Ready

Department View
Department Colorbar

This reference guide provides an overview of the Department colorbar within StaffReady. The following process steps and instructional
information are provided within this document:

o Create Department
o Edit Department
o Move Department

o Add Department Supervisor
o Add Organization Leave Types
o Edit Organization Leave Types
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1 | Create Department
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Create bepartment

1. Select Department.

2. Click New Department.
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3. Enter Department Id.

4. Enter Department Name.

5. Enter Department Supervisor.

6. Click Save Changes.

Note: Click change if the parent
department for the newly created
department needs to be changed.
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Create Department b
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B Laboratory change
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Save Changes
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2 | Edit Department
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EditDepartment

1. Select Department.

2. Click Edit Department.
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3. Edit Department Id.

4. Edit Department Name.

5. Edit Department Supervisor.

6. Click Save Changes.

Note: Click change if the parent
department for the edited

department needs to be changed.
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Edit Department b
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3 | Move Department

lViove bepartment

1. Select Department.
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3. Click Select Department for

where you would like to move

the Department.
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Move Department b

Click a destination department
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4 | Add Department Supervisor

Add Department Supervisor,

1. Select Department.
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3. Enter Supervisor.

Edit Department X

Within
En Laboratory change

4. Click Save Changes. Department Id*
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Save Changes
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5 | Add Organization Leave Types
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AddiOrganizationiLeaverlypes

1. Select Department.

£+ StaffReady

2. Click Organization.

| Browse Departments

-] B Laboratory

|: En Laboratory
+-fn Medical Center
+-fn Nursing

+- Patient Services
+ A Pharmacy

+-ER Radiology

+-Ef Setup

SEARCH

Ei Department

Department

Mew Department || Edit Department

Department Id

Laboratory ¢

Crganization
|::>-= cal Center

Mowve Department
Department Name
Laboratory
Supervisor

Barbara Dodd
Barbara Dodd ¢

Ready

©2014 StaffReady. All rights reserved.



3. Click Leave Types side menu.

(3 StaffReady

Edit Organization

Overtime

Organization Name
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Save Changes
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4. Click New.

Edit Organization

Leave Types

® Show Open

Show Closed Show All

Leave Type

Z
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Minimum Days Initial Status Employee Selectable Color

Continuing Education 35 Reguest Yes

FMLA 1 Confirmed MNo -
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m |[|jm | |m
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Jury Duty 5 Request Yes T
14

Late

Request
MAT 14 Confirmed No

Medical Leave 1 Confirmed No
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Military 14 Request No
PTO
Sick

Request

Confirmed

Switch Off Request
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5. Enter Leave Type values.
Edit Leave Type ) 4

Leave Type*

6. Click Save Changes.
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Request v

Background Color*
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Text Color*
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Save Changes
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6 | Edit Organization Leave Types
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EdIt OrganizationiLeavelypes

1. Select Department.
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3. Click Leave Types side menu.
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4. Click Edit.

Edit Organization

Leave Types

® Show Open

Show Closed Show All

Leave Type
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Minimum Days Initial Status Employee Selectable Color
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5. Edit Leave Type values.

6. Click Save Changes.
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Edit Leave Type X
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Initial Status®
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Background Color*
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Save Changes
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