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You can manually add open shifts to the schedule, as needed. 

The easiest way to do this is to view the schedule by Job: 

 

 

Click Quick Actions  

 

You will see the schedule listed by Job. Click Insert Shift Template. 
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Locate the shift template you need from the list or type it into the Search box and results will appear. Click the 
shift you want to add from the box, then click on the day you want to add it for the job you need.

 

 

Here you can see the 7-19h shift has been added to an LPN job on Sunday, April 10. The red dot next to the 
shift indicates that this shift has not yet been saved. Click Save and the red dot will disappear. 

 

 

 

 

 

 

 

 

 


