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This reference guide provides a process overview of how to sort the employee schedule order within ScheduleReady 4.5. The following 
process steps and instructional information are provided within this document: 

 Sort the employee schedule order 
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Sort the Employee Schedule Order 

To adjust the order that employees appear on the schedule, complete the following the steps: 

 

Sort the Employee Schedule Order 

1. Click Employees. 
 

2. In the row of the employee you 

wish to reorder, drag the  icon 

to the new position. 

 

 

 

 

 
 


