User Guide

Scheduling Module

StaffReady  Spokane, WA  (877) 229-5230  www.staffready.com
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This user guide will cover the utilization and creation of shift bids and bulk shift bids within
the Scheduling module. It will also cover how to create a shift bid team and assign
employees to it.

Shift bids are used to put an unassigned shifts up for all or select employees to claim based
on your predetermined criteria such as seniority or availability.
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Create a Shift Bid Request

To create a shift bid for an unassigned shift, first navigate to the Manage tab of the
Scheduling module. (Figure 1)
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Next, select the Bid button from the Schedule Editor menu. (Green box, Figure 2)
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Next, select any of the shifts in the Unassigned Shifts section (Red box, Figure 2) to open the
New Shift Bid window.
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The New Shift Bid New Shift Bid x
window will allow you to
. . b - . .
create a new shift bid ey e e
for a shift of your Date Time Site
. sunday, 12/07/2025 08:00 - 16:30 Memorial Hospital - Spokane, WA 99201
choice, add employees
who the bid will be sent Create Shift Bid Add Shift
out to, or create a
preset team Of Filters: |Available | | Full-Time | | No Overtime | | Scheduled Today | | Skill Level | | Qualified| Clear Filters (Q) Save as Team
emp|0yees fOI’ the bld Undo Adds/Removes (221) Remove All
to be sent out to. Employee Department Job Title Hire Date Employment Type Add
X | Show Unscheduled
To add employees to

your bid request, select :
the Add link. Figure 1
(Green box, Figure 1)

This will open the New New Shift Bid > Add To Recipient List
Shift Bid> Add to

Recipient List menu. Employee OR  fleam
(Figure 2) Choose one... V‘ B

From here, you can
choose individual
employees to add to

the bid from the
employee dropdown Figure 2

menu. (Green box,

Figure 3)

New Shift Bid > Add To Recipient List

If you have any set up,
you can also select a

team from the Team Employee OR  HullTeam
Choose one... v
dropdown menu. (Red -
. Choose one... 2
box, Figure 3) Ashley Diaz H
Michelle Gonzalez
We will cover setting up Jerry Nguyen
a team on a later page. Keith Wear
Kenneth Thomas
lark Philline
Figure 3
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Once you've selected
your employees, you
can also add additional
shifts to the bid if you
want.

To do this select the
Add Shift button. (Green
box, Figure 1)

This will open the New
Shift Bid> Add Shifts
menu. (Figure 2)

Select the checkbox
next to any shifts you
want to add and then
close the window.

The New Shift Bid
window will update with
your selections.

To publish your shift bid
request, select the
Create Shift Bid button.
(Red box, Figure 1)

This will complete the
process.

New Shift Bid X

Job Description Assignment Location

Chemistry Chem 5 Charlie

Date Time Site

Sunday, 12/07/2025 08:00 - 16:30 Memorial Hospital - Spokane, WA 99201

Create Shift Bid Add Shift

Filters: |Available | | Full-Tir Qvertime | | Scheduled Today | | Skill Level | [Qualified| Clear Filters (0 Save as Team
Undo Adds/Removes (218) Remove A

Employee Department Job Title Hire Date Employment Type Add

Iris Li Core Lab Tech Assistant 4/26/19 Remove

Kathy Evans Core Lab [not set] 7/15/19 Remove

Michelle Gonzalez Core Lab [not set] 5/16/19 Remove

X | Show Unscheduled

Figure 1

New Shift Bid > Add Shifts X

U select
Date/Time Job Description  Shift Location All
12/07/2025 07:30 - -
16:00 Rapid Tests Rapid Testing A Rapid Testing [J
12/ :00 - —
<A20ES G500 Apple Room Apple Room AM 1st Floor U
16:30
12/07/2025 08:00 - . ) —
Supervisor Asst. Supervisor IV Cleanroom [_J
16:30
12/07/2025 08:00 -
Chemistry Chem 5 Charlie
16:30
12/07/2025 08:00 - IV Bags IV Bags 1st Floor O
16:30
12/07/2025 08:00 - . —
IV Bags IV Bags AM Chemistry O
1A-2N
Figure 2
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To create a Shift Bid team,
first select employees of
your choice as described
in previous steps.

Once you've selected all
employees, select the
Save as Team button.
(Green box, Figure 1)

This will open the Save as
Team menu. (Figure 2)

Enter a team name
(required) and a team
description if applicable
and then select the Save
Changes button.

Once the team is created,
you will be able to select
it from Add to Recipients
menu by selecting the full
team dropdown menu
and then selecting the
team. (Figure 3)
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New Shift Bid X

Job Description Assignment Location

Chemistry Chem 5 Charlie

Date Time Site

sunday, 12/07/2025 08:00- 16:30 Memorial Hospital - Spokane, WA 99201

Create Shift Bid Add Shift

Filters: |Available | | Full-Time| |No Overtime| | Scheduled Today | | Skill Level| | Qualified | Clear Filters (0) Save as Team
Undo Adds/Removes [Z13) Remove All

Employee Department Job Title Hire Date Employment Type Add

Iris Li Core Lab Tech Assistant 4/26/19 Remove

Kathy Evans Core Lab [not set] 7/15/19 Remove

Michelle Gonzalez Core Lab [not set] 5/16/19 Remove

X | Show Unscheduled

Figure 1
Team Name*

Team Description

Figure 2
New Shift Bid > Add To Recipient List X
Employee Full Team
[ vy OR
Choose one...
Figure 3
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You can also create or edit a
bid team from within the
Staff Module.

To do this, first navigate to
the Staff Module and then
select the Teams tab.
(Figure 1)

Next, select the Bid Teams
tree to expand it and then
select the Schedule you
want to create a bid team
for. (Green box, Figure 2)

Select the Add button. (Red
box, Figure 2)

This will open the Add Team
or Folder menu.

Select the Team tab and
then enter a Team Name
and description if

applicable.

Select the Save Changes
button when you are
finished.

Note: You must select a
schedule first before
creating a team otherwise
the process will not work.
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T

Find Tearr
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Find |[ Add |

Figure 1

g Employees p', Teams

YT © Core Lab

+ &% Acknowledgment Lists
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- © Core Lab
R, Bid Team 1
R LabTeam 1
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Figure 2

Add Team or Folder X

Team
cai Core Lab

Team Name * (i)

Description (&)

Save Changes

Figure 4
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Adding and Editing Bid Teams from the Staff Module

Once your team is
created, you will be
able to view the
Team and Team
Members color
bars. (Figure 1)

Select the team
color bar to expand
it. (Figure 2)

From here, you will
be able to edit the
team information
such as the team
name or team
description by
selecting the edit
link.

(Green box, Figure
2)

This will expand the
color bar and you
will be able to edit
the fields. (Figure 3)

A Lab Team 1
Find Te d || Add
m Fine Ac v Team +
&% Acknowledgment Lists
= 6% Bid Teams
= O CoreLab
p(oé‘: Tt +/ Team Members <P
A Lab Team 1
# 63 Review Teams
Figure 1
v/ Team —
Feedback O Help ®
Edit
Team Name *
Lab Team 1
Team Description
Lab Team 1
Figure 2
v/ Team —

Team Name * (O

Lab Team 1

Team Description ()

Feedback (O Help @

Lab Team 1

Figure 3
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Select the Team Members
color bar to expand it.
(Figure 1)

From here you can add
employees or remove them
or remove all of them.

Select the Add Employees
button to open the Add
Employees menu. (Figure
2)

Search for the employee
you want using their name
or any of the filters in the
menu.

Select the Add Employees
button to open the Add
Employees menu.

(Figure 2)

Search for the employee
you want using their name
or any of the filters in the
menu.

Once you've selected your
employee, select the Add
to Team button to
conclude the addition.
(Green box, Figure 3)
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Team Members =

Feedback (O Help® Audit )

Remove All

Remove
Remove
Remove

Add Employees |
¢ Employee Name < Job Title

Tech Assistant

¢ Department

Iris Li Core Lab
Katherine Evans Core Lab

Michelle Gonzalez Core Lab

Figure 1

Add Employees X

ore |

Name

Who would you like to add?

Full Name ()

Figure 2

Add Employees X
[ES Name
Who would you like to add?
Job Title
Full Name ()
Schedule Adriana Bathe
skillset Full Name Employee Id
Adriana Bathe AdrianaB
Job Grade Login Id Department
AdrianaB Blood Bank
Job Title Hire Date
not set 2022-01-10
Add to Lab Team 1
Figure 3
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