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Shift Management — Start & End Shifts

Note: If you experience any issues or have questions on Shift Management, contact us at support@katanasoft.com

Step 1: Highlight the Off Shift user whose shift you would like to Start & click the blue Start Shift button
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Start Shift || Shift Profile: Create Edit Disable Shift Profile [] Show Disabled Profiles

Facilities bepartments User Departments Status v  Work Assignment Shift Start
v afc e e Qe alc =

Sunset West Alatorre, Evee Grounds, Front Office, Activities, At You...

Sunset West Alatorre, Julie Housekeeping, Housekeeping Runner, I... On Shift - Ready 9/29/21 2:

Sunset West Test123, User At Your Service, Engineering, Housekee... On Shift - Ready 3/25/22 3:

Sunset West Adreno, Porticia Activities On Shift - Ready 3/29/22 8:

Sunset West Perez, Gabi Housekeeping, Engineering, Front Offic... On Shift - Ready 7/1/20 1:3/

Step 2: To End a user’s shift, highlight the user & click the blue End Shift button
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Sunset West Alatorre, Evee Grounds, Front Office, Activities, At You... Off Shift 3/28/22 1
»
Sunset West Test123, User At Your Service, Engineering, Housekee... On Shift - Ready 3/25/22 3
Sunset West Adreno, Porticia Activities On Shift - Ready 3/29/22 8
Sunset West Perez, Gabi Housekeeping, Engineering, Front Offic... On Shift - Ready 7/1/20 1:3

Step 3: If the User whose shift is ending has work orders assigned to them, you will be prompted to Unassign
or Reassign any outstanding work orders. The best practice is to select “Unassign the work orders”.
Otherwise, Confirm End of Shift by clicking Yes.

End Shift X —— = -
- Confirm Shift End 11
Chavez, Jose has one outstanding work order in the Engineering
department. Would you like to reassign these work orders to ng 10
someone who is still on-shift? os 2 Ma 10
End shift for Lopez, Juan?
No. leave them assigned to Chavez, Jose A hg 10
No, leave them assigned to Chavez. Jose , Audit, 10,
Assign them to Ramos, Celia
Assign them to Gompers, Samuel [_ hg 10
| Assign them to Harison, Phil (PMs Only) )
Assign them to Aldrich, Candace ping Run Yes No 9/3
Assign them to Jones, Teresa (BLDG 1) 9/2
Assign them to George, Bob
Assign them to Todd, James ce, Audit, Tran... On Shift - Rea... 9/7
Assian them to Haro, Gabi
\:Jl’laSSIgn the work oraders




Step 4: To Start or End shifts for Multiple Users click and drag your mouse to highlight the users or to cherry-
pick users, hold down the Ctrl Key while using vour mouse to make selections
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Sunset West Adreno, Porticia Activities 3/29/22 8:

[y Sunset West [ Paul, Pam | Engineering, Housekeeping, PBXPT, Gro...| Off Shift |3/25/22 1:
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Sunset West Alatorre, Evee

Grounds, Front Office, Activities, At You... Off Shift 3/28/22 1:
E - . On Shift - Ready
On Shift - Ready
Sunset West Perez, Gabi

[ Sunset West Paul, Pam

L ervica Confirm Shift End
Step 5: When Ending Multiple Users Shift, click OK
to UnaSSign Work Orders that are assigned to the ﬂ Some of the users you have selected still have assigned work orders. -II
— Click OK to end the selected users' shifts and unassign their work.
SE|ECtEd users ~ Click Cancel to continue editing shifts individually.
t Your I oK I ’ Cancel
st, Sald
On Shift - Rea... 75/19/20 1:50...
The Users’ Status updates to Off Shift
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[§ Sunset West Torres, Richard Maintenance, Housekeeping, Engineering Off Shift
Sunset West Barnes, Bucky Engineering m 5/19/3
Sunset West Perez, Gabi Housekeeping, Engineering, Front Offic... On Shift - Rea... 7/1/2
Sunset West Larson, Brie Housekeeping Off Shift Water Safety 7/10/3
Sunset West Barker, Bob Engineering Off Shift 10/6/3
Sunset West George, Bob Housekeeping On Shift - Rea... 11/2/4




