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How to Edit Ranking and Add/Edit Seniority
Rules

1 Click the "Team Member" page icon.
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2 Click "Edit Ranking"

3 Click "Select Position"
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4 Click on the position you wish to update ranking for (Eg. "Position 2")

5 Click "Download"
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6 Open the CSV and add numeric values to the "Ranking" column. Save the CSV file
when all team members have been ranked.

Note: All team members should be assigned a ranking; avoid duplicate values.
Unranked team members will receive shift notifications following all ranked team
members in alphabetical order.

Tip: Rank your team members in increments of 5 (Eg. 5, 10, 15, 20) this will allow
for space to add new team members into the ranking list without having to
update the entire list.

7 Click "Select a File" and locate the ranking file you just saved.
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8 Click "Submit"

9 The next call out shift you create will disburse based on the updated ranking. View
the "Audit Trail" on the shift to observe this feature in action.


