Adding Non-Work Days

Non-Work days should be created to indicate your unavailability. To add a Non-Work Days to
your profile click the Add Non-Work Day tab.

To add one non- working day: To add repeated consecutive non-working days:
Non Work Days>Add Non workday>Reason>Save Non Work Days>Add Non-work-day>Reason>Save
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To cancel a non-working day: Non-working days>Remove>Remove
To change time: Unclick all day and enter the time you are not available otherwise leave all day

To add more than one non-consecutive non-working day (example, Tuesdays and Thursdays) follow second left
diagram for each day.




