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How to Publish a Rostered Shift

Step 1 — Navigate to the Home Screen click on the Icon below
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The following screen will appear -
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A drop down box will appear
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2 - Use the scroll bar to scroll down to “Unpublished”
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Click on fhe box as shown below
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Click on Apply
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All of your unpublished shifts will appear
1. Click on Actions

2. From the drop down menu - Click on Publish
3. Then select - All Shifts
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The shifts in your roster will now show as published.
Below is an example of an unpublished shift



07:30 - 16:00 H
8h | £0.00

493

- mPos

Once you publish a shift it looks like this
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