timeforge

Pick up shifts that have been given up by other
staff members

In addition to being able to give up shifts, you can also pick up available shifts using the
TimeForge Employee mobile app. Keep in mind that you are not responsible for a shift until your
manager has approved the pick-up.

Select Pick Up Shifts from the side menu
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https://guides.timeforge.com/m/employee-mobile/l/1291118-give-up-shifts

Find a date with a shift you like and tap the Pick Up button
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@ You can also use these steps to pick up one of your own shifts that you've given up by
accident.
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Click OK to confirm pick up

Pick Up Message

Do you want to pick up this shift?

Cancel

Click OK to acknowledge warning

This warning is simply a reminder that you are not responsible for the shift until a manager has
approved the change.
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Response Message

Although you have picked up this
shift, you are not yet responsible for
the shift. After a manager approves
the shift and add the shift to your

upcoming schedule, TimeForge will
send you a message.
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