Ready"

My Settings

This reference guide provides an overview of the My Settings menu within ScheduleReady 4.5. The following process steps and instructional
information are provided within this document:

Change contact information
Change time format
Change password

MY SETTINGS

CONTACT INFORMATION

Time Format Primary Email

Change Password | support@maplewoodsoftware.com EI Edit

Primary Phone Humber
[(999) 999-9999 |+ | Edit

Save Changes

Read ©2013 Maplewood Software. All rights reserved.
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Change Contact Information

Change Contactiinformation

1. Select the Settings menu.

ScheduleReady’

Schedule: Activity Report

P SCHEDULE PERIODS

Refresh

- Schedule Period Unassigned Shifts Schedule Status HTML PDF Landscape PDF Portrait

e Range* ©

s vear fms ot s ek st 12008/2013- 010412014 34 LF Automatic Build Publish "%, ) =

08/04/2013 - 12114/2013 1110/2013- 12007/2013 140 L+ ruomatic Build Puplish "%, Eh)- b
10M13/2013- 1110912013 124 L¥ sutomatic Build Puplish "%, D) ]
09M5/2013-10H212013 59 Q LockedforEditng  Puslish "% o) =

SickLeave 08/18/2013 - 091412013 & v/ Published Unpublish . =) -,

Leave Requests (Central) 07/21/2013-0817/2013 0 v Puslisne Unpublish EE)- b

2. Click the Edit link next to the
Primary Email menu.

MY SETTINGS X

CONTACT INFORMATION

Time Format

Change Password | support@maplewoodsoftware.com EI Edit _

Primary Email ©

Primary Phone Humber ©
[(999) 999-9999 | ~+| Ecit

Save Changes

Q StaffReady ©2013 Maplewood Software. All rights reserved.
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3. Click New.

4. In the Email Address box, type
your email address.

5. On the Receives System
Messages menu click Yes.

6. On the the Primary Email
menu, click Yes.

7. Click Save Changes.

Note: if the email you are entering

is not your work email, select No
within the Primary Email menu.

Read

Cloud solutions for smarter healthcare™

EDIT EMPLOYEE PROFILE > EMAIL ADDRESSES

Email Addresses

i

Email Address Receives Email Primary Email

EDIT EMPLOYEE PROFILE > EMAIL ADDRESSES > CHANGE

Email Address™®

|michae|s@staﬁready.cnmﬁ |

Receives System Messages

[ Yes |~

Primary Email

[Ves [ | (mm—

Save Changes ﬁ

©2013 Maplewood Software. All rights reserved.
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8. Click change.

9. Select the check boxes for the
days of the week you wish to
receive system emails.

10. Click Save Changes.

11. Click the Edit link next to the
Primary Email menu.

eady

" Cloud s nlut on‘.lm smarter healthcare™

EDIT EMPLOYEE PROFILE = EMAIL ADDRESSES {

N
Days System Messages are Received

Daily change

EMAIL ADDRESSES

Email Address Receives Email Primary Email New
michaels@StaffReady.com Yas Yes Remave Edit

EDIT EMPLOYEE PROFILE > EMAIL ADDRESSES > TIME SETTINGS 4

)

Day|s) To Receive Messages ™

U NP TR WY T F e s, @
e e T

MY SETTINGS

CONTACT INFORMATION

Time Format Primary Email #

Change Password | support@maplewoodsoftware.com |Z| Edit

Primary Phone Number #

[(999) 999-9999 [+] @—

Save Changes

©2013 Maplewood Software. All rights reserved.



12. In the appropriate Phone

EDIT EMPLOYEE PROFILE > EDIT PHONE NUMBERS %
Number box, type the number
that you prefer to be contacted s Phone Number
by your schedule manager.
| | 1(999)999-9999 X306 | Remove
13. Click Save Changes.
Cell | (509) 555-5555 mm—_ Remove
Home | 1(999)999-9999 X306 | Remove
Mobile | 1(999)999-9999 x306 | Remove
\Work | 1(999)999-9999 x306 | Remove
Add Type
save changes L

O Sta‘ff Ready ©2013 Maplewood Software. All rights reserved.
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Change Time Format

Change lime Format

o Selct the Time Format side-tab
menu.

MY SETTINGS

CONTACT INFORMATION

Time Format Primary Email

Change Password | support@maplewoodsoftware com | = | Edit

Primary Phone Humber
[(999) 999-9999 |+ | Edit

Save Changes

e Select the Time Style Menu.

. MY SETTINGS
e Slect the time sytle you would

TIME FORMAT

assignmnets to be dislayed.

Time Style®

12 Hnur'ﬁme-

e Click Save Changes.

P e

Save Changes

©2013 Maplewood Software. All rights reserved.
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Change Password

Change Password

» Selct the Change Password
side-tab menu.

e Enter your current password
into the Old Password field.

e Enter your new password into
the New Password field.

e Enter your new password into
the Confirm New Password
field.

e Click Save Changes.

‘Ready
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MY SETTINGS 4

CONTACT INFORMATION

Time Format Primary Email

e EVLERCEL Rl | support@maplewoodsoftware com || Edit

Primary Phone Number
[(999) 999-9999 |~ | Edit

Save Changes

MY SETTINGS

CHANGE PASSWORD

Time Format

Old Password*

| —

New Password* Confirm New Password®

I ||

Save Changes ﬁ
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