SPOT

Student Placement Online Tool

MRef-05 - Manager Reference Sheet - Printing your weekly schedule.

Steps Action

1.

At the top of your area’s schedule you'll
find the Print button with a From and To
date. These dates default to the current
week displayed on the dashboard.

You can choose to print a more narrow or
wider range of dates by clicking on the
From and To dates and choosing new
dates from the pop-up calendar.
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Clicking on the Print button will display a
File Download pop-up box. Click Open.
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A printer friendly list of all student shifts
and assigned supervisors for the week
selected will display in .pdf format. You
can save this list or print it our.

Close the .pdf to return to SPOT.
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