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Steps Action What it looks like
1 EE——_—_—_—_————
On the sidebar of your Manager _ Manager Dashboard
Dashboard, a Completed shifts needing ﬁMgter i
approval link will show if there are any Excoptiona Poople. Excoplions Care,  MCA-NCPH  1HF -85 PH -6
shifts that students have reported that .
need apprOVIng. = Manager Dashboard Sun 12 ug o 13 Aug s A
Clicking it takes you to the Completed e
. ,‘lsnr Jenny James Jenn
Shift Requests page. e
approval (2)
2. Comp)eted Shift Requests
In the Completed Shift Requests screen, sudent i st ime FrdTime
make sure a tick is in the tick box of each J e o .
shift you wish to make an approval
decision on, and then review the shift's S e e ne
details.
Submit
3.
End Time Area Student Supervisor ' Approve Decline
Once reviewed, choose either Approve 2 = Caron Grey ® °
or Decline for each shift, and then click
the Smelt bUtton. 04:45 8E Caron Grey @ s
4. Manager Dashboard
JIE MCH - MCPH MMH - BS MPH - 8E
Approved shifts will then appear on your ¥ pe—
Manager Dashboard in the area they | snrrimes
were Worked P\I.Te;'\';:g;y 20 June 2012 - Saturday, 18




