2003-102 - Update Shifts

Overview
The 'Update Shift’ feature enables the user to update or change multiple employee shifts at the same time.

From the Resources tab in the Opto ribbon, navigate to the “Utilities” drop-down and click on the ‘Update Shift' icon to
display the employee list. From the "Employees Select” pop-up list, click on the employee/s that require the update to
their shift and click on OK, or click on the Select All button to select all the employees.

RESOURCES INVENTORY QUOTES PURCHASING ORDERS JOBS/SCHEDULING INVOICING QUALITY MANAGEMENT WORKSHOP ADMINISTRATOR OPTOTOC

‘ ol Workcenter Efficiency gE [&]Employee Management (D) Show Employee Times [—= é 0 View all Positions [ Data Set -
‘ [ View WC Totals 1= Print Clock Times = L [, Position Wizard [Flutilities -

MNew/Edit " Mew/Edit = Job  Job Batch Mew/Edit
Vorkcenter © View WC Capacity Employee [ Job Batch Batch  Hour Positiens « Rename Employes
Werkeentre R Employees E Position Check Clock Job
.
B8  Update Shift
|

Robert JONES
Larry Moreton
3 Susan PAINTER
4 lan CAPTAIN
5  LisalEWINS
6 Bronwyn BROWN
7 [wiborwestwarD 0000000000000 [ Yes |
8 [cdncoasiy |

9 Bob BOUNDARY

10 Henry HAVENLY Yes
| 11 [oeldommstone [ ves [ 1 |
12 |Wendy WELLINGTON [ Yes | 1 |
| Yes 1

Yes 3
[ 17 [Brucestack 000 [ ve [ 1 |
|18 INermanWNORRIS | ves | _____1______|
20 Laser Schedule Clock Employee Yes
25 FRED FERRIS Yes
Larry Mareton
Adriana Admin
Joe Blow
Larry Laserop
Fred Smith

The "Update Shift” window opens, enter the number of the shift you wish to allocate to the selected employees too and
then click OK.

Pleasze Select Shift to Cantinue

1 - Shift Ore
2 - Shift Two
3 - Shift Three
4 - Shift Four

The update runs and changes the shifts for the employees and the “"Update Done” message will pop-up, click OK.
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