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Setup View – Employee Color Bar 
Remove Employee from Schedule 
 
This reference guide provides a process overview of how to Remove an Employee from the Schedule within the Employee Color Bar in the 
StaffReady Scheduling Module. The following process steps and instructional information are provided within this document: 
 

 Remove an employee from the schedule 

 Reinstate removed employees  
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Remove Employees from the Schedule 

Remove Employee from Schedule 

1. Click the Employees color 
bar.  
 
 

 

2. In the row of the 
employee you would 
like to remove from the 
schedule, click Remove.  

 
 
 
 
 

3. In the Separate Date 
box, type the last date 
that the employee 
should be active on the 
schedule. 
 

4. Click Save Changes.  
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Reinstate a Removed Employee 

Reinstate a Removed Employee 

1. Click the Employees color 
bar.  
 
 

 

2. On the Show/Hide 
menu, click Show All. 

 
 
 

3. At the bottom of the 
table, in the row of 
employee you wish to 
reinstate, click 
Reinstate.  

 
 

 

 

 
 

 

 

 

 

 

 

 

 


