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Open Shifts

Managers can create an open shift on priority and encourage employees to take up the additional shifts based on
availability, if needed.

1. Sign in to Zoho Shifts and navigate to the Schedules tab.
2. Select Schedule Editor.

3. Select the cell corresponding to the open shift, then click More actions (+). Create an open shift either by
Custom Shift or by using the Shift Template.
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Custom Shift  Shift Template  Time Off
Time
09:00 Hide end time

+ Add Break
Schedule

Zylker Group of Restaurants, Austin

Job Site

Position

Chef Executive

Employee

Open Shift

Notes

Repeat Publish

Cancel Save Shift

https://help.zoho.com/portal/en/kb/shifts/scheduling/articles/open-shifts
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