Con']pth myWorkforce
Schedule

Schedule lists shifts you are currently responsible for working, shifts offered to you, and shifts
available for pick up. Once your manager posts a schedule, the relevant days display on this page.

You can choose your preferred display using the Show drop-down at the top of the page. This drop-
down allows you to view specific shift types, or view all types. The Hide Off Days toggle hides days

you are not scheduled to work.
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Scheduled Shifts

Scheduled Shifts are shifts assigned to you that you are

responsible for working. These shifts are marked with a teal bar

to the left of the shift.

Schedule displays the shift start and end times, as well as the

job you are scheduled to work.

You can select a scheduled shift to view drop and swap options.

These options disappear once a shift begins.

Scheduled Shift

Sunday, November 5

Starts 8:00 am
Ends 2:00 pm
Position HOST

Unscheduled Shifts

Unscheduled Shifts are available shifts not currently assigned to you. Shifts marked with an orange

bar are House Shifts made available for pick up by a manager. Silver shifts are dropped shifts made

available for pick up by other employees.
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All scheduled/avaija¥le shifts and pendings changes
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Dropped shift available from Suzy Queue.
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Schedule displays the shift start and end times, as well as the job. You can select a scheduled shift
to view the pick up option. This option disappears once a shift begins.

Pick Up a Shift

Pick Up allows you to quickly submit a request to pick up a House or dropped shift. Select a shift to
view shift details, then select Pick Up to submit a request.

Tuesday, November 28
Tuesday, November 28

You've chosen to pick up this house shift.
Waiting for manager approval.

Pick Up House shift
Starts 4:00 pm

Date Tue, Nov 28
Ends 11:00 pm Start time 4:00 PM
Position SERV , D1D End time 11:00 PM

Position SERV

m Cancel Pick Up

Once you submit an offer to pick up a shift, it is marked Waiting for Approval on your schedule, as
well as in the shift details. Select the shift to view the shift details or to Cancel Pick Up.

TUE SERV
4:00 PM to 11:00 PM
28 Pick Up f Manager. Waiting for approval. (]

Shift Changes

You can request changes to your scheduled shifts by initiating a drop or swap request. Once you
submit a request, a manager either accepts or rejects the request. In both drop and swap requests,
a fellow employee must pick up or accept the swap before a manager can approve or reject the

request.
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Manager Approval

Please note that all shift changes must be approved by a manager, and your manager may set a limit
on requests for specific days and shifts. For this reason, we recommend you submit schedule change
requests as early as possible.

Drop a Shift

Drop Shift allows you to make a shift currently assigned to you available for other employees to pick
up. Choose the shift you wish to drop, and then select Drop below the shift details.

You can offer the shift to a specific employee by selecting their name, or select Offer to Everyone to
offer your shift to all those assigned that job. Select Done when finished.

Once you drop a shift, it is marked Waiting for Response on your schedule, as well as in the shift
details. Drops must be accepted by a fellow employee, and then approved by a manager.

Done Drop Shift X Requesting to Drop

SHIFT TO DROP

SAT SERV Saturday, November 25
20 2:00 PM to 8:00 PM

You've chosen to drop this shift.
Waiting for someonea to pick it up.

ASK SOMEONE TO PICK UP YOUR SHIFT Prop My shift
[Offer to Everyone] Date Sat, Nov 25
Joey Fatone Start time 4:30 PM
) End time 10:00 PM
Kevin Test
Position SERV

Melissa Aguilera

Nate Young Cancel Drop

Swap a Shift

Swap Shifts allows you to trade shifts with another employee. Choose the shift you wish to swap,
and then select Swap below the shift details.

Employees scheduled to work the same job populate in a list along with their scheduled shift(s).
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You can offer a swap to a specific employee by

selecting Request below their shift details. m Swap Shifts

Alternatively, you can select Offer to Everyone to offer ssims s

your swap to all employees scheduled the same job. SAT SERY

o 2:00 PM to 8:00 PM
Select Done when finished.

SHIFT TO SWAP IN

Once a swap is offered, it is marked Waiting for Sortby embloyEsy [ Offer to Everyone }
Response on your schedule, as well as in the shift
. Silly Monkey
details. Swaps must be accepted by the other
employee, and then approved by a manager. g 0 00 Ania 3.00 EMLSERY
28 Request
Note that you can have multiple requests open at once; Erika Baker

in this case, the swap initiates with the first request ! 4:00 PM to 11:00 PM, SERV
approved by a manager. 30 Request

Jason Parker

WED SERV, D1D % - .
4:00 PM to 11:00 PM |4.00PMt011.00 PM, SERV

Request

29 Swap/Suzy Q. Waiting for response

Offered Shifts

Offered Shifts are shifts you make available to other X B
wap in Progress

employees through a drop or swap action.

Until your drop and/or swap requests are accepted and Sunday June 4
approved, these shifts are still assigned to you and are Wednesday May 31
your responsibility. These shifts remain teal and are ’

marked Waiting for Response on your schedule, as well
You've chosen to pick up Jane D's. swap.

as in the shift details. Waiting for manager approval.
Swap My shift Jane's shift
Cancel an Offer
Date Sun, Jun4 Wed, May 31
To cancel an offer, select the relevant shift, and then
select Cancel Swap or Cancel Drop. If a shift has multiple AEart thivis ZS AN i,
offers, selecting Cancel removes all offers. B A S
Position SERV,D1D SERV,D1D
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