(3) OPTIMA: CANCEL UNAVAILABILITY

The Cancel Unavailability process removes a previously scheduled unavailability, such as PTO or Training.

1. Double-click the unavailability you want to cancel onthe  : 2. Click Edit Unavailability in the Duty Panel.

schedule.

September 2023

5
Ui Diice § 01 02 03 04 05 06 07 08

Registered Nurses

Orthopedics Unit v [ 13 August 2023 : Fully Approved

09

N

o2 Nurse Young, Brian (RN) | [PTO

*l

PTO - Personal Time Off Q
Brian Young S /' EditUnavailability
Registered Nurse a7 Retest Rules

e - i More

) = -

____________________________________________________________________________________________________________________________________________________________________________________________

3. Change the Status to Cancelled in the Edit Action window. 4 Click Save at the bottom of the Edit Action window.

The unavailability is replaced by empty cells on the schedule.
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