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Staff - Employees View 
Employee Schedules Color Bar

This reference guide provides a comprehensive overview of the Employee Schedules color bar in the Staff module. The following process 
steps and instructional information are provided in this document:

   The Employee Schedules 

color bar provides the following

employee information: 

Schedule Id, the Name on 

Schedule, the Start Date, and 

the Close Date. 

• Employee Schedules Color Bar Overview • Add Schedule

• Edit Employee Schedule • Filtering Options
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2 | Add Schedule

Adding a Schedule to an Employee                Adding a Schedule to an Employee                

1. Type the name of the desired

Employee in the Find Employee

text field.

2. Click the Find button.

3. Once the selected employee 

is displayed, click the Employee

Schedules color bar to open it.

.
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4. Click the Add Schedule 

button.

5. Choose the desired 

Schedule that you would like 

to add to the employee from 

the drop down menu.

6. Verify that the Name on 

Schedule matches the name of

the desired employee.

7. Enter the Start Date or 

choose a date by clicking on 

the calendar icon.

*Note: This is the first day 

that the employee will 

appear on the schedule.

8. Click the Save Changes 

button.



Page 4 of 6

3| Edit Employee Schedule

Editing the Details of an Existing Schedule             Editing the Details of an Existing Schedule             

1. Type the name of the desired

Employee in the Find Employee

text field.

2. Click the Find button.

3. Once the selected employee 

is displayed, click the Employee

Schedules color bar to open it.

.
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4. Click the Edit button.

5. Verify that the Name on 

Schedule matches the name of 

the desired employee.

6. To change the Start Date, 

type in a different date or 

choose one by clicking on the 

calendar icon.

7. Enter the Close Date or 

choose a date by clicking on 

the calendar icon.

*Note: This is the last day 

that the employee will 

appear on the schedule.

8. Click the Save Changes 

button.
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Available Filtering Options            Available Filtering Options            

   The following Filter options 

are available: 

• Schedule Id 

• Name on Schedule

• Start Date  

• Close Date

To use the filtering options:

1. Type the content into the 

associated text field.

2. Click the Filter button.

*Note: Click the link above 

the appropriate text field to

sort by any of these 

options.
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