() StaffReady

Scheduling Perspective — Manage View

View Submenu

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

e Time
e Hours
e Location

() StaffReady

e Overtime e Notes
e Availability e Select Multiple View Modes
e Errors
Schedules ® Central Lab
|Centra| Lab v |
11/30/2014 - 12/13/2014
Modify Schedule 89 << Schedule < Week [ « This schedule is published v } Week > Schedule >>

Feedback © Help @ Audit [ Unpublish Schedule

st 150 01 1252 121 ] 30 208 207 208 1 s a2

| Edit | ‘ Move |
Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
Co | ‘ Unassign |
| Py & Unassigned Shifts auto HEP  HEP  HEP  HEP  HEP FLOATI TITER AUTO AUTO TITER HEP  AUTO  TITER
ShowMore b
| Explain | ‘ Delete | FLOAT1 TITER MICRO BBE1 BBl BBl TC  FLOAT1 MICRO MICRO CHEM1 BB1 FLOAT1 FLOATI
PA  CHEM1 FLOAT1 FLOAT1 CHEM1 FLOATI PA PA  TITER TITER FLOATI CHEM1 HEME! PA
SER FLOAT1 HEME! HEME! FLOAT1 HEME! PAZ ~ PA2 BBl BBl HEME! FLOATI VIRO PA2
Add to Schedule PAZ BBam MAN1 VIRO BBam TC  BBZ  BB2 FLOATI FLOAT1 VIRD HEME! MANZ BB2
Elizabeth Bruch SER SER SER | SER SER TC SER |CHEM2| BBam | SER
Adjust Template Jaime Glover BBZ | CHEMZ | HEME1 AUTO | AUTOD HEP | BBZ | BBam
Donovan Dorsey TC BB1 TC TC CHEM1 CHEM1 | CHEM1| TC CHEM1
Manage Leave
Jim Rodgers TITER AUTO | AUTO | TITER BBam MAN1 | TITER | BB1
AR RN MANZ | MANZ | CHEMZ MANZ | MAN2 | MANZ | MAN2
Approve Shift Requests James Gardner (
Joe Fox MICRO| BB1 | BB1 | SURG CHEMZ | MAN1 | SURG | TC
Allison McAlister BE1 SER SER CHEMZ| BB1 | SURG
View @
Jack Wegner BB2 | BBam | BEZ2 SURG | TITER | TC | HEME1 CHEM2| SURG
O i @

Time Hours Maggie Bouchard AUTO | AUTO | TITER | MICRO | AUTO AUTO | AUTO | HEP | TC
& Location H Overtime Vicki Donovan Ha | omNa | M4 Ne | N4 | N4 | na
=] Availability O Notes Tammy Ellis

Errars Joseph Gonzalez CHEM2 CHEM2
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Time

Overview, ofithelTime\View.

e To display the starting and
ending times for each
scheduled shift assignment,

® scheduling

under View, select the Time Schedules ® Central Lab
check box. | Central Lab "]
Modify Schedule 172 << Schedule < Week

4

Sun Mon Tue Wed Thu Fri Sat

Feedback® | Help® | AuditE
o Edt || Moe |
‘ Copy || Unassign | Unassigned Shifts Mcro  aAuTo HEF HEP  FLOAT1 MICRC  TITER
Show More 8:00- 8:00- 8:00- 8:00- 7:00- 8:00- 8:00-
B B O T
‘ Explain || Delate | TITER  MICRC  TITER  MICRC HEME1  TITER  FLOAT1

Add to Schedule PA BE1 BBam  HEWEA BBZ2 BBam BBZ2

Adjust Template 12:00-  7:00- 2:00- 7:00-  14:00-  8:00-  18:00-

Manage Leave OPEN SHIFT

CHEMA | CHEM1 | CHEM1 | CHEM1 | CHEMI1
Donovan Dorsey 7:00- T:00- 7:00- T:00- 7:00-
15:30 15:30 15:30 15:30 15:30
HEME1 EB2
Angela Reed 7:00- : : 14:00-
16:30 : 22:30

Approve Shift Requests 0

IIII
238
i
g4
i
353
532

) TC SER | CHEM2 | BBam | GER
View O] Elizabeth Bruch 7:.00- | @00- | 1400- | E00- | 900
16:30 | 17:30 | 22:30 | 18:30 | 1730
Timeh O Hours )
Jim Rodgers
[ Location [ overtime
Jai Glo AUTOD BEBam
- aime Glover §:00- | e:00-
[ Availability [ Motes 600 | B0
@ ] SURG
Errors Dennis Alverez 7:00-
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Hours

Overview ofithelHours \View,

e To display the duration of
hours for each scheduled
shift assignment, as well as
total number of hours an

® Scheduling

Schedules

Lab

- @® central

| Central Lab

employee is schedule per

week under View, select Modify Schedule LEN << Schedule < Week
the Hours check box. Feedback® | Help® | Auditil
| et || moe |
| Copy | | Unassign |
| Explain | | Delete |
Add to Schedule
OPEN SHIFT Hours: 0.00 | Hours: 0.00 | Hours: 0.00 | Hours: 0.00 | Hours: 0.00 | Hours: 0.00 | Hours: 0.00
. # Hours: 0.00 | Hours: 8.00 |Hours: 16.00/Hours: 24.00|Hours: 32.00|Hours: 40.00|Hours:
Adjust Template Donovan Dorse CHEM1 CHEM1 CHEM1 CHEM1 CHEM1
A la Reed Hours: 0.00 | Hours: 8.00 {Hours: 16.00§Hours: 2400 Hours: 32.00|Hours: 40.00|Hours:
Manage Leave 3 ngela Ree a: MANT BB2
. Hours: 0.00 | Hours: 8.00 (Hours: 16.00 Hours: 24.00|Hours: 32.00|Hours: 40.00|Hours:
. Elizabeth Bruch TC SER CHEM2 EBEam SER
Approve Shift Requests 0
. Hours: 0.00 | Hours: 0.00 | Hours: 0.00 | Hours: 0.00 | Hours: 8.00 |Hours: 16.00|Hours:
Jim Rodgers TITER BE1
View e . Hours: 8.00 (Hours: 16.00(Hours: 16.00|Hours: 18.00] Hours: 24.00|Hours: 32.00|Hours:
Jaime Glover AUTO BBam TC MANT
O Time Hours +- B Hours: 0.00 (Hours: 10.00|Hours: 10.00|Hours: 10.00 {Hours: 10.00| Hours: 18.00|Hours: 22.00)
. . Dennis Alverez SURE 551 Pa
[ Location O overtime
Hours: 0.00 | Hours: 0.00 | Hours: 8.00 Hours: 16.00|Hours: 24.00|Hours: 32.00|Hours: 32.00
O Availability [ Notes Joe Fox 881 551 BB1 HEME
o Errors B B Hours: 8.00 | Hours: 8.00 |Hours: 16.00|Hours: 24.00|Hours: 34.00|Hours: 34.00|Hours: 34.00
Allison McAlister =ER CHEMZ =ER
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©2014 StaffReady. All rights reserved.



Location View

Overview of thelllocation'View.

e To display location for each

Explain

scheduled shift assignment, Schedules ® Central Lab
under View, select the [ Central Lab _
Location check box. Modify Schedule 172 << Schedule < \Week
Feedback© | Help@ | Auditl
cnpores ane | 207 | sa0 | 12w | a0 | | sane-
| Edit | | Move | Sun Mon  Tue  Wed  Thu Fri sat
| Copy | | Unassign | Unassigned Shifts MCRO  AUTO HEP HEP  FLOAT1 MICRO  TITER
Show More East South West West  5th Floor  East

| Delete

FLOAT1 TITER FLOAT1 FLOAT1 VIRD FLOAT1
5th Floor- Morth 5th Floor- 5th Floor- Maorth 5th Floor-

Add to Schedule Pa BB1 BBam HEME1 BB2 BBam

. PAZ CHEM1 MAN1 TC CHENMZ VIRD
Adjust Template 3rd Floor- 6th Floor-  South  Transplant 5th Floor-  Merth
Main Surgery  Campus Clinic South Campus
Manage Leave 5B e
CHEM1 | CHEM1 | CHEM1 | CHEM1 | CHEM1
Donovan Dorsey Gth Floor- | Bth Floor- | &th Floor- | Bth Floor- | 8th Floor-
- Surgery Surgery Surgery Surgery Surgery
Approve Shift Requests 0
PP q BB2 HEME1 MAN1 MAN1 BB2
Angela Reed Gth Floor- | 4th Floor | South South | 5th Floor-
West Main [+:T T Campus Wizst
View @ . T SER CHEMZ BBam SER
Elizabeth Bruch Transplant| TLC-North | 5th Floor- | 5th Floor- | TLC-North
Clinic South East
O Time O Hours . TITER BE1
Jim Rodgers Marth Blood
Location HJ Overtime Campus | Bank
Jaime Glo AUTO BBam TC MAN1
7 il alme vVer South Hth Floor- Transplant South
D Availability D Notes Campus East Clinic Campus
()] . SURG BE1 Pa
Errors Dennis Alverez &th Floor- Blood | 3rd Floor-
Surgery Bank Main
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Overtime View

Overview of thelOvertimeView,

e To display the which
employees will accrue

overtime for each © Scheduling v
scheduled shift assignment, Schedules

under View, select the [ Central Lab v
Overtime check box. Modify Schedule 12

Feedback® | Help@ | Auditi

B
‘ Copy | ‘ Unassign |
‘ Explain | ‘ Delete |

Add to Schedule

Adjust Template

Manage Leave

Approve Shift Requests 0

View ®

O Time O Hours

[ Location ¥ Overtime h
O Availability U Notes

O Erors

Undo ®

(4] StaffReady

Q® Central Lab

<< Schedule < Week

This schedule is locked for editing
Publish Schedule

E

1200712014 -01/0312015 ]

oo e | 128 20 10 vt oz 213 v 1 s on | 1 s v v o 22 v s s
Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun  Mon Tue Wed Thu Fri sat
Ums‘mm MICRO AUTG HEF HEP FLOATI MICRO TITER MCRO HEP HEP  HEP FLOATI HEP AUTO MICRO HEP HEP HEP HEP  HEP FLOATI
e WoRo TER WICRO HEME! TTER FLOATY FLONTI FLOATI FLOATI FLOAT! Sam WCRO TITER FLOATI TTER TTER FLOATI FLOATI TTER  PA

FLOATI TITER FLOATI FLOATI VIRO FLOATI PAZ  PAZ  WANI VRO VIRD WAN{ FLOATI FLOATI TC FLOAT! FLOAT! VIR HEWE! 531 FPAZ
| PA 81 | BEam WEMEY 82  GEam  BE2 | 532 VRO ‘CHEMZ VIRO SURG  PA | PA VIR SSam 982 VIRO CHEMI B2
PAZ CHEMI WANI TC  CHEMZ VRO PAI  PAZ  CHEW2 VRO SER  SER CHEMZ VRO cHENZ FLOATI PA3

OPEN SHIFT

Donovan Dorsey CHEM1| CHEM1 | CHEM1 | CHEM1 | CHEM1 T | T© TC CHEMI| TC CHEM1 T

Angela Reed 882 |HEMET | Man1 [RECYRIIN-(:H] -2 CHEM! BB2 882 | BBZ |HEMET 882 | CHEMZ

Elizabeth Bruch TC | SER |CHEM2| BBam | SER SER | SER | SER | SER | SER BE1 | SER | SER | SER | SER

Jim Rodgers TITER | BB1 AUTO | AUTO | HEME1 TTER | TC | TITER TITER | AUTO | AUTO

Jaime Glover AUTO | BBam TC | MANI HEME1T | HEME1| BB2 | HEME?| HEME1 BBZ | HEME1 AUTO

_ SURG BE1 | PA PA | TITER | MANT | MANi CHEME_ BHam |CHEMZ| TC

Joe Fox BB1 | BB1 | BB1 |HEME1 SURG | BBam | SURG MICRO | AUTO | AUTO | BB1 | MICRO

Allison McAlister | sER CHEMZ2 | SER | SURG BE1 | BE1 | BE1 | BB1 | BB1 BB2 BB1 | BB1 SER

Jack Wegner BB2 |HEME1 HEP |CHEM2 BEsm | BB2 | BBsm | HEP | BB2 SURG | SURG SURG | TITER

Maggie Bouchard AUTO | AUTO | HEP | TC | AUTO TITER | MICRO | AUTO MICRO | AUTO | AUTO |MICRO | TC

Vicki Donovan Ne Ne N4 M e e N4 N4 Ng N N4
«- 881 _*

MAN1 SER | AUTO | AUTO | SER CHEM2 | CHEM1 | AUTO SER | HEME1 | CHEMZ | BBam |HEME1 -
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Availability View

Overview of the Availability View.

e To display the availabilty

range for each employee on
the days shown on the
calander, under View,

V) Scheduling v

select the Availability check Schedules (® Central Lab
[ Central Lab v |
box.
Modify Schedule 172 << Schedule < Week
Feedback® | Help@ | Audit
| Edit | ‘ Move | Sun Mon Tue Wed Thu Fri sat
| Copy | ‘ Unassign | Unassigned Shifts  ycro AUTO HEP HEP FLOAT1 MICRO TITER
B 0 TTTT—_—"—""|||"——"—"————
. TITER MICRO TITER MICRO HEME1 TITER FLOAT1
| Explain | ‘ Delete | ____________________________________________________________________________
FLOAT1 TITER FLOAT1 FLOAT1 VIRO FLOAT1 pA2
PA BB1 BBam HEME1 BE2 BBam BB2
PAZ CHEM1 MAN1 TC CHEMZ VIRO PA3
Add to Schedule
OPEN SHIFT OFF OFF OFF OFF OFF OFF OFF
: OFF 7:00-15:30 | 7-00-15:30 | 7-00-15:30 | 7:00-15:30 | 7:00-15:30 OFF
Adjust Template Donovan Dorsey Any Location|Any Location| Any Location|Any Location Any Location
CHEM1 CHEM1 CHEM1 CHEM1 CHEM1
OFF 6:00-0:00 || 6:00-0:00 | 6:00-0:00 | 8:00-0:00 | 8:00-0:00 OFF
Manage Leave 3 e L neationliny | esbioniny | neation] Any Lscaton| Anylscstion
BB A MAN1 BB2
Approve Shift Requests 0 OFF 7:00-22:30 | 9:00-22:30 | 9:00-22:30 | 8:00-22:30 | 9:00-22:30 OFF
Elizabeth Bruch i i\ iyl i Ayl 1|yl | Exrel
TC SER CHEMZ BBam SER
) 6:00-0:00 OFF 6:00-0:00 | 6:00-14:30 | 5:00-0:00 OFF
View © PHE ﬂ'AnyLmaﬁm Any Location Any Location Any Location
TITER BB1
[ Time [ Hours
6:00.0:00 OFF OFF 6:000:00 | 6:000:00 | 6:000:00 OFF
O Location O overtime Jaime Glover AnyLocaton g e
AUTO TC MAN1
AvailabilityﬁNotes OFF 6:000:00 | 6:000:00 | 6:00-22:30 | 8:000:00 | &:000:00 | &:00-0:00
D Dennis Alverez Any L 1| Any L 1| Any L 1 Location| Any Location Any Location
Errors SURG BB1 PA
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Notes View

Overview of the!Notes View.

e To display the notes that
were made for each @ Scheduling v i mm *p E o

scheduled shift assignment, [ Manage
under View, select the
Notes check box. Schedules ® Central Lab

| Central Lab v

Modify Schedule << Schedule < Week

Emvereeane |17 1230 1203 1210 21 12

Sun Mon Tue Wed Thu Fri

Add to Schedule

&

Feedback® | Help@® | Audit

OPEN SHIFT
| Add | | RepeatAdd |
Donovan Dorsey CHEW1 | CHEM1 [CHEMT | CHEM1 | CHEMI
Angela Reed BE2Z HEME1 MAN1 JECTTIRECTS
. Elizabeth Bruch TC SER |CHEM2| BBam | SER
Adjust Template
Jim Rodgers TITER | BBE1
Manage Leave 3 Jaime Glover S TC | MANI
AUTO
Approve Shift Requests 0 Dennis Alverez SURG BEB1
Joe Fox BE1 | BE1 | BE1 |HEMEI1
. Allison McAlister SER CHEMZ| SER | SURG
View @
Jack We EEZ |HEME1 #-CHEME
[ Time [ Hours ack yvegner HEP
[ Location O overtime Maggie Bouchard AUTO | AUTO | HEP
O Availability Notes «@ffmmsm  |Vicki Donovan MO | N | e
® Erors Tammy Ellis
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Errors View

Overview, of ithe'Errors\View,

e To display the the error
status of each scheduled
shift assignment, under

©® scheduling

Schedules

View, select the Errors

| Central Lab

check box.

e To display information about
an error, move the pointer
over the error of interest.

SURG

° @ =NoError

Modify Schedule

Add to Schedule

Feedback® | Help@ | Auditl

| Add

| | Repeat Add |

Adjust Template

Manage Leave

Approve Shift Requests 0
CHEM2
e ' =Minor error occurred _
View Q]
! O Time O Hours
Eg o O Location O overtime
* = Slgmflcant il O availability J Notes
occurred Errors «

(4] StaffReady

(@® central Lab

<< Schedule < Week

Q

12/07/2014 -0
This schedule is log

[ oore e | 201 | 20u 20 1210 121 1] 23 121 s a2 212

Sun  Mon Tue Wed Thu  Fri Sat  Sun Mon Tue Wed Thu Fri
OPEN SHIFT |
CHEM1 | CHEMT | CHENA | CHEM1
Donovan Dorsey o
Angela Reed BB2 BB2
] ]
Elizabeth Bruch SER SER
] @ % 9 o
o s 551 AUTO | AUTO [HEME1
o © 0 o
- MAN1 HEME1|HEME1| BB2 |HEME1
Jaime Glover o o o o o
]
R SURG BE1 | PA PA | TITER | MAN1 | MAN1 [CHEM2| MAN1
] 0 %90 0 9=¢p0 O
Joe Fox 5E1 | BE1 | BB1 |HEME1 SURG | BBam | SURG
© % 0 o © 0 o
551
Allison McAlister
]
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