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Requesting an Open Shift allows an employee to request to work a shift that is currently not assigned to anyone. The employee submits the request and the manager must approve. Employees can only see open shifts that they are qualified to cover. 
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1. The employee will see the open shifts in the Calendar widget. The open shifts appear in red: [image: ]




2. Hovering over the open shift will show brief detail about what shifts are open. The employee can also use the Location Schedule tab beneath the calendar to see what other employees are scheduled to work at the location at the time. [image: ]



3. [image: ]The employee can use the Request Open Shift button (               ), or right click on the red Open Shift banner to request to work one of the open shifts:
 [image: ]

4. [image: ]The Request Open Shift window appears. Any open shifts that the employee qualifies to work will be displayed. The employee can select one of the shifts, type a note if necessary, and click submit.


















5. The employee’s calendar shows that the request to work the open shift was submitted, but the shift is not assigned to the employee until approved by the manager. [image: ]


6. Until the manager approves one employee to be assigned to the shift, other employees can still request to take the open shift. The manager will see all submitted requests in the Requests Widget and can then decide which employee request to approve.

7. The manager will see an alert in the Requests Alert and can navigate to the Requests Widget to approve the change to the employee’s schedule. If email notifications are set up, the manager will also receive an email letting them know to log into Kronos to approve or deny the request. The manager will see the Open Shift Request in the Request Widget and can use the buttons at the top to approve or refuse the request: [image: ]


8. Once the manager has approved the request, the employee’s schedule will be modified: [image: ]
The employee is now scheduled for the 7a-3:30p shift that they requested. The red Open Shift banner displays that there is still 1 open shift to be picked up on that day, since the employee chose 1 of 2 available shifts.

MM Hayes • 1-800-348-5545 • helpdesk@mmhayes.com • 3
image3.png
< September1,2019-October 12,2019 ».

|ou I e BECTNEE-NNNE L T
On wes Mok Vbity Reoetsel AemestTo Rewest  Request Reguestont
Fiter Schedle  Cowr Openhit  Tmeoft  Swep

15 16 17 18 19 [0)

22 23 24 25 2 27
e — T L — L —
[ shift swep

29 30 ctober 1 2 3 4

6 7 ( 1

8 9 10 n 12 13 14

Next Schedule Feriod [ ()

a

21

2[5




image4.png
@ o @ rvesroone — T —

o E—

11:00PM-7:30AM (1)
-
—
-

Location Schedule | Coverage  Default Accruals Add-on

Location | Agency Organization/Albany Divsion/Nursing/CCU | =1 | Jab
Arick, Michael AN PeTO (8001
Babson, Midred AN T100PM-7:308M 11:00PM7:30AM T100PM-7:308M 11:00PM7:30AM T100PM-7:308M
Baier, Ginger Len B00AM-4:30PM £00AM-£:30PM B00AM-4:30PM 8.00AM:30PM 800AM4:30PM
Bilings, Thomas Len T100PM-7:308M 11:00PM7:30AM T100PM-7:308M 11:00PM7:30AM T100PM-7:308M
Brooks, Bob Len 800AM4:30PM 8.00AM:30PM 800AM4:30PM 8.00AM:30PM 800AM4:30PM
— e R —— PRp—— R —— PRp—— R ——





image5.png
Fequest
Open shift




image6.png
—_




image7.png
Request Open Shift

‘Shift Start Date: |9/26/2019. Type: | Open Shift =

© [N23]11:00PM[8:30h]:  Agency Organization/Albany Divsion/Nursing/CCU/RN n

Note (optional)
Type a note (optional)





image8.png
5 openshitt

Submitted 7-00AM [8:30 1]
7:00AM [5:30 hl:Regular, Agency Organization/Albany Division/Nursing/CCU/RN





image9.png
Requests

Global Open Shift ¥ | Submitted - Curre

©® 4 ® v (%] n x

oetsils Bt ddmeauest  Appove  Refuse  Pendng  Remct

Modified By (Usem Subject Submit Date status Submitted By StartDate  Modified By (Lastn Employee start End Duration Location Job  Comments

RAguirre OpenShift  9/20/201910:39AM  Submitted Aguire, Raymond  9/26/2019  Aguirre, Raymond  Aguirre,Raymond  7:00AM 3:30PM 830 Agency Organization/A... RN




image10.png
Thu 9/26 Friof21

sat9/2
@ openshit [,
‘Approved 7-00AM [8:30 1]
7:00AM-3:30PM 7:00AM [8:30 hl-Regular, Agency Organization/Albany Division/Nursing/CCU/RN
7:00AM-3:30PM
[s:30n]
Regular

‘Agency Organization/Albany Divi
sion/Nursing/CCU/RN




image1.png
=4K
RON
O
g




image2.png
IMHayes

improving




