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This reference guide provides a process overview of how to discontinue job descriptions from the schedule within ScheduleReady 4.5. The
following process steps and instructional information are provided within this document:

" Discontinue job descriptions from the schedule
() Reactivate discontinued job descriptions
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Order Job Description Id Assignments Employees Enforce Rotation Hew
[ Search Id [All Employees | <] 0 |pays) [ Active Only [~ |
= Blood Bank - Evening T assignment(s) 18 employee(s) 30 days
= 2 Blood Bank - Day 5 assignment(s) 18 employee(s) 30 days
= 3 Float - Day 7 assignment(s) 24 employee(s) 30 days
= 4 Chemistry - Evening 5 assianment(s) 26 emplavee(s) 30 days
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Discontinue Job Descriptions

DiscontinuedobiDescriptions

1. Click Job Description.

2. For the job description you wish
to remove from your schedule,
click Discontinue.
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=1 Blood Bank- Evening 7 assignmentis} 12 smploves(s) 20 davs
= 2 Blood Bank - Day 5 assignment(s) 18 employee(s) 30 days
= Float- Day 7 assignment(s} 24 employee(s) 30 days
=4 Chemistry - Evening 5 assianment(s} 26 smploves(s) 20 davs
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3. In the Last Day to Schedule

DISCONTINUE JOB DESCRIPTION '
box, type the last date that the -
job description should be active Job Description Id
on the schedule. Blood Bank - Evening

4. Click Save Changes. Last Day To Schedule®

| —
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Reactivate Discontinued Job Descriptions

Reactivate DiscontinuedJobDescriptions

1. Click Job Description. :
O . scheduing ___ JUTD L
2. To view job descriptions that ScheduleReady

have been removed from he

schedule, on the Show menu,

click Show All BEnIETT -
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Order Job Description Id Assil Er Enforce Rotation Hew
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=1 Bload Bank - Evening 7 assignmant(s) 18 smployes(s) 30 davs
= 2 Blood Bank - Day 5 assignment(s) 18 employee(s) 30 days
= Float- Day 7 assignment(s} 24 employee(s) 30 days
=4 Chemistr - Evening 5 assignment(s) 26 smployes(s) 30 davs

3. At the bottom of the table, for the , = =
. .. . = 22 3Surgery 12/002/2012 0 assignment(s) o 0 employee(s) m- 0
job description you wish to
reactivate CI |Ck Reactivate =23 1CU 04/07/2013 0 assignment(s) 15 employee(s) 30 days 9
= 24 F5 04/07/20413 0 assignment(s) 1 employee(s) Mot enforced 9
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