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How to View Location Schedule

1 Click "Location Schedule" to view everyone's schedule at your location.
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2 The current date range will be listed here.

3 Click here to move forward in time
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4 Click here to move backwards in time

5 Click "Today" to return to the current time period
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6 All employees assigned to your location will be listed here

7 If you need to change locations, click this dropdown menu
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8 Most absences for your coworkers will show as "Off" to protect your privacy.

9 Any open shifts will show on the Unassigned line. If they have been sent to the
Parking Lot, there will be a small letter P next to the time of the shift.


