Releasing Unassigned or House Shifts
for Pick Up

Last Modified on 12/21/2021 7:44 pm MST

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.

weekof < |Dec 20,2021 E] > l 10f 30 Schedules vI B o) Employes EI by Time “ by Role I [‘.gﬁ‘g&,ﬂs”-eae-em-]@x

Sort by: A-Z | Roles | AM/PMRoles | Groups 9 MsT

Main

v .
Main Bar er or Published on Dec 2lst by admin 2 4] =

A Show Requirements Mon Dec 20 (24 5} m Wed Dec 22 (24 [5 Thu Dec 23 29 [5 Fri Dec 24 (24, [5 sat Dec 25 @) [5 sun Dec 26 @3 [

Add v Add ¥ Add v Add v Add v Add v Add ¥
Christmas Eve Christmas
Unassigned 8:00am - 5:00pm 8:00am - 5:00pm
Hrs: 25,50 Shifts: 3 Bartender Bartender

Offer this Shift Offer this Shift
Swap this Shift Swap this Shift
8:00am - 5:00pm M
Bartender
‘snm offered
(Clickto cancel)

Offer started Dec 2Ist

dadada, Bar Guy2
Hrs: 0,00 Shifts: 0

fafa, Bar Guy3
Hrs: 0,00 Shifts: 0

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.



