
 

Calendar View  
Leave for Schedule 
 
This reference guide provides a process overview of the Leave for Schedules submenu within the Calendar view in the StaffReady Scheduling 
Module. The following process steps and instructional information are provided within this document 

 Leave for schedule 
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Leave for Schedules 

Manage Leave 

1. In the My Schedule 

side menu, check the 

Leave for Schedule 

check box.   

 

2. Click on any of the 

Leave for Schedule 

notifications on the 

Calendar Grid. 

 
 

 
 

 

 

3. Employee Schedule 

Management window 

will display.   
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4. Click the drop down 
menus to filter 
information. 

 

5. Enter the employees 
name to search leave 
for an employee.    

 
6. Click Confirm to 

approve the leave 
request. 

 
7. Click Deny to deny the 

leave Request.  
 

8. Click Edit to make 
changes or view 
additional information 
about the leave 
requests. 

 

 
 


