Changing Your Availability
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3 Select Availability
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4  Select request new availability

& My Availability
DESIRED HOURS PER WEEK

Hours Per Week 30

YOUR REQUESTS

Current

Approved
Started on 10/25/2021 RS

Request New Availability

5  Select "My Availability takes effect on"

< Request New Availability

My availability takes effect on: S@ay, May 11

DAYS AND TIMES

Monday @
Tuesday (ﬁ
Wednesday ®
Thursday 6)
Friday ©)
Saturday @
Sunday 6?)
[E) aoonote

Cancel m



6 Select the first day you are not in school

Cancel Done

May 11 2024

7 Select a day to enter availability

< Request New Availability

My availability takes effect on: Saturday, May 11

DAYS AND TIMES

Monday @
Tuesday &\)
Wednesday ®
Thursday ®
Friday ©)
Saturday &:‘
Sunday 6’)
[E) aoonote

Cancel m



8  Select preferred or unavailable as needed and enter your time

(4 Select Times Add
Preferred
Location All Locations
All Day
Start Time / End Time 9:00AM-5:00 PM
Repeat on:

9  Select "Add Note"
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< Request New Availability

My availability takes effect on: Saturday, May 11

DAYS AND TIMES

Monday ®
Tuesday ({r\)
Wednesday ®
Thursday ®
Friday ©)
Saturday &:‘
Sunday 6’/\‘
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Cancel m



10 Enter areason for any time you have marked yourself as unavailable.

Cancel Add Note
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Your availability should reflect a standard week when you are, or are not available
to work. Any one time events will still need to be a time off requests.



11 Select Submit

& Request New Availability

)

My availability takes effect on: Saturday, May 11

DAYS AND TIMES

Monday @
Tuesday @
Wednesday ?Z)
Thursday @
Friday 6)
Saturday @
Sunday @
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