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Request Self Schedule

Reference Guide

Purpose: This guide will show team members in Advanced Scheduling departments how to request self-
schedule shifts during the request period.

Action Screenshot

About Self-Scheduling

e You will select the shifts you wish to work during the upcoming 6-week schedule period.
e You can self-schedule up to 64-hours per week to accommodate departmental needs.
e Your self-schedule request is not considered approve until your department’s final schedule is posted.
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1. Click the arrow in the My Schedaule tile. sgAdmin
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2. Click the New Request icon, then Swap %
select Self-Schedule from the list. !
Open Shift
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Request Self-Schedule X
3. Click the available shifts you would like (D  formation Deadiine for submission X
to request for your schedule. is 10/09/2021 23:59
e [f a specific date is not displaying
with open shifts, that date’s staffing Select shifts to create your schedule
is full and is no longer available to o
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request.
e Click the ellipsis icon ® to view shift November 2021 z
details.
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e Once you have selected a shift, click
it to de-select it.
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4. Once you have finished selecting your
shifts, click the Review button.
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5. Click the Submit button.

Cancel Submit

6. Click OK to close the panel.

Your self-schedule request will display in
the Requests tab.

The request shows the number of shifts
scheduled; for example, W1[3] means there
are three shifts scheduled during the first
week of the schedule cycle.

Notice the request also displays the total
hours scheduled for the period.
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[ Self Schedule Request 2
| changes can be made before 10/09/2021 2359

Total number of shifts |3}

Shifts Per Week
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