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The purpose: When you need to find coverage for a shift, trade shifts with coworkers, or pick up extra hours, homebase allows you to do these functions through the app. Power Haus Management wants it’s workers to use the app to show employees the accurate changes on the 
Trading Shifts 
1. Open the Homebase app
2. Click on schedule
3. Find shift you need to trade
4. Click find cover
5. Select trade shift
6. Select the person you are trading with
7. Trading person needs to approve the trade
8. Manager approves the switch
Covering shifts
1. Open the Homebase app
2. Click on schedule 
3. Select shift you need coverage for 
4. Select the staff member to cover your shift
5. Coverage staff needs to approve on homebase
6. Manager approves the coverage
