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Workforce Management (WFM) 

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: 
 

• using employees’ shift patterns and default jobs, and/or 

• using the Create (Update) Unstaffed Shifts to automatically create unstaffed shifts, and/or 

• 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: 
 

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

• Manually adding or removing shifts from the schedule 

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

• 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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Workforce Management (WFM) 

Advanced Scheduling Process Overview 

 

 
Overview of Audit Tracking and how MVS works within WFM 
 

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

• 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. 

• Warning if scheduled over FTE. 
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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
p 

Procedure 

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.  

 
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 

 

Steps: 

1. Select Scheduling > Multi-view Scheduler > Enhanced Schedule View > Advanced Schedule View 
2. In the 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. 

 

4. Click  
5. In the icon menu in the top right of the calendar click the magic wand and make sure you are in Simple Edit mode 

 

6. Click into any empty calendar cell to get a blank entry box  
7. 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. 
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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. 
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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. 

 

 
Steps to Generate a Workload Target to ASV:  

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 

blank. Leave Generation Dates set to Schedule Period.  

 

4. Click  
5. Choose your Staffing Requirement Template as shown below. 

 

6. Click to display this screen.  

7. Click  
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Steps to Generate a Workload Target to ASV:  

8. Click  
9. You should receive a success message that the workload was generated.  
10. Let’s check our work. Navigate to Scheduling > Multi-view Scheduler > 

Enhanced Schedule View > View Schedule 

11. Verify your Targets are in the coverage panel. Click ( Menu icon) on the 
lower right of your screen and browse the various options as shown to the right and as shown on the next page. 
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Workforce Management (WFM) 

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 

 

Steps: 

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 

blank. Leave Generation Dates set to  

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

 

5. Click  

 
6. Select  
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Workforce Management (WFM) 

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) 
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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. 

 

Steps: 

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) 

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

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

 
5. Choose an employee from your list. 

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

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

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

12. Click  
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Overview of the ASV (Advanced Scheduling View) 
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Schedule Selection 
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Key Performance Indicators in the ASV 
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Calendar Panel Icons in ASV 
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Calendar Panel Details Edit Mode 
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Booking Off Shifts 
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Book Off Wizard 
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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.   
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Floating Shifts 

 

 


