Ready

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
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e 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

ba r View: ﬁ o™ setup lﬁ Department

Q@ sEast

‘ + Name £

‘ + Job Descriptions £
+ Employees s -

Feedback©  Help@  Audit &I

Order Name On Schedule FTE Job Descriptions Availability Pattern Available Time Lookup New
| Search | Q_Search Name Q_ Min Show Al v Show Al v Hide Remaved ¥
=1 Bob Mariin 100 5 assigned Two weeks 2000630 Remave
=2 Mike Thompson 1.00 5 assigned Two weeks 7:00-16:30 Remove

2. Click on Employee’s
Name.

# Rhonda King

@ 0 assianed

Edit Employee Profile
window displays.

3. Click Edit next to primary
email address menu.
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Edit Employee Profile>
Email Addresses window
displays

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address is no longer valid.

Enter new email address or
the changes to the current
email address in the Email
Address box.

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.

Select Yes in Primary Email

box, if email address is
primary email address.

Ready

Edit Employee Profile x

EZZN General

E=_ 1]

Employee Information
Full Name* Employee Id* Hire Date”
Rhenda King RKing 11/04/2014
Department Job Title

Medical Center change None change

Contact Information

Primary Email G Primary Phone Number

No Email Address v |Edit No Phone Number ¥ |Edit

Login Information

Login Id*
RKing

Password Change Password By
11/04/2024

Save Changes

Edit Employee Profile > Email Addresses

Days System Messages are Received
Daily change

Email Addresses

Email Address Receives Email Primary Email

rhonda.king@email.com Yes Yes
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8. Click Save Changes.

Email Address® @

|rhunda.king@email_cﬂm | h

Receives System Messages @

Yes?h

Primary Email @

Yos v]
Save Changes h
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Add/Edit Employee Phone number

Add/Edit EmployeePhone 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

(3 StaffReady
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5™ Setup

Q@ 5East

+ Name

+ Job Descriptions

+" Employees s

Feedback©  Help@  AuditEl

Order Name On Schedule FTE Job Descriptions Availability Pattern Available Time Lookup  New
Search Q, Search Name Q Min Show All v Show All v Hide Removed ¥
=1 Bob Martin 100 5 assigned Two weeks 20:00-6:30
= 2 Mike Thompson 1.00 5 assigned Two weeks 7:00-16:30

= 8 # Ehonda King 1.00 ouaseignecl I

Edit Employee Profile

=2 General

m Employee Information

=

Medical Center chanae

Contact Information

Full Name* @ Employee Id* @ Hire Date* @
|Rhonda King | 11042012
Department © Job Title ©

None change

Primary Email @

Login Information

rhenda king@email.com ¥ |Edit

Primary Phone Number &

Cell - (509) 999-9599 ¥ | Eqit <affmmms

Login Id* ©

Password ©

Save Changes

Change Password By ©

11/04/2024 iE
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4.

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

Click Remove if you wish to
delete phone number from
system.

Click Save Changes.

Ready

Edit Employee Profile > Edit Phone Numbers

Phone Type Phone Number

Cell (509) 999-9999 Remove
Home Remove
Mobile YR,
Work Remove

Save Changes
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