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Setup View – Employee Color Bar 
Manage Shared Employees 
 
This reference guide provides a process overview of how to Manage Shared Employees on Multiples Schedules within the Employee Color Bar in the 
StaffReady Scheduling Module. The following process steps and instructional information are provided within this document: 
 

 Manage shared employees on multiple schedules 
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Manage Shared Employees on Multiples Schedules 

Recipients will receive messages sent this way in their primary email inbox, not within StaffReady Scheduling Module. Replies will go to the email 
inbox of the primary email you have on record within StaffReady Scheduling Module. There is no send receipt option for email messages sent via 
StaffReady Scheduling Module. 

Manage Employees Shared on Multiple Schedules 

1. Click the Employees color 
bar.  
 
 

 

2. Click Lookup.  
 
 
 
 
 
 
 
 
 
 

3. In the Full Name box, 
begin typing the 
employee’s name and 
then click the employee’s 
name. 
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4. If the employee you 
looked up does not 
currently reside on your 
schedule, add him or her 
to your schedule by 
clicking Add To (Schedule 
Name). 

 
 
 
 
 
 
 
 
 
 
 

5. In the Start Date box 
enter the date you want 
the employee to start 
appearing on your 
schedule.   

 

6. Click Add to Schedule.  
 

 
 
 
 
 
 

7. In the row of the Schedule 
Id for which you wish to 
see the schedule 
managers, click View 
Mangers. 

 
 

 

 

 

 



 ©2014 StaffReady. All rights reserved. 

8. To send an email to one 
schedule manger, in the 
row of that manager’s 
name, click Send Email. 

Or 
 

To send an email to all 
schedule mangers, click 
Email All. 
 
 

9. If you wish to add an email 
address to Cc: select the 
Add Email link.   
 

10. In the Subject box, type 
the subject of the email. 

 

11. In the Body box, type the 
content of your email. 

 

12. Click Send Email.   
 

 

 

 

 

 

 
 

 
 


