KARE

Posting and Editing Shifts in Batch
Quantities

Getting Started as a Community - https://doyoukare.com/docs/communities/getting-started-community/posting-and-editing-

shifts-in-batch-quantities/

Overview

Posting shifts in batch quantities is easy and convenient. In this article, we will go through how to

maximize time by posting and editing shifts in bulk.

Embedded media: https://www.youtube.com/embed/pgcUf0CLktc?si=hifEke6ngCDgcYEB

Getting Started

When you create or post a new shift, there will be a section titled Shift Schedule on your page.
There, you can find a text link labeled Add Single or Multiple Schedules. Click on the link. A

modal will open with three columns:

e Time range
e Select Date(s)

e Your shifts
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fts > Create New Shift

Create New Shift

Shift Details

Select or Type v

Select or Type e

Shift Schedule

=+ Add Single or Multiple Schedules

Bonus & Promotions

Adding Multiple Shifts
Within your modal:

1. Select a start time and end time for one of your shifts.

2. Select one or multiple dates that the start and end times apply to.

3. The dates selected will appear under the Your Shifts column. Adjust the quantity of each shift on
that specific date if necessary.

4. Click Apply

The modal will close and the shifts added will be recorded under the shift schedule section. If you
need to edit those shifts, click the Edit button. You can also click Remove to discard. If you want to
add additional shifts for a different time and date, click Add Single or Multiple Schedules again.
You can do this as many times as you want up to 50 shifts. Once you have filled out the rest of the

details on your Post a Shift page, click Post a Shift. All shifts listed under that posting will contain
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the same subset of details specified such as:

HERO Role

Supervisor

Bonus Amount

Promote this shift

Hail a HERO

Description

Vaccination question answers

Shift Schedule

=+ Add Single or Multiple Schedules

11:00 AM - 08:00 PM ET, Aug 28, 29, 30 (x6) ‘ REMOVE ‘ EDIT
10:00 AM - 09:30 PM ET, Aug 31(x1) ‘ REMOVE ‘ EDIT

Editing, Duplicating, and Deleting Multiple Shifts

When selecting multiple shifts, a button at the top of the page titled Bulk Actions will illuminate in

purple. Click the Bulk Actions button

After clicking Edit, a slideout will appear with the shift details.
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THE CITY OF

COLUM BUS Need Training? Kirk Longjohn

All Shifts  Select Applicants (0) @  Verify Shifts (0) ® Modify Time Updates (0) ®

:9: KARE versus Overtime o ©Q Monthly ) Yearly Total Amount Saved (All Licenses) % = $ 60.72 ®

SHIFT ID

Tomorrow, 08/28/2024

[ Select All Day Shifts

(O 09:07am - 09:06pm ET 672 sTNA @15 _ STNA Opened s D o

() 09:40am - 11:38am ET 11680 LVN/LPN LVN/LPN Opened /00

Thu, 08/29/2024

[[J Select All Day Shifts
() 09:07am - 09:06pm ET 1673 STNA TS STNA Opened s D 0

M NQ.ANam - 11:3Ram FT 11681 IVN/I PN IVN/I PN Onened P . ]

All shift details can be changed and applied from the slideout by clicking Save Changes.
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STNA

LVN/LPN

STNA

LVN/LPN

Additional Input

- .
Description

Test

Y

Will the Hero be werking closely with known COVID infected residents?
# No Yes

Do you require the HERO to be COVID vaccinated?
® No Yes

Estimated shift savings with KARE versus Overtime €

CANCEL ‘ SAVE CHANGES

Need Help?

Our KARE Support Team is here for you:

e General Support: (832) 380-8740

e In-App Messaging: Available daily in the KARE app.

e Email: herosupport@doyoukare.com

We will get back to you as quickly as possible.

Additional Resources

KARE Contact Schedules
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