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 Click on Calendar-view
schedule and pick up shifts.

Calendar




How to
Request shifts ==

Michelle Krebsbach - Talent Acquisition Coordinator
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Step 1

Click on Request Shift

Note the shift time, location, Notes for
facility.

The system will ask you:

Are you sure that you want to request the
shift below ?

X Close { Back

Open 1)

Facility Name

Shift 1D 53019

8.25 2:45P-11:00P

Bl Facility
Tudor Oaks
{LTC)
Notes

lllll

OR Select distance

v Request Shift

_ ~40 miles

@ Location
Muskego, W1, 53150



* The requested shift will show up on your calendar in Purple.

* Once the scheduler submits your shift for confirmation the shift turns Blue and you
are to report to the shift, unless you are notified, that you are not needed.

m._”mmw N * If you are not able to make it to the shift, as scheduled, you need to give 4 hours'
f# notice for any cancelation.

* Dr note or documentation may be required for any absence, to be excused.
*» |f you are running late, you must call L _L\MWJW \WWLM .€x+ 3

* Canceled shifts will be in RED. 17 18
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