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Here at Schedulay! we are committed to providing excellence in all things, including our training resources. We hope this
article will be of assistance to you with your scheduling expertise. Please see article details below and reach out if you have
any additional questions to contact@schedulay.com.

Article: Quick Post - If you typically post a lot of custom open shifts, this feature can be useful

NOTE: Be cautious with this feature. This feature opens a new tab that allows posting of many open shifts very quickly.

Process:

1. Navigate to the Shift Tab and select Quick Post:

To Do  Scheduling Shifts People Reports

shifts | Quick Post

2. Start by selecting the department where the open shifts are posted, as well as the type of staff member

needed (job type), and the type of shift. You can also edit the default start and end times of the shift, as well as

the number of unpaid minutes.

Select department AL-Nursing A
Select job type Caregiver v
- LPN
Also open to job types i E::A CMA
- CNA NAR
Select shift Day(AM) v
Start:| 06:00 | End: 14:00 | Unpaid: 0 minutes

3. If ashift(s) already exists for the times entered, they display in the calendar below. Some dates in the calendar
have a number in them. This indicates there is a shift posted on that date, and the number represents how
many people are needed on that shift.

4. The numbers below the number of people needed are how many people are scheduled and how many open
shifts there are. Typically, these numbers add up to the number displayed in the date cell.

1. For example: three people are needed, and this is what displays in the date cell. Below that it lists that
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two people are scheduled, and there is one open shift (see the Saturday shift below).
5. Add a Shift - Click into the cell on the date that you want to post the shift. Enter the number of people needed
for that shift.
1. ***Please note - you should enter the TOTAL number of employees needed for this shift, not just the
amount of employees you want to add.

2. Click Save.

1. Change number of people needed on a shift:
1. Click in the cell for the date whose need you want to change.
2. Delete the old number and enter a new number of people needed. You can enter any number from O on
up. Enter O to indicate there is no need for that shift essentially to close that shift for requests.
3. "**Please note - you should enter the TOTAL number of employees needed for this shift, not just the
amount of employees you want to add

4. Click Save.

1. Allchanges are highlighted in yellow. To accept these changes, click the Save button at the bottom. Click

Reset to revert to the original values.

Reset | Save

1. Click the forward arrow to view/edit shifts for future months.
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For any additional questions, please contact Schedulay! at contact@schedulay.com and we would be more than happy to
assist!
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