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Scheduling Perspective — Manage View

Approve Shift Requests

This reference guide provides an overview of each mode from the Approve Shift Requests submenu within the Manage View in the
StaffReady Scheduling Module. The following process steps and instructional information are provided within this document:
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Overview

There are four types of shift requests that can be approved or denied within the Approve Shift Requests submenu:

1. Shift trade: two employees agree to swap one shift assignment for another shift assignment with each other. Shift trade requests are not
presented to a schedule administrator for approval until both employees have agreed to the trade in StaffReady.

2. Shift give away: one employee requests for another employee to work his or her assigned shift, without a swap. Shift give away requests
are not presented to a schedule administrator for approval until both employees have agreed to the give away in StaffReady.

3. Shift unassign: one employee requests to be removed from a scheduled shift assignment. The schedule administrator can approve or deny
the unassign request as soon as the requesting employee submits it.

4. Shift bid: an open (unassigned) shift assignment that has been submitted by a schedule manager to select staff to find someone to fill the
opening. Once staff members have accepted the shift bid, schedule managers review and ultimately approve or deny, each worker’s
request to pick up the open shift assignment.
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Shift Requests

Using the'Requests Viode to /Approve or;Deny Shift Requests;

1. Inthe left navigation pane,
click Approve Shift
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Requests.
9 Feedback® | Help@ | Auditl
2. Click Requests. | Requests |ﬁsign |

3. Inthe row of the shift
request you want to

review, click View.

In the Approve Shift Change
window, the proposed shift

request is illustrated with Approve Shift Change v
detailed information:
e The typle of Shift @ Confim < - € Deny
Request that was Change Type: Give Shift <«

submitted M0 I I N T

e The schedule outcome
of the proposed request
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° Changes. to hours Angela Reed N F:as:_we 4 hl:||§r.-1li1.1 | 40 94 16
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period for each
employee, before and -—--—m getors
after the trade
e Warnings that the £:00-0:00 OFF OFF 6:00-0:00
schedule manger should Allison McAlister E.fo;ank sin Fi.if_v.@st
be aware of before 7:00-15:30 14:00-22:30
deciding on the shift
trade or shift give away Warnings
request Allison McAlister Mot Available to work h

4. To reject the request, click
Deny or to approve the
request, click Confirm.
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Unassign

Using the Unassign IViode to'Accept or-Reject Unassign Requests

1. Inthe left navigation pane,
click Approve Shift

Requests. Approve Shift Requests 2

2. Click Unassign. Feedback® | Help@ | Auditk

Fequests LInassian *
3. Inthe row of the unassign

request you want to Bids
review, click View.
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In the Approve Shift A Reed B2 S *

Unassign window, the
proposed unassign request
is illustrated.

4. To approve the request
and send it to unassigned
shifts, click Confirm (Send

to Unassigned Shifts). Approve Shift Unassign X
or Q Confirm (Send to Unassigned Shi'ls':n* o Confirm (Create Shift Bid) * -}-t‘.‘i Deny
To approve the request and Change Type: Unassign Shift
send it out to staff as a shift

) e | Empoyee | | ] || |wax Bswre | Aner
bid, click Confirm (Create
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Bids

Using the Bids Viode

1. Inthe left navigation pane,

Requests. -
Feedback® | Help@ | Auditl¥

2. Click Bids. | Requests || Unassign |

3. In the row of the bid >

request you want to
review, click on View.
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window, the proposed bid BB2 1400 el View

shift requests are

illustrated with detailed
information:

e Availability of the

requesting employees. Approve Shift Bid b4
e Current schedule of the

requesting employees. Change Type: Bid Shif * *
+ cmseonorsvored | W I N Y

in the pay period for each - St Sun Mon Tue

employee.

) . ) OFF OFF OFF §:00-0:00 §:00-0:00

e The shift bid in question Allison McAlister BE1 BE1 10 - 10

in green on the Shift Bids Confirm s : o S

line. OFF OFF OFF OFF

OFF

e Warnings the schedule Shift Bids 0 0 0
manger should be aware ¢
of before deciding on the
shift bid request. Warnings

4. Next to the employee Allison McAlister  Not Available to work «
name you wish to approve
the bid request for, click
Confirm.
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UsingithelRequests;Unassign,orBidsiViodeitolView the BidiRequestiHistory.

1. Inthe left navigation pane,
click Approve Trades.

2. Click Requests, Unassign,
or Bids.

3. Click History.

In the Shift Trade History
window all historical
information for shift trade,
shift give away, shift
unassign, and shift bid
requests can be reviewed.

4. Click the Close button
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