
ShiftPlanning Quick Start Guide

There are 3 things you'll want to do in the new system:
1. Check your settings to make sure they are correct
2. Request duty dates.
3. Set your vacation times so you won't be scheduled during those days.

**** If you ever get confused, simply click the Dashboard tab in the upper navigation bar to get back to the main login 
page.  ***********

1.  Check your settings and make sure your email is in the system properly.

Also, on the Dashboard page, check your settings where you can upload a picture of yourself, and also set your email 
notifications and also set up your SMS text message notifications.

2.  Request duty dates.

Click on "Schedule" in the red navigation bar across the top of the screen and go to the month you want to request a shift 
for.  



Click "availability" at the right side of the screen and you should see a list of shifts you can request.  You can make 
requests for the whole summer ops season if you want.



3.  Set your vacation.

Also, take a moment to select Vacation in the upper right and input any vacation times you know about.  The system will 
show you as on vacation for those times.



If you have any questions, email Tom Berry at tberry0916@stny.rr.com.  With a little patience, we'll get over any 
unexpected bumps in the road.

-Tom


