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

 Add/Edit employee’s address  Add/Edit employee’s phone number 
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Add/Edit New Employee Email Address 

Add New Employee Email Address 

1. Click the Employees color 
bar.  
 

 
 
 
 

 
 
 
 
 
2. Click on Employee’s 

Name. 
 

Edit Employee Profile 
window displays. 
 
 
 

3. Click Edit next to primary 
email address menu. 
  
 

 
 

 

 
 

 

 



 ©2014 StaffReady. All rights reserved. 

Edit Employee Profile>        
Email Addresses window 
displays 

 
 
 
4. Click New to enter new 

email address. 
 
Click Edit to edit an email 
address that is already in 
employee profile. 
 
Click Remove if email 
address is no longer valid.  

 
 
5. Enter new email address or 

the changes to the current 
email address in the Email 
Address box. 

 
6. Select Yes in Receives 

System Message menu, if 
employee would like to 
receive system notications.   

 
Note: System notifications 
will be covered in the 
Messages color bar 
reference guide.  
 

7. Select Yes in Primary Email 
box, if email address is 
primary email address.  
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8. Click Save Changes.  
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Add/Edit Employee Phone number 

Add/Edit Employee Phone Number 

1. Click the Employees color 
bar.  
 

 
 
 
 

 
 
 
 
2. Click on Employee’s 

Name you wish to edit 
employee’s phone 
number.  

 

Edit Employee Profile 
window displays. 
 
 
 

3. Click Edit next to primary 
phone number menu. 
  
 

 
 
Edit Employee Profile>        
Phone Number window 
displays 

 
 

 
 

 

 

 



 ©2014 StaffReady. All rights reserved. 

 
4. Enter all new phone 

numbers or any changes to 
the existing phone numbers 
in the designated Phone 
Number box. 

 
5. Click Remove if you wish to 

delete phone number from 
system.  

 
 
6. Click Save Changes.   
 
 
 

 
 


