£4 KRONOS .

Request Open Shifts

Job Ald This job aid explains how you can review and request to work open shifts.

About Open Shifts

« Employees can request to select their own schedule from the times that are available when the request
period is open.
¢ Open shifts requests need to be approved by your manager before they are officially scheduled.

View available open shifts:

1. Locate the My Schedule tile. You can view open shifts available from the My Schedule tile on your home page.
Note the blue text message indicating that you can request open shifts. The open shifts will be displayed in red.

My Schedule

You can request open shifts

Nov 05 - Nov 11

Tue 7:00 AM - 4:00 PM [9:00]
5 /Senior Associate

Wed I 7:00 AM - 4:00 PM [9:00]

6 ../Senior Associate
Thu | | open Shifts [2]
7

Fri 7:00 AM - 4:00 PM [9:00]
8 ../Senior Associate

Request open shifts:
2. Open your calendar by clicking Main Menu > My Information > My Calendar or clicking on the My Schedule
tile.
3. Do one of the following:
o Click New Request. Select Open Shift.

o Right-click a day in the future that has a shift. Click Open Shift.

Events Requests

1 2] open shifts [2] N
| 7:00 am - 4:00 pm | 7:00 am - 4:00 pm
8  Friday Request Open Shift
7 8 9 7-00 AM - 4:00 PM [9 Request Self-Schedule
| Open Shifts [2] | 7:00 am - 4:00 pm Senior Associate
17 Monday
14 1L 1c
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4. In Request Open Shift:

a. Click the open shift to select it. You can select only one open shift at a time. Toggle between Show List
and Show Calendar to view the open shifts in different formats.

Request Open Shift X

Select an Open Shift to request

Show Calendar Refine Y

07 Thursday

[9:00] (-]

7:00 AM - 4:00 PM
Department 2/Senior Associate

[9:00] .-

2:00 PM-11:00 PM
Department 1/Senior Associate

b. Select the ellipsis icon to view shift details.

c. Click OK to return to the previous screen.

d. If you have more than one open shift option, click to scroll to the previous or next day, one shift at a time.

Shift Details X

1of2 >
Date
11/07/2019

Shift Type
7:00 AM - 4:00 PM
[9:00]
Department 2/Senior Associate

Shift Details
7:00 AM - 4:00 PM [9:00]

CO/NorthGroup10/Department 2/Senior
Associate

Also working [2]

Search for an employee Q

Edwards, Howard

Edwards, Ryan

Comments [0]

Refine hifts X
| e .
e. (Optional) Click Refine to filter shifts as follows > ‘
o Click Reset to set the selections back to the default settings. o :
o Select Locations. o
o Select Jobs. Lt it -

Bedl(‘,h for an employee

o Select Shift Start or Shift End times.

%] Adams, Greg
o If available, view a list of employees who are also working on the same _s
Shift. ] Adams, Olivia

Adams, Victor

c. Click Apply.

»
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d. Click Submit to submit your requests to a manager.
e. Click OK.

Request Open Shift X

® Information Submitted to manager.

Requested Open Shift

Thu 11/07, 7:00 AM - 4:00 PM

[9:00] -]

Department 2/Senior Associate
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