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This reference guide provides an overview of how to add and edit shift assignments within ScheduleReady 4.5. The following process steps 
and instructional information are provided within this document: 

 Add new shift assignments 
 Edit shift assignments 
 Create manual shift assignments 
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Add Shift Assignments 

Add Shift Assignments 

1. Click Job Description. 

 

2. Click 0 assignment(s). 
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3. Click Add a shift. 

 
 

4. In the Assignment Id box, type a 

value no more than 8 characters 

long that reflects the job 

description name. 

5. Select the check boxes for the 

days of the week you need 

coverage for the shift 

assignment. 

6. On the Location menu, click the 

location. 

7. On the Start menu, click the 

start time. 

8. In the Duration box, type the 

duration. 

9. In the Upaid Break box, type 

the length of time. 

10. Click Save Changes. 

 



 

 ©2013 Maplewood Software. All rights reserved. 
 

Edit Shift Assignments 

Shift assignment edits will not impact schedule periods that are locked for editing or published. Changes will go into effect for schedule 

periods with Automatic Build status during the next system rebuild. 

Edit Shift Assignments 

1. Click Job Description. 

 

2. In the row of the shift 

assignments you wish to edit, 

click assignment(s).  
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3. To add a day of the week to the 

shift assignment, click ON.  

4. To remove a day of the week 

from the shift assignment, click 

OFF.  

5. To change the starting time, 

duration, unpaid break, or name 

of the shift assignment, click 

Edit. 

 

 

6. After you make your changes, 

click Save Changes. 
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Create Manual Shift Assignments 

Manual shift assignments are available to be added within the schedule editor in an ad-hoc capacity. The system will not include manual shift 

assignment as a part of the system build. 

Create Manual Shift Assignments 

1. Click Job Description. 

 

2. Click 0 assignment(s).  
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3. Click Add a shift. 

 

4. In the Assignment Id box, type a 

value no more than 8 characters 

long that reflects the job 

description name. 

5. Select the Manual assign only 

check box. 

6. Click Save Changes. 

 
 


