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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:
* Employee Schedules Color Bar Overview

¢ Edit Employee Schedule

1 | Employee Schedules Color Bar Overview

Add Schedule

Filtering Options

Information Found in the Employee Schedules Color Bar

StaffReady

Need Help?
The Employee Schedules
color bar provides the following

i Staff W View:

ICISEEIETN I BN 2 Barbara Dodd

L Employees

’t/ Teams 4 Locations

Barbara Dodd #

employee information:
Schedule Id, the Name on
Schedule, the Start Date, and
the Close Date.

Find Employee (Departmer | Find || Add

Employee
+fn Laboratory
= #r Medical Center
= Er Laboratory
+Bm Chemistry
+ B General Lab
+Bm Microbiology
+m Phlebotomy
2 Adenike Osinowo

Employee Schedules

Add schedule

2 Schedule Id

Feedback© Help® Audit ¥

Name on Schedule

Start Date

Close Date

2 Aldelso Ramirez
L Alex Young

2 AllaKing

L Ancy Easo

L Art Downy

2 Barbara Dodd

& Bettante Robbins
2 Brett Hill

& Christina Martain
2 Edward Martinez
2 Elise Dow

2 Emily Smith

Filter | |Filter Schedule Id
Central
General Lab

SUH North Lab

Employee Skillsets

Filter Name on Schedu
Barbara Dodd
Barh Dodd

Barbara Dodd

Filter Dates

10/29/2017

01/05/2012

06/04/2017

Filter Dates (7]
[not set] Edit
01/05/2012

[not set]
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2 | Add Schedule

Adding a Schedule to an Employee

* StaFFReady 3 Need Help? Barbara Dodd ¥

Staff W View:

1. Type the name of the desired

L Employees ,.‘/Teams 4 Locations

Employee in the Find Employee = p:rossssss s e & Clinic

teXt ﬁe I d . Hind Emplayes Departmer M Ld] Department No supervisor assigned

o+
=& Clinic
*&n Core Lab
A North Main Department Employees +
 &A StaffReadyDemo
Department Holidays No Holidays assigned =+
. o
2' CIICk the Flnd bUtton o 0 Department Managers No M Assigned to this Depaj +

8 Departments n
—I: Find Employee (Departmen | Find || Add
+-BA Clinic A

+A Core Lab
+-Er North Main
+ A StaffReadyDemo

() Sta FFReady é Hiesd flaip? Barbara Dodd 'u'

£ Staff W View:

,2/ Teams 4 Locations

IS N I 2 Barbara Dodd
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3. Once the selected employee | -z Employ +

8 Core Lab

2 Adrian Osborne Employee Schedules +

is displayed, click the Employee

2 Barbara Dodd

. 2 Bernadette Martin Employee Skillsets
Schedules color bar to open it. A Barbara Dodd

2 Ellie Pope

2 Ellie Sumner Assessments

2 Emma Bowers

2 Gary Long Emp| oyee
2 Ginger Matthews Employee Pay Period

2 Hector Smith
2 Hector Smith
2 Hector Smith
2 Ignacio Silva

2 Jana Massey

2 Jessica Glover
2 Jim Hernandez
2 Kaylor Pope

& Keith Wear

2 Kelsie Ruhoff

X Kimberly Taylor Employee Skillsets
& Laurie Pope External Calendar

2 Leah Barrett

2 Leonard Curtis

& Lester Schwartz Messaging gl
2 Lewis Wood

2 Mary Durector

2 Megan Gross Permissions i
2 Megan Pope

Employee Overtime Period

Employee Schedules

Employee Identifier

Contact
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/" Employee Schedules -
Feedback © Help @ Audit
—
% Schedule |d % Name on Schedule + Start Date % Close Date
M IFiIter Schedule Id IFiIter Mame on Schedu M@ ME
Core Lab Barbara Dodd 05/04/2018 [not set]

Add Schedule X

Schedule* @
Name on Schedule* @
IBarbara Dodd

Add Schedule

*
Start Date* @ Schedule* @

[o1072019 B
Pharmacists |

Save Changes _ IBarbara Dodd
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3| Edit Employee Schedule

Editing the Details of an Existing Schedule

* StaFFReady 3 Need Help? Barbara Dodd ¥

1' Type the name Of the deSired Staff W View: 2 Employees ,.‘/Teams 4Lm:ations
Employee in the Find Employee | BEEZZErrs ICW BN Er Clinic

Find Employee (Departmer \F‘L‘jl Add |
text ﬁeld = — Department No supervisor assigned

& Core Lab
& North Main

Department Employees
 &A StaffReadyDemo

Department Holidays No Holidays assigned.

2. C"Ck the Find button. 0 Department Managers No I Assigned to this

+ |+ |+ |+

A Departments ﬂ
{ Find Employee (Departmen | Find || Add
+-HA Clinic A
+f Core Lab

+-E8 North Main
+-En StaffReadyDemo

0 Sta FFReady é MBI Barbara Dodd #

=
£ Staff W View: [N S o T octons

INECCEEESTo I N 2 Barbara Dodd
Barbara Dodd (Core Lab)® || Prior || Next

Employee +
3. Once the selected employee | = i
. . . 2 Adrian Osborne Employee Schedules *
is displayed, click the Employee iy =
2 Bernadette Martin Employee Skillsets
Schedules color bar to open it. kel
= 2 Barbara Dodd
ig\an';;or\nnimmws Employee Pay Period
& e S Employee

2 Hector Smith
2 ignacio Silva
2 jana Massey

- lessica Glover Employee Identifier
2 jim Hernandez

Employee Schedules
2 Kaylor Pope
L Keith Wear
2 Kelsie Ruhoff
2 Kimberly Taylor
2 Laurie Pope

Employee Overtime Period

Contact

External Calendar

2 Lean Barrett Employee Skillsets

2 Leonard Curtis

2 Lester Schwartz Messaging
2 Lewis Wood

2 Mary Durector

2 Megan Gross Permissions +
2 Megan Pope
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+/  Employee Schedules

Feedback © Help® Audit

%+ Schedule Id + Name on Schedule % Start Date % Close Date
Filter | |Filter Schedule Id Filter Name on Schedu IFiIter Dates @ IFiIter Dates @
Core Lab Barbara Dodd 05/04/2018 [nt set]

Edit Employee Schedule

Schedule Id
Core Lab

Name on Schedule* @&

IBarbara Dodd

Start Date* @
|05m4f201 8

Close Date @

Save Changes

i
i

—




4| Filtering Options
Available Filtering Options
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~/  Employee Schedules

Add Schedule

% Schedule Id

Feedback®© Help®@ Audit [¥]

+ Name on Schedule + Start Date = Close Date
M IFiIter Schedule Id IFiIter Name on Schedu IFiIter Dates @ IFiIter Dates @
Core Lab Barbara Dodd 05/04/2018 [not set]
Pharmacists Barbara Dodd 01/07/2019 [not set] Edit




	Information Found in the Employee Schedules Color Bar
	Adding a Schedule to an Employee
	Editing the Details of an Existing Schedule
	Available Filtering Options

