
Need to change your work schedule?

Schedule Adjustment (SA) lets you request
changes to your shift, rest days, or holiday
schedule for a day, several weeks, or even the
whole cut-off.

Here are the two ways to file your request
through Bridge:

How to File for a
Schedule Adjustment

(SA) Application?
Schedule Adjustment



Via My Requests Tab/ My Stuff Tab1

My Requests Tab

My Stuff Tab

Click +Add



Click Proceed

Effectivity Date

Requested Schedule

Enter the effectivity date and
requested schedule, then click the
proceed button.

2



A New Work Schedule will then
appear.3

Enter Reason & Click Apply



The employee should ensure that the
correct working hours is reflected on
their application:

9 hours for non compressed work
week (Mon-Sat) and 10 hours for
compressed work week (Mon-Fri).
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5 A confirmation page will then appear.

6 Your request will be sent to your
supervisor for approval.

Click OK



During Non-working Holidays and Rest
Days, the system assumes that you will
NOT be reporting for work. Thus, when
needed to report during these times
(and get your premium pay) make sure
to note this symbol/application guide.

How to File for a
Schedule Adjustment
when on duty during

Non-Working Holidays
& Rest Days



Rest Day Work
Schedule Adjustment

Employee needs to report for work even on a rest day

Select the date of the Working Rest Day

IMPORTANT: Tick/Check the ‘Make Rest
Day’ & Lock Icon to tag the date as a

Working Rest Day

Once done, proceed to plot a schedule and click apply.

Expected Result:



Holiday Work
Schedule Adjustment

Employee needs to report for work even on a holiday

Select the date of the Holiday

IMPORTANT: Click the ‘Lock Icon’ to
unlock to tag the date as Working

Holiday

Once done, proceed to plot a schedule and click apply.

Expected Result:



Rest Day & Holiday Work
Schedule Adjustment

Employee needs to report for work even on a rest day & holiday

Select the date of the Working Rest
Day/Holiday

Once done, proceed to plot a schedule and click apply.

Expected Result:

IMPORTANT: Tick/Check the ‘Make Rest
Day’ & Lock Icon to unlock tag the date as

a Working Rest Day & Holiday.


	How to File for a Schedule Adjustment (SA) Application?
	Via My Requests Tab/ My Stuff Tab
	Enter the effectivity date and requested schedule, then click the proceed button.
	A New Work Schedule will then appear.
	The employee should ensure that the correct working hours is reflected on their application:
	9 hours for non compressed work week (Mon-Sat) and 10 hours for compressed work week (Mon-Fri).
	A confirmation page will then appear.
	Your request will be sent to your supervisor for approval.
	How to File for a Schedule Adjustment when on duty during Non-Working Holidays & Rest Days
	Rest Day Work Schedule Adjustment
	Expected Result:

	Holiday Work Schedule Adjustment
	Expected Result:

	Rest Day & Holiday Work Schedule Adjustment
	Expected Result:


