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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 
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Change Contact Information 

Change Contact Information 

1. Select the Settings menu. 

 

 

   

2. Click the Edit link next to the 

Primary Email menu. 
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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.  
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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. 
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12. In the appropriate Phone 

Number box, type the number  

that you prefer to be contacted 

by your schedule manager. 

 

13. Click Save Changes. 
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Change Time Format 

Change Time Format 

• Selct the Time Format side-tab 

menu. 

 

 

 

   

 Select the Time Style Menu. 

 

 

 Slect the time sytle you would 

like your schedule shift 

assignmnets to be dislayed. 

 

 

 Click Save Changes.  
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Change Password 

Change Password 

• Selct the Change Password 

side-tab menu. 

 

 

 

   

 Enter your current password 

into the Old Password field. 

 

 

 Enter your new password into 

the New Password field. 

 

 Enter your new password into 

the Confirm New Password 

field. 

 

 Click Save Changes.  

 

 

 


