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Unassign an Employee From a Shift 

    
When you unassign employees from shifts, the shifts become open shifts that keep the 
same job assignment and times as the original shift.  
 
Note: You cannot unassign a shift that is locked, signed off, during a locked day, or during 
an Off or Unavailable period. 

 
1. Right-click an assigned shift and select Unassign. 

2. Click Save. 
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