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How to Submit a Shift Exchange
Request

1 Click "Employee Requests"
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2 Click "New Employee Request"

3 Select the "Shift Exchange" option.
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4 Only one of the employees wanting the exchange needs to start the request.

5 Click the "Shift Date" field. Enter the date of the shift that the requestor wants to
exchange.
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6 Select the appropriate shift if required.

7 Select the other employee wanting to exchange shifts from the "Exchange
Employee" dropdown.
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8 Click the "Exchange Shift Date" field. Enter the date of the shift that the requestee
wants to exchange.

9 Select the appropriate shift if required.
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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.


