Clairvia Web: Shift Swaps

Overview

In Clairvia, Shift Swaps are shifts that you and another employee agree to switch. This eliminates the need for a
paper form, and allows you to easily view another employee’s schedule availability. Swap invitations are made
in the Weekly Schedule page.

Shift Swaps

Requesting a Shift Swap
1) From the Schedule menu, click My Schedule, then Weekly Schedule.
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2) Right-click the shift you want to swap and select Request Shift Swap.
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3) The Shift Swap window will open. Employees with pale blue backgrounds are eligible for a Shift Swap.
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4) Click the employee(s) you want to invite to swap shifts. Their name(s) will highlight in grey.

Click light-blue cells to select people to invite. Click Cancel to cancel the swap.
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5) Click Swap Selected Shifts.
6) The Weekly Schedule refreshes. Your name will display (RS) before your name, meaning Requested
Swap. The name(s) of the employee(s) you invited will display (S), meaning Swap Invitee.

Canceling a Pending Shift Swap
1) From Weekly Schedule, right-click the shift swap you want to cancel (it will display RS).

Select Cancel Swap Request.
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Note: once a manager has approved a swap or someone has accepted it, you cannot cancel it;

however, you can propose a new swap to undo the previous one.

Accepting or Declining a Shift Swap Invitation
1) From the Employee Dashboard, click the link in Message Center.
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2) View the swap details and click Accept Swap or Decline Swap:

Delete Messane Previous Message HNext Message

Messages

From: Golden Geri
Date: 05/31 3:60:00 PM
Subject: Irwitation To Swap Shifts
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Note: you can enable email notifications for Shift Swaps by going to My Information = Preferences 2 Email

Notification and selecting the box under Shift Swap Notification.

~| Enable Email Notification
Schedule Request Shift Swap Opportunity
_ Notification Motification Motification Notification
cods@hospital ) ~ )
| E=grmareen] M v V] v

Mote:  our profile may not be l:nrigl..ml:l o use all of lha features displajretame——————

Y X 4
NorthBay

HEALTH

La

st Updated: Sept-2024
30f3



