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Shift Profile Management — Creating, Editing, Disabling Users

Staff On-Shift now supports a “set it and forget it” model for managers. You create a Shift Profile with a user’s allowed
Work Order Types, Work Assignment, and Departments once. Don’t worry, you can always update the Shift Profile as

needed.

Creating a Shift Profile

Step 1: Open the Work Orders drop-down and select

Step 2: Click on Create in the upper left-hand corner.
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Editing a Shift Profile

Step 1: Highlight the user’s name and click Edit.
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Step 2: Edit the user’s profile by changing the Work
Order Types and/or Departments. Click OK.
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Disabling a Shift Profile
Step 1: Highlight the user’s name. Click on the Disable Shift Profile button.
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One Valley Lodge Ramos, Celia Engineering On Shift - Ready 3/15/21 6:1...
One Valley Lodge Gompers, Samuel Engineering On Shift - Ready 9/23/21 8:1...
@ One Valley Lodge Harrison, Phil Engineering On Shift - Ready PMs Only
One Valley Lodge Aldrich, Candace Housekeeping, Engineering On Shift - Ready 9/3/21 2:55...
One Valley Lodge Webb, Anthony Housekeeping On Shift - Ready 12/27/21 1...
One Valley Lodge Nguyen, Vincent Site Admin On Shift - Ready 12/27/21 1...
One Valley Lodge Mandrews, Raymond Site Admin On Shift - Ready DO NOT REMOVE  7/17/18 12:...
Disabling a user’s profile takes away the user’s ability to put themselves On Shift — Ready or Off
Shift from the mobile device.
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One Valley Lodge Abrix, Leanne Engineering, Housekeeping Off Shift i
One Valley Lodge Aldrich, Candace Housekeeping, Engineering On Shift - Ready 9/3/21 2:55 PM Aldrich, Candace \ 4
One Valley Lodge Andrews, Christine Housekeeping On Shift - Ready 10/18/19 10:41 AM Andrews, Christine v

B Chavez, Jose Engineering, Housekeeping | 12/15/20 4:30 PM Chavez, Jose

| One Valley Lodge George, Bob Engineering, Housekeeping On Shift - Ready 12/27/21 11:25 AM George, Bob 4
One Valley Lodge Rodriguez, James Housekeeping On Shift - Ending Shift 11/6/18 9:54 AM 12/14/21 1:18 A Rodriguez, James 4
One Valley Lodge Todd, James Engineering On Shift - Ready 12/1/17 2:11 PM Todd, James v
One Valley Lodge Webb, Anthony Housekeeping On Shift - Ready 12/27/21 11:25 AM Webb, Anthony v

The Shift Management screen provides additional visibility of the user’s status:
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