Create/Edit Shift Swap Details

1  Click the "Settings" icon.

Shift #172519 Clifford Armstrong

Assigned Position 1

Sat, Jan 27,2024

“
mm #172518 (',f Dalila Donnelly
Assigned ,L“ Position 1

Mon, Jan 29, 2024

(&)

shift #172521 A Dalila Donnelly
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2  Click "Locations"

Settings

Custom Fields

My Profile User Profile
General Information
Locations First Name
f J360
Positions \
Work Phone

Administrators v | (416) 999-9991

Work Email

: training@bookjane.com

"

3  Click "Location 1"

My Profile

Location 1

Locations ~

Location Name *

© Add Location

Location 1
‘ Q Search ‘ Location Address *
2999 Kingston Road, Toronto, Ontario, Canada
Location |
Suite/Unit No.
Location 2 Suite/Unit No.
Positions v Contact Information
This is the primary method of contact for the location. It
Administrators 2 within your organization, and agency members who ha

First Name *
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4 Click "Shift Swap"

Distribution Availability Groups Shift Swap

sation 1

ion Name *

ation 1

ion Address *

9 Kingston Road, Toronto, Ontario, Canada

'Unit No.

e/unit No.

5 Click "Edit"

f& Create Shift

T

urs before shift start time
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6  Click on the "Allow Shift Swap" toggle to turn the feature on (green) or off (grey)

General Shift Distribution Availability Groups Shift Swap

Location 1

Turning on this feature will enable team members in this facility to swap shifts.

Allow Shift Swap? -

Set a time limit for when team members may post or complete a shift swap:

‘ 8 ‘ hours before shift start time

7 “

Click the number field under " Set a time limit for when team members may post
or complete a shift swap" to adjust the "hours before shift start time"

ocations ~

e Add Location Turning on this feature will enable team members in this facility to sv

‘ Q search Allow Shift swap? -

Location 1 . . )

e r—— Set a time limit for when team members may post or complete a shi
( = \‘ hours before shift start time

Location 2 L 4\ ® )

Administrators ~
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8  Click "Save"

avw -

Allow shift swap? -

Set a time limit for when team members may post or complete a shift swap:

‘ 8 3 ‘ hours before shift start time

” “

9  shift Swap is now configured
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