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2  Click "New Employee Request"

Weicome to Community Living Windsor " ] ( Logout

p Requests Portal Home / Employee Reguests Portal

:quests
Q search
Request Start Date End Date Location Amount  Comment Refusal reason Sta
Vacation 02-04-2026 08:00 02-04-2026 16:00 il 0
Meadowbrook
Vacation 02-06-2026 08:00 02-06-2026 16:00 Hhih 0
Meadowbrook
101-3100
Vacation Sal 02-06-2026 08:00 02-06-2026 16:00 0 Test
Meadowbrook
Vacation Sal 02-06-2026 08:00 02-06-2026 16:00 sl 0
Meadowbrook
Vacation 02-06-2026 08:00 02-06-2026 16:00 ek 0 ﬁ
Meadowbrook
Vacation 02-06-2026 08:00 02-06-2026 16:00 ier=00 0 PPR}
Meadowbrook
Re-Roster 02-16-2026 08:00 02-16-2026 16:00 el 8 Test m
Meadowbrook
Provisionally 101-3100 =
A 00720060700 2072meise0 | PEUR 0 E
Re-Roster 05-18-2026 08:00 05-18-2026 12:00 e 4 lE;:‘
Meadowbrook
Re-Roster 0S1B20260800 | 051820261200 | vl a m
Meadowbrook

3 Select the "Shift Exchange" option.

New Employee Request

Shift Exchange ( )

A4

Requestor Requestee

Employee Exchange Employee
Chad Harris (Select One)

‘Shift Date Exchange Shift Date
yyyy-mm-dd yyyy-mm-dd

Employee Shift Exchange Shift

(Select One) (Select One)

‘Shift Task(s) ‘Shift Task(s)

Requested Hours Exchange Requested Hours

Comment
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4  Only one of the employees wanting the exchange needs to start the request.

New Employee Request

‘ Shift Exchange

Requestor

yyyy-mm-dd
Employee Shift
(Select One)

Shift Task(s)

Requested Hours

Requestee
Exchange Employee
(Select One)
Exchange Shift Date
yyyy-mm-dd
Exchange Shift
(Select One)

‘Shift Task(s)

Exchange Requested Hours

5 Click the "Shift Date" field. Enter the date of the shift that the requestor wants to

exchange.

New Employee Request

shift Exchange

Requestor

Employee

Chad Harris

‘Shift Date

yyyy-mm-dd

Employee Shift
(Select One)

‘Shift Task(s)

Requested Hours

Comment
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Requestee

Exchange Employee
(Select One)

Exchange Shift Date
yyyy-mm-dd

Exchange Shift

(Select One)

Shift Task(s)

Exchange Requested Hours




6  Select the appropriate shift if required.

New Employee Request

shift Exchange v

Requestor Requestee
Employee Exchange Employee

Chad Harris (Select One) v
Shift Date Exchange Shift Date

2026-02-27 [} yyyy-mm-dd [w]
Employee Shift Exchange Shift

(Select One) (Select One) ~
Shift Task(s) Shift Task(s)
Requested Hours Exchange Requested Hours

Comment

Select the other employee wanting to exchange shifts from the "Exchange
Employee" dropdown.

New Employee Request

Shift Exchange

Requestor Requestee

Employee Exchange Employee
Chad Harris

Shift Date Exchange Shift Date
2026-02-27 yyyy-mm-dd

Employee Shift Exchange Shift

(Select One) (Select One)

Shift Task(s) Shift Task(s)

Requested Hours Exchange Requesied Hours
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8 Click the "Exchange Shift Date" field. Enter the date of the shift that the requestee
wants to exchange.

New Employee Request

Shift Exchange

Requestor Requestee

Employee Exchange Employee

Chad Harris Test Employee hd

‘Shift Date Exchange Shift Date

2026-02-27 yyyy-mm-dd m

Employee Shift Exchange Shift
(Select One) (Select One)

‘Shift Task(s) ‘Shift Task(s)

Requested Hours Exchange Requesied Hours

9  Select the appropriate shift if required.

New Employee Request

shift Exchange v

Requestor Requestee
Employee Exchange Employee
Chad Harris Test Employee ~
‘Shift Date Exchange Shift Date
2026-02-27 [m] 2026-02-28 [w]
Employee Shift Exchange Shift
(Select One) v (Select One)
Shift Task(s) ‘Shift Task(s)
Requested Hours Exchange Requested Hours
Comment

o m
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10 Click "Submit". The request will now go to the Requestee for approval. If
approved, it will then get sent to your Manager for final approval. Once fully
approved, the changes in your schedule will happen automatically.

Employee Exchange Employee
Chad Harris Test Employee

Shift Date Exchange Shift Date

2026-02-27 2026-02-28

Employee Shift Exchange Shift

(Select One) (Select One) ~

‘Shift Task(s) ‘Shift Task(s)

Requested Hours Exchange Requested Hours
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