Ready

Setup View — Job Description Color Bar
Assign Job Descriptions to Qualified Employees

This reference guide provides a process overview of how to Assign Job Descriptions to Qualified Employees within the Job Description Color Bar in
the StaffReady Scheduling Module. The following process steps and instructional information are provided within this document:

e Add qualified employees to newly created job descriptions
e Increase employee availability within the job description menu
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Add Employees to Newly Created Job Descriptions

AddEmployees to Newly CreatedJob Descriptions

1. Click the Job Description
color bar.

2. Click on 0 employee(s).

3. For each employee who
is eligible to be
scheduled for the job
description, on the Skill
Level menu, click the
appropriate level.

4. Click Save Changes.
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Increase Availability within the Job Description Menu

After you have set each employee’s skill level for a job description, the system will alert you to days where qualified employees’ availability does not
match the shift assignments.

! ] The employee’s availability will not allow the shift assignment to be schedule during the system build.
There are some days within the employee’s availability pattern that the employee can be scheduled for the shift assignment.
/] The employee is available for the shift assignment on all days.

You can adjust an employee’s availability on a particular day to include the starting time and/or ending time of the shift assignment. If multiple days
of availability need to be updated, use the Edit Available Times menu for the employee. See the reference guide on Editing Employee Available
Times for more information.

IncreasingrAvailabilityawithinithedobDescriptionivient

1. For the employee whose

Employee Skill Level Consecutive Days Sun Mon Tue
availability you wish to increase
: vy : . ’ Bob Martin [Medum _ ~] |[WA 7] 0:51800) | OsB1200)
click the corresponding shift
assignment link. Mike Thompson  |[Medium ___ v]  |[N/A v] sa1@00) | @ss1300)
Josh Hartman | Low v| |[NA Y| O:z1 200) O:ei (s00)
Jim Bob | Not Qualified | |[N/A v |
The shift assignments with Andy Kopf [Vediom  +] |[WA 7] ge1(e00) | @1 (2:00)
starting and/or ending times

outside the current availability
of the employee are red.

The shift assignments with

Starting and/Or endingtimes Availability ol1]|2|3|a|s5|e| 7|89 101112131415 |16]17 181920212223
inside the current availability of Current Availability
the employee are blue. New Availabillty
Shifts o[1[2]3]a]s[e|7][e]o]10]11]12]13]1a]15]16[17[18[19]20]21]22]23
3M Pharmacy
2. For the shift you wish to alter the

employee’s availability, click
Assign.
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3. To finish updating the change to

availability, click Save.
or

4. To undo the change to
availability, click Cancel.
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