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Step 1: Highlight the Off Shift user whose shift you would like to Start & click the blue Start Shift button.

Welcome Page . Shift

Laner, Xayla I

=

|S‘Bl‘{ Shift i Shift Profile: Create Edit Disable Shift Profile E| Show Disabled Profiles Print Refresh Close .
Faclties Dipattmants Usr = | Work Assignment Dapartrans Status - Shift Start Areak Start | Shilt Encling  Shift Eng et Updatocl Shilt By | Enablid - I
o 0 a 0 : T o ,
| one Bulding Managemerit i =t |
= Proparty Mansgemant Alle, Jay Enginesring Onshifi-Resdy  2/9/24 10:31 AN |

Fisher, Delaing

Housekenping

Froperty Management

Walley LOdEE Jones_Asgard, Teresa BLDG 1 Enginearing 4324 153 PM 4/9/2% 2:08 PFM Lemus, Betsy 1"- |
Ore Valley Ladge Mahan, Gennis Engnesring Qff Shift 2825 10:41 AM 29124 2134 FM Lemus, Batsy W
One Valley Ladga Smith, Jossics Kousekaaping O Shidt 210723 10-30 AM A0{4 2:33PM Lemis, Baksy W

Step 2: To End a user’s shift, highlight the user & click the blue End Shift button.
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Step 3: If the User whose shift is ending has work orders assigned to them, you will be prompted to
Unassign or Reassign any outstanding work orders. The best practice is to select Unassign the work
orders. Otherwise, Confirm End of Shift by clicking Yes.
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Step 4: To Start or End shifts for Multiple Users, click and drag your mouse to highlight the users
or pick and choose users by holding down the Ctrl Key while using your mouse to make selections.
Once the users are highlighted, click the Start or End Shift button.
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Step 5: When Ending Multiple
User’s Shifts, if any of the users
still have uncompleted work orders
assigned to them, you will need to
click Cancel to reassign or
unassign the work orders of those
users individually.
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REWIVDER
When ending a user's shift who
is still assigned to work orders,
it is best practice to select
"Unassign the work orders."
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o Some of the users you have selected still have assigned work orders,

Click OK to end the selected users’ shifts without unassigning their
l work. Click Cancel to continue editing shifts individually.

CRESESE & AT

Once the Ending Shift process is completed,
the Users’ Status updates to Off Shift.
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