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From the BY EMPLOYEE schedule type, use the first row as a placeholder for any unassigned or house

shifts. 

To release shifts for pick-up, publish schedule, and select "Offer the Shift" as shown below.

Upon request, managers will receive notifications per their personal settings, and requests will be

visible from the schedule, as well as the dashboard. 

Upon APPROVAL of a pick-up by a manager, the schedule will be updated, and employee(s) will be

notified. 


