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This reference guide provides a process overview of how to edit employee availability times within ScheduleReady 4.5. The following 
process steps and instructional information are provided within this document: 

 Edit employee availability times 
 View updated availability values 
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Edit Employee Availability Times 

The changes applied when editing employee availability times cannot affect schedules locked for editing or published. They can only go into 

effect for the next schedule period during the automatic build (the nightly build) or a manual build. 

Edit Employee Availability Times 

1. Click Employees. 

 

2. In the row of the employee 

whose availability time you wish 

to edit, click the time value. 
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3. On the Start Time menu, click 

the time you wish for the 

employee to start shifts. 

4. In the Shift Length box, type the 

number of hours you wish the 

employee to be available. 

In this example, the employee will 

be available to receive qualifed 

shift assignmnets starting as 

early as 6:00 AM, and ending as 

late as 00:00 AM (midnight). 
 

5. If you wish to limit the employee 

availability to a specifc location, 

in the Location menu, click the 

appropriate location.  

6. In the Click Days To Apply 

table, click the days that the 

employee should be available to 

be scheduled. 

7. Deselect a day by clicking it 

again. 

8. Click Save Changes. 

Note: You can apply varying 

start time and shift length values 

on different days, by selecting a 

different value in the Start Time 

menu and typing a different 

value in the Shift Length box, in 

between clicking on days. 
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View Updated Availability Values 

View Updated Availability Values 

1. To view the updated availability 

within the schedule editor, click 

the Schedules tab. 

2. In the left navigation pane, select 

the Availability check box.  

 

Note: The schedule will not 

refelct the change in availability 

until the next schedule build and 

only for schedules that in the 

Automatic Build state. 
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