
Requesting to Swap Shifts in Workforce Dimensions

This job aid explains how to request to Swap Shifts with other teammates in Workforce Dimensions. Shift 

Swap requests must be Approved by both swapping teammates and a Manager/Scheduler before the 

Swap will update in the Schedule.
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1. Open your full Calendar by clicking on one of the dates from 

the My Schedule Tile or by clicking on the Main Menu         

icon in the top left corner of the Home screen, Main Menu > 

My Information > My Calendar. 

2. From your Calendar, in the top-right corner, click the New 

Request > Swap option. You can also right-click on a 

Scheduled day and click Swap

3. The Request Shift Swap reading pane will appear. Select the 

date of the Shift you want to Swap. 

4. A list of Swap Recommendations will display. Scroll through 

the reading pane and click More Shifts towards the bottom to 

display more Swap candidates. The 3 dots      icon within the 

Recommendations Shift will display the recommendation 

score with a percentage match. 
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Note: 
Click the 3 dots      icon within the Shift to 

display more information, the Shift Details, 

which includes who is also working that 
day. Click OK to close the detail view. 



Note: 

You can use the All Employees dropdown to find a specific teammate to Swap 
with. You can also click Refine to narrow your search to shifts at specific locations, 

jobs, dates, or start & end times. 

• Click the All Employees dropdown menu, then select the teammate you want to 

Swap Shifts with. A list of Swap options with that teammate will display. 

• Click the Refine button, then specify more details on the desired swap, including 
location, job, date, or start & end times. Click Apply when finished. A list of swap 

options matching your selected criteria will display.
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5. Select the desired Shift, click Submit. The reading 

pane will display confirmation & awaiting recipient 

acceptance messages. Click OK.

6. You can review Swap Request status in your 

Calendar requests tab.
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Responding to Swap Requests

There are multiple ways to respond to Shift Swap Requests, outlined 

below:

1. You will receive an alert when another teammate requests to 

Swap with you. Click the Alert bell at the top of your screen to 

display Request Details and respond to the Request. You can 

also click the GoTo button to view the Swap Request in your 

Schedule.

2. The Requests tab in your Schedule displays all Open Requests 

relating to your Schedule. Review the proposed Swap Details, 

then click the      icon and respond to the Request.

Note: 

Shift Swap requests approved by both teammates 
are submitted to your Scheduler/Manager for review 

& approval. 

You will receive another alert once your request is 

Approved, and your Schedule is updated. You are 
expected to report to your current assignment until 

the Swap Request is Approved. 
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