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Scheduling – Manage View 
Modify Schedule  

 

This reference guide provides an overview of each mode from the Modify Schedule submenu within the Manage View in the StaffReady 
Scheduling Module. The following process steps and instructional information are provided within this document:  

 Edit 

 Copy 

 Explain 

 Bid 

 Move 

 Unassign 

 Delete 
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Edit 

Using the Edit Mode 

1. Click Edit.  
 

2. Click the shift 
assignment Id within 
the schedule grid that 
you wish to edit.  (The 
Edit Shift window 
opens.) 

 

3. To change the shift 
location, select a 
location on the Location 
menu. 

To change the start 
time of the shift, select 
a time on the Start 
menu. 

To change the duration 
of the shift, in the 
Duration box, type the 
new duration of the 
shift. 

To change the duration 
of the unpaid break, in 
the Unpaid Break box, 
type the new duration 
of the break. 

4. Click Save Changes. 

Note: Any potential 
conflicts with the edits 
you are making will 
display in the Errors table. 
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Move 

Using the Move Mode 

1. Click Move.  
 
 

2. Click the shift 
assignment Id within 
the schedule grid that 
you wish to move.   

 

 

 

 

 

 

The cell is hightlighted 
grey.   

 

3. Click the cell you want 
to move the shift 
assignment to. 

The shift assignment is 
assigned to the selected 
employee and the 
Successfully moved the 
shift window appears.  
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Copy 

Using the Copy Mode 

4. Click Copy.  
 
 

5. Click the shift 
assignment Id within 
the schedule grid that 
you wish to copy.   

 

 

 

 

 

The cell is hightlighted 
grey.   

 

6. Click the cell you want 
to copy the shift 
assignment to. 

 

The shift assignment is 
copied to the selected 
employee and the 
Successfully copied the 
shift window appears.  

 

Note: The copy mode only 
allows you to copy shifts 
to other employees on 
the same day as the shift 
you have selected to copy 
occurs. 
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Unassign 

Using the Unassign Mode 

1. Click Unassign.  

 

2. Click the shift 
assignment Id within 
the schedule grid that 
you wish to unassign.   

 

 

 

 

 

 

 

 

 The selected cell is now 
empty. 
 

 The selected shift is 
now in the Unassigned 
Shifts grid. 
 

 The Successfully 
unassigned shift 
window appears.   
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Delete 

Once a deletion has been confirmed, it cannot be undone. If you are not sure whether or not you will require the shift assignment in question for 
the current schedule period, we recommend that you use the Unassign mode described above. 

Using the Delete Mode 

1. Click Delete.  

 

2. Click the shift 
assignment Id within 
the schedule grid that 
you wish to delete.   

 
 
 
 
 
 
 

 
 
 

3. Click OK to confirm 
deletion 

 
Or 
 
Click Cancel to cancel the 
deletion. 
 

 The selected cell is now 
empty. 
 

 The Successfully 
deleted shift window 
appears.   
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Explain 

Using the Explain Mode 

1. Click Explain.  

 

2. Click the shift 
assignment Id within 
the schedule grid that 
you would like an 
explanation for.   

 
 
 
 
 
 
 

The Explain Shift 
Assignment window 
displays the employees 
that the automactic 
schedule build 
attempted to schedule. 

The  icon represents 
the employee that was 
utimately assigned the 
shift. 

3. On the More 
Information menu, click 
an employee name to 
view why other 
employees were not 
scheduled.  
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4. Click the Shift History 

side tab to view all of 
the changes the shift 
assignment has 
undergone since the 
automatic system build. 

In the Assignment 
Actions table, you can 
view each change to the 
shift assignment. 

 Who made the change 

 Which employee is 
affected by the change 

 Type of change made 

 Date and time the 
change was made 
 

5. Click the Close button 

. 
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Bid 

In the Bid Mode, you can put shift assignments in the Unassigned Shifts grid out for staff to bid on. Once a shift bid has been created, bid 
recipients can accept or deny it. For information on how employees accept and deny shift bids, please consult the My Schedule reference guide in 
the Calendar view. 

Using the Bid Mode 

1. Click Bid. 
 

2. In the Unsassigned Shifts grid, 
click the shift assignment Id you 
would like post to staff to bid 
upon.  

 

3. In the New Shift Bid window, 
you can remove and add 
employees to the bid recipients 
list. 

To filter out employees who are 
not available for the shift 
assignment, click Available. 

To filter out employees who 
would receive overtime if they 
were to work the shift 
assignment, click No Overtime. 

To filter out employees who do 
not have the required skill level 
for the shift assignment, click 
Skill Level. 

To filter out employees who are 
not qualified to work the shift 
assignment, click Qualified. 

To remove all filters, click Clear 
Filters. 
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In the row of any employee you 
wish to remove, click Remove. 

To add an employee, click Add. 

To remove all employees, click 
Remove All.  

To undo any adding or removing 
of employees since the current 
New Shift Bid window was 
opened, Undo Adds/Removes 
(#). 

 
4. Once you develop a final bid 

recipient list, click Create Shift 
Bid. 

 

 

 


