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Scheduling – Manage View 
Add to Schedule Modes 

 
This reference guide provides an overview of each mode from the Add to Schedule submenu within the Manage View in the StaffReady 
Scheduling Module. The following process steps and instructional information are provided within this document: 

 Add 

 Note 

 Remove Add 

 Repeat Add 
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Add 

Use the Add mode to add ad-hoc shift assignments to the schedule. 

Add Mode    

1. Click Add. 
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2. Click the day that you wish to 
add (create) a shift 
assignment. 

 

 

 

 

 

 

 

 

 
 

3. Select Job Description. 
 
4. Select Assignment. 

 
5. Select Location.  

 
6. Select Start start time. 

 
7. Select Duration. 

 
8. Select Unpaid Break. 

 
9. Click Save Changes. 
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Repeat Add 

The Repeat Add Mode allows for the creation of the add shift for any employee on the day the add shift was created for, or on any day for the 
employee that the add shift was created. 

Repeat Add Mode    

1. Click Repeat Add. 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click the day(s) to repeat the 
add shift.   
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Remove Add 

The Remove Add mode allows you to rapidly remove shift assignments created with the Add mode and/or Reapeat Add mode (see preceding 
section).  

Remove Add Mode 

1. Click Remove Add.  
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click the day(s) to remove the 
add shift.   
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Note 

The Note mode allows you to add a note to any day of the schedule period. 

Using the Note Mode 

1. Click Note.  

 

 

 

 

  
 

 
 

2. Click the schedule day to add a 
note. 
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3. Enter Note Label. 

 

4. Enter Note. 
 
 

5. Select Note Color. 
 
 

6. Click Visible To menu. 
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7. Witihn the Visible To menu, 
click one of the following 
options: 
 

 All Employees (every 
employee can view the note on 
their Calendar tab and in the 
Schedule with Notes option 
within the Reports tab), 

 Individual Employee (only the 
selected employee and 
schedule managers can view 
the note on their Calendar 
tab), or 

 Schedule Mangers Only (only 
schedule managers can view 
the note on their Calendar tab, 
the Schedule tab editor, and in 
the Schedule with Notes 
option within the Reports tab. 

 
 

 

8. Click Save Changes 

 

 
 


