(O ScheduleReady"

Schedules Tab
Add to Schedule Modes

This reference guide provides an overview of each mode from the Schedules tab’s Add to Schedule menu within ScheduleReady 4.5. The

following process steps and instructional information are provided within this document:
- .
) Add ' Remove Add
' Note " Repeat Add
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SCHEDULES Q 101372013 - 10/26/2013 -
[ Central Lab B << Schec e | < Week This schedule is locked for editing Week » | Schedule 5> |
T e
Publish Schedule
. Employee Name 10/13 1014 10115 1016 10M7 10/18 1019 10720 10/21 1022 1023 10724 10/25 1026
Modify Schedule
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
i 3 BE1 AUTO | &UTO | HEP | auTo | AUTO MICRO | TIMER | &UTO
Add to Schedule Maggie Bouchard
James Gardner MANZ | MANZ MANZ | MANZ | MANZ | MANZ
Feedback ©° | Help 7 | Audit ¥ Elizabeth Bruch SER BEA SER | SER SER | SER | SER m—
Add | Repeat Add | Jim Rodgers BE1 | BB1 TITER | CHEWA AUTO | AUTO | CHEMA TIMER | AUTO
Mote | Remove Add | Joe Fox BB1 | MAMT | MANT | MICRO | AUTO HEP | CHEMZ | CHEMZ TITER




Add

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

Usingithe!AddiViode

1. In the left navigation pane, click — —
Add to Schedule. (O ScheduleReady*

m

SCHEDULES ol 1013/2013-10/26/2013

Central Lab <Week Thissensule il 2l sutomatcal Week> Schedule >
Employee N 1013 1014 10M5 1046 10M7 1018 1049 10020 1021 1022 1023 10224 10125 10126

Modify Schedule e ame

Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
o ? v ” »
Feedoeck ™| Helo ¢ | Audl Unassigned Shifts  Tc ~ AUTG AUTO  HEF  HEF MICRO TITER SER  MANI MANI WMANI HEF  TC  FLOATI

Show More
Edit Move BBZ HEF MICRO TITER VIRO TITER BB2Z BEZ  MANZ VIRO MICRO  VIRO  TC

Copy Unassign MICRO FLOAT1 TC  BBZ BB N4 Te me2 seR
VIRe
Explain Delete o

Bid

James Gardner N o - WAz | Az | Mz | ANz

Add to Schedule Elizabeth Bruch | seR se= | sem | sem | sem sem | s=m | == | osem | sem

Jim Rodgers. HEME! | TITER | GHEMI AUTO | AUTG | GHEM1 TITER | AUTO

Adjust Template Joe Fox MANT | MANT | MICRO CHEMZ TITER

Donovan Dorsey CHEM{ | MICRO | CHEM1 | BB2 CHEM1 | BB2 CHEM1 | MICRO

Manage Leave Allison McAlister | TITER

Jaime Glover

MICRG SURG

Approve Trades Dennis Alverez EVE

2. Click Add.
10113 10/14 10115 1016 10/17
3. Click the day that you wish to Sun Mon Tue Wed Thu Fri

add (create) a shift assignment R James Gardner _ v | e

for. .
Elizabeth Bruch SER SER 2ER

Employee Name
Modify Schedule S

Feedback | Help 7 | Audit v Jim Rodgers SER | SER | TER | CHEMT

_ Repeat Add | Joe Fox MANT | MANT | MICRO | AUTO

Mote | Remove Add | Donovan Do CHEM1| MICRO | CHEM1 | BB2

Allison McAlister TMER SER | BB1 BB1

SR Jaime Glover MICRO BE1 | SURG | SURG | CHEMZ
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4. On the the Job Description

. . .. ADD SHIFT
menu, click the job description
you Wish to use. ﬂtssigned To Date o
Donovan Dorsey Monday, 10/14/2013

5. On the Assignment menu, click Job Description® Assignment”

the assignment you wish to use. [BE -] [BB1 =] _

. . Location®

6. On the Location menu, click the [Biood Bank ]

Iocatlon yOU WISh to use. Start* Duration* Unpaid Break® End
7. On the Start menu, click the 800 [-] 850 30 ﬁm

start time for the new shift. ﬁ

8. In the Duration box, type how
long the shift will last.

9. In the Unpaid Break box, type
how long the unpaid break will
last.

10.Click Save Changes. &7 Successfully edited the shift ﬁ
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Repeat Add

Using the Repeat Add Mode, you can repeat the creation of the add shift for any employee on the day the add shift was created for or for any

day for the employee that the add shift was created for.

Usingithe'Repeat' AddiMiode

1. After you have created a shift
assignment using the Add mode,

click Repeat Add.

2. Click the open box(es) where
you would like to repeat the
adding of the created shift
assignment.

() StaffReady’
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Modify Schedule 67

Employee Name  10/13 10/14 10/15 10/16 10/17
Sun Mon Tue Wed Thu

10118 1019

Fri

Sat

Add to Schedule - James Gardner _ MANZ | MANZ
Elizabeth Bruch SER SER SER
Feedback = | Help {p | Audit = Jim RDdgElS SER SER TITER | CHEMA
Add | _ — MANT| MAN1 | MICRO | AuTO

Mote | Remove Add | Donovan Dorsey BE1

Allison McAlister TIMER

Adjust Template

Jaime Glover MICRO
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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). When the Remove Add mode is activated, the added shifts stand out from other shift assignments on the schedule. Once
the Remove action has been saved, it cannot be undone. It is recommended that you use the Unassign mode if you are not sure whether or not

you will require the shift assignment in question for the current schedule period.

Using the Remove AddiViode

1. Click Remove Add.
Modify Schedule

Feedback 2| Help 7 | Audit v

Add | RepeatAdd |

| E— [ Remove Add

Adjust Template

Ready
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Employee Name

James Gardner

1013 10/14 1015 10116 1017 1018 10/19
Sun Mon Tue Wed Thu i Sat

Elizabeth Bruch

Jim Rodgers

Joe Fox

Donovan Dorsey

Allison McAlister

Jaime Glover

©2013 Maplewood Software. All rights reserved.



2. On the added shift assignment

you wish to remove, click Modify Schedule
Remove. Sun Mon Tue Wed Thu  Fri Sat

Employee Name 1013 10/14 10/15 10/16 1017 1018 10/19

James Gardner

Elizabeth Bruch

P

Feedback 7 | Help it - Jim Rodgers

Add I Repeat Add I Joe Fox

Mote I I Remove Add Donovan Dorsey

Allison McAlister

Adjust Template Jaime Glover

3. To confirm the deletion of the

selected shift assignment, click x
OK. The page at test maplewoodsoftware.com says:

or
Warning! You are about to permanently delete this shift

assignmment for this date. Do you wish to continue?

To reject the deletion of the -
OK | Cancel |

selected shift assignment, click
Cancel.
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Note

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

Using the/Note [Viode!

1.

In the left navigation pane, click
Add to Schedule.

Click Note.

Click the assignment you wish to
add a note to.

In the Note Label box, type how
you would like the note label to
appear on the Schedule tab
editor.

In the Note box, type the note
that will appear in the Calendar
tab and the Schedule with Notes
option within the Reports tab.

In the Note Label menu, click
the color that the Note Label
will be displayed in after
selecting the Notes option of the
View menu.

ady
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Modify Schedule

| James Gardner
Elizabeth Bruch SER

Feedback &2 | Help

Add |

Employee Name 10/13 10/14 10115 1016 10/17

LT

1018 10/19

Nole g— |

Sun Mon Tue Wed Thu Fri Sat
_ MANZ | MANZ
SER | SER
Audit Jim Rodgers TIER | CHEM1
Repeat Add | Joe Fox MICRO | AUTO

Donovan Dorse

EDIT NOTE

Note Label* »

Lead

—

Note* ™

This employee is the lead for this day.

Note Color* >

Visible To**

|A|I Employees

[ dp—

Save Changes
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7. On the Visible To menu, click

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.

Ready
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EDIT NOTE

Note Label*
Lead

Note*

This employee is the lead for this day.

Note Color*
EAB3ED
Visible To®

All Employees

[
Individual Employee

Schedule Managers Only

Save Changes ﬁ
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