Filling OT Shift
Updated 10.27.2020

Click on Roster in your Dashboard.
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Select the Roster View you would like to see by clicking the drop-down. In this example, we will be
looking at the Jail 2" Shift.
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Click on the People Filter and Drag the Employee into the seat from there.
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Select the proper work ¢ode and detail code, add a note, and click Save.
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* Required field.
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