[+ StaffReady

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:

e Remove an employee from the schedule
e Reinstate removed employees
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Order Name On Schedule FTE Job Descriptions. Awvailability Pattern Available Time Lookup New
Show Al v Show Al v Hide Removed v
=1 Bob Martin 1.00 5 assioned Two weeks 2000-6:30
= 2 Mike Thompsan 1.00 5 assigned Two weeks 7:00-16:30
=3 Josh Hartman 1.00 5 assigned Two weeks 7:00-15:30
= 4 Jim Bob 1.00 4 assigned Two weeks 7:00-15:30
= 3 Andy Kopf 100 1 assigned Two weeks 8:00-16:30

= 6 Shift Bids
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Remove Employees from the Schedule

Remove Employee from Schedule’

1. Click the Employees color
bar- + Employees s -

Feedback©  Help@  Audit(Z)

Order Name On Schedule FTE Job Descriptions Availability Pattern Available Time Lookup  New

2. In the row Of the \ﬂl Q Q Show Al ¥ Show Al ¥ Hide Removed ¥
employee you would =1 Mike Thompsen 100 Sasianed o uets Zon1630 —
like to remove from the : — - — e

= 3 Josh Hariman 1.00 5 assigned 7:00-15:30

schedule, click Remove. n oo o R -

=86 Rhonda King 1.00 2 assigned No Availability

3. Inthe Separate Date Remove Employee

box, type the last date
that the employee

should be active on the 11/04/2014 h &
schedule.

Remowve Date @

Save Changes

4. Click Save Changes.
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Reinstate a Removed Employee

Reinstate alRemoved Employee

1. Click the Employees color

bar. +/ Employees s -

Feedback®  Help®  Auditi

2. On the Show/Hide Order Name On Schedule FIE Job Descriptions Availabilty Pattern Available Time Lookip New
menu, click Show All. Searn Q Seatch Name [QMin ] [SronAl_v] Shou Al Show Al v

Hide Removed

Ell| Mike Thompson 100 5 assigned Two weeks 1:00-16:30
=2 Jim Bob 100 4 assigned Two weeks 7.00-15:30

3. At the bottom of the
table, in the row of
employee you wish to , . o

Mary Davis 110172013 h 100 2 assigned Two weeks 6:30-15:00 #
reinstate, click
Reinstate.
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