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FINALIZING SCHEDULE USING UNASSIGNED SHIFTS 

FOR MOVING AN EMPLOYEE’S SHIFT TO ANOTHER DATE, USE UNASSIGNED SHIFT in Details Edit Mode 

1. Select the employee’s shift to be moved, and then select Unassign from the blue tabs in the details edit 

section 

2. Select an unassigned shift for date the employee needs to work 

3. Select the lookup in the left column, select employee’s name and then, select Save 

STEPS WITH SCREENSHOTS: 

   

 
 

 

NOTE THE SCHEDULE COVERAGE BEFORE AND AFTER MOVE – Schedule coverage updates real-time 

 

 
 

 

mailto:wfm@vumc.org
http://www.vumc.org/WFM


 

 

Email us at wfm@vumc.org    Help/User Site: www.vumc.org/WFM 
 

2 

 

FOR MOVING AN EMPLOYEE’S SHIFT TO ANOTHER DATE, USE UNASSIGNED SHIFT in Mass Edit Mode 

1. Select the employee’s shift to be moved, and then select Unassign from the blue tabs in the details edit 

section 

2. Select the Edit Mode function (wand icon) from the functions, top-right of page, and then select Mass 

Edit 

3. Select an unassigned shift for date the employee needs to work, the shift will be shaded green 

4. Select the employee’s name from the schedule calendar and the shift is added 

STEPS WITH SCREENSHOTS: 
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