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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

LR I I e Reports Search Delete ep

ContactEvents  Company Hale & Doer + |k
Contact Haniet Dring |
ShortList — 1ob Title Silves Service
Requirements  No. of Posts 1
PO Murriner
Rates  Epates Fiom 23/07/2012
Diary Pay [ Charge 1200/ 17.00
i Fstatus [ Codes  Curment
Elbept. Desk/Co... Events / Demo - Everis Shift Co 2 #VHS
AN, Client Department
bormare O Yacancy Q...
S T&C's Sent
Website Maximum Sal. .,
Placemants Imvaicing %
Timesheet Di... Mot selected bl
Timeshests
ol | AN from [07/0172013 =] ta] | Unfiled | Provisignal
\Web Publich Count Placement [Rates  Apphcant Add Fill
" : Date | Fram | To | B-mi M:anl | Descl.ip
M Fi0308M3 1700 0200 30 Folarznmi vebunde Akin ., Full Everir

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'

o R o

Reper - Hale & Darr

Cancel Shilts in Bulk

Current Vacancy List vtk Ol Espiry D abes Beooz &eacch
wal salechor update vac tempdazk. e & Dan

Wat Selector update_vacancy_enddate aniet Dinng

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)

' Folaranmi Yetunde Akinyemi
Hiru.ﬁﬁuﬂﬂmmm ET I G
Heb (0
I Toe Divigion The Agency «  Headine
—  Eiteme Folaarimi Y ebunds Akinpemi | ] Mert
|Contact Stake Curert Reg, Departments E
GetinTouch  Awaiahle From Dept, Questonnaire  Even
[HlPersanal Female 49 BEGeneral Skhils Silven §
Dary Home Phone (0208 344 5983 Echef skl
Shifte Dy Phans Grade Grada
Aok Mobile: 0Tar0EINTT Espedality Piogra
[E-mai ndustialpayshps@barkenoss. co o Chef Expiry Date
cv [Socal Media . wwolascolt E*=*Person Qaire*=*
Maddress 5 Colthurst Direve, Edmanton, Lon,., Da not maimenge ...
ApCRa— Grurre a Locaton Zone A fal
Motes Excard Contact Type [l +|  Consban [& -
Reference | Conuilant | CotactType | Date | Time| Cortact Summan|
History t"q"HE Ayalabilbby Motification 22052003 1041 Availabsbby Motified
Srogress _|¥H5 Avalabbty Motcabon 23052002 1741 Avadatsbby Motified

Use the reports button at the top

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

Persan AwH Fdes by Temp Aaency

Parzan Cumant with Mo Depaitment
B [iats Becdaclicn fat

i'MSNﬂfﬂlﬂﬂh\ - E
\which Shifts?
Linhilled ek j
I Heut » I Cancal |

Then enter the Start and End Date of the range to be cancelled

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_3.png
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

o iqx}

2024/06/05 08:05 3/6 How to cancel multiple shifts

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 &
| Known As Lara Jean A Clovenstone B
Contact EVents [name Lara Jean Burke Alert .
GetinTouch  S@te Client/Candidate Reg. Departments  Constiuction [Temp)
Available From Dept. Questionnaire  Construction
Ll HPersonal Female 41 [Hlob Tithe
Shifts Home Phone Elkey SKills
: Day Phone C5CS Ma
Shift Progress Ty CSCS Expiry
Availability E-mail [Hlob titles
. Payroll Email ... ElComputer Skills
RN RN Flznrial Madis ™  Blank timesheet met. .. -
B Shifts from I28."D4.-"2E|‘| 4 vl ‘Provisional ‘ Confirmed Worked Cancelled Process Placement / Rates Legend Cancel
SRR Compatiy Wacanoy
Motes
2nd Motes
Reference
History G q o
Progress Thu 31/0346 0800 1600 B0 Standard dat City of Edinburgh Coun... Support Warker 054 ||
Wed 30403416 08:00  16:00 B0 Standard dat City of Edinburgh Coun... Suppart Yforker 9082
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 | tu:ul hd| | Unfilled | Provisional | Confirmed | Worked Canceled  Legend
Count Placement / Rates Candidate Add Fill Confirm Cancel Process Process Candidates
Date I Frarm l To IBreaki Candidate I Description - Client Mote | UourHef. | Their Bef. Eszential Skillls
|5at 26/07/14 0300 1600 0 Saika Abbaz Ad hoe - 11245
(| Thu 24/07/14 0300 16:00 0 Saika Abbaz Ad hoe - 11247

Tue 22/07/14 03:00 1600 0 Saika Abbas &d hoc: - 11245
Sat 22403/ 14:00 22 B0 Kinade Adongako Late Day -

I |

i i 1400 2 B0 James Daniel Barton Late Diay - 11139
Fi&1034 1400 2200 B0 Kinade Adonzako Late Day - 11132
(Fi21/0374 1400 2200 B0 James Daniel Barton Late Day - 11193
(| Thu 2040314 1400 2200 B0 Kinade Adonzako Late Day - 11191
| 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.

Confirm . . | 28 |
@™ You have selected 2 (out of 9] shifts for Cancellation
h Mote: Only 1 of the selected shifts can be cancelled ||
||
Continue ¥/M7T
Y¥es Mo

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 Unfilled button on Temp Desk> Shifts (will be available from version
2.2.10.18)

This feature is only available in versions 2.2.10.18 onwards

From this screen, you can only cancel unfilled shifts.

If you have a large amount of shifts showing, you can filter the shifts to assist with viewing - the below
example is looking at shifts of just unfilled state and then filtering by company name and date range -
and then select the shifts you wish to cancel.
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i, f Shifts (=& =]
State Cazcade
Desk |Health-shifts desk j W Uniiled [~ Confirmed v Mon-Cascadeable| 2 Process @ 'ﬁ -
[ worked [v Cascadeabls
Fiom |06/10/2014 v | to | 7| Today |I~ Pravisional [~ Cancelled || | Cascaded Count | FiterShifts | AddShits  Cancel Unfiled
|Temp |C0mpany |\-"acanc_l,.l |Date | From |T0 |Break|Descripti0n |DurHef.|TheirHef.|EssentiaISkill[s] |Grade|N| -
> -
Filter Shifts P9
Fields Date

Temp - Starting Flange
2! pply

Coripany (06107204 = Clear

% S % oo I\

. T |31/10/2014 | Clear | '

Break -

Drezcription Show Search Summary B
Qur Ref. o
Their Ref. -
Ezzential Skill(z) Field |Search Type Value

Eill iy
— | | |Grade Compary Exact Match The Stationary Shop

card A | searched Bl |Date By Fiange »=0B/10/2014, <=31,10/2014

Field Order
{ i (s E y
Cascads Alphabetic Logical

m

Dretail: l o] i

Description

Our Fief.

Their Ref.

E zzential Skilllz)
Grade ‘/ Ok
MHate \
Ordered By
Analyziz Code
Client Note

Mext Cascade Due

Cascade Count a

Shift Type Long Daws MBS

Conzultants Entered by: BARBARA 09/10/2014 12:36
Order Reason
Cancel Details
Cancel Reazon
Reference Required
Client kuzt Confirm
Temp kust Confim

I ove Shift

i

Select the shifts you want to cancel by holding down CTRL and click on each shift to select them.
Use the Cancel Unfilled button.

You will then be asked to confirm what you are cancelling. If you have selected any filled or worked
shifts by mistake, it will confirm how many you have selected and how many of these are unfilled and
can therefore be cancelled.
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i # Shifts o |[& ][ =]
State 1 [ Cascade
Desk iHealth - shifts desk _vj % Unfiled [~ Confirmed | | Mon-Cascadeable | 2 Process @ 'ﬁ B
- Worked |[¥ Cascadeable e
Fram IDEf"'I D£2D14_:j ta I _"_J Today [~ Provisional [~ Capcelled | | v Cascaded Count | Filter Shifts
ITemp iCUmpan_l,J IVacancy iDate iFrom i.:l.'_o_]ég‘;f)ﬁaion
L] The Statiohary Shop | Anather test for wision | Tue 07410 | 02:00 | 20:00 al Long Day

The Stationary Shop  [Anather test for wision |Mon 130 | 08:00 | 20:00 40 Critical Long Day
The Stationary Shop  [Another test for wision | Tue 140 | 08:00 | 20:00 40 Critical Long Day
The Stationary Shop | Another test for vision |‘wed 15/10 | 08:00 | 20:00 40 Critical Long Day
The Stationary Shop  [&nother test for vizion | Thu 16410 46 LU 4 Critical Long Day
The Stationary Shop  [Another test for wision |Fri 1710 Ctrl 4 Critical Long D ay
. The Stationary Shop | Another test for vision | Sat 18410 40 a
. The Stationary Shop | Another test for vision | Sun 19410 40 Critic.

al Long Day
al Long D

ay

There are 4 unfilled shifts

out of the 4 shifts that have been selected -
™ r
— Only the unfilled shifts will be cancelled
Deetail: ! Quick FiIII Short Listi Cascade Histor_l,.ll
State Unifilled Continue Y/N? [ -
. Temp ||:|
Fil Espand Yacancy Compary The Stall No |
Yacancy Another] |
Cancel Expand Temp Date Sun 194 !
From 0a8.00
Cazcade Mow Expand Timesheet To 20:00
Break a0
o o Descriotion Critical Lona Dav

Enter a Cancel Reason and any notes. The shifts are now cancelled. To view cancelled shifts, check
the Cancelled box on the filter view.

Go back to Vacancy Records
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