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Audience: Nurses, Unit Clerks and Health Care Aides 

Purpose: To bid on an available unfilled shift. 

 
Request a Shift 

 

1. Click Browse Shifts under the Apply for Shifts menu.  

 

A calendar view of all your shift notifications appears, with details for each shift 
on the right. You can view details about each day in the calendar on the right. 

• Today’s date is indicated by a purple icon. 

• Days with a blue bar are days you’re already working. 

• Click any calendar day to view the details for each shift available for that 
day. Details appear to the right. 

• Click the arrows forward or back to view other months. 

• To hide shifts on days you’re already working, you can click the box next 
to Hide Shifts on Days I’m Working. 

 

2. Click on a date on the calendar to view the available shift notifications or scroll 
through the shift details on the right to find a shift to submit a request bid. 
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3. Click the Request Shift button for the shift you want to bid on. 

 

Click on the Submissions button to see a list of submission by other employees. 

Shifts will close 4 hours before the end of the shift or when it has been filled at 

which time no bids will be able to be placed for that shift. 

4. Select the full shift selecting the button next to Request Full Shift option and 
clicking the Request Full Shift button. 
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Or, select a partial shift by selecting the button next to Request Partial Shift 

option, selecting the preferred shift time and clicking the Request Partial Shift 

button. 

 

 

5. Click the X to close the window and return to the calendar of available shifts. 
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Employees will not be notified of shifts they are uneligible for, but will be able to 

see them on My Schedule. 

 

 
 


