Ready

Setup View — Employee Color Bar
Edit Employee Available Times

This reference guide provides a process overview of how to Edit Employee Available Times within the Employee Color Bar in the StaffReady
Scheduling Module. The following process steps and instructional information are provided within this document:

e Edit employee available times
e View updated available times
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Edit Employee Available Times

The changes applied when editing employee available 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 Available Times

1. Click the Employees color

bar. + Employees <fmmmm
2. Inthe row of the employee Foedback© - Heln @ Audit
WhOSG avallab”lty tlme you Order Name On Schedule FTE Job Descriptions Availability Pattern Available Time
e T e s
’
. =1 Mike Thompson 100 5 assigned Two weeks iy 7:00-16:30
value link.
=2 Jim Bob 1.00 4 assigned Two weeks 7:00-15:30
3. On the Start Time menu, = 3 Josh Hartman 100 5 assigned Two weeks 7:00-15:30
= 4 Bob Martin 1.00 5 assigned Two weeks 20:00-6:30

click the time you wish for -
the employee to start

shifts.
4. In the Shift Length box, Availability
type the number of hours
you wish the employee to Choose Time and Location
be available. Full Name Availability Pattern
Michael Thompson Two weeks (10/26/2014 - 11/08/2014)

5. If you wish to limit the

employee avallablllty toa Start Time @ Shift Length @ Location @
: o [500 v ] 105 G [All Locations v <femmss
specifc location, in the | |
Locatlor! menu, C!ICk the Click Days to Apply ©
appropriate location. Sun Mon Tue Wed Thu Fri sat
-
6' In the CIICk Days To Apply 1 lAll Locations cations |All Locations |All Locations lall Locations 7
table, click the days that 2 - u 2 £
1102 1103 11/04 11/05 11/06 11/07 11/08
the employee should be OFF 7-16 7-15 7-15 7-15 5-15 “on:
. ta} JAll Locations lAll Locations Al Locations JAll Locations JAll Locations
available to be scheduled. o 10 11 12 13

7. Deselect a day by clicking it N

again.

8. Click Save Changes.
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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.

(3 StaffReady

Availability

Choose Time and Location

Full Name Availability Pattern
Michael Thompson Two weeks (10/26/2014 - 11/08/2014)
Start Time @ Shift Length @ Location @
105 [All Locations v
Click Days to Apply @
Sun Mon Tue Wed Thu Fri Sat
10/26 10127 10/28 10/28 10/30 10/31 11/071
OFF sl 515 7-15 7-15 7-15 7-15 OFF
1 Al Locations JAll Locations JAll Locations JAll Locations JAll Locations 7
[2 3 4 5 ]
11/02 11/03 11/04 11/05 11/06 11/07 11/08
OFF 7-16 0-10 " e | |7-15 510 5-15 CFF
Al Locations JAll Locations JAll Locations JAll Locations jAll Locations 14
a 10 11 12 13

I |

Save Changes
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View Updated Availability Values

View Updated AvailabilityValues

1. To view the updated

availability within the ® Scheduling v  View: HH manage ‘P Setwp E Degartment
schedule editor, click the
Manage View, in the Schedules (@® 5East
: : [EEast 2
Scheduling Perspective. o PSP
Modify Schedule 2 << Schedule < Week ‘ This schedule will build automatically T ‘
2. In the left navigation pane, Feedback © e
Feedback® | Help@ | Auditk
select the Availability e | [ e ] | Employee Name [1102) 1103 | 104 | 1105 | 1106 | 1107 J1tosf1108) 11110
check bOX, within the View Sun Mon Tue Wed Thu Fri Sat  Sun Mon
Menu. | Copy | | Unassign | Unassigned Shifts
: 7:00-16:30 | 7:00-15:30 | 7:00-15:30 | 7:00-15:30 | 7:00-15:30 | OFF | OFF | T7:00-15:30
| E)'.D|a|l'1 | | Delete | 4&“’@" Any Location | Any Location | Any Location | Any Location Any Location

Mike Thompson

3M Pharmacy | 3M Pharmacy | 3M Pharmacy | 3M Pharmacy | 36 Pharmacy 3M Pharma

Note: The schedule will not
refelct the change in

OFF | 7:00-15:30 | 7:00-15:30 | 7:00-15:30 | 7:00-15:30 | 7:00-15:30 | OFF | OFF | 7:00-15:30

Jim Bob Any Losation Any Location | Any Lacation | Any Lecation | Any Location Any Logation
availability until the next Add to Schedule Ve v v v Ve Ve
. OFF | 7:00-15:30 | 7.00-15:30 | 7:00-15:30 | 7:00-15:30 | 7:00-15:30 | OFF | OFF | 7:00-15:30
schedule build and only for Josh Hartman Any Location | Any Location | Any Location | Any Location | Any Location Any Location
. - D2
schedules that in the e il
X . OFF | 20:00-6:30 | 20:006:30 | 20:00-6:30 | 20:00-6:30 | 20:006:30 | OFF | OFF | 20:00-6:30
Automatlc Bu"d state. Bob Martin Any Location | Any Locstion | Any Location | Any Location | Any Location Any Location
Manage Leave 1} Iz Iz Nz Nz 2 vz
OFF OFF 3:00-16:30 OFF OFF OFF OFF | OFF || 8:00-18:30
] Andy Kopf AnyLucab Any Lncab
Approve Shift Requests 0 Rhonda King OFF OFF OFF OFF OFF OFF oFF | OFF OFF
Shift Bids OFF OFF OFF OFF OFF OFF oFF | OFF OFF
View h )
O Time [ Hours
[ Location O avertime
Availability <fabebintes
O Errors
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