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How to cancel multiple shifts

How to cancel shifts in bulk

Requires job in reports folder

e From a Vacancy Record (will cancel for multiple temps)

Short List
Requirements
Rates
Diary
Shifts
AWR
Cuestionnare
Website
Placements
Timesheats
Site Details
Wigh Publsh
Miscellaneous
Location Map

Contact Events

0 Temp Vacancy: Silver Service for Hale & Do

M 4[| M| €2 2 ol | Reports Search Delete Help

Company Hale & Do + Kk
Contact Hanigt Dring
Jab Tite Sihees Service
No. of Posts 1
PO Mumiber
HDates Fram 23/07 /2012
Pay [ Charge 1200/ 17.00
Mstatus [ Codes  Current
HDept. fDeck/Co.,. Events / Demo - Events Skilt Co 2 /WHS
Client Department
B=*acancy Q...
T&C's Sent
Mandamum Sal. ..
Invaicing %
Timesheet ... Mot selecisd i

Shifts from |07/01/2113 = ta)

~|  pofiled  erovisional

Count Placement [ Rates Applcant Add Fill
Date | Fram | To |B!=ak1 Appicant | Desciip
! FiiD3/0843 1700 0200 30 Folaranmi vehunde Akin ., Full Evering
This 08/0873 1700 0200 30 Folaisien Vs ki, Full Evering

Use the reports button at the top

It opens the list of reports and jobs. Select 'Cancel Shifts in Bulk'
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You will be asked which shifts you want to cancel - Unfilled, Filled or Both
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Then enter the Start and End Date of the range to be cancelled

Select the relevant cancellation reason and enter a note

When you click Run| ALL the shifts in the type and date range for ALL temps will be cancelled.

* From the Person Record (will cancel across multiple vacancies)
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Use the reports button at the top

It opens the list of reports and jobs. Select 'Cancel Shifts in Bulk'
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You will be asked which shifts you want to cancel - Unfilled, Filled or Both
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Then enter the Start and End Date of the range to be cancelled

Select the relevant cancellation reason and enter a note

When you click Run| ALL the shifts in the type and date range for ALL vacancies will be cancelled.
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