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For any system questions or issues 
Text Richard at 647 201 1010 
or email richard@shiftlink.ca
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Signing in / out of ShiftLink to post shifts

Sign in:
Go to www.shiftlink.ca 

Click ‘Log in’ 
Enter the location  

user name / password 

Sign out
Click on your email address 

Click ‘Logout’ at bottom 
of drop down menu 

http://www.shiftlink.ca


Creating a new shift post

1. Click ‘Shift Creation’ in the menu board on the left of the screen 
2. Select Location (Discipline & Status will be defaulted)  
3. Select the date of the shift. 
4. Select the time of the shift from the choices 
5. Select time out (the amount of time a shift post will stay active) from the choices 
6. Type any notes (please keep to just a few words) 
7. Click ‘Post Shift’ 
8. A successful post notification will appear - bottom right corner

1
2

3 4 5

6
7 8

ReliefRelief Staff



Monitoring Active Shift Posts
(This screen shows how many people have accepted a shift you have posted)

1. Click ‘Shifts’ on the menu board of the left of the screen 
2. In the ‘Status’ drop down, select ‘All’ 
3. On each line click ‘view’ (far right) to see who has accepted the shift 

• You can refresh the list to see any new people in the top menu 
4. Click ‘Delete’ only to delete the shift from the queue and from shift history 
5. Click ‘Status’ to change which shifts are shown 
6. Click ‘Search’ to look for a specific shift



Selecting a staff 
member for a shift
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1. In staff list, click ‘View’ 

beside name to select 
staff member for shift 

2. Window will open 
detailing staff member’s 
information 

3. If you wish to confirm staff 
member for shift click 
‘Select” 

4. Confirmation window will 
open - click ‘Yes’ to 
confirm or ‘Cancel’ to 
close 

5. ‘Yes’ click will confirm 
shift and send 
notifications to all staff 
members who ‘accepted’ 
shift

Staying in the  
‘Shifts’ Screen


