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Quick Guide: Reallocating a shift 

1. Log in to your ‘Essex Hours Administrator’ role in iTrent and select ‘Work Scheduling’ from the 

panel on the right-hand side.  

 

2. Click the link “1. Create allocate and/or amend shifts” under the ‘Allocate Work’ folder. 

 
 

3. When prompted, search for the name of your project. If you don’t know the name, put your cursor in 

the search box and press enter on your keyboard to run a blank search and return all results. 

 

4. Search for your roster. If you don’t know the name, put your cursor in the search box and press 

enter on your keyboard to run a blank search and return all results. Select the roster. 

 

5. This will open the roster overview calendar under the ‘Shift View’ tab.  

 
 

 

6. Select the shift you want to reallocate by clicking on the circle on the calendar. 

 

7. When the shift is displayed, click on the dustbin icon next to the person field. 

 

8. A pop-up message will appear saying ‘The details will be deleted. Continue?’; click 'OK’. 
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9. You can then select a new person from the drop-down menu, or you can leave the shift unallocated. 

Click save. 
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