
Shift Switch Instructions 
 

Path:  My Account/My Actions/Shift Switch 
Both employees switching must complete this Action. 
 

 

 

The following message will come up.  The effective date is TODAY’s date. 

 



 

The fillable shift switch form is below.  All fields must be completed before you date and sign off. 
 

 

Once you submit the action, you will receive an email confirming your submission.  Once approved or 
rejected you will receive an email.  Note the date approved or rejected is the date the switch was 
submitted, not the date requested.  As per the email instructions go to My Account/My Actions/All 
Requests to view the detail. 


