LV AC

LAS VEGAS ATHLETIC CLUB

Reposting Class picked up by mistake...

From the home screen, click on the &8 Swap Board EE]¥

Click on the date of the class you would like to swap.

>

Click on “[Swap...]”

“ 4 Swan-owaenr b e || (0] Todey = Thursday, September 07, 2017

My Schedule:
Ex|

BOIPUMP CLINSCILEARN PROMER.

C L Rt seev BOOM 1 130
i
i 8 sty | Croueomess ;e BOGM 3 L]
TR
TTAT | B e ROGH 3 7:00 7
iid 1
B w T BB
iiii
Available Shifts:
Cutobar o . |
Sun Men Tus Wed Thu Fri St =) | Gate | Case | G | Mose St | End | Brewc

[ oo avaatie shs 1o Sasiay,

Date | Class | Gronp Hote St

248

e30m
00

o |

Hewrs | Astions

135 [Swap]

0350 [Smap.]
120 [Swap..]

A pop-up will appear, allowing you to either 1) swap with anyone or 2) direct a swap to someone in particular.

If you are simply putting your class up, verify that it says Swap With “Anyone” and click “Place on Swap Board.”
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Swap With:| Anyone v
Available Shifts: You remain responsible for the shift
- until it is claimed.
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LAS VEGAS ATHLETIC CLUB

Reposting class picked up by mistake (cont’d.)

If you are directing your swap to a particular instructor, i.e. John Lvac, click on the drop-down arrow and select the name of the
instructor.

e  The instructor will then need to claim the shift on his/her end for the swap to be completed.

e The class will still be your responsibility (and remain on your schedule) until the swap is done.
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Check that the Swap/Claim Worked...
When placing or claiming a class on the swap board, it is imperative that you complete the transaction.

Placing a class on the swap board

1. Postyour class on the Swap Board
2. Verify by checking under “Available Shifts”

3. Ifit doesn’t appear under “Available Shifts”, re-check the Swap Board Process to make sure you posted the class

Claiming a class

1. “Claim” the class through Swap Board process
2. Verify by checking under “My Schedule” [your personal schedule]

3. Ifit doesn’t appear under “My Schedule”, re-check the Swap Board Process to make sure you “Claim” the class.

Getting Started with ScheduleSource Teamwork



