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How to cancel multiple shifts

Cancelling shifts is non reversible - use with caution and ensure accurate information is entered for
cancel reason as actions are related to shift cancel reasons (for example if the shift still requires
filling, whether the temp still requires paid for that shift/ client charged etc.)

There are different methods of cancelling shifts dependent on the version of IQX you are using, please
note version information for each.

1 - Cancelling using the Cancel Shifts in Bulk job (Reports).

Requires job in reports folder

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

0 Temp Vacancy: Silver Service for Hale & Dorr
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Location Map | | Tpw DB/0B/13 17.00 0200 30 Fglaranen vehawds Akin Full Everin

Use the reports button at the top

It opens the list of reports and jobs. Select 'Cancel Shifts in Bulk'
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Reper - Hale & Darr

Cancel Shilts in Bulk
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You will be asked which shifts you want to cancel - Unfilled, Filled or Both
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& Block Shift Cancellation por e

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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Hiru.ﬁﬁuﬂﬂmmm ET I G
Heb (0
I Toe Divigion The Agency «  Headine
—  Eiteme Folaarimi Y ebunds Akinpemi | ] Mert
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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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Then enter the Start and End Date of the range to be cancelled
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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.
2 - Cancelling using Cancel Button on Person Shifts or Vacancy Shifts views (version 2.2.10.14
onwards only)

This feature is only available in versions 2.2.10.14 onwards

Select the shifts you wish to cancel by holding down CTRL and click on each of the shifts to highlight
them.

From Person> Shifts

- u

i ¢ Lora Jean Burke E\@
Map[M| % 8 ) B eports  Reaster Dekte Sewrsn G B =
Help istration Report
Division - g Currently Placed at: City of Edinburgh Council - -
Temp Headline &
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Progress Thu 31/0346 0800 1600 B0 Standard dat City of Edinburgh Coun... Support Warker 054 ||
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Placemeril Tue 29/03416 0200 1600 B0 Standard dat City of Edinburgh Coun... Suppart Yorker 031
AR Mon 28/0316 0200 1600 B0 Standard dat City of Edinburgh Coun... Support Worker 020
Perm
Accounts
Compliance  « D 3

or

From Vacancy> Shifts
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shifts from | 03/03/2014  ~| ta] hd| } Unfilled : Provizional : Confirmed i Worked  Canceled  Legend
Count Placement /Rates  Candidate Add Fill Confirm Cancel Process Process Candidates
[rate l Fram ! To ] Breakj Candidate J Description - Client Mote | Uur Ref. ] Their Ref. ] E zzential Skilllz
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I |
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| Thu 20403114 1400 2200 B0 James Daniel Barton Late Day - 111597

Use the cancel button. It will show how many shifts have been selected for cancellation and ask you
to confirm if you wish to continue.

rCc:nﬁrm | h

You have selected 2 (out of 9] shifts for Cancellation

Mote: Only 1 of the selected shifts can be cancelled

Continue Y/ MY

Y¥es Mo

L™ A

You will not be able to cancel worked shifts. If a worked shift is selected in error, it will not be
cancelled and the confirmation will advise that some of the selected shifts cannot be cancelled.

3 - Cancelling using the Cancel Button on Temp Desk> Shifts (will be available from version
2.2.10.18)

Go back to Vacancy Records
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