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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)

0 Temp Vacancy: Silver Service for Hale & Do
M 4[| M| €2 2 ol | Reports Search Delete Help
Contact Events  COmpany Hale & Do + [kih
: Contact Hanigt Drirg
Shortlist  job Titie Silves Service
Requrements  No. of Posts 1
PO Numiber
Rattt EDates From 23/07/2012
Diary Pay f Charge 1200 /17.00
chifts Estatus [ Codes  Current
HDept. fDesk/Ca... Events / Demo - Events Shift Co 2 /VYHS
AWR Clent Department
- B=*acancy Q...
Honnaire
Qe T&C's Sent
Website Manamum 5al. .,
Placements Irvoicing %o
Timesheet Di... Mot selected b

Timesheets :

o petale it from [07/01/2M13 =] ta) = Unfiled | Provisignal
Wieh Publish Count Placement [Rates  Apphcant Add Eill
e Date | Fram | To | B!mH Appicant | Desciip

! FoiD9/03413 1700 0200 30 Folaranmi vebasde ki, Full Everin
Location MaP | ThiuiD8/08A13 1700 02:00 30 Folaisnni ehuds Akt Full Everir

Use the reports button at the top

It opens the list of reports and jobs. Select 'Cancel Shifts in Bulk'

You will be asked which shifts you want to cancel - Unfilled, Filled or Both

& Block Shift Cancellation o |
Which Shifts?
[United Ot =]
3 | Hest » I Cancal |
L ===

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.

e 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

& Block Shift Cancellation o |
Wihich Shifts?
[Uinfited Ok} =
| Heut » I Cancal |

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.

From:
https://igxusers.co.uk/igxhelp/ - iqx

Permanent link:

https://igxusers.co.uk/iqxhelp/doku.php?id=vacancy job:ug3-26b&rev=1389011287

Last update: 2017/11/16 22:11

igx - https://igxusers.co.uk/igxhelp/


https://iqxusers.co.uk/iqxhelp/lib/exe/detail.php?id=vacancy_job%3Aug3-26b&media=vacancy_job:cancel_shifts_4.png
https://iqxusers.co.uk/iqxhelp/lib/exe/detail.php?id=vacancy_job%3Aug3-26b&media=vacancy_job:cancel_shifts_5.png
https://iqxusers.co.uk/iqxhelp/lib/exe/detail.php?id=vacancy_job%3Aug3-26b&media=vacancy_job:cancel_shifts_6.png
https://iqxusers.co.uk/iqxhelp/
https://iqxusers.co.uk/iqxhelp/doku.php?id=vacancy_job:ug3-26b&rev=1389011287

	How to cancel shifts in bulk

