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Scheduling – Manage View 
Overview of the Manage View Editor 

 
This reference guide provides an overview of the Manage View editor within the StaffReady Scheduling Module. The following process steps and 
instructional information are provided within this document: 

 Overview of the manage view in the scheduling perspective 
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Overview of the Manage View Editor 

The following overview describes the basic layout and functionality of the Manage View editor. The schedule information for the last schedule 
that you viewed within the Manage View and the Modify Schedule submenu are displayed by default. 

Schedule periods in the Schedule Period menu appear with icons that provide a visual representation of the status the schedule periods. The 
following legend defines the meaning of each icon: 

 

 Published 
 Locked for Editing 

 

 Automatic Build 

 

Overview of the Manage View Editor 

 Use the Schedules 
menu to change the 
schedule that you are 
viewing information 
for (if you have 
administrative access 
to more than one 
schedule). 
 

 Use the Schedule 
Period menu to 
change the schedule 
period on display. 
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 Use the Schedule Back 

button  to 
move one schedule 
period in the past.  
 

 Use the Week Back 
button  to 
move one week in the 
past.  
 

 Use the Schedule 
Forward button 

 to move one 
schedule period into 
the future. 
 

 Use the Week 
Forward button 

  to move one 
week into the future.  
 

• Click Feedback to 
submit a support 
question to 
support@staffready.c
om 

• Click Help to access 
the help files and 
videos specific to the 
menu currently open.  

 Click Audit to view the 
Audit Report window. 

 

 

 

 
 

 

 

 

 

 

 

 
 

 

 

 

 

 

mailto:support@staffready.com
mailto:support@staffready.com


 ©2014 StaffReady. All rights reserved. 

The Audit Report window 
displays all edit actions 
that have been made by 
administrative users witin 
the Schedules tab editor. 

The information in the 
Audit Report window can 
be sorted by the name of 
any of the columns in the 
window. 

 

 

 

You can navigate between 
editor side-menus by 
clicking on the name of a 
menu.  

Note: For an explanation 
of each Manage View side-
menu, please consult the 
menu reference guides 
and videos for each 
individual menu. 

 

 

 

 

 
 

 

 

 

 
 

 


