— RIVERSIDE

HEALTHCARE

Workforce Management (WFM)
Advanced Scheduling Guide

Revised: 11/2021






Workforce Management (WFM) ~, RIVERSID
~  HEALTHCARE

Table of Contents

W0 AVZ= T Tot=To IS od aT=To (1] 11 s o S 1
Overview of MVS SChedUliNg .....couuuiiii e e e e e aaanes 2
Advanced Scheduling ProCess OVEIVIEW .......cccoeeuiiiiiiiii et e et e e e e e 3
Overview of Steps Required to Create an Advanced Schedule............cccovvviiiiiniiceenniinn, 4
Add an Ad Hoc Shift in Simple Edit MOAE..........ooouiiii e 5
Overview: Generating @ SChedUIE ..o e 6
Generate a Workload Target to the ASV . ... 7
Generate a Shift TEMPIAte ... 9
Assigning an Employee to Unassigned Shift..............uiiiiiiiiiiiiiiiiiiieeees 11
Overview of the ASV (Advanced Scheduling VIEW) ..., 12
Yo g L= Lo LT =R T= ] =T o 1 o I 13
Key Performance INdicators in the ASV ... 15
Calendar Panel ICONS iN ASV ...t e e e e e e e e e e e e e eaeees 16
Calendar Panel Details Edit MOUE. ... ..ccciii it e e e e e 18
BOOKING Off SNITES. .. ittt 20
(X0 Lo ] 1@ YL = o P 21
FIOAEING SRITES ...ttt 27

Revised — 7/2019 — Riverside HealthCare iii


file:///C:/Users/Janet-Jensen/Desktop/Scheduling%20Guide%2011-2021%20-%20Advanced.docx%23_Toc87343356

Workforce Management (WFM) ~, RIVERSID
~  HEALTHCARE

Advanced Scheduling

Revised — 11.2021 — Riverside HealthCare 1



Workforce Management (WFM) -, RIVERSID
~  HEALTHCARE

Overview of MVS Scheduling

The Multiview Scheduler (MVS) module provides a consolidated scheduling interface that enables you
to:

create schedules either manually or automatically using auto-assign.
analyze schedules to determine if and where changes are required.
edit schedules, if required.

publish or print schedule details.

The MVS is a collection of both scheduled shifts for employees on a home or temporary team, as well as
unstaffed shifts for teams assigned to the specified schedule periods.
Schedule and shift details are created by:

e using employees’ shift patterns and default jobs, and/or
e using the Create (Update) Unstaffed Shifts to automatically create unstaffed shifts, and/or
e using the MVS to manually create shifts and shift details

Using shift patterns, employees are assigned to shifts based on their default labor, which are displayed
in the MVS.

Unstaffed shifts can be created based on the staffing requirements defined for the team(s) for the
schedule period retrieved, using the Create (Update) Unstaffed Shifts process. You can also manually
create unstaffed shifts from within the MVS to represent needs not predicted in the staffing
requirements.

Using the MVS, schedulers can manually create a schedule from scratch or retrieve the shifts and shift
details for a team or teams for a specific date range. The scheduler then reviews the schedule and, if
necessary, manually adjusts the schedule details before publishing.

Manually adjusting the MVS schedule can include:

e Automatically assigning (using the auto assign function) or manually assigning employees to
unstaffed shifts

e Manually adding or removing shifts from the schedule

e Adjusting and re-balancing the hours worked between different employees

e Manually editing the details of staffed/unstaffed shifts

Once satisfied with the edits, the supervisor publishes the schedule so that it can be viewed by the
employees. Publishing the schedule also saves the details to the timesheet and, optionally, notifies
affected employees or all employees of the schedule changes
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Advanced Scheduling Process Overview

Schedule templates

Schedule templates are a powerful tool to determine staffing requirements for each week as well as for
specific periods such as holiday weekends or local events.

There are two types of templates that we can use for schedule templates:

+  Staffing requirement template
+  Shift template

Overview of Audit Tracking and how MVS works within WFM

Audit tracking

Audit tracking is done through the Shift History feature of MVS. The Shift History feature displays the
tracking of edits made to an assigned shift starting from its creation in the master rotation or one-time
schedule, or from its creation as an ad hoc shift.

This audit log data helps both the employer and the employees to understand the reasons hehind past
scheduling decisions.

Schedule Compliance Rules:
Warnings appears with Yield icons as shown below.
We have the following rules for all NON-EXEMPT (hourly) staff turned on:

e Warning if scheduled over 40 hours

¢ Warning if scheduled more than 6 days in any week. This was the best that ‘minimum 24 hours of
rest per 7 days’ could be built into the compliance.

e Warning if scheduled over FTE.

+ CASHIER

I : 7:20a-3:30p 7:30a-2
Hourly, Second [0] 5.03 1700 | 5100 | 4700 D A 20a-3:30¢ A 20a-%:
WEEKENDS, Row: 1 P —_

% 5a-5:30p % 5a-5:30

HOURLY, TEST [0.g]
WEEKENDS, Row: 2 o 0 £50 0
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Overview of Steps Required to Create an Advanced Schedule

Follow these steps below in order to create and assign a schedule that will permit self-
scheduling and staffing complexity/analytics.

Ste | Procedure
p
1 Set a Team Schedule Period and Day Part.

NOTE: You must have a day part in the shift configuration or it will not count towards
coverage.

being associated with the default schedule period. The default schedule period cannot be

0 If a schedule period currently associated to some teams is deleted, those teams revert to
deleted, though the period can be edited.

2 Define Team Job Qualifications (e.g. BLS, NRP, ECRN, TNCC/TNS, Licenses, ENPC, etc.)
for each job.

NOTE: This is not currently working so do NOT use this. It stops staff from even seeing
shifts in self-scheduling (e.g. if ACLS is not current, you can’t see the shift to pick it up).
3. Set up your shift display labels.

Then, complete Shift Configuration using those Shift Display Labels and Day Parts.
NOTE: Be sure to add meal breaks within first 5 hours of each shift for unpaid,
uninterrupted 30-minute meal break in the Break SubForm. This will allow you to
better analyze productivity and will NOT require the employee to break at that time.
4. Configure a Scheduled Staffing Requirements Template for each of your Teams.

6. Create a Shift Template for Unassigned Shifts for your Team(s). (REQUIRED for
Advanced Scheduling).

7. Generate a Workload Target (Staffing Requirements Template) for your team(s) for the
Schedule Period if one exits AND generate your Shift Template for your team. Be sure
you generate for a full work week (Sunday through Saturday) for the amount of weeks
you wish to generate a schedule. You cannot overlap dates (if you previously
generated for 11/9/2021, you cannot overlap or generate again for 11/9/2021).
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Add an Ad Hoc Shift in Simple Edit Mode

Process Description:

Create a new shift in the ASV in Simple Mode - this is the longest way to create a
schedule. If you are doing this step, then you need a consult to configure this shift and
update your templates you are using.

Objective / Expected Results: Successfully place a shift on the ASV

1. Select Scheduling > Multi-view Scheduler > Enhanced Schedule View > Advanced Schedule View
2. Inthe Schedule Selection form choose your Team in the Unit selection

3. Choose Current Schedule Period in the Schedule Period selection or a manual date range.

.
3cheduing > Mullkview Gohedular > Enhanced Scheduie View » Abvenced Schedie View

Schedule Selection

Filters

Prasat B Uit Job: Activity Day Fart Shift-hased )
Uit Emplayee
(15000 = | =l
Schedule Period* Stant Date* End Date™ Rotation:
[ manual pake Range Ll [oanemma =  [oreosms (=)
Display Options:
@ StartEnd Time ® Job O Unit [ Preference B Activity @ Shifi Description
Employment Typs: Wilork Type: Employas: Schedule Status:
Unscheduled
Unasgigned
Primary Sort Secondary Sort
[ Emproyee o = | 2|l Feeet Fiecs |
Key Performance Indicators -~
Uit Shift  Employes  Rotation
.
4. Click
5. Intheicon menu in the top right of the calendar click the magic wand and make sure you are in Simple Edit mode
o X K.
(®) Simple Edit
O Details Edit

() Mass Edit

6. Click into any empty calendar cell to get a blank entry box

Type in your Configured Shift Display Labels, the spelling and case must be perfect, and hit TAB on your keyboard. If
you do not have it perfect, you will get the error message of shift not found.

8. Your employee should have a new shift now assigned to them.

Revised — 11.2021 — Riverside HealthCare 5




Workforce Management (WFM)

HEALTHCARE

Overview: Generating a Schedule

Templates can be used anytime during the effective schedule periods, but you MUST generate the schedule
template before viewing the requirements and shifts. The process of generating the staffing requirements or shift
template is similar as shown in this high-level flowchart.

2_Add start/end
1. Select unit dates (or
schedule period)

4_ Verify SRT
and ST display
comectly

6. Select the

appropriate
check box

High-level overview of generafing a schedule

Step details

On the Unit tab, select the unitfteam.

There are two options for the schedule period:

*  Schedule Period: Select the Schedule pericd for generating shifts. There are multiple
schedule periods to choose from.

#  Start and End Dates: Select the start and end dates to generate the unassigned shifts
or staffing requirements.

Select the template({s) to generate. You may choose both shift templates and staffing
reguirement templates.

Select one of the following check boxes:

* Generate Workload based on Staffing Requirements: This generates the staff
demand created from the Staffing Requirement template. Once generated, this
information can be seen from the ASY.

* Generate Unassigned Shifts: This generates unassigned shifts. The shifts are
generated following one of the two methods below:

Create as unpublished shifts: The unassigned shifts are sent to the ASY for
review and assignment. These shifts must be published using the publish icon in the
ASVY. Unpublizhed shifts can be attached to a Self-Scheduling process.

Send to Relief Queue: The unassigned shifts are sent to the ASY as published,
unassigned shifts. They are also made available in the relief queue for assignment.
These shifts cannot be attached to a Self-Scheduling process.

Clicking Generate completes the schedule template process.

When the templates are generated, the information iz gent to their designated areas based
on the selection you chose in the Select the appropriate check box step.
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Generate a Workload Target to the ASV

Process Description: The Advanced Scheduling module cannot provide coverage analysis unless a
Requirements target has been generated for the Schedule Period being analysed.
Always generate for Sunday through Saturday (the full work week). You cannot
overlap dates.

Objective / Expected Results: Generate a Requirements Template to the Current Schedule Period.

1. Select Scheduling > Multi-view Scheduler > Schedule Template > Generate Schedule
2. Choose your Team in the Unit lookup
3. Dates for Last Generated Date — Workload will appear if they have been done before. If this is the first time this will be

Generation Dates @ Schedule Period

blank. Leave Generation Dates set to Schedule Period.
Ichachu ing > Mullkvisw Sohedular > Sohad ule Tt'ﬁElilC = Gl rabe: Sohwd U e

Generate Schedule

Unit Templates Generate

Unit | 15000 = . .
Critical to pay attention to dates you

st Generated Bate - Workoad are generating the schedule for!

Last Generated Oaie - Shifts.

Generation Dates © schedule Period | ‘Currant Scheduie Period (0B23/2018 - 07ENZ019) ]|

® o2 & End Dates | pvriaznas =0 [ ovmoeoia |

L
4. Click m

5. Choose your Staffing Requirement Template as shown below.

chaduling > Mullkvisw Bcheduler > Boheduls Templais = Gersrabe Schedule

Generate Schedule

Unit Templates Generate:

Unit 15000

Dates a7 4018 b0 oTzEn e
Staffing Requirement Templates Shift Templates
@  Staff Req Tempalste Last Generated O  Shilt Template Remove Unassigned Replacement Shifs  Last Generated
@  OR Test

6. Click m to display this screen.

Generate Options

. ™ Generate Workload based on Staffing Requirements
7. Click gned
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8. Click

&Frys, Monica 0
fHymer. Adnan [0)

@ +izmmanas, Derric [5]
LN

@8sicwn, Richad [0)
= PHYSICIAN ASSISTANT
@ones. Tma o]
fiHatbuton, Cassey [0]
@0epsio. Aaron 0]
«RN

@5waney, Renay [0]

@2k, Jafiy 0]

ACIENSLIEYEREg Oy Shit | By Hows By FTE OverlUnder | Coverage

Display Coverage  Display Time  Display Employee Count
9. You should receive a success message that the workload was generated. Opyposion  Crysnit sy overtunder
10. Let’s check our work. Navigate to Scheduling > Multi-view Scheduler > Owypaypat  Obyows Oty Coverage
Enhanced Schedule View > View Schedule ey
v L]
11. Verify your Targets are in the coverage panel. Click === ( Menu icon) on the R
lower right of your screen and browse the various options as shown to the right and as shown on the next page.
Home  Messages(26)  Timesheet  Mainienance My Reports  Scheduling My Approval  Supervisor Approval ~ Weekdy Timesheel  Payroll Close Wizard  Time Off Approval &7
Schedubng > Mult-view Scheduier > Enhanced Scheduie \iew > Advanced Schedule View
Schedule Selection HICY = 4 [owizoe o - (owTz018 5 B ~
Key Performance Indicators ~
m Unt St Employee  Rolabon ROY DS xR O&
Totals
4 Employes Wi Wi 12 w3 ":u:nr £5 56 57
w» CLINICAL TECH
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Generate a Shift Template

Process Description: Generating a Shift Template sends Unassigned work to your ASV
This template is required for advanced scheduling and generates ‘yellow shifts’ to
allow you to assign shifts to staff.

Objective / Expected Results: Create Unassigned work by generating your Shift Template

1. Select Scheduling > Multi-view Scheduler > Schedule Template > Generate Schedule
2. Choose your Team in the Unit lookup
3. Dates for Last Generated Date — Shifts will appear if they have been done before. If this is the first time this will be

Generation Dates ® Schedule Period
blank. Leave Generation Dates set to

4. Click m

Choose your Shift Template. If new the Last Generated date should be blank.

Chl’!d\.lll'lu = Mulikview Boheduler > Bohedule T&'ﬁEli\ll".‘ = Gaafelt ribie: Eanheind U b

Generate Schedule

Unit Generate
LUt 15000
Dates. DE232019 10 072018

Staffing Reguirement Templates

0 Saaff Reg Templals L%l Generabed

O 0 OR Test arMe201a

Shift Templates

E Shift Termglade Ramowve Unassigned Replacemant Shifls  Last Generabed
# ORDay Tes O O

 revoue JUESRRN] e |
(=1

5. Click

Support in the right comer. Click the Zoom — (minug sign) o change the zoom level
to 90%. The Next button should appear in the lower left of the screen. If not,

0 If the Mext button does not display, click the three vertical dots just above Workbrain
continue to reduce the zoom until the button is visible.

6. Select
@ Generate unassigned shifts

© Send to Relief Queue

® Create as unpublished shifts
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Generate
7. Click
8. It may take a few seconds, wait for a success message.
9. Navigate to Scheduling > Multi-view Scheduler > Enhanced Schedule View > View Schedule
10. Verify that you have Unassigned Shifts (Yellow Shifts)

Scheduling > Multi-view Scheduler > Enhanced Schedule View > View Schedule
Schedule Selection [ nicu = 4 [owos2018 = - |o114a2018 o P

Key Performance Indicators

Unit Shift Employee Rotation

Totals

January
4 Employee w1 M 8 TS w10 TH F 12 513 514
« CLINICAL TECH
Frye, Monica [0] 0
Hymer, Adrian [0] 0
Hammeonds, Demic [0] 0
« UNASSIGNED
5100 212 i D12 i o1 ] i D12 i D2 £ D12 i
Ni2 P N2 i N2 T LNz i N2 N2
«LPN
Haige, Lorenzo [0] 0
Hoemer, Sona [0] 0
Baldwin, Richard [0] 0
= UNASSIGNED
- D12 HL i pi2 L i D2 i pi2 i D12
N12 i N2 I ON12 LT LT i N2 EoN2 i
= PHYSICIAN ASSISTANT

Revised — 11.2021 — Riverside HealthCare 10



Workforce Management (WFM)

HEALTHCARE

Assigning an Employee to Unassigned Shift

Process Description: In the ASV you can assign employees to your Unassigned Shifts

Objective / Expected Results: Find employees for your unassigned work.

1. Select Scheduling > Multi-view Scheduler > Enhanced Schedule View > View Schedule
2. Click your Magic Wand and set it to Details Mode (NOTE the Schedule is defaulted to Details Edit)

Yo KR

O Simple Edit
® Details Edit

) Mass Edit

3. Click into the cell of one of your yellow shifts.

= CLINICAL TECH

Frye, Wanica (0] o
Hymer, Adrian 0] L]
Hammands, Derric [0] a
» UNASSIGNED

|1u1cn! mzll I Mz :I o2 :I 12 E o

¥ Pasle Mark for Swap |Reverl Swap Swap Delete Float

-l =3
@ Show Qualified Caly
E’ Bhow Available Only Ié Eresks and Meals Skills
[sere | corcn | -

4. Inthe far left of the Details Pane, leaving Show Qualified and Show Available selected, click the

]

@ Show Qualified Only
) Show Available Only

5. Choose an employee from your list.

Save
6. Click
7. Click your Magic Wand and set it to Mass Edit Mode

Yo KR

() Simple Edit
O Details Edit

(®) Mass Edit

8. Click on two or more of your Unassigned Shifts, they should turn green. Leave them green.

9. Click the
10. Choose Assign
11. Select an Employee from your list.

in your icon toolbar.

Save
12. Click
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Overview of the ASV (Advanced Scheduling View)

The ASY displays the schedule for a given date range. This view is used for final editing of the schedules
before they are publizhed to the employee’s timesheet and for day-to-day shift management. The ASY
displays all the parts of the master rotation and one-time schedule together.

You can do the following from the ASY:

+  View shift assignments for each employes in the group selected
* Edit or add shift details individually or as a mass edit

*  Aszign employess to shifts

*  Swap shifis

+  Book-off employees absent from a shift

* Send a shift to a relief queue

* Create ad hoc shifts

+  Kick off an Auto-Assignment process

The ASY is found at this path: Scheduling > Multi View Scheduler > Enhanced Schedule View =
Advanced Schedule View.

There are five sections in the ASY:

Schedule Selection panel

Key Performance Indicators panel
Calendar panel

Function lcons menu

Total Coverage panel

Revised — 11.2021 — Riverside HealthCare 12
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Schedule Selection

The Schedule Selection panel is the first panel that displays when you open the ASY. This panel is the
filter for the Calendar panel.

The following table lists the required fields and optional filters in the Schedule Selection panel:

Field Type Description

Unit Required In this field you are required to specify either the Unit or

Or Employee or both. The Calendar panel will not display any
information without at l2ast one of these fields completed.

Employee

Scheduls Period Required In this field you are required to select one of these seven
opticns:

*  Current Schedule Period: The Start and End Dates
are automatically completed with the current achedule
penod.

* Last Schedule Period: The Start and End Dates are
automatically completed with the last achedule period.

*  MNext Schedule Period: The Start and End Dates are
automatically completed with the next scheduls
perniod.

*  Current Week: The Start and End Dates are
automatically completed with the dates of the current
week.

* Last Week: The Start and End Dates fields are
automatically completed with the dates of the previous
week.

+*  MNext Week: The Start and End Dates fields are
automatically completed with the dates of the next
week.

Manual Date Range: When Manual Date Range is

selected, you must manually enter the Start and End

Dates.

Start Date Required This field identifies the first day displayed on the Calendar
panel.

End Date Required This field identifies the last day displayed on the Calendar
panel.

Filters Cpticnal The following are opfions you can select from the Filters
field before loading:

+  Unit

= Job

Revised — 11.2021 — Riverside HealthCare 13
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Field Type Description
*  Activity
+ DayPart
+  Rotation
*  Employment Type
*  ‘Work Type
* Employee
* Schedule Status

To use the panel, complete the required fields, add any extra filters if desired, and then click the Load
button.

If you want to reuse the selections, you can instead click the Save as Preset button. This will save your
selections as a new preset, which iz a user-specific combination of schedule selection criteria.

To return to the same schedule selections you viewed last, go to Scheduling > Multi View Scheduler =
Enhanced Schedule View > View Schedule. This iz refemed to as the ASY Quick Load.

Revised — 11.2021 — Riverside HealthCare 14
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Key Performance Indicators in the ASV

There are three categories of key perfformance indicators, as described in the following table.

Key performance Types within a category
indicator categories
Shifts #  Filled Shifts: Indicates the number of shifts and the percentage of
shifts that are assigned
+  Unfilled Shifts: Indicates the number of shifts and the percentage of
shifts that are unassigned
+ Total Shifts: Indicates the number of total shifts currently displayed
on the Calendar panel
Hours #*  Filled Hours: Indicates the number of hours and the percentage of
hours that are assigned
+  Unfilled Howurs: Indicates the number of hours and the percentage of
hours that are unassigned
+ Total Hours: Indicates the number of total hours currently displayed
on the Calendar panel
Totals * Total Cost: Total cost of the current assignments, if costs are
implemented
+  Total Hours: Total hours displayed on the Calendar panel

Revised — 11.2021 — Riverside HealthCare 15
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Calendar Panel Icons in ASV

There are ten icons in a toolbar that provide a specific function for the Calendar panel. The following table
describes the function of each icon.

lcon Function

Hew Ad Hoco The New Ad Hoc icon displays the new Ad hoc window. The following fields are
B available for editing:

+ |Date: Select the day the shift is added

+  UUnit {optional): Indicates the team associated with the new shift.

MNote: This field populates informaticn in the Shift, Employee, and Job
fields.

+  Shift (oplional): Select the shift to add
+  Employee {optional): Select the employee for the shift
+ lob (optional): Select the job for the shift

Book-Off The Book-Off wizard window provides you with a common window for booking off

Ij individual employees using the Detail Edit mode or groups of employees using the
Mass Edit mode.
Filter The Filter icon iz used to display the filter options for the calendar.
Sort By The Sort By icon iz used to further sort employees in the Calendar panel. There is
B a primary sort and a secondary sort, but the secondary sort only dizplays if the
Employment Type or the Work Type is selected.
Display The Display Options icon controls the information displayed in each cell. The
Options following are options for display:
.n. =  Available: Displays availability for each day on the Calendar panel if the

Availability Management module iz implemented.
* Start/End Time: Displays the shift startfend times on the Calendar panel.
=  Unit: Displays the unit on each day of the Calendar panel.

= Preference: Dizplays the preference on each day of the Calendar panel if
preference is set up. Not used in most MVS implementations.

= Activity: Displays the activity for each shift on each day of the Calendar
panel.

Edit Mode The Edit Mode icon is used to perform an edit. There are three edit options that
‘\ can be performed from the ASY:

= Simple Edit — The Simple Edit is used to make simple changes such as
adding a shift via shift display label.
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Icon Function

+ Details Edit — Details edit is the most commonly used edit mode. Using the
details edit, you can perform the following actions on each day of the Calendar
panel:

- Copy

= Mark for Swap
Float
Book Off
Unassign
Add Shift
Shift History

+* Mass Edit - Multiple shifts can be selected at once. Shifis can be copied,
duplicated, lengthened, shortened, new end ime selected, unassigned, booked
off, and assigned deleted {ad hoc only).

Auto- When the Auto-Assignment feature is enabled, the Auto-Assignment icon is visible
Assignment in the ASY. The Auto-Assignment icon is used to begin the Auto-Assignment

E process for the units displayed in the ASY.

Relief The Relief icon iz used to send selected shifts to the Relief Queue. The Edit Mode
1—} of the ASY must be the Mass Edit Mode.

Primt The Print icon is uzed to s2nd the filtered and sorted schedule to the printer. You
ﬁ have the option to save the schedule to a portable document file format (pdf).

Publish If the schedule iz already published, this icon does not display in the functional

D icons.

The Publizh icon is uzed to publizh a schedule. Thiz action publizshes the schedule
to the employee timesheets. Schedule details appear on the employees’
timezheets. Employees clock against these schedules and pay rules are applied
accordingly.

Revised — 11.2021 — Riverside HealthCare 17
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Calendar Panel Details Edit Mode

The Calendar panel is the most important panel in the ASY. It is used to review and edit shifis. The
Calendar panel has five different tabs:

Position: Soris employees based on the assigned job

Unit: Sorts employees based on their team

Shift: Sorts employees based on the shifts they are assigned to

Employee: Sorts employees based on the employes

Mote: To further sort employee, use the Sort funclion icon at the top right of the ASY.
+ Rotation: Sorts employees based on the rotation they are assigned fo

Details Edit Mode

The detailz of each shift dizplay in the Calendar panel. The most commonly used display for the Calendar
panel is the Details Edit Mode. To display this mode, you must first select the Edit Mode function icon,
and then select the Details Edit Mode option.

When using the detail edit mode, you are able to modify shifts. To access the shift display in the Calendar
panel you must first select a shift.

In the Shift panel, there are four sections as described in the following table:

Section Description

Employee Card The Employee Card digplays the following information about an employee:

+ Employee Name

+ Rotation/Schedule assignments

* Employee 1D

* Employee Status

*  Pay Group

+ (Calc Group

* Jobs

+  Availability

The Employee Card iz alzo where the details can be saved or canceled.

You can alzo view employee information by hovering over the
employee name in the Calendar panel.

Functional buttons Functional buttons are used to perform shift modifications.

* Copy copies a shift so that the properties can be pasted into ancther
cell. When copied, the shift tums green. The pasted shift tums blue to
designate thiz shift as a shift not assigned by the rotation
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Section Description

+  Mark for Swap marks the shift to be swapped with another employes.
The shift for swap turmms green. Employees must be qualified for
swapping shifts.

*  Float iz used to float an employes between teams for part or all of
hizfher shift. It iz used most often when an employee has a job
qualification that iz difficult to schedule and the shift he or she works
can be easily filled.

* Book-off is used to remove a shift from an employee for that day and
deszignate how to handle the shift. When the Book-Off button is
selected, the Book Off Wizard displays.

*  Unasgsign is used to remove a swapped shift, copied shift, or a shift
picked up by an employes. This option iz not available for shifts
assigned to employess by the one-time schedule. The schedule must
be removed from the one-time schedule and processed back to the
ASV.

*  Add Shift is used to add ancther shift to the employee's day.
+  Shift History is usaed to view the history of a shift.

* Delete is used to delete a shift. The Delete button only displays if the
ghift iz an ad hoc shifit.

Shift Details You can modify shift details such as start time, unit, position, skill or
activity.

You can add a new line for shift information by clicking the Add button that
displays below the shift. For example, an employee iz scheduled to work
(WREK) all day. During the day, the employee is scheduled to go to training
(TRM). Thiz information can be entered as a separate line item.

Break Details You can also add breaks and meals to a shift in the Shift panel of the
calendar. Once added, they can be modified.

Total Coverage panel

The Total Coverage panel provides a view of the number of shifte that are scheduled versus the required
zhifts. Thiz panel displays overall coverage, coverage by unit, coverage by position, and coverage by day
part. You can look af this information in several ways:

FTE

Hours
OveriUnder

Coverage
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Booking Off Shifts

Book-off shifts or shifts that need assignment appear as yellow shifts in the ASY and can be found in the
Unassigned section.

These shiftz, as well az assigned shifts, can be assigned from the ASY, sent to the Relief Queue, or
marked as Relief Mot Needed and removed from the schedule.

The Book Off Wizard is the form for booking off shifts. The following table shows the three methods for
using the Book OFf Wizard in the ASY:

Method Path Description

One zhift at a Edit icon {magic wand) = In the Detailz Edit mode, select a shift in the

fime Details Edit Calendar panel of the ASY, then use the book off
functional button in the shift window to display the
Book Off Wizard.

Groups of Edit icon {magic wand) = In Masz Edit mode, select the zhifts in the

ghifts Mass Edit Calendar panel for the book off. These shifts can
be for multiple employees.

The Book Off Wizard displays with all shifts and
employees whose shifis were selected.

Cwer a range Book Off icon (calendar) From the Book O Wizard, enter values in the

of dates three fiekds below and click Load:

* Employee: Employee whose shifts are being
relieved

+  Start Date: First date of the employee's book
off

+ End Date: Last date of the employes's book
off
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Book Off Wizard

The following table lists and describes the fields available to edit when the Book Off Wizard is displayed.

Field Description

Start Time In this field, the start time is automatically entered as the criginal start of
the shift. If the start time of the book off is different, the start time is
enterad in the field.

End Time In this field, the end time is automatically entered as the original end time
of the shift. If the end of the book off is different, the end time is entered in
the field.

Book Off Code The Book Off Code field indicates the Activity name.

Send to Relief Queue The Send to Relief Queue field is the status the shift will acquire once the
book off wizard is complete.

Hote: To map Relief Codes to the Book Off code, navigate to Scheduling
> Multi View Scheduler = Advanced Seftings = ES Data Definitions =
Relief Activity Code.

Leave Reason The Leave Reason field may be reguired.

Mote: To set up leave reasons, navigate to Scheduling = Multi View
Scheduler = Advanced Setftings = ES Data Definitions = Leave Reason.

Comments This field is used to enter comments that may be required for the Book Off
to proceed.

You may split the book off if there are multiple book-off codes in the shift. To split the shift, select the @
button.

The Book Off Wizard also provides information about the employee's balances. The balances are
displayed in the lower left corner of the window. The balance is modified as the employee books and uses
hig/her citation and sick days.

The Book Off Wizard also displays shifts and leaves from outside of MVS. These shifts and leaves are
view-only and cannot be boocked off in the wizard.

Editing booked off shifts

Booked off shifts can be edited after they have been created, however, there is one restriction when
editing. You cannot extend or shorten the start and end times. Otherwise, booked off shifts can be edited
in the same way as regular shifts.

When you edit a booked off shift:
*  The schedule details and LTA overmrides are updated on the timezheet.

# A shift edit iz recorded in the Shift history.
#  Related relief shifts are unaffected.
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+  Multiple leave codes can be applied to a booked off shift. For example, a shift that has been

booked off as a full sick day, can be split in two. One half of the shift can be a sick day and one
half of the shift can be changed to vacation.

Canceling booked off shifts

You have the option to cancel a booked off shift if the relief shift created by the book off meets one of two
conditions:

*  The shift iz not assigned an employee.

#*  The shift iz assigned but not booked off further or swapped.

If the relief shift is not assigned, then you can cancel the booked off shift and remove the relief shift by
zelecting the Cancel Book Off option in the shift details. The original shift retumes to the form that existed
prior to the book-off transacton.

If the relief shift is assigned but not booked off further or swapped, then you have two oplions for
managing the relief shift:

* AR Relief - The relief shift iz set to the Action Required (AR) status, and iz highlighted in
orange. You can retain or remove the shift using the Relief Gueue.

* Retain Relief - The relisf shift iz kept on the schedule for the relieving employee. The shift is
converted into an ad hoc ghift. The ad hoc ghift has the same activity as the shift label. With this
option, both the original employes booking time off and the relieving employes work shifis.

If the relief shift is already assigned, and is booked off further or swapped, then the onginally booked off
shift canmot be canceled. You must cancel the latest book-off or revert the latest swap.
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Advanced Scheduling: Booking Off Staff (ET, IVO, Jury Duty,
Bereavement, etc.) for Partial or Full Shifts

Whether a partial or full day absence, the WFM schedule drives the timesheet with automation rules that does

math for us.

If the employee is already scheduled for the day and you are now ‘booking off” the employee for part of his/her
scheduled shift due to a calloff, IVO, or vacation time that was not requested via ETM or Mobility, then you do NOT
need to enter in any hours but simply choose the correct timecode using the steps below. Let WFM do the math
to pay the employee up this/her full schedule for the day whether a full or partial day and then just verify on the

timesheet that it’s correct.

Steps

What Right Looks Like

1. To book off a single shift,
you need to be in Details
Edit mode (click the Magic
Wand).

s  NOTE: To book off
multiple shifts, you
need to be in Mass
Edit mode.

Click the shift of the
employee you wish to
book off on the schedule
as shown to the right.
(please note, this step will
unassign part or all of the
shift to allow you to
choose to reassign it t
another employee

Click Book Off

i Camins Drmrsdar

GH Procapior: Aail Sep Amv.enca EFL Cefwrarial

a [ o

Churpe Fwcasio GM Frecasier

shu

X 3wt
(=
[m

You are brought to the
book off wizard shown to
the right with a sample of
an employee calling off for
the full shift of 7A to 4P
(no need to adjust
start/end times when a full
shift of IVO/ET, or any
calloff code. Read on for
examples of partial shifts).
You can see the
employee, shift
and date you are
entering a book
off for as well as

the employee’s
earned time bank.
You can choose to
book off the
employee for part
of his/her shift by

Book-0 Wizard

Employes Shift Label ¥Work Date Start Time  End Time Baook-0ff Code Send To Ralief Quswe  Leave Reason

| UNFILLEL & |

7 l T3la-dp  0BRT2MS | 7008 400p | CALLO B2 UNFILLEL &%) FEVER &
Empicyes Balamce Info Comments

Balance Linit

ET HOURS
ETPP HOWRS @
ET-ANNUAL HOWRS 0
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Steps

What Right Looks Like

adjusting the start
and end times as
well as enter the
book off code and
leave reason.

5. To adjust the start and end
times, select in each
carresponding field and
enter the new start and
end times, if appropriate,
that they will be booked
off for.

6. Click the selection box
under book off code and
enter a book off code

7. Leave the Relief Queue as
Unfilled.

& Click the selection box
under leave reason and
enter a leave reason. Note:
You now hawve the option

Example #1 — Partial IV at End of Shift:

to choose the Sick options R
for Employee Heaith in ASV Empleyac ShifiLabsl Wok Dals  SlaiTime End Tk Book-OF Codo Send T Fall s Laave Reason
view anly for reporting | |UNFILLEL & b
puUrposes. It I Tdledp ORETO0IG  [300p 200 WOk | |UNFILLED [
9. Click Submit
Below and to the right are
some examples to illustrate L — S
this work for partial shifts. Ifa Balance Lk ]
full shift, there is no need to ET HaRs 0
edit the start or end times. s s
ET-AHHUAL HIURS 1
o WO Example #1 to the
right: the employee is )
being WOed starting 2t 3F | Example #2 — IVO at Start of Shift:
for the remainder of their } N
shift scheduled to end at .
4P 50, IVO needs to START Employes Shift Lobel Work Date StartTime EmdTime  Geook-0F Code Send To Relied Queue  Leeve Reazon
at 3P and end at 4P F|  |UNFILLEL &7 ol
g | Tia-dp  OBITEG |70 8302 MWOET 7| | UNFILLEL 7 "
o Example #2 to the right:
Employese's shift starts at
7:30A and you VO them Employes Balance Inka SomiTe s
for the first hour of the
shift — post IVO starting at — "“_i —)
7-30A and ending at 8:304. ::_“ :j:g E
Their clock punches will I — rr;-_lPﬂ .
determine their work e e
:::rs to be paid for the [“Surst | e |
Revised — 11.2021 — Riverside HealthCare 25




Workforce Management (WFM)

HEALTHCARE
Steps What Right Looks Like
o Example #3 to the right: Example #3 — Calloff at end of Shift:
Employee is ill and leaving
work early with a fever R —
starting at 1P and was
ccheduled to leave ot 47 Empiaa Shift Lated Woek Date St T End Time  Book-Of Code Send To Refol Dudud Lo Faesen
Choose Book Off with a =l il ,
start time of 1P and leave | I Tia-4p  [RGT20IE 130p ap CALLD & UWFILLEL E FEVER
the end time at 4F and Actiity Mama Activity Discriptisn
choose the code Calloff to - —
pay ET or Callul"f—l.lnpilid. Ermpicese Bualancs ik Coimimens CALLOFF-UMFAID
Choose the correct Leave —— EARMEDTIME
reason for a fewver. - s o ETSCHED
FLOAT
ETFP HOURS b
Again—click SUBMIT to view L s o :_::f"*
your changes. View the e ammmen ameen s -
Timesheet to assure hours are E= JURY
calculated correctly. HOTHOW
o Piay 1 N LR
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Floating Shifts

The Float button can be viewed when editing a shift cell in Details Edit mode_ Floating an employee is
used to float an employee between teams for part or all of his or her shift. The Float button is used most
often when an employee has a job gualification that is difficult to schedule and the shift he or she works
can be easily filled.

The Float button opens the Float Wizard. The Float Wizard first displays in the Floating Shift tab. From
the Floating Shift tab, you must enter information in the required fields.

The following table listz and describes the fields available to edit in the Floating Shift tal.

Field Description

Waork Date The work date the float is mowving to.

Unit The team for which the float is available.
Position The job for which the float shift is available.
Start Time The start time of the float shift.

End Time The end time of the float shift.

After completing fisld in the Floating Shift tab, there are two options to select:

*  Create New Shift: Thiz option allows you to choose a shift, activity and zkill for the new shift.
*  Select existing unassigned shift: This option only works if there is an unassigned =shift on the
Float From work date.

When you select Next, the Manage Relief tab displays. Select Mext to confirm the flioat shift.
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