[+ StaffReady

Department View
Holiday Colorbar

This reference guide provides an overview of the Holiday colorbar within StaffReady. The following process steps and instructional
information are provided within this document:

o Add Holidays to Department o Automatically Assign Holiday Leave

o Manually Assign Holiday Leave (All Employees) o Assign Employee to Holiday Team Number

o Manually Assign Holiday Leave (Individual Employee)

v Holidays
Feedback©® Help @
Views @
® View by Holiday View by Year
Choose a Holiday: ®| Christmas ¥ | Remove Holiday

Holiday Leave
Employee Report Team 2014 Edit 2015Edit 2016 Edit 2017 Edit

All Teams Change All Change All Change All Change A

Anthony Mulllins  View Team 1 change m Leave: m Leavei
Beth Collins View Team 1 change m Leave_- m Leave_'
Bob Smith View  Teamn 1 change m Leave_. m Leave_'
ES:nrjlijssen View Team 2 change Leave: m Leave: m
Brad Moore View  Team 2 change Leave: m Leave_. m
Bruce Morgan View Team 2 change Lea\re: m Leave: m
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1 | Add Holidays to Departments

Add HolidaysitorDepartments

1. Select Department.

4 StaffReady &£

Ei Department

2. Click Holidays colorbar.

[ ::}Browse Departments v | Ei Core Lab

=R Laboratory
+-fn Anatomic Pathology
+-fA Blood Bank

+ fn Central Lab

3 Core Lab I:> Holidays No Holidays assigned
+ A Histology

+ En Pathology

+-fA Patient Service Centers

+ R Phlebotomy

Department
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3. Click Choose a Holiday.

Holidays no Holidays assigned

Views ©

@® view by Holiday O View by Year

Choose a Holiday: @ | Choose One v |—

Holiday Leave

Employee  Report Team 2015Edit ~ 2016Edit 2017 Edit

All Teams ~ Change All Change All Change All

<™
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4. Select Holiday.

HG"dE}'S No Holidays assigned

Views @
@® view by Holiday  © view by Year

Choose a Holiday: ©| Choose One &

Christmas
Employee  Repdq Easter Day 2015 Edit 2016 Edit
Independence Day

New Year Day
Thanksgiving Day
Veterans Day

Change All  Change All
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5. Click Add Holiday.

6. Click Save Changes.

(3 StaffReady
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Holidays

Views @
® view by Holiday ~ © View by Year

Choose a Holiday: ©| New Year Day

Holiday Leave
Employee  Report Team

No Holidays assigned

Add Hnliday-

2015 Edit 2016 Edit

All Teams ¥

Change All Change All
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2 | Manually Assign Holiday Leave (All Employees)
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IVMianually:Assign Holiday Leave (Al Employees)

1. Click Change All.

(3 StaffReady

" Holidays

Views @
® View by Holiday

L) View by Year

Feedback© Help @

Choose a Holiday: ©| New Year Day ¥ | Remove Holiday
Holiday Leave
Employee Report Team 2015 Edit 2016 Edit 2017 Edit 2018 Edit
All Teams ¥ Q‘Cmge_ﬂl Change All Change All
Allison McAlister  Wiew Mo Team Set change :_:IL-;..-ave' m ] m ] m ]
Angela Reed View Mo Team Set change [ |[Leave m m m
Bill Longwell Wiew Mo Team Set change ._:.L;-ave m m m
Brian Curtis Wiew Mo Team Set change [ :Leave; m m m
Cindy Johnson Wiew Mo Team Set change ._:.L;-ave m m m
Dan Steiner View Mo Team Set change .. |Leave m m m
David Barmasai Wiew Mo Team Set change ._:.L;-ave m m m
Dennis Alverez View Mo Team Set change [ |[Leave m m m
Diana Sigei Wiew Mo Team Set change ._:.L;-ave m m m
I O [N

Diane Roy

Mo Team Set change
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2. Select Status radio button.
Change Leave for Column b

2a. Select Keep/Assign Leave
radio button, to assign all Holiday
employee holiday leave. ) . i A
Jew Year Day (01/01/2016)
) Status*
2b. Select Remove Leave radio j|> < B ~
button, to indicate availability to — Keep/Assign Leave nREMOVE LEave
work for all employees on Holidays may take a minute to update after making this change.

holiday.
I:F>Sa'-.re Changes

3. Click Save Changes.

©2014 StaffReady. All rights reserved.
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3 | Manually Assign Holiday Leave (Individual Employee)
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IVianually AssigniHoliday Leave (Individual Employee)

1. Click Leave/Work toggle slider.

Leave = Employee receive holiday.
Work = Employee available to be
scheduled.

Note: Work indicates the employee
is available to work. However,
the employee will not necessarily
be automatically scheduled. The
system will still abide by normal
schedule building rules when
attempting to schedue the
employee.

(3 StaffReady

v Holidays
Feedback ©  Help @
Views @
® View by Holiday ) View by Year
Choose a Holiday: ©| New Year Day ¥ | Remove Holiday
Holiday Leave
Employee Report Team 2015 Edit 2016 Edit 2017 Edit 2018 Edit
All Teams ¥ Change All Change All ChangeAll Change All
Allison McAlister  View Mo Team Set change ‘:m m m
Angela Reed Wiew Mo Team Set change L&ave: _ m m m
Bill Longwell Wiew Mo Team Set change L&ave: m m m
Brian Curtis View Mo Team Set change Leave: m m m
Cindy Johnson Wiew Mo Team Set change L&ave: m m m
Dan Steiner View Mo Team Set change L&ave: m m m
David Barmasai Wiew Mo Team Set change L&ave: m m m
Dennis Alverez Wiew Mo Team Set change L&ave: m m m
Diana Sigei Wiew Mo Team Set change L&ave: m m m
Diane Roy Wiew Mo Team Set change L&ave: m m m
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4 | Automatically Assign Holiday Leave

Automatically Assign'Holiday Leave

1. Click Edit.
" Holidays
Feedback © Help @
Views @
@® view by Holiday  © view by Year
Choose a Holiday: © | New Year Day ¥ | Remove Holiday
Holiday Leave
Employee Report Team 2015ﬂ-@ 2017 Edit 2018 Edit
All Teams ¥ Change All Change All Change All Change All
Allison Mcalister  View Mo Team Set change F::a—veﬂ. m_ m_ m_
Angela Reed Wiew Mo Team Set change l_'aa—ve‘ m_ m_ m_
Bill Longwell Wiew Mo Team Set change [_Ea_veﬂ. m_ m_ m_
Brian Curtis View Mo Team Set change l_am; m_ m_ m_
Cindy Johnson View Mo Team Set change [_::a—veﬂ. m_ m_ m_
Dan Steiner View Mo Team Set change l_'aa—ve‘ m_ m_ m_
David Barmasai View Mo Team Set change [_Ea_veﬂ. m_ m_ m_
Dennis Alverez View Mo Team Set change l_'aa—ve‘ m_ m_ m_
Diana Sigei Wiew Mo Team Set change [_::a—veﬂ. m_ m_ m_

Diane Roy Vie Mo Team Set change l Leave
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2. Select Team.

Ready
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Edit Holiday X

Holiday Start Date

01/01/2018
Holiday Mame*
New Year Day

Description

New Year Day for Core Lab

Team™®

1

Assigns*

o WA r

L= L

i
X

=]
L=

Save Changes
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3. Select Team Number.

Edit Holiday X

Holiday Start Date
01/01/2016
Holiday Mame*

New Year Day

Description

New Year Day for Core Lab

Team™®

— WD 00 =] O LR LD D —
[
-
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4. Select Assigns radio button.

4a. Select Leave radio button, to
assign all employees holiday
leave on selected Team
Number.

4b. Select Workk radio button, to
indicate availability to work for
all employees on Team
Number.

Leave = Employee receive holiday.

Work = Employee available to be
scheduled.

5. Click Save Changes.

Ready
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Edit Holiday X

H

Holiday Start Date

01/01/2018
Holiday Mame*
New Year Day

Description

New Year Day for Core Lab

Team™®

1

Assigns*

. = VA e
> _E':-\.'E Il"i'\-' ".

>5ave Changes
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5 | Assign Employee to Holiday Team Number

Assigh'Employee'to'Holiday Team Number

1. Click change.

" Holidays

&

Feedback ©  Help

Views @
@® view by Holiday  © view by Year

Choose a Holiday: @ | New Year Day ¥ | Remove Holiday

Holiday Leave

Employee Report Team 2015 Edit 2016 Edit 2017 Edit 2018 Edit
All Teams ¥ Change All  Change All Change All Change All
Allison Mcalister  View Mo Team Set c Mi/ m_ m_ m_
Angela Reed View No Team Set change l Leave| m_ m_ m_
Bill Longwell View Mo Team Set change [_E“_“- m_ m_ m_
Brian Curtis view NoTeamsetchanze | [teave [IH [N [N
Cindy Johnson View Mo Team Set change [_E“—“ﬂ- m_ m_ m_
Dan Steiner View Mo Team Set change I—Eﬂ—ve m_ m_ m_
David Barmasai Wiew Mo Team Set change [_Ea_veﬂ. m_ m_ m_
Dennis Alverez View Mo Team Set change I—Eﬂ—"f‘ m_ m_ m_
Diana Sigei View No Team Set change [_Eﬂ—wﬁ- m_ m_ m_
Diane Roy ew  NoTeamsetchance | [Leave [N (NN W

E:J S ta FFReady ©2014 StaffReady. All rights reserved.
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2. Click Team.
Change Team X

3. Select Team.

Employee
Allison McaAlister
leam
No Team ¥
Holidays may take a minute to update after changing the team

Save Changes

Ready ©2014 StaffReady. All rights reserved.
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4. Select Team Number.
Change Team X

Employee

Allison McAlister

Team

No Team ¥

, " , -
S R e g N T e T s h= T -
[ake 4 minute 1o bpagite aft

L1¥]
m
~

.Teamm
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5. Click Save Changes.

Ready

Change Team

Employee

Allison McAlister

Team

Team1 ¥

I J~-
g F

:>Sa'-se Changes

v}

lidays may take .

-
- F

m
™
AT}
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