. Ready

Scheduling - Availability Override
This reference guide provides a comprehensive overview for utilizing the Availability Override feature within the StaffReady Scheduling
module. The following process steps and instructional information are provided in this document:

¢ Availability Override Overview

¢ Availability Override Utilization

Avallabllity

Pattern
Avallabllity
Override

Availability Override

Name on Schedule
Barbara Dodd

Override Time®
As Early As ®
As Late As®

Duration [not set]

Schedule Start Date ®

10/29/2017

Availability Override Calendar ®

Period ®

[ 02/10/2019 - 02/16/2019

Mon

Availability Override Setup

Availability Pattern
Weekly (02/03/2019 - 02/09/2019) edit

Wed

Thu

Fri

FTE

1 edit

Sat

Edit Available Time X

2/10 02/11
FF OFF
1 D

2/13

2/14

2/15

2/16

Save Changes

(3] StaffReady
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exolnzition of tne Availziollity Ovarrids Fazjiyrse

* Availabllity Override wil

automatically change the

Employee Number of Schedules Payroll Period Overtime Period
e ° . Chad Fogus 1 view Two weeks Weekl
shift times for any shifts the g y
FTEG Float or Per Diem G Schedule Priority G

employee is assigned on the 1 )
days it is configured.
Save Changes | Advanced Edit

Employee Properties

* This feature is particularly Property Value
UserI When YOU want the The maximum number of consecutive days an employee can work between all schedules is 1-14 (0 = unlimited) 10
. . The schedule that is used to determine the primary leave types available to the employee Support
SChed Ullng SyStem to aSSIgn The maximum number of hours the employee can work in one pay period between all schedules 80.00
a speciﬁc staﬁ: member This employee is not an actual person and/or schedule data should not export for this employee False

during the hours that he or

. . Schedule Hour Properties
she is available, and

Property Value
Conﬁnue to assign the Shift's The maximum number of hours the employee should work in a pay period 80.00
The minimum number of hours the employee should work in a pay period 8.00
regular hours to other s 4
employees. Schedule Shift Properties
Property Value
The maximum number of shift assignments the employee should be assigned in a pay period 10
The minimum number of shift assignments the employee should be assigned in a pay period 1

. . Schedule Day Properties
The next section describes how ik

. . . Property Value
to enable Avallablllty overrlde The maximum number of days the employee should work in a pay period 10
for your staff. The minimum number of days the employee should work in a pay period 1

Schedule Override Properties

Property Value 4

Employees uses availability overrides. ‘ True ‘

L]
® » - ol & .
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Jizog o Jzig Avellzoility Overrlde in Staiffezidy Scnzduling

1. Availability Override can be : ; : StaFFReady

enabled from the StaffReady
Setup view tab. me » : ] L

& DocumentControl L Staff
2 Employees

. Ready

close [x]
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2. Click on the Employees color
bar to display the list of
employees assigned to your
schedule.

3. Click on the FTE link for the
employee you want to configure
with an Availability Override.

%) Ready

£ StaffReady

L3

# Setup

u ® Central

=]

Enter your search... g
| ) Schedule Configuration

O Central
© Central Lab

Job Descriptions
|:> Employees
Schedule Leave Types

Managers

Messages

&4 StaffReady Nesd Holg?

o]

#*" Setup

& [ © | ® Central
[

Enter your search... - 2
| ) Schedule Configuration

© Central
Q© Central Lab

Job Descriptions
Employees

=)

Add Employees |

Order Name On Schedule FTE Job Descriptions
Search [ |Search Name ‘Mm Show All 5
E¢ 1 Barbara Dodd 1.00. 2 assigned

©2019 StaffReady. All rights reserved.
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Edit FTE
4 Click the Advanced Edit link in

the Edit FTE window.

Employee Number of Schedules Payroll Period
Barbara Dodd 4 view Two weeks

FTE Float or Per Diem Schedule Priority
1 No 5 1 v

Save Changes ‘ Advanced Edit <—‘
Edit FTE %

5. Scroll to the bottom of the
Advanced Edit window to find |
Employee Number of Schedules Payroll Period Overtime Period 1

the Employees uses availability Edit FTE > Advanced Edit x
overrides option. ‘

—r

Schedule Shift Properties

| Property Value |
The maximum number of shift assignments the employee should be assigned in a pay pericd 10 10
6‘ Select True from the drop- I The minimum number of shift assignments the employee should be assigned in a pay period 1 ;71” e r

down menu.
Schedule Day Properties

Property Value
The maximum number of days the employee should work in a pay period 10 10
The minimum number of days the employee should work in a pay period 1 1

7. Click the Save Changes

button to save and exit the Schedule Override Properties

Property [ Value

Employees uses availability overrides. 4 False >

window.

Save Changes

* Rea dy ©2019 StaffReady. All rights reserved.
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8. Important Next Step! ==

In order for the Availability
Override change under
Advanced Edit to take affect,
click the Saves Changes button
on the Edit FTE screen to save
and exit the screen.

9. The Availability Override
option is now enabled for the
selected employee.

. Ready

eoere x|

Employee
John Luke Picard

FTEG

Save Changes

=

Advanced Edit

Number of Schedules

Float or Per Diem G

No

A
v

Payroll Period
Two w

Schedule Priority G

1

A

v

Overtime Period -
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Using Availzioilivy Ovarrids Wit =) Stziiikzzdy Senzdulz

1. In the Employees color bar,
click Available Time link for the
employee you want to configure
Availability Override for.

2. Click on the Availability
Override tab on the sidebar.

3. Enter the As Early As and As
Late As override times.

4. Click the days you would like
Availability Override to be
active.

5. If needed, repeat the two
previous steps for any days you
would like Availability Override
to assign different hours.

6. Leave any days that
Availability Override should not
be active set to Off.

7. Click the Save Changes
button.

3FFReady

Add Employees

Employees

)

Feedback© Help®@ Audit¥

Order Name On Schedule FTE Job Descriptions Availability Pattern Available Time
N
Searct Search Name Min [ Show All :] [ Show All :]
— ] Shift Bids
= 2 Non-Override Employees 1.00 0 assigned Two weeks 0:00-3:00 Edit Account
== 3 John Luke Picard 1.00 1 assigned Weekly 8:00-16:30¢ Edit Account

Avallabllity

Edit Available Time X

Availability Override
Name on Schedule Schedule Start Date G Availability Pattern ETE
ohn Luke Picard 09/04/2016 Weekly (01/27/2019 - 02/02/2019) edit 1 edit
Override Time¢
As Early As G g&
J
Aslate As® | 14:00 4| LK
Duration 6 hours 30 minutes
Availability Override Calendarc
Period G
[ 02/03/2019 - 02/09/2019 v ] <
Sun Mon Tue Wed Thu Fri Sat
02/03 02/04 02/05 02/06 02/07 02/08 02/09
OFF 7:30 - 7:30 - OFF 7:30 - 7:30 - OFF
1 14:00 14:00 =2 14:00 14:00 7
2 3 5 6
> | Save Changes W W

©2019 StaffReady. All rights reserved.
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7. Example scenario of the EGit Avaiistie Thne X

Availability Override utilization: Availability Pattern

Name on Schedule Schedule Start Date Availability Pattern FTE
Avallability Barbara Dodd 10/29/2017 Weekly (02/03/2019 - 02/09/2019 ) edit 1 edit
a. Staff employee Barbara Dodd Override
tvpicall ks the S Q Time and Location Qualified Job Descriptions
ypiCally WOrKs € Specimen As Early As Earliest Start Latest End
R 2 4 Job Description % Location ¢ Time ¢ Time
Processing job under the As Late As X
g J 1 i Chemistry 2 Locations 7:00 17:30
Duration 9 hours 30 minutes

Central schedule. She works

Specimen Specimen
ati v 15: i
Ll [ SPE ‘] @ Processing Processing 200 L

standard swing shift hours,
Monday thru Friday. ﬁ

<«

Availability Calendar
Period

[ 02/10/2019 - 02/16/2019 v }
b. She has new shift availability
. . Sun Mon Tue Wed Thu Fri Sat
beglnnlng the week of 02/10 2/11 02712 02713 02712 2/15 02/16
B A | | (- S (S o
2/24/2019. We want her to be SPE e e SPE v

assigned to her regular available

Save Changes
and qualified shifts, as well as

.
assigned to 12:00 to 8:30PM

o Avallablty Availability Override
overrlde t-lme on Monday and Pattern Name on SLheduEy Schedule Start Date Avalilability Pattern FTE
Tuesday Barbara Dodd 1072972017 Weekly (02/03/2019 - 02/09/2019) edit 1 edit
Override Time
c. Barbara’s Availability s Early As
. . As Late As -20:30 v
Overrlde daYS and tlmes have Duration 8 hours 30 minutes
been set to Monday and Availability Override Calendar
Period
Tuesday for this schedule [02/24/2019-03/02/2019 v
period. Click Save Changes and il M Tue Wed Thu Fr sat
: BT E
rebuild your schedule. [ 0:30 20330 o115 815 g1
3
) | Save Changes W

L]
® » - ol & .
s >Lall Ready ©2019 StaffReady. All rights reserved.
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| Availability Override Utilization: Example Use Case, Cont.

Using Availlaoility Ovarrlcdz Wik 2 Stiiizzdy Senadule

8. This first screenshot ® Central
illustrates the schedule before
oy ers . = 02/24/2019 - 03/09/2019
the Avallablllty Override << SChEdUle < Week [a This schedule will bulld automancallyv ]

feature has been used. Notice _
s shift asei EmployeeName (0224 0225 | w226 | oz | oms | oo | 0w |
that Barbara's shift assignments
. 1. . . Sun Mon Tue Wed Thu Fri Sat
are in line with her current shift

Availability Pattern. M‘

’Speclmen Processing 1 ’Speclmen Processing 1 'Speclmen Processing 1 ’Speclmen Processing 1|Specimen Processing 1 ‘
15:00-23:30 15:00-23:30 15:00-23:30 15:00-23:30 15:00-23:30

ooyl o4 | oaws | omwe | o | ows | 0309
Sun Mon Tue Wed Thu Fri Sat

Important Note

Specimen Processing 1| Specimen Processing 1 Specimen Processing 1| Specimen Processing 1| Specimen Processing 1
The Ava"ab"ity Over”'de 15:00-23:30 15:00-23:30 15:00-23:30 15:00-23:30 15:00-23:30
pattern in every time period
repeats, so even if you skip
ahead to just the week you
want to change, the updates ® Central = =
will continue to populate to
every schedule going forward. <<Schedule <Week [Q by ] Week> Schedule >>

9 This second screenshot popatre | s | oz |t | o L owe o [ o | o | o | o ||
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

illustrates the same schedule

after the Availabi“ty Override Specimen | Specimen | Specimen | Specimen | Specimen Specimen | Specimen | Specimen | Specimen | Specimen
. Barbara Dodd Processing 1| Processing 1 | Processing 1| Processing 1| Processing 1 Processing 1| Processing 1 Processing 1| Processing 1| Processing 1
featu re haS been apphed. ‘ | | 12:00-20:30 | 12:00-20:30 | 15:00-23:30 | 15:00-23:30 | 15:00-23:30 | 12:00-20:30 | 12:00-20:30 | 15:00-23:30 | 15:00-23:30 | 15:00-23:30 |

Barbara’s other regularly S\? <:> W <:>

assigned shifts have not been
affected.

: E : Sta ':':Ready ©2019 StaffReady. All rights reserved.
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| Availability Override Utilization: Example Use Case, Cont.

10. From the Schedule Manage
tab, we want to reassign the

2/26 shift to another employee. » S ta FFRe a dy Need Help?

% Manage
Schedules ® Central
[ Central ¢]
Modify Schedule 68 << Schedule <Week
11, Clickthe Move button | Eeetback© | Hep® | muar [ RV R I
under the Modify Schedule Edit b < | Sun Mon Tue
option, located on the left side . — Unassigned Shifts Blood Bank Wkd Ao P
action menu. opy nassen S More 7:00-15:30 7:00-15:30 7:00-15:30
: Chemlistry Wkd Admin Accessloning
Explain Delete 7:00-17:30 8:00-16:30 8:00-16:30
Admin Wkd FB Admin
Bid 9:00-17:30 8:00-16:30 8:00-16:30
Technlclan Wkd Techniclan FB
15:00-23:30 15:00-23:30 8:00-16:30
Add to Schedule Specimen Processing 2 Techniclan
16:00-0:30 15:00-23:30
Adjust Template Specimen Processing 1|Specimen Processing 1
St 12:00-20:30 12:00-20:30
. Hematology
Manage Leave kaurielFape 8:00-16:30

: E : S ta FFRea dy ©2019 StaffReady. All rights reserved.
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| Availability Override Utilization: Example Use Case, Cont.

412. Click once on the Specimen

| Specimen P1

Processing job to highlight the Barbara Dodd | 12:00-20:30
shift you intend to move. T | Hematology | Specimen P1
auichope | 8:00-16:30 15:00-23:30

13. Click the box for the staff
member receiving the shift.

*Notice that the override time } S ta FFRE d dy Need Help?

changes back to the regularly

scheduled shift time. The @ Manage
Availability Override function sehiadiiles ® Cen traI
can only be used on days [ Feriral ¢]
where availability is already
setup Modify Schedule 68 << Schedule <Week
14. Moving the shift . t ' Edit | | Move |<’J Sun Mon Tue
. Moving the shift assignmen
q q . : Unassigned Shifts Blood Bank Wkd Audlology Audlology
back will adjust the override l Copy l [ BRIt I S Mo 7:00-15:30 7:00-15:30 7:00-15:30
1 H Chemistry Wkd Admin Accesslonin,
A1 R I S (A I Explain I l Delete I 7:00-1?:30 8:00-16:30 a:oo-us:sog
Availability Override time you Admin Wkd FB Admin
. so017%0 5001530 so0re30
deSIgnated for that employee. Technlclan Wkd Techniclan F8
15:00-23:30 15:00-23:30 8:00-16:30
w m Sd‘wule Speclmen Processlng 2 Techniclan
16:00-0:30 15:00-23:30
Adjust Template Specimen Processing 1|Specimen Processing 1
_ Barbara Dodd 12:00-20:30 12:00-20:30
; Hematology
Laurie Pope R {}
-

: E : S ta FfRea dy ©2019 StaffReady. All rights reserved.
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14. The Schedule Manage grid
shows you where Availability
Override is being used. Under
the View options located in the
left side action menu, check the
Time and the Availability boxes.

15. With these settings enabled,
the Schedule Manage grid
displays the override time, the
regular availability time and the
regular shift times.

16. The Blue colored boxes
shows where Availability
Override is being used. The
Green colored boxes indicates
normal shift availability.

For assistance with Availability
Override or other StaffReady
Scheduling features, please
contact our Customer Support
team:

7am-5pm PST

Monday thru Friday
Phone: 1.877.229.5230
Online Support Form

(3 StaffReady

C

Schedules

[ Central

@ Manage

Modify Schedule

Feedback®© | Help® | Audit[¥

68

Add to Schedule

Adjust Template

Manage Leave

Edit Move
Copy Unassign
Explain Delete
Bid

Approve Shift Requests

<< Schedule <Week

Sun Mon Tue

. ® Central

Unassigned Shifts Blood Bank

Show More

Wkd
7:00-15:30

Chemistry
Wkd
7:00-17:30

Admin Wkd

9:00-17:30

Technician
Wkd

15:00-23:30

Technician
______ 150023:30 || 8001630 |

Technician
15:00-23:30

Audiology
7:00-15:30

Specimen
Processing 2
16:00-0:30

Audiology
7:00-15:30
Accessioning
8:00-16:30

48

View <ﬁ )
2 Tim‘: (J Hours

() Location () Overtime
@ Availability [J) Notes

(J Errors

Barbara Dodd Specimen P1
12:00-20:30
OFF 8:00-16:30 8:00-16:30
. Hematology 3rd Floor
Laurie Pope Hematology Specimen P1
8:00-16:30 15:00-23:30
8:00-16:30 8:00-16:30 8:00-16:30
. Any Location Any Location Any Location
Caroline Beck Virology Chemistry Il
8:00-16:30 8:00-16:30
9:00-17:30 7:00-17:30 7:00-17:30
ita G Any Location Any Location Any Location
Juanita Garza Accessioning Blood Bank 2
8:00-16:30 8:00-16:30
Shift Bids OFF OFF OFF

©2019 StaffReady. All rights reserved.


https://staffready.com/customer-support

	Explanation of the Availability Override Feature
	Steps to Setup Availability Override in StaffReady Scheduling
	Using Availability Override Within a StaffReady Schedule
	Using Availability Override Within a StaffReady Schedule
	Using Availability Override With a StaffReady Schedule

