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Scheduling Rules

Schedule required for everyone

Due to the goal of automation and efficiency with scheduling and the goal of productivity/staffing
analytics:

o Everyone must have a schedule but the timesheet/punches will drive pay.
o Shift pay isn’t paid to eligible staff without clocks and a schedule.
o IVO Time isn’t calculated for eligible employees without a schedule.
e Salaried (Exempt) staff must have a schedule and no longer punch in. No Shift—they are not paid.

e Hourly (NonExempt) staff must clock in and out for lunch. lllinois State law is a 20 minute meal break
within the first five hours of the shift so we will be placing a meal break (unpaid, uninterrupted break)
on the schedule to drive better staffing analytics (e.g. prevents meal breaks from including in nursing
hours per patient days — if the employee does not take a lunch, that time will be included in those
calculations).

e Must abide by One Day Rest in Seven Act for scheduling for hourly staff, whether a telecommuter or
onsite employee and must abide by this for primary and secondary positions or when floating staff.
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The One Day Rest in Seven Act requires at least 24 hours of rest for an hourly employee in every calendar week. It is a law intended
to give employees a bresk from the strain of work. A calendar week iz defined as seven consecutive 24 hour periods starting at 12:01
a.m. Sunday morning and ending at midnight the following Saturday.

Ideally, this is not a difficult rule to comply with, given most employees work five or less shifts per week. A pay period schedule for
an 8-hour/day, 40-hour/week employee may look semething like this given (O = off ; X = work):

Week 1 Week 2
5 [l T W R F s / 5 [\l T W R F 5
o X X X u] X X X o X X X X u]

However, in period of peak census or turnover, we often ask our staff to work additional hours or shifts above their normal
schedule. In addition, staff seeking additional hours may also make themselves available for additional shifts. The same individual in
this case may have a schedule that may look something like this, which is compliant with the law in that it provides for a 24-hour rest
period each week:

Week 1 Week 2
5 i T W R F s / 5 [l T W R F 5
X .4 &, .3 o X %, .4 o X .4 &, .4

Another variation of a compliant schedule may look like this (although not recommended):

Week 1 Week 2
5 i T W R F s / 5

M
o X £ 4 % £ % % £ % .9 £ % o

A schedule may NOT look like this, even at the request of the employee [the first week does not provide for a 24-hour period of

rest):

Week 1 Week 2

3 il T W R E s f 5 M T W R E 5
X .4 .9 .3 .4 .9 3 o Q X .4 o Q X

It is critical for all individuals who are involved in scheduling (including the individual employee) to be mindful of this requirement
and pro-actively monitor staff work days per week. Exceptions apply to Registered Nurses in the hospital setting who may not be
scheduled above budgeted hours without the RN's voluntary ogreement.

In addition, schedules must comply with the Health Care Accountability Act - 92_HB3536 — excerpted
below regarding hourly healthcare staff scheduling:
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5 circumstances beyond the individual's control.
6 (b) Notwithstanding any other provision of law to the
7 contrary, and subject only to the exceptions included in this
8 Section, a hospital may not mandate or otherwise require,
9 directly or indirectly, a health care employee to work or be
10 in on-duty status in excess of any of the following:
11 (1) The scheduled work shift or duty period.
12 (2) 12 hours in a 24-hour period.
13 (3) 40 hours in a 7-consecutive-day period.
14 Nothing in this subsection 1g i1ntended to prohibit a
15 health care employee from voluntarily working overtime.
16 (c) No health care employee may work or be in on-duty
17 status more than 16 hours in any 24-hour period. Any health
18 care employee working 16 hours in any 24-hour period must
19 have at least 8 consecutive hours off duty before being
20 required to return to duty. No health care employee may be
21 required to work or be on duty more than 7 consecutive days
22 without at least one consecutive 24-hour period off duty

LLUIITIT LIladl LJ.IIIE.
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WFM Scheduling Compliance and Cost Control

WFM Makes this easier!

When creating work schedules, situations that would pose a violation in WFM such as:
o Weekly Rest will be denied.

e WFM will also provide a warning re: Overtime to help schedule someone into Overtime (you can
still do it).

o Secondary department will get Overtime (will be handled at go-live like it is in Kronos
today).

e Alerts if over FTE

e Supervisors get notices on shift swaps and attendance control

Start considering your department-specific scheduling policies and practices:
1) Are they current?
2) What might need updating?

3) 3) How do you balance your schedule so that you are not overstaffed for a
weekday shift compared to a weekend shift, or a day vs night shift?

How do Employees Appear on a Team (Department Cost Center) in WFM?

Driven by our HR System.

In the LIVE Production site for WFM:

o HR will terminate employees and will populate new hires/transfers on to your teams
(departments) in WFM. Employees will appear on your team whether primary or secondary (your
cost center) automatically when HR knows about it.

o IMPORTANT for Advance Scheduling departments: YOU must remove the employee
from future schedules in WFM yourself.

= Employee’s last day is 7/9, you must remove them from any scheduled
dates/times on the schedule from 7/10 onward.
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WFM Role Permissions

One site does it all!

WFM contains timesheet (punching activity) and scheduling. What you see and have access to do is
based upon role permissions created by our HR Department as follows:

Security/Role Permissions for WFM

Supervisor

Edit Timesheets
See Self but not
edit

Authorize
timesheets
Approve
Interactions
Submit Leave
Request

See Self but not
edit

Employee
See Self but not edit
Submit Time
Off/Leave Request
Messages
via ETM (Employee
Time Mgmt.) and
Mobile Apps but not
via TimeClock iPads

Scheduler
Schedules employees
but no Timesheet
edits

Reports

Can Delegate

Messages

Schedules

employees
Edit View Only View
Yes No No
Yes No No
Ves No Yes - reports'only for

scheduling

Yes No Yes
No Yes No
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Accessing HELP

= Human Resources: Employee List for Teams, Access/Security to WFM and Schedules:
o LOA, Attendance Control and HR Policy Interpretation
= Payroll or Timesheet: Ashley Surprenant (36304) for RMC Corporation, or Genelle
Habedank (36302) for SLC Corporation
o All departments’ timesheets due for authorization by Mondays at 11AM
following end of the pay period.
o Just ONE unauthorized (red X) timesheet/edit means payroll cannot be run for
health system.
o AUTHORIZE DAILY for accuracy!
= For Light Duty/Employee Injuries — Patient Safety/Employee Health: Cheri Schweiger
(35501)
= Tip Sheets/Guides via Rivernet:

[f'é

WFM
UPDATES

WEFM Updates

Training/Editing Schedule Templates:
Kristine Charbonneau or Janet Jensen at 22702 (ODL).

If you need to rebuild an advanced schedule template, you will need the following
information:

e Shift Start and End Times
o # of staff needed if full census by shift, broken down job code and shift for each each
day of the work week (Sunday through Saturday)

For example:
Job Code Shift Time Day/ # of Staff needed for full census (plan for extra)
1000 5A — 5:30PM Sunday 3 staff

Monday — 4 Staff

Tuesday — 4 staff

And so on.

Revised — 11/2021 — Riverside HealthCare 7
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Logging On

WFM PROD is our Live system and can be access via Employee Self Service from work or home (use
Employee Page on the riversidehealthcare.org website or Rivernet). You may also see the icon below on
your desktop.

infor

ESS

You MUST use Google Chrome as your browser or things will not display correctly.

1. Enter your user ID and password in their designated fields.
2. Approve the Imprivata prompt or enter in the Imprivata code.
3. Click Sign-In to see your Home Page in WFM (shown below).

Exit thiough the door

B¢ 40 Bo GO0 o
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Signing Out

Signing Out of WFM:
o Closes your session securely
e Signals to WFM that you no longer require access to any of its components

e Prevents other people from accessing your information
To log off WFM, ONLY click the door as shown below.

infor Infor Workforce Management

NURSE MANAGER KPIS Exit through the door
The Repot INURSE MANAGER KPIS] has no saved outpuls.

ACTIVITY CENTER

~
HE g z
5§ g
ElE E E
i 3 Frza:
5 B35 %4
3 AN A TR
=
v
EMPLOYEE BALANCES
Balance Current End of Vear -
e 000 hous 00 bours
erop 000 houms
000 houes
noums

B0 Mo Bo @0 g
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Scheduling Overview
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Two Types of Schedules

Schedule required for everyone

Type of

Scheduling

Who Uses It?

Setup Components/Considerations

Basic Department has set schedules Setup Components
Scheduling There is very little management of 1) Create Shifts
schedules required 2) Create Shift Patterns
(Set it and When Employees miss work thereis | 3) Assign Shift Patterns to Employees
Forget it or no need to replace them 4) Manage changes in the Team Dashboard
assigning a Meeting work load demands is not module
Schedule to a an issue 5) Department schedules are reviewed, analyzed
person) Exempt Staff/Fixed and edited in the Team Dashboard
Departments/Managers
Set up at Employee Level Considerations:
Collection of Shifts over a set e What Shifts do we need to configure to meet
number of days Basic Scheduling needs?
The pattern repeats over and over e What are all the Shift Patterns we will use?
on to an Employee’s Timesheet Riverside has configured shift labels to
Pre-set Labor Allocations can be promote consistency.
defined for Employees who do not e  Which Departments (Teams) and or
Clock (e.g. set salaried staff for Employees/Jobs/Positions should be set with
example or hourly staff who work specific Shift Patterns?
M/W/F 8A to 4:30P)
Advanced Required for self-scheduling or shift | *«  Schedules are generated and managed at the
Scheduling swapping and acuity integration Team level
Required for On-Call/Standby (you *  Multiple teams can be managed in one
(Schedule will have the ability to do some of Advanced View

assigns work)

this on the timesheet with editing—
schedule automates it)

Employees do not have set defined
hours and schedules

Workload demands are integral to
the scheduling process (flexing, call)
Managing schedules after they’ve
been published to staff is common
Real time overview and
management of current day is
required

Schedules cannot be managed down a
hierarchy

Scheduler is in full control of schedule until
they Publish

Published schedules can still be managed and
edited

Revised — 11/2021 — Riverside HealthCare 11
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Key WFM Scheduling Terminology

WFM-Speak

WEM Term Definition/Concept

Department/Cost Center
(displayed as Unit in
Advanced Scheduling View
Key Terms
e Team Schedule
Period
o Number of
weeks
each
schedule
covers (1
to 6)
o Start Date
e Day Part Set
o 24 hour
period
broken
into parts
o Must be
continuous
o Best
practice is
the parts
match
shift start
and end
times

Team

Day part set

Day parts
Example of a day parts in a day part set

The difference between shifts and day parts can be a difficult concept
to understand. Shifts are not the same as day parts, but they do
coincide. When setting up shifts, you also must assign a day part to the
shift.

The third day part (NI8H) in the example above begins at 11:00 pm. If
it’s 11:00 pm on a Wednesday, the shift may be for Thursday.

Position Code auto-

assigned to the

employee by the

HRIS

e  You can only create
Shifts for a Team
for the Jobs
assigned to that
Team (again,
managed by HRIS)
and for which the
employee is
qualified.

e Ashiftthat hasa

job assigned to it

automatically

Jobs .
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WFM Term Definition/Concept

adopts the
associated labor
metrics of that job.

Shift

Shifts must be set
up for each team
and become part of
a schedule

Shifts are
comprised of an
Activity (e.g. WRK,
Education, etc.)
that spans from a
shift start to shift
end time.

All Workload
requirement
settings are
measured by Shifts
per Day Part per
Day

m Infor Workforce Management

Home Messages(6) Timesheet ~Maintenance My Reports  Scheduling My Approval  Supervisor Approval  Team

> Schedule Seffings > Shifls

Shifts | [ - %

Shift Description Stat Time EndTime Shit Group  Include in Vear ata Glance  Color

Edi  ALLSHIFTS 0 Al Shifts 1:00a 1:00a NO GROUP
Edi  OFF oFF 12002 12002  NO GROUP
Edi 800-16:00 800- 16:00 8002 4:00p NO GROUP
Edii  8:30-17.00 NON EXEMPT  8:30 - 17:00 NON EXEMPT  8:30a 5:00p NO GROUP
Edi 9001700 Weekdays 9:00a 5:00p NO GROUP
Edii  2ND SHIFT 330-12 3:30p 12002 NO GROUP

Navy
Papayavihip

0O@®@aa@aoco

Silver

Related Links

Shift Patten
Shift Premium Zone

Shift Display
Labels

Shift Display labels
are short codes
used in the
Advanced
Scheduling View
(ASV) Calendar
Display

All Shifts must be
assigned a Display
label

They can be color
coded per Team
and can also be
used by other
teams.

Scheduling > Multi-view Scheduler = Advanced Settings > ES Data Definitions = Shift Display Label

Shift Display Label | [ Fno B9

Shift Display Label

m
=

Closed
F401
F4s1
N4S1
OPEN
R4G1
RAW1
vaG1

m
=3

m
=3

m
=3

m
=3

m|rr|
= =

m
=

Time Codes

Time Codes
represent the type
of activity
performed during a
given time period.
Activities can only
have ONE time
code; but time
codes can have
many activities.

Time codes are used to classify the extent of time an employee is
scheduled to work. Each period of an employees’ time can be
represented by a different time code, | of which is used to identify if the
employee was working or why the employee was absent. These time
codes have pay-related implications.
Examples of time codes are:

o WRK (work)

o UAT (Unallocated Time)
o VAC (vacation)

Activities

Activities indicate
the type of work
that occurs within a
shift

On: Indicates work or regular time:
e WRK=Work
e  ORIENT = Orientation
e EDU = Education

Revised — 11/2021 — Riverside HealthCare 13
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WFM Term Definition/Concept

e  Activities utilize e BRK =Break
time codes and e UAT = Unassigned Time
timesheet

e  When booking time | Time Off: indicates ET (VAC) or ET-Unscheduled (Sick) — this is an LTA
off, a relief activity | (Long Term Assignment) override on the schedule
code must be
established OFF: When using this to book time off for an employee, the shift is
e Activities can only removed from the employee’s timesheet completely
have ONE time

code. On-Call: Allows concurrent work time so both the WRK (recall time
back to work) and wrk time. On-Call shifts CANNOT contain meal or
break times.

Leave Activities: Vacation and Sick (non-working time).

Premium e  Previously called a
Paycode added to
Regular time for
specific teams (e.g.
Xray 2" modality,
Preceptor, ER Diff,
Charge, etc.).

e These codes will be
restricted to
areas/job roles
granted permission
to use them by HR
based upon
historical usage and
intention of the

code.
Pay Group e Riverside | Find [VISET Description
Corporation B | |
(process levels) ] 0 THESE PEOPLE DONT GET PAID BY THE SYSTEM
! I:I 1 Hourly emplaysas
] 2 Salaried Employses
I:‘ RWERSIDE Riverside Healtheana
J sLC Senier Living Corporation
) ] DAKSIDE Dakside
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Supervisor Menu vs. Employee Menu

Supervisor Menu in WFM

Home Attendance Control es (17} Maintenance Timeshee My Timeshee My Reports Scheduling Team Time OFf Approval Time Off Calendar

Tardies/Calloffs on to Time Scheduling dep);rtment (sa;se (tat?ing Reports (SBiubgalr_dy Self- time off and time mit your
rolling 12 month Off where you as what MC eduling) off status own time
calendar Request sign off employees anagement off (and
and (authorize see if using status of
System schedule the Yeat
Notices exceptions computer !’eqUeStS)
daily) — application) ina
looking up
one person
atime

My Timeshee Time Off Calendar

Employee Menu for ETM/TimeClock (shown above) —
There is an OLIE lesson for employees on WFM Time Clock (ETM) and on
Mobility — these two options are the employee’s view of WFM

Revised — 11/2021 — Riverside HealthCare 15
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ETM (Timeclock) vs 1Pad vs.
Mobility
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iIPad Clocking In/Out/Meal Breaks

The Infor WFM iPad is available in select locations across
the health system. The WFM iPads will either be wall
mounted, at a kiosk or on a tabletop stand. The iPad is only
used for clocking on and off for shifts and unpaid meal

periods. =

CLOCKING : : -
To clock on and off for shifts and unpaid meal periods, you y . ‘ H H
must enter your employee ID first. Many new Riverside ID

badges have your employee ID listed on the back of your Chaar ‘ Ot s
badge.

CLOCK ON

1. Enter employee ID
2. Click Clock COn
3. You will receive an alert letting you know you have clocked on for your shift

BEGIN UNPAID MEAL PERIOD

1. Enter employee ID
2. Click Start Meal

3. You will receive an alert letting you know you have started your meal period

END UNPAID MEAL PERIOD

1. Enter employee ID
2. Click End Meal
3. You will receive an alert letting you know you have returned from your meal period

CLOCK OUT

1. Enter employee ID
2. Click Clock Out
3. You will receive an alert letting you know you have clocked out for your shift

Revised — 11/2021 — Riverside HealthCare 17
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ETM/Timeclock
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ETM (Employee Transaction Manager) or Timeclock Icon on

Desktops
Inform ETM can be accessed from home or work through the ETM web page. Infor ETM has the capability for
staff to clock on and off for shifts and meal periods, send and receive workmail messages, submit availability,

view your own and your team’s schedules, give away and swap shifts, self-schedule, pick up shifts from the
Shift Billboard, submit time off requests and attest to your timesheet,

ACCESSING ETM

There are two ways to access ETM: (1) Employee Self Service (2) TimeClock icon on a Riverside workstation
desktop.

EMPLOYEE SELF SERVICE

To access ETM from a non-Riverside workstation, you will need to open the Employee Self Service Portal from
Riverside's home page.

1. Open Riverside's home page
2. Click Mare
3. Click Employze Self Service under “For Employees”

= RIVERSIDE HEALTHCARE Providers Locations Services - Careers More -
Patients & Visitors Health & Wellhezs Abaut Us For Healtheare For Employees Ways bo Give
Profession
For Patients Classes & Events Mission & Vakies i Ermpliryes Sejt- Riverside Foundation
Continuing Education Service
Far Visitors Support Groups History B g — I'b Wialunteers
Click ADFS

Log in using your Riverside network login
Use two-factor authentication
Select the menu button on the top left of your screen
a. There are three icons for Infor:
i. Infor WFM: web page recommendead for
use by schedulers and supervisors
i. Infor WFM ETM: web page Indom Okl
recommended for employees using
WFM from a computer
iii. WFM Mobility: web page recommended
for employees using WFM from a mobile
device
8. Click Infor WFM ETM

Nom A

HR
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TIMECLOCK ICON
To access ETM from a Riverside workstation, you can use the TimeClock icon on the desktop

1. Log into the Riverside workstation
2. Click TimeClock

3. Click ADFS

4. Use two-factor authentication

ETM HOME PAGE

The ETM Home Page displays Today's Schedule for you as an employee including the date, start and end timas
of your scheduled shift, your job code, and department ID. You can click the forward or backward buttons in
the Today's Schedule header to view your schedule for different days. Your Clock Status also appears on the
ETM Home Page. It will display as either On in green text or Off in red text. From Clock Status, you can clock an
and off for your shift, begin and end your meal period, change your job code, change your time code, change
your department, view clock transactions and attest to your timeshest.

ﬁ Home [ Mossoges h Employes Diata ‘Wark Schedule “Wacation 4 3
o,

I Today's Schedule « ] O clock status

Thursday, Augus: 22, 2018
7-00m - E:Mp @ ClockOn [ ClockOf
(1781, 17000)

ﬂ Change Job

B3 change Time Code
. Change Departrmant

e Wiew Clock Tranzactons

-'F_:/"':-:.‘: 2
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CLOCK STATUS

To use the ETM clock, you must be logged on to a Riverside workstation. If you are working from a non-
Riverside location, you must either be using the firewall or you must be set up as a Mobility user.

CLOCK ON

1. From ETM's home page, click Clock On
OFF
a. Aconfirmation message appears asking if you are @ Clock Status -

sure you want to clock on e
2. Click Yes (D cokon | clckor

a. [fyou are not on a Riverside workstation, you will

receive an error message stating you are not on an Changes Job
approved device or location
b. The fail message will appear under the Clock Status, ™ Change Time Code
reminding you why you could not clock on
3. When you do clock on, your clock status will appear as Onin - Changs Departmant

green text with the time you clocked on

® Clock status [ on |

“foau are now Clocked On 5:34 AM B/ Time Approva

° View Clock Transacions

a. [fyou forgot to clock on for your shift, you will need to clock on when you do remember and
send your supervisor a Workmail message with your actual arrival time.

BEGIN UNPAID MEAL PERIOD
1. Click Change Time Code

2. Select Meal
3. Click Done Select a Time Code
EDL EQUCATION
@ clock Status (o
W mre now Clocksd On 8224 AM
ORIENT CRIENTATION
@ ClockOn [ ClckoF G)
Clock Status [ on
WHE WOEK - HEGULAR
El chenge ton alr time coce has nesn changad fo MEAL
WHE-ERAY WORKING MRAY MODALITY

e I
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END UNPAID MEAL PERIOD

1. Click Change Time Code
2. Select Work-Regular

3. Click Done | Select a Time Code
@ Clock Status n EDL EDUCATION
Your fime code has besn changed EnMEAL MEAL MEAL

' GRENT CRENTATION G} Clock Status n

Chock O
ﬁ i fime pode hns been changed o VI

WRE-XRAY WORKING XRAY MODALITY

B oo o e [T e

{D Clotk On

Bl crongs Job

CLOCK OUT

1. Click Clock Off

3. A confirmation message appears asking if you are sure you want to clock off
2. Click Yes
3. your clock status will appear as Off in red text with the time you clocked off

@ clock status [ on |

“¥aur tima coda has bean shanged to WRK @ Clock Status
G) Clock Or ‘ B Cicckor | o e new Clestes SEERE AN

CHANGE JOB
If you are an individual who holds multiple positions at
Riverside, you can change the job you are working in currently if (D Clock Status n
it was not scheduled as such. This can be helpful for last minute w
changes to your schedule when you are pulled to different —————
positions throughout the course of a day. G) o b ﬂ' Css L

1. Click Change Job
2. Select the job you are changing to
3. Click Done
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CHAMGE TIME CODE

Your schedule should reflect the type of work you will be doing and @ GClock Status n
how it will be allocated in terms of time codes. You can adjust your

time code if you will be in orientation or education if it is not already @
reflected in your schedule as such. (D Clock On .. Clock Off

1. Click Change Time Code
2. Select the appropriate time code Ell change o0

3. Click Done I—I
™ Changs Time Ceds

CHAMGE DEFARTMENT

If you will be floating, unexpectedly to another department, you can (D Clock Status n
utilize change department to update the department you are
currently working in. I E !

1. Click Change Department (D oceson [ ClockOf

2. Select the department you will be working in

3. Click Done EW change ko

BT Chenge Time Coda

- Changs Deparime=nk

VIEW CLOCK TRANSACTION

You can view all time punches for a specified day in this activity. {D Closk Stalus m
1. Click View Clock Transactions
a. You are brought to the Work Schedule Transactions G} ClockOn [l Clock OF
activity
Bl changs st

Change Time Code

. Change Department

I . Wiew Clock Transactions |
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CLOCKING IN DURING ORIENTATION OR EDUCATION

During orientation periods and educational days, you must clock in using a different time code unless already

assigned in the shift in WFM.
IPAD

To Clock In during orientation or education:

1. Enter Employee ID

Click Advanced

Click the drop-down menu
Click Time Code

Click Orientation or Education
Click Submit

A

To Begin Meal:
1. Enter Employee ID
2. Click Start Meal
To End Meal:
Enter Employee ID
Click Advanced
Click the drop-down menu
Click Time Code
Click Crientation or Education
6. Click Submit
To Clock Out:
1. Enter Employee ID
2. Click Clock Cut

Wk wm e

Note** If an employee clocks out during orientation for any reason (travel, leaving campus, etc.), when
clocking back in, they must follow the steps to click in during orientation or education again.

ETM/TIMECLOCK

To Clock In during orientation or education:

1. Logon to computer

Double-click TimeClock icon on desktop
Use 2-factor to log in

Click Change Time Code

Click Orientation or Education

Click Done

o u kR wN

To Begin Meal:

1. Click Change Time Code
2. Click Meal
3. Click Done

To End Meal:

1. Click Change Time Code
2. Click Orientation or Education
3. Click Done

To Clock Qut:
1. Click Clock Off
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FLOATING VIA ETM/Timeclock (cannot float at the iPad)
To Float to another department at the START of your shift:

To Float to another department at the START of your shift: @ Clock Status orF
1. Double-click ETM/Timeclock icon on computer desktop.
2. Use your network login and 2-factor Imprivata to log in. D coxon P coxon
3. Click on Change Department. Bl change Job
4. Click Next until you see the department number/name you are
f|0ating to. mz] Change Time Code

a. Hint: To get to inpatient nursing units, click Next 14 times.
5. Click on the department number/name (IMCU is selected in this

il change Department

example). @ iew Clock Transactions
6. Click Done.
a. When done correctly, Clock Status will read ©f and a .
message will display that reads: “Your department has ! Select a Department
been changedto ___.” You will remain logged into this oz R
department until you float again today or clock SISl for
your shift.
To Float to another department DURING your shift: - R
14040 5 OBSERVATION UNIT
To Float to another department during a shift where you already ios U
clocked in to your department:
1. Double-click ETM/Timeclock icon on computer desktop. Iﬁm — ,
2. Use your network login and 2-factor Imprivata to log
into ETM. @ Clock Status
3. Click on Change Department. b rer )
4. Click Next until you see the department @® coccon g cocor
number/name you are floating to. Bl change Job

a. Hint: To get to inpatient nursing units, click
Next 14 times.
5. Click on the department number/name you are i Change Depariment
floating to (IMCU is selected in this example).
6. Click Done.
a. When done correctly, Clock Status will read
©On and a message will display that reads:
“Your department has been changedto ____.” You will
remain logged into this department until you float to
another department today or until you clock [BIER for your
shift.

tm Change Time Code

@ View Clock Transactions
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To Float back to your home department DURING your shift:

To Float back to your home or primary department during a shift, follow
these steps:

1. Double-click ETM/Timeclock icon on computer desktop.
2. Use your network login and 2-factor Imprivata to log in to ETM.
3. Click on Change Department.
4. Click Next until you see the department number/name you are
floating to.
a. Hint: To get to inpatient nursing units, click Next 14 times.
5. Click on the department number/name you are floating to (IMCU
is selected in this example).
6. Click Done.
a. You will remain logged into this department until you float
again today or clock [BIEl for your shift today.

Check your Clocks —worried about missed clocks?

If concerned you have a missed clock or want to view your

floats/clocks for today: ® Clock Status o
1. Double-click ETM/Timeclock icon on computer ————
deSktOp. @ Clock On i]» Clock OF
2. Use your network login and 2-factor Imprivata to log in Ell crange sob
to ETM Change Time Code

3. Click on View Clock Transactions. Your clocks for the
current day including float will appear.

il Crange Depariment

@ View Clock Transactions

i/ Time Approva
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View your timesheet for other dates

1. Double- AT
CI|Ck A Home P Messages 0 h Employee Data g Work Schedule m Vacation 4 » & a ?

s
Schedule Timesheet Transactions Shift Trade Request Self Scheduler Shift Billboard

Job

Time Code Description Hour Type From To Hours

WRK Work - Regular REG 8:30a 12:00p 3:30 5403
MEAL Meal UNPAID 12:00p 12:30p 0:30 5403
WRK Work - Regular REG 12:30p 5.00p 4:30 9403

Click on the day to view other days' timesheets.

ETM/Timeclock icon on computer desktop.

Use your network login and 2-factor Imprivata to log in to ETM.

3. Click View Clock Transactions.

4. Click Timesheet. Your timesheet for the current day will display .
Click on the day to view other dates’ timesheets.

N
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TIME APPROVAL

At the end of each shift, you will need to attest to your own timesheet to verify all time punches and errors
codes, if any, are accurate.

1. Click Time Approwval
3. You can see the Work Date and Worked Hours for that day
4. For 2ach day listed, you will need to update the status to Approve or Reject. Click the down arrow next
to each day and select the appropriate status
5. Click Submit

a. [If you Reject a timesheet, you must send a Workmail massage to your supervisor explaining
what on the timesheet you disagreed with

€0 Cioek Status [ orr |

G} Clock On ‘. Clock OF Work Date  Worked Hours | Status
Bl cronge oo 07/04/2019%  00:00

MM Change Time Code

‘ Change Depariment
. Wiow Clock Trancacione

€. e sorron

WORKMAIL MES5AGE

Workmail message is an activity within WFM that functions similar to email. You can send a new message,
reply and forward messages, and view forms you've received from this activity. The types of message you will
receive in WFM are messages pertaining to a self-scheduling process opening or closing for a specified date
range, your time off approval requests and shift swaps being approved or denied, and attendance violation
notifications.

1. Click Messages on the top toolbar
a. You are brought to your inbox. Any messages that are bolded have not been opened yet.

Ta delete a messags, click the trash can next to a message

3. To open a message, select the message
a. When viewing a message, you have the ability to delete, forward, reply or close the message
b. Some messages cantain hyperlinks to bring you to another activity such as self-scheduling
¢. Ifyou have accrued enough time violations to reach disciplinary action, you will receive a

message containing a form with the disciplinary action

4, Select Sent Mail
a. You can see Workmail messages you've sent to other staff members

5. Ta create a new message, click Compose Message

r
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a. This message activity should be replacing your paper edit sheets. Any time a time punch is
missad whether for your shift or lunch or any time you disagree with your time sheet, you will
send a message to your supervisor

1t H-::m& Messages ) 88 Emplojec Data  [BH Work Schedule b o a ?
Inbox Sent Mail Compose Message My Forms
Friom subject Recelved
e 'ﬂ' = KERIETINE: Schedul kalish ext stabus | Publish Sus with i Fug 21, 05 PN
] VER & pu regju H is CESE exceptions ug 21, 5
RETINE- e Schaduls publish Publish Su 2, 504 PM
— et status i it i .
m = — pul reques status = coass with axcaptons g
ﬂ [ FIUSTINE- SChedul llish est siatus | Fublish Suc wWith Aug 21, 304 P
epu ] : 5 CESE excepions I
BODEMER = = va el
ﬁ ] HERISTINE- Sohedul lalizh est stabus : Publish Suo Fug 12, 114 PN
) EMER =111 reqyu : = i 1} ug 12, 1:
FRISTINE-
ﬂ' [ _ Schadue punisn reques: status - Punlsh Success M=y 19, & 19 PR
BODEMER

6. Inthe Tofield, you can enter the e el

individuals first name hyphen last

name. Or you can click the To button

and search the dictionary .
7. Enter asubject in the subject line '

and the message in the body of the

message

8. Once the message is composed, click
sen = =

5. Click My Forms
a. Forms pertain to data submitted or received. For example, any time availability is entered or
shift swaps are submitted, that is considerad a form and you can see the result of that form in
the My Forms activity for whether the action was approved or denied
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EMPLOYEE DATA

Employee Data displays information pertaining to you as an individual, your earned time balances and gives
you a place to enter your work availability

1. Click Employes Data on the top toolbar - v 0 mployee

PERSOMNAL INFO

On the Personal Info tab, you can see your employes ID, hire date, department ID among other various items

EMPLOYEE BALANCES

Emplopes Balances. Snvailabiiry

1. Click Employee Balance
3. You can view your current and

B B Balance Type Current Amoant Left  End of Year Amount  Umils
projected end of year earned time
bﬂlﬂnmﬁ ET 2000 Fa0on HOURE
ET-ANMUWL REMAIN - 81.10 13.10 HOURS
ET-FF ol -3TE HOURS
ET-ANMLIAL 134,50 168.12 HOURZ

AVAILABILITY

1. Click Availability
a. You can enter your availability for days of the week, Sunday through Saturday and for specified
weeks
2. Enter a date range you want to apply Persoral k. Empsoyee Ealances | Auaienly
availability for svaabiry _ [sun = b
3. Enter the start and end time for each Fam B s
day's availability ﬂm i
4. Click Submit Sen
3. Your availability will be sent to Woe
your supervisor for approval. e
Whether approved or denied,
you will recsive a Workmail
messaging indicating the status R I
of your availability request. -
once your avitabiityis [ D 12D 123 A D
approved, it will be displayed in
the Availability activity. If you need to update your availability, you can click New and enter naw
dates and timas. You can also choose to look at the calendar view of your approved availability.
5. Click View Calendar
3. You can see any time off entered as well as your approved availability. Do not confused this
calendar view with your actual schedule

Wad

Thu

B BB oo

Fil
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WORK SCHEDULE

The Work Schedule allows you to see your own individual schedule as well as your team's. You can also swap
shifts, self-schadule and pick up shifts from the Shift Billboard.

1. Select Work Scheduleonthe gy e g Messages @ 8 Emplojes Data |! Work 3:hedule|

top toolbar |

SCHEDULE

The first tab in Work Schedule is called Schedule. You can see your own schedule for a month at a time by
default. You can choose to view the schedule by day or week. You can also change days, weeks or months by
selecting the icons in the bottom corners. You can also view your team's schedule, Days that you are
scheduled to work list the start and end times of the shift. Days that you are scheduled off list the off reason
with an asterisk. Days highlighted in red mean that the timeshest is unauthorized for that day.

Schedule Timeshaat Transacions Shift Trade Refuast Selt Schedular Snin Blllboand
Sun Maon Tug Whaed Thu Fri Sal
™ 07:00 - 172340 2 3
T, 17T, MAS -
mare_.
04 ®  ropestan L P o 7 grog.aru L 2 ] o 1
TR, 4 TIEN, B AT, TTEI0, P HTE, STIERE, R (TR, 4TI, My
make.. maors... o, mare_.
" 12 prop-eran 13 wop.ira ¥ gropoaru 16 anoerm 1% 17
. TR 170G, A TR, 7O, P HTEA, +TER, Kk (4T, 1 TIEE, WA .
mane_.. mors... mom.. mare_.
12 % op-eran L P O " oropoaru 2 poa-irw 3 24
TR 4TI, M TR, TII0, MA MTEA, ST, 4704, 17N, KA
mare.. maors... e, M.
2% X - a7 70 - 1730 R S & oo a H
4TI, TR, A 7R, TTIIO, M MR, TTIED, K TR, TR Ay
mare.. maora... mos.. nar.
l

1. Toview more detailed information about a day, select the day.
a. You are brought to the Timesheet. You can see scheduled and worked time as well as any
attendance points accumulated, if any
2. Toview your team'’s schedule, click Team
a. Inlist format, you can see all team members and the days that they work for the given week
you are viewing. You can change dates by selecting the icons in the bottom corners
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TIMESHEET
1. Click Timesheet

a. Timesheet allows you to view individual days for more in-depth time and pay details. It is
important to note that standby and on-call pay are both coded as on-call on the timesheet. If
you select on individual days in the Schedule, it will bring you to the Timesheet for that day.
From the timesheet activity, you are brought to today's date by default. You can change days
from the Timesheet by selecting the icons on the bottom corners to move forward or

Shift Eillboard

backward.

Schadule Transacions Shift Trade Reguest Sell Scheduler

August 22, 2019
Time Cade Descripfion Haur Typa Fram
AT Unallocat=d Time UNF&D THda
WWRE Visek - Regular REG ida
MEAL Keal UNF&D B1Ta
WWRE itk - Regular REGC B:13s

To

B1Za 1z
w17 ais
15 LIk ]
B2 04

=E
Houra Job

T8l

1TE

il

T8l

Late = Tardy so 0.5 ATTPT will display to the employee here.

TRANSACTIONS

1. Click Transactions

Sicheciulm

Tirmss et I Trensscanrs I Stuft Trmd w Recusst Swf Scheculsr

3. Transactions display clock details for
individual days. You are brought to
today's clock transactions by default.

August 2220148

ACTTY
Clock On
TimeCode Changs
TimaCade Chanps

ke O

TIME

OEZR010 0612 AM

DIIR201E D=AT AM

08I0 D=8 AN

08I0 D=8 AN

JOBRDDCKET DATA

MEAL

VWRK
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VACATION

The Vacation tab allows you to submit new time off requests and view approved or denied time off requests

1. Click Vacation on the top toolbar
a. You are brought to the current month's calendar view. You can see your approved, pending,
denied and recalled days off indicated by different colors. On the right of the screen you can
see your earned time balances
2. To submit a time off request, click a day in the calendar

3. Inthe Type figld, select the magnifying glass
4. Select ET Sched or Special Request if you want a day off New Time Off *
without using ET
a. [Ifyou only want to take a partial day off, you can select Typa:* | &
the partial day check box and enter a start and end From:* | ewizzms [
time. If you are requesting multiple days off, you can Toc*(mmzooo B
update the from or to date to extend over multiple Reason: | =)
days. In the comments field, you can enter any Commant: | |
comments you would like the scheduler or supervisor to
see when responding to your time off request Attachment:
5. Click OK
a. Your pending time off request appears on the calendar
6. Tocancel a time off request, select the highlighted day in the
calendar

7. Click Remove Request
a. The request no longer appears

Workaround Tip: If you are a 24-7 department, have employees always input partial day
and start and end times for their shift. This makes trades and self-scheduling easier
(otherwise—they are blocked for midnight to midnight of the same calendar day).

Directors’ ET Requests: Effective 2020, Directors must submit an ET request via WFM
and must also email a calendar invite to their VP and AA for ET requests.
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Mobility
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MOBILITY

Infor Maobility can be accessed from anywhere with a mobile device through the Mability web page. Maobility
allows for sending and receiving Workmail messages, viewing your own schedule as well as your team
members', submitting time off requests and attesting to your own timesheet. Certain staff have been setup to
use Mobility to clock on and off.

ACCESSING MOBILITY

To access Maobility, you will nead to log in to Employee Self Service from Riverside's home page on your mobile
device

1. Open Riverside's home page
Click Maore
Click Employee Self Service undar “For Employees”
Click ADFS
Sign in using your Riverside network log in
Use two-factor authentication
Select the menu button on the top left of your screen
3. There are three icons for Infor:
i. Infor WFM: web page recommended for use by schedulers and supervisors
ii. Infor WFM ETM: web page recommended for employaes using WFM from a computer
iii. WFM Mobility: web page recommended for employees using WFM from a mobile
device
8. Click WFM Mobility

U

ERE A Ll i BB - . T e -
s rivirscea L & [ T G —— = H ey it e G
ol -
= RIVERSIDE
Prowiders HEALTHCARE
. . Siepty ity with,.,
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e

A
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T ave

HOME PAGE s s
B

Cah -

You can view your clock status, messages and the current day's schedule.

MY MESSAGES

The My Meassages section of the Home Page displays how many messages you have in your inbox

1. Tocompose a message, click on the pencil icon
a. Instead of using paper adit sheets, you will submit time edits through a Workmail massage in

WFM
b. Inthe To field you will enter who you want  wae wing i e
to send this message to. Only supervisors & rossiend-wedtckes b C. T ——
will have the ability to adjust timesheets T : [ e |
c. Inthe subject line, enter a brief description = "™ e — -

about the message T —
d. Enter the body of the message e o e ' :
e, Click Send —— - e
f. Click Ok po—
2. Toview the messages in your inbox, you can click —
the Arrow from the Home Page
a. All messages are listed with the sender's it
name, date and time message was m—
received, and the subject of the message. T—
You can view a message by selecting on it .
b. The message itself opens up for you to
read, reply, forward, delete or take action ; : = < & o
on the message —

i
- k.

MY SCHEDULE

The My Schedule section on the Home Page shows you today's current schedule and date.

1. Tojump to the full schedule activity, you can click the schedule icon.
2. Toview this week's schedule, click the arrow.
a. The circular icon indicates a time off day.
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MY PROFILE
My Profile displays your employee data information aswellas = o - <o
earned time balance information e e N e v
1. Click the Menu button PE—— _ s
2. Click My Profile e
3. You can view your employee details including your s S -
employee ID, hire date, job and department IDs, e o

birthdate, mobile phone number and work email.
4. You can also view your individual earned time balances

as well as projected balances at the end of the year s
L @ o ¢ a @
TIME OFF
The Time Off activity is where you can submit time off requests as well as view approved, denied and recalled
time off requests
1. Click Menu

2. Click Time Off
a. You are brought to the current month's calendar view. You can see your existing time off
requests and the pending or final status of those requests

3. To submit a new time off request, click ras .
the highlighted day in the calendar T i @ T &
4. In the Type field, click the magnifying _ _ _
glass
a. C_hcmse ET Sched for days or _ BT _ ——
times you want off that you -
want to use Earned Time YT
b. Choose Special Request for s .
days or timesyou wantoffthat  ® = " ° )
you do not want to use Earned ] % K .
Time

3. You can adjust the start and end day if
you want to extend this time off
request over multiple days. You can L v @ g« !
also choose to submit a request for a ! —_— —
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partial day by changing the Absence field to Partial and entering a start and e -

end time for the request. You can add any comments you'd like the E
scheduler or supervisor to see once this time off request is submitted Fap—

Click ﬂpp"f Time Off e - |
Click Submit Time Off

The request appears with a blue dot on the calendar 4 ree
. To cancel a time off request, select the highlighted day in the calendar e g
10. Click cancel Timeoff

11. In the confirmation screen, click Ok

12. The time off request no longer appears

= )

MY SCHEDULE

My Schedule displays & weekly view of your schedule, allows for swapping shifts and e o
picking up shifts from the Shift Billboard as well as viewing your team members' (e

schedules BTN

1. Click the Menu button
2. Click My Schedule
a. You are brought to the current week's schedule displaying shifts you are
working on each day, as well as days listed as not scheduled and days
that you are schaduled off which are designated by a circular icon. You
can jump backward and forward weeks by using the arrows next to the
date range
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TIMESHEET
The Daily Timesheet activity allows you to attest to your own daily time s o
1. Click Menu ]
2. Click Timesheet e,
3. You are brought to the current week's timesheet. Timesheet attestation o
should occur at the end of every shift so any errors can be corrected right -

away. You can easily identify unauthorized days by the red circle around the & ==
worked hours. Days are marked as unauthorized if there was a time code -
error that was triggered. Time code errars can include late dockin and no
clock in. ;=
3. Toview the details of a day’s timesheet, click the day C I
a. You can view the clocks, if any for the day as well as work details
b. Work details include the hours, time codes, and hour types associated
c. The premiums section will display hours worked at a premium price, if any
d. The Code summary section displays total hours for each time code
4. If you agree with all clocks and time codes on your timesheet, you will click Approve. If you do not
agree with an itam on the timesheet, you will click Reject and send a Workmail message to your
supervisor explaining where you believe the error occurred
5. Click Approve
6. Your timesheet attestation displays Approved with a date stamp

Wil il - i - .

) Y ) s ol rTE Wl v
i L T ¥ recrEewel o oo G T T o T T ST i s e vt phrasl by [ B roviee-yiniices sece O
[ P — . Wt ity e .
= - -
L o b
nr
Hmmaan o
-
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HOME HEALTH ONLY: WEEKLY TIMESHEET

The weekly timesheet allows for time and visit codes fo be entered on a weekly-view basis. For Home Health
staff, when you open the timesheet activity, you will default to viewing the weekly timesheet only.

1. Click the Menu button
2. Click Timesheet
3. Click My Timesheet at the top
a. You are brought to the current week's timesheet. You can adjust the week by selecting the
backward or forward arrows
4. You enter timesheet information for a specific day, click on the day
Click the plus sign next to clocks to begin adding clocks
6. Salary staff:
a. Youdo not have to add time clocks on your regularly scheduled salary days
7. Hourly staff:
a. Enter an On clock first, by entering the date, on time, and a type of On
b. You can add meals by entering a new clock with the appropriate date and time with the
timecode of MEAL
¢. You can end your meal by entering a new clock with the appropriate date and time with the
timecode of WRK
d. Enter of Off clock by entering the date, off time and a type of Off
8. Pay per visit:
a. Add a clock with the appropriate date, a start time and a timecode designating the appropriate
HH code. You can search using HH to find all of the Home Health specific timecodes.
i. The number of hours for pay per visit time codes designates the number of visits for

wn

that day
1. Example: 7am-3am HH-0ASIS time code = 2 hours = 2 HH-OASIS visits for that
day

b. To add additional visits, add a new clock with the appropriate date, add the time x amount of
hours after the first visit to appropriately designate the number of visits for the first timecode
c. When finished adding HH visit timecodes, add an off clock by entering the appropriate date, x
amount of hours after the previous HH visit timecode using the type of Off
i. Example:
1. 7am-9am HH-AdmS5
2. 9am HH-Adm6
3. 12p Off
a. This timesheet would mean there were 2 Adm3 visits and 3 Admo visits
5. Click the back arrow once you are done entering all timecodes for that day
10. Continue adding timecodes for any other days that week that were not already entered
11. Once the week is complete, click Submit for Approval
12. Click Ok in the confirmation message window
a. Your supervisor will receive the timesheet in the Inbox to approve
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UPDATING PHONE NUMBER IN EMPLOYEE SELF SERVICE

Log in to Employee Self Service

Click My Profile

Click Personal Information

Under the Contact Information section, verify you have a Maobile phone number listed and that the

phone number is accurate (you may have to click the forward error to move to the next page to view
all numbers)

a. [If the number is not accurate:
i. double-click the number to update it
b. If the Phone Number Method is not accurate:
i. Double-click the number
ii. Click Actions
ili. Click Inactivate
iv. Click My Profile
¢. Toadd anew number:
i. Click Add Phone
ii. Add today in the Effective Date field
iii. Enterthe Telephone Type of Mobile
iv. Enter the phone number
v. Click Ok

vi. Verify under Contact Information the new mobile number is listed

Bown e
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Managing ET Requests
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Request Paid Time Off (ET)

The following is the procedure for all employees to request paid time off (ET)

1. Select Time Off Calendar from the Header Menu.

) 4 June2019 p . i
2. Clickon the next and previous arrows to move from month to month to find the start date of the

ET request.
3. Click on a date on the calendar and a New Time Off pop window should display.
4. Select ET from the Type lookup list. Special Request was designed to allow employees to request to not be scheduled
on a particular day (e.g. clinicals) where they do not need ET time. It pays nothing.
Once selected the current balance should display to the right.
5. Leave the Partial Day check box un-selected for a full day request. For a partial day request select the check box next
to Partial Day.
By default, the End Date will default to the Start Date for a 1 day request.
Confirm the Start Date
Select an End Date
If Partial Day was selected enter Start Time and End Time
10. Optionally, enter a Comment

11. Click OK.
12. The ET request will appear on the time off calendar in orange as follows
18 20 21 22 23
@ PTO @ PTO @ PTO @ PTO @ PTO

When the icons are orange, that means the request has not been submitted for approval.
13. Click Submit to send the request to the Supervisor for approval
14. If your ET request is:

e Successful, the ET request will appear on the time off calendar in blue as follows
18 20 21 22 23

@ F1O @ r1O @ F1O @ FTO @ FTO

The Supervisor will receive a work mail message with a link to the ET request time off
e Unsuccessful, a pop up window will display summarizing the request validation errors. Some errors include
the configuration of the clock. Some errors include:
o ET time off type may only be applied to scheduled work days.
o  Future balance ET violated
o ET may not be requested for days in the past
15. Once approved the request will appear on the time off calendar in green as follows
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15 20 21 22

@ PO @ PO & FPTO @ PO
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Approve/ Deny Paid Time Off (ET) Request

Process Description: The following is the procedure for supervisors to approve or deny
requested paid time off (ET).

1. Login to WFM.

2. Select Messages from the Header Menu. Click on the message with Subject “A Time Off Request is
submitted for your Approval”. The details of the message should appear summarizing the dates
for the ET request time off. Select the link “A time off request is pending your approval” to access
the request

or
Click on Time Off Approval from the Header Menu

3. Anyrequest requiring approval will display on the Time Off Approval form in blue as follows
4 May2019 b +7H
0 Team/Employee 01 02 L] 04 05 06 or o8 09 10 " 12 13 14 15 16 i 18 19 20 21 22 23 24 25 26 n 28 29 30 N

(m] EMVS DEMO TEAM

HOURLY, TEST - -
[ Deny | Ml Pending Approval [l Approved/Applied [llPending Cancellation liCancelled/Denied/Recalled

4. The ET request can be approved or denied as follows:
e To approve or deny all requests for one or more teams select the check box next to the
team’s name
4 wmay2019 P
[J Team/Employee 01 02 03 04 05 06 0
EMVS DEMO TEAM

HOURLY, TEST

Scheduler, Test

Deny Il Pending Approval [

o Select either Approve or Deny and enter optional comment in the Comment box
and click Submit
e To approve or deny all request for individual employees select the check box beside the
employee names
(] Team/Employee 01 02 03 04 05 06 07 08 09 10 11 12 13
[l EMVS DEMO TEAM
HOURLY, TEST

Scheduler, Test

Il Pending Approval [l Approved/Applied

Select either Approve or Deny and enter optional comment in the Comment box
and click Submit

@)

Revised — 11/2021 — Riverside HealthCare 46



Workforce Management (WFM)

HEALTHCARE

o To approve part of a ET request, click on the request (blue box), a window will open
showing the individual days being requested off

Time Off Approval - Scheduler, Test X
v Status Type Date Time Reason Comment Submitted Pay in
advance
Approve A Requested ETSCHED 05/27/2019  All Day 05/14/201920:54  No
Approve v Requested ETSCHED 05/28/2019  All Day 05/14/201920:54 No
Approve T Requested ETSCHED 05/29/2019  All Day 05/14/201920:54 No
Approve A Requested ETSCHED 05/30/2019  All Day 05/14/201920:54  No
Approve v Requested ETSCHED 05/31/2019  All Day 05/14/201920:54 No
[ Ciose |

To deny, select Deny from the dropdown list and select Submit. To approve, select
Approve from the dropdown list and select Submit
Enter optional comment in the Comment box and click Submit

5. Once approved the request will appear on the time off approval as follows

q May2019 P + raw
Team/Employee 01 02 03 04 05 06 O7 08 09 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 3
EMVS DEMO TEAM
HOURLY, TEST - -
Scheser Test N e
MlPending Approval [l Approved/Applied [IllPending Cancellation [l Cancelled/Denied/Recalled

Green represents ET time off that has been approved and grey represents ET time off denied.
Note: The ET requested days denied will be removed from the employee’s calendar.

Hover to Discover the Icons on the upper right of the ET Approval Calendar

[
—
2 23 24 25 % FI:] # 1

4 May2019 b

O Team/Employee 01 02 03 04 05 06 07 08 08 10 " 12 13 14 15 16 17 18 19 20 Fal

O EMVS DEMO TEAM

HOURLY, TEST - -
M Pending Approval [l Approved/Applisd  IlPending Cancellation [l Cancelled/Denied/Recalled

+ Y 4

Add in an ET request for an .
Allows you to view requests

employee (useful if the
employee submitted

incorrectly) Be sure to check
Auto-approve to avoid WFM
messages.

Allows you to filter by status
of request (view Approved,
Cancelled, Pending
Approval, etc.)

by seniority, submission
date, etc. This is useful for
approving based upon skill
mix for a unit.
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Cancel Paid Time Off (ET) Request

Process Description: The following is the procedure for all employees to cancel paid time off
(ET).

1. Select Time Off Calendar from the Header Menu.

June 2019
2. Click on Lthe next and previous arrows to move from month to month to find the

start date of the ET request to cancel
3. Click on the green icon for any approved time off to bring up the details of the approved time off
request.

4. Select the check box beside the day you would like to cancel

Cancel Time Off x
a Status Type Date Time Reason Comment Submitted Pay in advance
O Approved  ETSCHED 06/2472019  All Day 051472019 21:03  No
0 Approved  ETSCHED 06/25/2019  All Day 05/1472019 21:03  Neo
Approved  ETSCHED 06/26/2019  All Day 051472019 21:03 No
Approved  ETSCHED 06/2772019  All Day 0511472019 21:03  No
O Approved  ETSCHED 0672872019  All Day 0511472019 21:03  No
Cancel Selected

5. Click on Cancel Selected
6. Any ET days being cancelled will appear as follows

24 25 26 27 25
@ ETSCHED @ ETSCHED @ EFSGHED @ EFSCHER @ ETSCHED

n4 ne n na nke
7. Click Submit to send the request to the Supervisor for approval

8. Once approved the original approved ET request will be removed from the employee’s Time Off
Calendar

Revised — 11/2021 — Riverside HealthCare 48



Workforce Management (WFM)

HEALTHCARE

Approve/ Deny A Cancel Paid Time Off (ET) Request

Process Description: The following is the procedure for supervisors to approve or deny a
cancel paid time off (ET) request.

1. Login as Supervisor to WFM.

2. Select Messages from the Header Menu. Click on the message with Subject “A cancellation of
approved time off request is submitted for your approval”. The details of the message should
appear summarizing the dates for the ET days being requested to be cancelled. Select the link “A
cancellation of previously approved time off is pending your approval” to access the request

or
a. Click on Time Off Approval from the Header Menu
3. Anyrequest for cancelling ET requiring approval will display on the Time Off Approval form in red

as follows
Time Off Approval
4 June2019 B + =
D Team/Employee 01 02 03 04 05 06 o7 08 09 10 1 12 13 14 15 16 7 18 19 20 21 22 23 24 25 26 27 28
m] EMVS DEMO TEAM
HOURLY, TEST
a Scheduler, Test _
M Pending Approval Il Approved/Applied [l Pending Gancellation [ll Gancelled/Denied/Recalled
4. The ET cancel request can be approved or denied as follows:
5. To approve or deny all request for one or more teams select the check box next to the team’s
name
I Julic £V 1T
Team/Employee 01 02 03 04 0 06 07 08 09 10 1 12 13 14 15 16 17
EMVS DEMO TEAM
HOURLY, TEST
Scheduler, Test
m Il Pending Approval [l Approved/Applied [llPending Cancellation [l Cancelled

i. Select either Approve or Deny
ii. Enter optional comment in the Comment box and click Submit
6. To approve or deny all request for individual employees select the check box beside the employee

names
4 June2019 P
O Team/Employee 01 02 03 04 05 08 07 08 09 10 1 12
O EMVS DEMO TEAM
HOURLY, TEST
Scheduler, Test
Il Pending Approval [l Approved/Applied [l

Revised — 11/2021 — Riverside HealthCare 49



Workforce Management (WFM)

HEALTHCARE

Select either Approve or Deny
Enter optional comment in the Comment box and click Submit

7. To approve part of a ET request to cancel, click on the request (red box), a window will open
showing the individual days being requested off

Time Off Approval - Scheduler, Test X
v Status Type Date Time Reason Comment Submitted Pay in
S—— advance
Approve v Cancellation Requested ETSCHED 06/26/2019  All Day 05/14/2019 2107  No
Approve v Cancellation Requested ETSCHED 06/27/2019  All Day 0511472019 2107  No

Select Deny from the dropdown list for those days not approved to cancel and select Submit.
Enter optional comment in the Comment box and click Submit
8. Once approved the request will appear on the time off approval as follows

4 Junez019 B + 7N
Team/Employee 01 02 03 04 05 06 07 08 09 10 1 12 13 14 15 16 17 18 19 20 2 22 323 24 25 2B 7 2B 29 N
EMVS DEMO TEAM
HOURLY, TEST .
S e I
MFending Approval [l ApprovediApplied [l Pending Cancellation il Cancelled/Denied/Recalled

Request will go back to Green if the ET cancel request was denied and grey if the ET cancel
request was approved.

Note: The ET requested days to cancel and approved will be removed from the employee’s
calendar.
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Timesheet Management:
Managing Clocks/Basic Shift
Overrides
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Add Clocks
TS
Process Description: This process describes the steps involved in adding clocks on the

timesheet
Objective / Expected e Select an employee timesheet and add the clocks.
Results: e Once the timesheet is submitted the clock punches will be
applied to the timesheet and the work detail records should be

uidated accordinili.

Select Timesheet

Select an employee from the Employee lookup

Select Date Selection Current Pay Period

Click Load

Choose a work day to enter clock punches manually

Click * to add a clock punch

Enter clock time (ex. 1200) using the Time field

Make sure clock punch type ON is selected in the Type drop down list
Hit the Enter key on the keyboard or click ADD

10 Enter clock time (ex. 2000) using the Time field

11.Make sure clock punch type OFF is selected in the Type drop down list
12.Hit the Enter key on the keyboard or click ADD

13.Click m to apply changes to timesheet
14.Click on the * beside the work day to view the work details and the applied changes

CoOoN RO
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Edit Clocks
R
Process Description: This process describes the steps involved in editing clocks on the

timesheet
Objective / Expected e Select an employee timesheet and update the clocks.
Results: e Once the timesheet is submitted the clock punches will be
applied to the timesheet and the work detail records should be

uidated accordinili.

Select Timesheet

Select an employee from the Employee lookup
Select Date Selection Current Pay Period

Click Load

AN

Click on the ON clock punch. Gl

oop wju (831  5:00p

O fype [on E|
‘01 Date | 05/14/2019 (|

Data

In this example, click on the green “8:31a”

01
=

0 o

—_—

6. Update start time to 8:15a

Click m to apply changes to timesheet
Click on the F beside the work day to view the work details and the applied changes

~

o
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Delete Clocks

Process Description: This process describes the steps involved in deleting clocks on
the timesheet
Objective / Expected e Select an employee timesheet and delete the clocks.
Results: e Once the timesheet is submitted the clock punches will be
applied to the timesheet and the work detail records should be

uidated accordinili.

Select Timesheet

Select an employee from the Employee lookup
Select Date Selection Current Pay Period

Click Load

Click on the ON clock punch. @ e In this example, click on the green “8:31a”

o O khodNPE

Click the @
00p e (3:31a§5ﬂﬂp

D 1ype [on E|
‘01 Date | 051472019 ™

o Data

O L

7. Click on the OFF clock punch. @ g In this example, click on the red “5:00p”

8. Click the o

9. Click m to apply changes to timesheet
10.Click on the * beside the work day to view the work details and the applied changes
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Mark as Absent — Full Day Override

Process Description: This process describes the steps used to mark an employee
absent for the full day.

Objective / Expected Select an employee timesheet and mark the employee absent for

Results: the full day using the mark as absent functionality.

Once the timesheet is submitted the absence time code changes
will be applied to the timesheet and the work detail records will be

uidated accordinili.

1. Select Timesheet

2. Select an employee using the Employee lookup

3. Select Current Pay Period for the Date Selection

4. Click Load

5. Find a date where the employee is scheduled to mark as absent and click >
Mark as Absent
JURY

6. Select a time code using the Mark as Absent lookup

7. Click OK

8. The mark as absence icon > will turn blue & to show the employee is absent for the

full day

9. Click Submit to apply to timesheet
10.Click * beside the work day to view the work details
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Override Shifts
T

Process Description: This process describes the steps used to schedule an employee
using a shift override to be applied for one or more days

Objective / Expected Select an employee timesheet and apply a shift override that will

Results: schedule the employee based on the shift start time and end time.

Once the timesheet is submitted the schedule will be applied
using the shift start and end times and applied to the days
specified and the work detail records should be updated

accordinili.

Select Timesheet

Select an employee from the Employee lookup
Select Current Pay Period for the Date Selection
Click Load

Click I 4 next to a work day and select the Shift override

o pwDDPE

# Override - Shiftt HOURLY, TEST - TESTHOURLY - 04/13

Shift Start Date End Date Override Comment

I QF|| 04/13/2019 (™| 04/13/2019 (=)
suomi JI

Select a shift that is different from the currently assigned shift using the Shift lookup
Enter Start Date if the schedule change should apply to more than 1 day

Enter End Date if the schedule change should apply to more than 1 day

. Optionally enter Comment

0. Click Submit

O =W 7B 06/10/2017 Sat 08:00 08-00 8:00 - 16:00 .

BN
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Ability to Manage Schedule Times

Process Description: This process describes the steps used to schedule an employee
using a schedule time override that can only be applied to one
day—used with Basic Scheduling

Objective / Expected Select an employee timesheet and apply a shift override that will
Results: schedule the employee based on the shift start time and end time.
Once the timesheet is submitted the schedule start and times will
be applied to the timesheet and the work detail records should be

uidated accordinili.

1. Select Timesheet

2. Select an employee from the Employee lookup

3. Select Current Pay Period for the Date Selection or a manual date range for which
you have a schedule built

4. Click Load

5. Click 4 next to a work day and select the Schedule Time override

# Override - Sched Times: HOURLY, TEST - TESTHOURLY - 04/08

Start Time End Time Start Time Date  Override Comment
I [ | 04/08/2019 1|

suomi [

Enter Start Time (Ex. 0800)
Enter End Time (Ex. 1600)
Optionally enter Comment
Click Submit

10.Click " beside the work day to view the work details

©o0oNo
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Creating a Basic Schedule
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Overview: Steps Required to Create a Basic Schedule

Follow these steps below to create and assign a schedule to an employee or a team using Basic
Scheduling.

1) Create a Shift.

2) Assign the Shift (or shifts) to a Shift Pattern.

3) Go to the Timesheet for the employee you wish to assign the shift pattern to.
4) Click the employee’s name to open the Employee Override page.

5) Assign the new shift pattern to the employee.
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Basic Scheduling: Creating a New Shift Label
To create a new shift label for use in assigning to a shift pattern:

7. Double-click ETM/Timeclock icon on computer desktop.
8. Use your network login and 2-factor Imprivata to log in.
9. Click on Maintenance.

10. Click Schedule Settings.

11. Click Shifts.

a. Tip: You can use i
shifts created by Home en ess. Maintenance  Timesheet
another ]
Maintenance / Schedule Settings / Shifts [ Details
department/leader
visible in your

b. Or, search the
Description or Shift

Edit | 7:30A-6P 17020 T:30 6:00
name by your : 2 ’

Edit | 9A-BP 17020 17020 9:00a 5:00p
department name : : : :

Edit | 8A-4:30P 17020 17020 &00a 4:30p
or COSt Center Edit | 8:30A-5P 17020 17020 &30a 5:00p
number tO |0Cate Edit | 7:30A-5P 17020 17020 T-30a 5:00p

previously created shifts as shown in the example below where 17020 is
being searched for by typing in the number and clicking Find. Do NOT Edit
other departments’ shifts.
12. Click Create New Entry to create a new shift (sample of what right looks like is on the
next page). Any field with an *asterisk is required. Complete the fields as follows:

a. Shift: This shift name must be unique. Add the cost center name or
employee name to this unique shift in order to locate it later to assign it to a
shift pattern.

b. Shift Group: No Group.

Description: Type your department cost center number. This will allow you
to quickly search for your own shifts in the future associated with your own
department and edit/change as needed.

d. Include in Year at a Glance: Checkmark the box—this allows you to use the
Year at a Glance reports under My Reports for this shift.

e. Start Time: Make sure to specify AM or PM correctly.

f.  Color: Choose a dark color so you and the employees can read it on the

schedule.
g. End Time: Make sure to specify AM or PM correctly.
h. Click SAVE.

13. Shift Break: Add this section ONLY if your shift is 6.5 hours or greater whether a
salaried or hourly staff member. This allows you to build in the planned 30 minute
unpaid meal break as part of the shift. If the shift is less than 6 hours, do NOT
complete this step.

a. Start Time: Choose AM or PM. If the employee does not take the break at
this time, there is no issue. This is a planned placeholder on the schedule.

b. End Time: Choose AM or PM. If the employee does not take the break at
this time, there is no issue. This is a planned placeholder on the schedule. It
must be 30 minutes after the Start Time you entered above.

c. Duration: 30

HEALTHCARE

My Timesheet Supervisor Approval

NO GROUP
NO GROUP
NO GROUP
NO GROUP
NO GROUP
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Time Code: Meal
Hour Type: Unpaid.
Default Start: Mirror what you entered in the Start Time.
g. Click Save.
14. Be sure to remember your exact shift name or write it down here:
. You will need to know it EXACTLY for creating your shift pattern

-0 a

in the next step.

Maintenance [/ Schedule Settings / Shifts / Details

Create New Entry

Shifts - Details «--

Del ]

shift = Shift Group * [no GROUP g
Description * Include in Year at a Glance

Start Time * Color [ Navy g
End Time *

m Return to form listing
Shift Break [ | =
oo st Gt [oumion oo owme

(] [[1200p0 ||[1230p | [20 || [mMEAL oF| | [unraD QF| | [12000 |

m B Return to form listing  Top
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Basic Scheduling - Creating a Shift Pattern

To create a new shift pattern that repeats every 7 days, 14 days or 21 days, follow these steps:

1. Double-click ETM/Timeclock icon on computer desktop.
2. Use your network login and 2-factor Imprivata to log in.
3. Click on Maintenance. 4 uus .
X . | =zz  [nfor WIFM
4. Click Schedule Settings.
5. Click Shift Pattern. Home Attendance Control Messages (0) Maintenance Timesheet My Timesheet
6. Type in the search box (see

example to the right) your Maintenance / Schedule Seftings / Shift Pattern / Details
cost center number,

department name, or Create New Entry

another key word to search -
for a previously created Shift Pattern [ 17020 ||| Find =

shift pattern for your

click on Create New Entry Edit | TA-3:30F 17020 17020 07/28/2019 NO GROUP

to create a new shift Edit | 7:30A-5P 17020 17020 08/04/2019 NO GROUP

pattern for use in your Edit | &30A-5F 17020 17020 074282019 NO GROUP

department. Edit | 7A-5:30P 17020 17020 07/28/2019 NO GROUP

a.  Reminder: Do NOT Edit | 8A- 4:30P 17020 17020 074282019 NO GROUP
edit other

departments’ shift patterns.
7. Tocreate a new shift pattern for 7 days (Sunday through Saturday), follow these
steps:
a. Shift Pattern: Type the name of the shift pattern. This must be unique and
you will need to remember it to assign it to the employee in the future.
b. Description: Type your department’s cost center number this pattern will
be used with so you can locate it for easily for future use.
c. Start Date: Date you want to make this shift pattern available for use
(always pick a Sunday date).
d. Day Start: leave blank.
e. Shift Group: No Group.
f.  Click Save.
8. Create the Shift Pattern Shifts next to associate the
shift(s) with each day—one shift per day (example

), ik e s g O s o &
shown to the right). Click the plus sign seven y

)

Shift Pattern Shifts | . Find

2 (representing Monday and the 2" day of
the workweek), 3 (representing Tuesday

and 3™ day of the workweek) and so forth. O|l7 | |oFF
Day 7= Saturday. See the screenshot for a m B
Monday thru Friday shift pattern where the

] [s | [7A-3:30P 17020

R 12

times to create a one week pattern, click the plus WK || |oFF Qg | |
sign fourteen times to create a two week pattern, mlE | " 7A-3-30P 17020 aF |
etc. You have a limit of a 21 day pattern. =
9 HRE ||| 7a-3:30P 17020 7 ||
a. In Day, make the first row: 1 (representing (] |4 || 7A-3:30P 17020 z) ||
Sunday and the first day of the work week); O[5 || [7a-3:30P 17020 g |
||
|||

Return to form listing Top
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employee works the same hours each day and is off on Saturday and
Sunday of each week.

b. Shift: For each row, choose ‘OFF” is this employee does not work this day
of the week or choose the SHIFT NAME you created earlier for each day the
employee does work.

i. Tip: An employee can have more than one shift assigned in their
repeating pattern. Refer to the second screenshot on the next page
for an example.

1. Asareminder: staff must have 8 hrs rest between
midnight and midnight of the same work day, and may
only work 16 hours per day, up to six days between
Sunday and Saturday of the same calendar week by law in
Illinois.

c. Click Save.

a ams -
1 szz  Infor WFM

Home Attendance Control Messages (0) Maintenance Timesheet My Timesheet Supervisor Approval Scheduling My Reports

Maintenance [/ Schedule Settings / Shift Pattern / Details

Shift Pattern - Details ++-

ge S ey

[] | [7A-3:30P 17020 || [17020 || [o7i282019 (] | | | [No GROUP

m Return to form listing
Shift Pattern Shifts [ |[Find | =

Oln | [oFF oF || || |1 ||| |
mRE | [7a-3:30P 17020 oE | | ] | ||| |
mE || [7A-3:30P 17020 G| | ] | ||| |
][4 | [7A-3:30P 17020 g || || I ||| |
O[5 | [7A-3:30P 17020 ag | || I ||| |
[e | [7a-3:30P 17020 oE || ] | ||| |
OlF | | [oFF g | || Il |l |

m B Return to form listing Top
Shift Pattern ShiftLabor [ | Ffind | =

Mo Records Found

m B Return to form listing Top
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| P infor wrm

Home Attendance Control Messages Maintenance Timesheet My Timesheet Supervisor Approval Scheduling My Reports

Maintenance / Schedule Settings / Shift Pattern / Details

Create New Entry

Shift Pattern - Details <=+

o st esron s ow san | s

[] ||7A-4:30P LAURAM | [17020 ||| osi232020 (= | | | | [nO GROUP
m Return to form listing
Shift Pattern Shifts | |[Find ™ =
] e N T R O T
Olb || [oFF | | |l || |l
mE | || 7A-4:30P 17020 g || ] |1 ]
BNE ||| 7A-4:30P 17020 g | | | |1 |
e ||| 7A-4:30P 17020 g || ] |1 ]
mNE ||| 7A-4:30P 17020 ag || ] |1 ]
mNE | [7A-11A 17020 g || | ||| |
Ol || [oFF oF || |1 || |1
IEXN (@ Retuntoformisting Top
Shift Pattern Shift Labor | | FFindY =

Mo Records Found

m B Return to form listing  Top
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Basic Scheduling: Assigning a Shift Pattern to One Employee via
Timesheet-Employee Override

1. Double-click ETM/Timeclock icon on
computer desktop.
2. Use your network login and 2-factor

Imprivata to log in.
3. Click Timesheet. Timesheet o oer7i2021 - 07102021 B

Click on the Employee’s Name. /1-1;'
Employee: BRINKMAN, WENDY

5. This opens the Employee Override page

i 5 E E Infor WFM

Home Attendance Control Messages (0) Maintenance Timesheet My Timesheet

Timesheet cannot be edited on "locked’ days.

&

O Trace > ﬁ u Detail Scheduled Worked
where you can view ET balances, the
) R 3 Trace am 06/27/2021 Sun
employee’s assigned/budgeted FTE and
. . 4 Trace ams 06/26/2021 Mon 05:00 05.28
assign a new shift pattern for a short
. 3 Trace am 06/20/2021 Tue 0z:23 08:24
timeframe or permanently.
6. In the Shift Pattern box, click on the Magnifying Glass icon Timesheet (daily) / Employee Overrides
E to find the shift pattern you made earlier. Employee Override

a. Search by the Shift Pattern Name or, type the cost

. o e . Show Balance Overrides Show Default Labor Overrides
center number in the Description box if you have - -

followed this recommendation in creating your shift Employee
patterns.
. . Employee 204
b.  Click Find. Last Name BRINKMAN
Click the shift pattern you intend to assign to the First Name WENDY
employee. Day Start Time 12:00a
i. Ifthe employee already has a shift pattern Shift Pattern Wend el
assigned, you may need to choose Not Calc Group @smﬂ Pattems Description
Assigned as the shift pattern to clear the old Pay Group | ] 17020 |
. TA-330P 17020 17020 |
pattern before you can assign your changed Hire Date *
o B T-30A-5P 17020 17020
pattern' Seniority Date 3:30A-5P 17020 17020
d. Scroll to the bottom of the Employee Override page Birth Date * TA-530P 17020 17020
to determine the dates of the shift pattern and to Termination Date BA-4:30P 17020 17020
. Status * -
submit your changes. atus 7:30A-4P 17020 17020
1D 9A-5P 17020 17020
7. Remove the checkmark from Permanent. )
. . . Shift Pattern Offset 9A-3P 17020 17020
8. Choose the Override Start Date to begin (do not assign to Default Minutes 730AGP 17020 17020

previous pay periods or locked pay periods). This date should Can Flex Time
be a Sunday as that is the start of the work week. Use ETIVO <Prev 1 Next>  Reset
9. Leave Override End Date as 1/1/3000 if this is going to be a S =
long-term shift pattern. If you are only making this pattern for a shorter timeframe,
then choose the Saturday date you want this shift pattern to end.
10. Click Submit.

9A-3P 17020 TEST 17020

Override Start Date | Override End Date Apply To Employees Apply To Teams Override Comment

O [06272021 (= | [ot01z000 (=] || oF || oz || |

| Save and Continue Cancel

a. This returns you to the employee’s timesheet to confirm the shift pattern
has been correctly assigned.
i.Troubleshooting Tips:
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e If you do not see the shift pattern reflected, refresh your
screen or log out and log back in to WFM.

e |f the employee had a previously assigned shift pattern,
you may have to clear the old shift pattern by first
assigning the Shift Pattern of Not Assigned (see Step 6.c.i.
above).
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