
 

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 Manually Assign Holiday Leave (All Employees) 
o Manually Assign Holiday Leave (Individual Employee) 

o Automatically Assign Holiday Leave 
o Assign Employee to Holiday Team Number 
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1 | Add Holidays to Departments 

Add Holidays to Departments  

1. Select Department. 

 

 

2.  Click Holidays colorbar. 
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3.  Click Choose a Holiday. 

 

 

 



Page 4 of 16 

 ©2014 StaffReady. All rights reserved. 

4. Select Holiday. 
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5. Click Add Holiday. 

 

 

6. Click Save Changes. 
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2 | Manually Assign Holiday Leave (All Employees) 

Manually Assign Holiday Leave (All Employees) 

1. Click Change All. 
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2.  Select Status radio button. 

 

2a.  Select Keep/Assign Leave 

radio button, to assign all 

employee holiday leave. 

 

2b. Select Remove Leave radio 

button, to indicate availability to 

work for all employees on 

holiday. 

 

3.  Click Save Changes. 
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3 | Manually Assign Holiday Leave (Individual Employee) 

Manually Assign Holiday 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.  
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4 | Automatically Assign Holiday Leave 

Automatically Assign Holiday Leave 

1. Click Edit. 
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2.  Select Team. 
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3.  Select Team Number. 
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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. 
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5 | Assign Employee to Holiday Team Number 

Assign Employee to Holiday Team Number 

1. Click change. 
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2.  Click Team. 

 

3.  Select Team. 
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4.  Select Team Number. 
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5.  Click Save Changes. 

 

 
 


