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Loop Personal Calendar Navigations & Actions

Select the Calendar at the Your Personal Schedule will You can scroll months by clicking the year Select a Shift to view the details
bottom of the screen. be displayed for the current drop down, and swiping left anywhere on and Assigned Staff. Click the
month. the main calendar to view the next month. plus sign in the bottom right to
Click Apply to select the month. schedule actions.
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Select the appropriate action from
the Schedule Actions menu that
appears at the bottom of the
screen.

Bchedule Actions

Request PTO

Request Continuing Education
Request Other Time Off
Request Shift

Record Availability

Refresh Calendar
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Select the Filter icon in the
top right to view Schedule
Settings.
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Swipe the buttons to toggle on or
off and select Apply to save the
changes.

Cancel Schedule Settings

Show booked shifts and Unavailabilities

Show week numbers

Show activity name



	Loop -�Personal Calendar Navigation & Actions
	Loop Personal Calendar Navigations & Actions
	Loop Personal Calendar Navigations & Actions

