SPOT

Student Placement Online Tool

StRef-01 - Student Reference Sheet - How to book a shift.

Steps Action What it looks like
1 . c{}, Student Dashboard
mater o
The Student Dashboard displays your
placement details as well as Your
Schedule of shifts.
2. To start booking .shifts, cljck on any date  [Vourscheduls
box that has available shifts (light grey, Booking Guidelines
dates with no shifts available will be dark
grey) Man 10 Aug Tue 11 Aug Wed13a] ELeeme =e the HMater!
You may see a Booking Guidelines pop- | teniws  tetsaw wessoa © 2 DI R e e 6
up box appear. If so, you must read and ~ Back no move than 2 weskend shifes.
agree to the guidelines by clicking the | Mon2eAug  TusZ5AUg  WedZ0Ml | Emjey your nlacment!
Agree button before you can book any
shifts. Mon 31 Aug Tue 01 Sep e
If you do not agree, please contact your Mon076ep | TuetdSen | Wed0a3|
placement coordinator to discuss.
3.
Man 18 Feb Tue 19 Feb Wed 20 Feb Thu 21 Feb
Available Shifts MAH - 10B
Clicking on an available shift will display
. . AM PM Nigh
the Available Shifts pop-up box. ane
@ 0700 - 1530 @ 1230 - 2100 © 2245 - 0715
© 1430 - 2300
4,
TO Choose the Area that yOU’d I|ke tO Maon 18 Feb Tue 19 Feb Wed 20 Feb Thu 21 Feb
book a shift, click on the Area button in
the top right.
) o ) ) Available Shifts
This will display the list of Areas with o MART
available shifts for that day. Click on one Al P Night | A
to see what the available shifts are. ©.0700-1530| | @ 12302100 ] L@ 2‘.
If you are completing placement in one
Area only you can skip this step. © 1430 - 2300
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Once you've chosen an Area, click on the
Shift button with the times that you want
to book.

The booked shift will display the times on
your schedule.

Clicking on the shift will display the Area
and your Supervisor for the shift if one
has already been assigned for you.

You can also cancel the shift by clicking
the Cancel Shift button, however if it is
past the start time of the shift you will
need to get your supervisor or Area
manager to cancel the shift for you.

Troubleshooting:

Available Shifts

¢ AM PM

@ 0700 - 1530 ©@ 1230 - 0030

© 0700 - 1930 © 1430 - 2300

@ 0830 - 2100

= =
© 0900 - 2130
D -

@ 1030 - 2300

@ 1730 - 0200

I'IHH 10B

Night
MAH - 8A
© 19 MAH-ED

© 2115 - 0545

G 2245 - 0715

Mon 18 Feb

(0900 - 2130

You're booked
0900 - 2130

Location: MAH - ED
Supervisor: TBA

@ Cancel shift

Tue 19 Feb

If an Area or Shift that you want to book is unavailable, this will be either because:
a. All of the available shifts of that type are already booked by other students.

OR

b. You have not been given access to the shift.
Please contact your Area Manager or SPOT System Administrator to rectify.
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