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Getting Started

Accessing ShiftMatch >>

Welcome to ShiftMatch!

All users access the ShiftMatch system accessible with internet access via the Login Page with their

Username and Password.

How To Use This Online Manual

This Guide provides a detailed Help Manual, organized by topics based on the tabs you see on the
ShiftMatch website.

Click on the Manager Guide link on any page in ShiftMatch to access this Manual.

To search for a particular topic, type the keyword(s) in the Search box at the top of the page.

Configuration Requirements
You must use one of these browser versions or higher to access ShiftMatch:

» Microsoft Internet Explorer v. 8.0
+ Firefox 2.0

* Chrome 10.0

+ Safari 3.0

ShiftMatch generally releases new software updates on a quarterly basis (four times each year) which may
require a browser upgrade. Check back here for the latest requirements.

Next Topic: Accessing ShiftMatch >>
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Accessing ShiftMatch

ShiftMatch<< Getting Started | Navigating ShiftMatch >>

Login
Login requires a Username and Password, initially provided by Management.

1. Enter your Username and initial Password.
2. Click the “Sign In” button.

! The first time you login, you will be asked to change your password for security reasons.
Passwords should contain at least one capital letter and be at least 6 characters long.

Please sign in

Usarname

Password

Remember me

Fargotien your password?

* Both your Username and Password are CaSe sensitive so be sure your caps lock is not on.

+ If you make a mistake, a red warning box will appear informing you either your Username or
Password is incorrect.

» After 3 unsuccessful login attempts, the system locks you out for 10 minutes.

+ After 30 minutes of inactivity on the site, the system automatically logs you out.
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+ If you select the Remember Me box (when available) — the ShiftMatch system will remember your
Username and Password for that session.

Forgot Password

If you forget your password, you can click on the Forgotten you password? link under the “Sign In” button
on the Login page.

Enter your Username or your Email Address.
You will be provided the option of viewing the Password Hint or Resetting Your Password.
If you choose to reset, click the “Reset My Password” button.

PN~

An email will be sent to you with instructions on how to reset your password.
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Forgot password

ot
=2
3

Your email

Password Hint

Passwo

Login

john

Active?

true

Show passsword hint
Reset my password

* If you experience any problems resetting your password, please contact your Administrator.

Next Topic: Navigating ShiftMatch >>
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Navigating ShiftMatch

<< Accessing ShiftMatch | ShiftMatch and FillShift and Cascom >>

Navigating the System

! Not all Users have access to all tabs detailed in this Manual.
Please contact Management to address any access issues.

The tabs near the top of the ShiftMatch website take you to each specific section to which you have access:

My Schedule

The My Schedule tab is the core transactional area of ShiftMatch for workers.
Workers automatically land on the My Schedule tab after login.
There are five pages, each with specific functions:

+ Schedule — place Availability, accept shifts and view the current schedule.

» Details — update and verify contact details and work information.

+ Locations — monitor the locations (such as places / buildings / departments and/or floors) available to
work.

+ Change Password — change ShiftMatch password.
* News — a digital bulletin board where Management can post news for all workers to view.

Staffing

The Staffing tab is the core transactional area of ShiftMatch for Schedulers or Managers.
Managers automatically land on the Staffing tab after login.

This is where you can view weekly scheduling needs at each location, add requests for work when
additional staff are necessary, and review work requests filled by outside agencies.
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Depending upon individual permissions, the Staffing tab has up to eight pages:

» Schedule — an overview of each location including filled and unfolded shortfalls

+ Unfilled — a view of all Unfilled shortfalls with the ability to edit or escalate

+ Agency — a view of all shortfalls filled by Agency workers. With the right permissions, you may
replace the Agency worker with internal resources.

+ Manager News — a digital bulletin board where information can be posted solely for the view of
Managers

+ Pre-Shift Balance — a view of filled Shortfalls, allowing reallocation to new Locations, if appropriate

» Verification — to verify the actual times worked, once each Shortfall is completed by the worker
» Exceptions — to split time worked in a Shortfall between more than one Cost Centre
+ External Payroll — to allocate appropriate language if data is to be exported to external payroll

People

The People tab contains information on all Users of ShiftMatch.
Here you can add new Users, search for specific Users and find out why a User didn’t match a shift.
Depending upon individual permissions, the People tab has up to five pages:

+ User Search — search for Users based on definable parameters and view/edit their profile, Schedule
or messages

+ Add User — to add a new User to ShiftMatch

*+ Why Not? — to search why a particular User may not match a particular Shortfall

» Broadcast — to send Broadcast texts to Users

+ Bulk User Upload — to upload multiple Users at one time

Agency

wrasmer My Schedule- Staffing-  People- Admin « Settings - | _

The Agency tab is where you can view

+ Unfilled Agency Shortfalls — a list of Shortfalls that have been opened to Agency(ies)

+ Agency News — a digital bulletin board where information can be posted solely for the view of Agency
Users
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Admin
-

The Admin tab provides access to basic administrative functions.
Depending upon individual permissions, the Admin tab has up to six pages:

* Reports — to generate Reports

+ Cancellations — to view a list of cancelled Shortfalls

+ Content — to view and edit the language included in all correspondence (email, text etc) to Users

+ Bulk Shortfall Upload — to upload to ShiftMatch bulk Shortfalls

+ File Upload — when files are uploaded here, they may be accessed to place into the “News” pages

* Invoice Reconciliation — used to input Agency invoice details and reconcile against Agency
Shortfalls filled in ShiftMatch

Settings

The Settings tab is where you can further customize the ShiftMatch System.
Depending upon individual permissions, the Settings tab has up to nine pages:

+ Locations — an overview of the locations mapped to the ShiftMatch system

* Roles - to view and edit details related to Roles assigned to Users. Roles determine a User’s access
to the ShiftMatch system

+ Pools - to view and edit Pools used to further classify workers

+ Classes — to view and edit Classes established in the ShiftMatch system. Classes separate different
User groups

» Grading Classes — to view and edit the assignment of Grades into Classes

+ Skill Grouping — to view and edit the Skills and how they are grouped for view

+ Agency Edit — to view and edit the established Agencies in the ShiftMatch system
+ External Payroll Mapping — to view and edit how ShiftMatch Grades map back to external payroll

systems
+ Return Text — to view and edit the content of notifications sent from the ShiftMatch system

Next Topic: ShiftMatch and FillShift and Cascom >>
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ShiftMatch and FillShift and Cascom

<< Navigating ShiftMatch | My Schedule Tab Overview >>

Our software has been called Cascom and FillShift and is now broadly known as “ShiftMatch”.
The name change occurred in the middle of 2017 and so any screenshots or references saved before that
may have old references.

Next Topic: My Schedule Tab Overview >>
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My Schedule Tab Overview

<< ShiftMatch and FillShift and Cascom | My Schedule FAQs >>

My Schedule

BrL T My Schedule- Staffing- People- Agency - Admin - Sefings -

The My Schedule tab is the core transactional area of ShiftMatch for workers.
Here you will find five pages, each with specific functions:

+ Schedule - place offers to work, accept shifts and view your current schedule.

» Details — update and verify your contact details and work information.

+ Locations — monitor the locations (such as places / buildings / departments and/or floors) you are
available to work.

+ Change Password — change your ShiftMatch password.

* News — a digital bulletin board where Management can post information for all workers to view.

Next Topic: My Schedule FAQs >>
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My Schedule FAQs

<< My Schedule Tab Overview | My Schedule: Schedule >>

FAQs for the My Schedule Tab

Q: What happens after | place an offer to work?

A: The ShiftMatch system will match your preferences and offers to available shifts. If your submitted offer is
matched to an available shift, ShiftMatch will send you a Text and/or email with the details of the available
shift. To accept the shift, simply reply to the Text with the designated code. If you do not want the shift,
ignore the text and ShiftMatch will automatically move on to the next available candidate.

Q: How do | confirm my shifts?
A: Once you accept the shift, it will be closed and you will receive a confirmation Text and/or email. You can
also see your schedule online in the My Schedule section.

Q: Can | modify or delete my availability?
A: YES. Login into ShiftMatch, click on “My Schedule” and then click on the [red flag] availability that you'd
like to amend. Please note that accepted shifts can only be deleted by contacting your manager.

Q: Will ShiftMatch handle “pre-booked” shifts?
A: YES. Your manager has the ability to pre-book you to upcoming shifts. You will be notified of a confirmed
shift and be able to see the pre-booked shift online in the My Schedule section.

Q: Can | specify preferences rather than just a selection of locations?

A: ShiftMatch matches the preferences of staff to available shifts on a SHIFT BY SHIFT basis. If you were to
have offers in for two different locations, for example, and you were the best match for both shifts, you
would receive two shift offers from which to choose.

Q: The skills listed on the My Skills page are incorrect — how do | change these?
A: Contact Management to discuss and amend your skills.

Next Topic: My Schedule: Schedule >>
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My Schedule: Schedule

<< My Schedule FAQs | Place Availability to Work >>

My Schedule

WPLLIT My Schedule= | Staffing- People- Agency - Admin - Settings -

5 Defaull b
Schedule
Home | My Schedule | Schedule [+ T
— Older Sun 29 Mar - Sat 11 Apr Mext — Add Availability
SUm 28 MOM 30 TUE M WED 01 THU 02 Fra 03 SAT D4 SuW s WON 05 TUE o7 WED 08 THU 08 FR 10 SAT 11

Show Open Schedule Post it Note

Work Schedule for Sun 29 Mar - Sat 11 Apr

Add Availability

The My Schedule tab is where you make offers, accept shifts and manage your work schedule.
Key activities include:

« Placing Availability

+ Placing Availability Via Text

» Editing Availability

» Accepting Shifts Via Text

» Accepting Shifts Via Open Schedule
» Auto Accepting Shifts

+ Leaving Post-It Notes
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Next Topic: Place Availability to Work >>
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Place Availability to Work

<< My Schedule: Schedule | Place Availability Via Text >>

Placing Availability to Work (an “Offer”)

The Schedule page on the My Schedule tab is where you can indicate your availability to work.
Your offers are then used by ShiftMatch to match you to any shifts available that meet your work offer
specifications and for which you are qualified.

To place availability to work:

1. Click on the specific date you would like to work.
[A screen entitled Availability Details will then appear.]

Availability Details

09/04/2015 m

Shift Start Time
Any Shift Day Evening Might

Repeat availability over 1 ¥ sequential days

Auto accept work for this availability? & Yes

Add Availability

1. Complete the Availability Details screen by selecting which shift you are able to work.
[To repeat the same availability for multiple days, choose the appropriate number of days from the
dropdown menu next to the “Repeat availability over x sequential days” function on the Availability
Details screen.]

2. Click the “Add Availability” button.
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* You can also place an offer to work by clicking on the “Add Availability” option above your
schedule.

Add Availability

If you click the “Yes” box next to the Auto Accept box on the Availability Details screen,
you will not have the option to accept or decline a matching shift. Instead, you will be
automatically placed in any shift that matches your offer to work. You will then receive a text
message confirming the details of the auto-accepted shift.

=

Once you submit availability to work, the availability will appear as a red availability “flag” on your schedule.

Details of the availabilities are located underneath your schedule in My Availabilities including the date of
the work offer and the corresponding shift assignment selected. You may change the availability as
described in the Edit Availabilities section.

Schedule

Homa | My Schedul | Schadule Qe

» "Wour Availability has been successfully inserted

~— Older Sun 29 Mar - Sat 11 Apr Next — Add Availability

UM 23 MON 10 TUE M WED 1 THU 02 FR 1 SAT 04 m s MON 06 TUE 07 WED 08 THU 09 FRI 18 SAT 1

Show Open Schedule Post it Mote

* Please note, depending on how your employer uses ShiftMatch, you may receive requests
to work for just your offers, or for times you did not make an offer to work.

Next Topic: Place Availability Via Text >>
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Place Availability Via Text

<< Place Availability to Work | Edit Availability >>

Using Text Messaging to Place a Work Availability

If you are unable to visit the ShiftMatch website, you can also place availability to work by sending a Text to

ShiftMatch.
This way, even if you're in a movie theatre and you wish to find work for the next day, you can make

yourself available as follows:

. Prepare a Text to the ShiftMatch system phone number.
2. Type the pound sign (#) and the shift desired.
3. Add a space and type the number of the specific day of the month you wish to make the offer (NB: if
you enter 14, it will register availability for the next 14th in the calendar).
4. Click “Send”.

You will then receive a confirmation Text that your offer to work has been added for that specific day and

shift.
Below, we show how to register availability for any shift on the next 7th in the calendar:

e ROGEAS LTE 1E6FM L . w0 RGGEAS LTE 1156 FM L . w0 RGGEAS LTE 1150 FM Y .
Mew Message Cance £ Messages  FillShift Drelails ¢ Messages  FillShift Dretails
Fil
Your olfer hags bean
added
B #any7 Send = | Send = | Send

123 4567 890

OWERTY U1 OF

OWERTY UL 1 OFP

- ) s e @ ASDFGHSWJKL ASDFGHSJKL
s U * Z X CVEBNM ® Z X CVEBNM
ABC @ Fpane retuifn. 23 = 0 Fpane retuifn. 123 @ O Hane Peuif.

* Note that you are only able to make offers for the upcoming 30 days via Text.
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The next time you visit your My Schedule page, you will notice the offer has been added.

Schedule
Home My Schedule Sohadulke
w Older Sun 29 Mar - Sat 11 Apr
N9 MON 3 TUE M WED THU 02
a
[ 13:00

Next Topic: Edit Availability >>

@i

Add Availability

TUE 07 WED 08 ™HU 89 FRi 10 SAT 11

Show Open Schedule Post it Note
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Edit Availability

<< Place Availability Via Text | Accept Shift Via Text >>

Editing Availability to Work

You can edit your availability by updating or deleting it — at any time.
You may not edit a booked shift, you will need to contact your manager to make any changes to a booked
shift.

To edit your availability:

1. Click on the Edit link under My Availabilities.

My Availability
Date 11 Shift It Auto Accept Edit
Wed 1 Apr 2015 Any [»] E
Tue 7 Apr 2015 Any =] E

[A screen called Edit Availability Details will then appear.]

1. Modify the Edit Availability Details screen (you can change the time you are available, check or
uncheck auto accept etc).
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Edit Availability Details

07/04/2015 o
This is your current Shift: ANY SHIFT
Change availability to = Any Shift

Auto accept work request for this availability? 1 Yes
Delete Availability Edit Availability
[

1. Click the “Edit Availability” button.
2. If you wish to delete the offer, click instead the “Delete Availability” button.

* You can also edit your work offer by clicking on the red flag that appears on your schedule.

! Youcan only edit availability — those that have not been accepted and appear as red flags.
If you are scheduled for a shift, contact your manager directly to change your work

schedule.

Next Topic: Accept Shift Via Text >>
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Accept Shift Via Text

<< Edit Availability | Accept Shift Via Open Schedule >>

Accepting or Declining Work Offers Via Text

Most users provide a cell phone number in their Details to receive and accept open shifts.
If you have provided a cellphone number, ShiftMatch will send you a text message when an available shift
matches your availability, skills and grade etc.

The shift request typically describes the date, time and location of the available shift.
You can accept the shift or simply ignore (decline) the text.

If you do not want the shift, simply do not reply to the text.
ShiftMatch will move on to the next available candidate for the shift.

To accept the shift:

1. Type in the unique code you received (eg: “ICU696 in the example below)
2. Send the reply text.

You will then receive a follow-up text notification from ShiftMatch that you have been confirmed for that shift.



ShiftMatch

w0 RDGERS. 1TE 30T PM

£ Messages  FHIShift

Tewt Mensage
Today 247 P

Jack, Shift Request:
General Hospital, Med,
Ward 1, 07:00-14:30 on

Tha 21 Aug 2014, Reply
ICUB96 to accept.

§45W M sessd ADOERS UTE 317 PM
Contact € Messages  FINShir

Today 217 oo
Jack, Shift Request:
General Hospital, Med,
Ward 1, 07:00-14:30 on
Thie 21 Aug 2014. Reply
ICLIGEE fo accept.

ICUB96
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f a5% My sesss ROGERS LTE 307 PM £ 45%E  sesco RDGERS ITE X7 PM § 45

Contact € Messages  FIIShiR Contact £ Messages  FlIShint Comtasct
Tl Mssage Teat Menasge
Tada Today 517 Pl
Jack, Shift Request: Jack, Shift Request:
General Hospital, Med, General Hospital, Med,
Ward 1, 07.00-14:30 0n Ward 1, 07:00-14:30 en
Thu 21 Aug 2014, Reply Tha 21 Aug 2014, Reply
ICUBS6E to accept. IGUIG35 to accept.
@

Shift CONFIRMED: Thu 21
Al 2014 07:00-14:30

Send 31 Send General Hospital Medicine

Ward 1.
1234567890 QWERTYUIOP
-1/l $fsje) " WAIS|DIF|GIHIJJK]L
- HEEHEOE <10 E8800E00 o
Send Ei space eum 23 O space Ceum | @ Send

If you reach your text messaging limit on your cell phone, no shift requests or confirmations will be delivered

until you are able to receive your Texts.

We recommend that you regularly clear your texts to ensure uninterrupted service.

To decline the shift:

1. Ignore the text.

2. Do nothing.

! ShiftMatch uses unique ID numbers to automate the matching process. It is important you

ONLY SEND THE UNIQUE CODE when you reply to a work request.

The code is not CaPs sensitive.
Anything else entered in your message (additional words, numbers, characters, etc.) will
nullify the code and result in an error, preventing you from taking the available shift.

* Are you receiving numerous shift requests matching two or more of your various offers at
the same time?
You can accept multiple requests with just one reply.
Simply enter the first shift request ID, enter a space or a period, enter the next shift request
ID, enter another space or period, and continue until all desired ID’s have been entered.

! Once you are scheduled for a shift, you cannot change it throught ShiftMatch.
Please contact your Manager to make any changes or cancellations.
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Once you have accepted a shift, it will show in green and as “Confirmed” in the shift details on your My
Schedule page.

Schedule

# That shortfall has been added to your schedule

«— Oider Sun 28 Mar - Sat 11 Apr Mext — Add Availability

UM 39 MON 30 TUE 31 WED 1 THU 02 FR 03 SAT U s MOM D6 TUE 07 WED 88 THU 03 FRI 18 SAT 1

[13:00 ] ANY

Show Open Schedule Pt it Mote

Waork Schedule for Sun 29 Mar - Sat 11 Apr

Confirmed Shortfalls

Date 11 Shift IF Lecation I Shortfall 1D 1T Linked Shortfall 11 Add to Calendar
Wed 1 &pr 2015 1300 - 21:00 Home: / General Hospdal | Matemity 100244 (] B

My Availability
Date 11 Shif 11 Auto Aceepl Edit

Tue 7 Apr 2015 Any =] m

Add Availability

Next Topic: Accept Shift Via Open Schedule >>
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Accept Shift Via Open Schedule

<< Accept Shift Via Text | Auto Accept Shift >>

Accepting Shift Via Show Open Schedule

The Show Open Schedule feature on the Schedule page allows you to view all possible shift assignments
that have been posted by Management and you could work, if available.
You may not have been notified of some of these shifts if you haven’t used Place Availability to Work for the

specific day and time.
To view available shifts on the Open Schedule:

Click on the Show Open Schedule button feature located directly below the right-hand side of your
schedule.

Schedule

» That shortfall has been added to your schedule

MO 30 TUE 31 WED 01 THU 2 PR3 SAT 4 SUM 05 MOM 06 UE 0 WED 08

Post it Note

Now, details of the Shortfalls currently available can be found in blue on the calendar and are listed below
the “Open Schedule” section under your expanded schedule.
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Older Sun 29 Mar - Sat 11 Apr Mext —

SUN 28 MON 30 TUE 34 WED THU 02 FR© SAT 04

&D

Work Schedule for Sun 29 Mar - Sat 11 Apr

Date It Shift IT Location It
Sat 11 2015 08:00 - 1600 Home | General Hagpilal | Emengen
Apr gency

ShiftMatch Canada Manager Guide - 1

Add Availability

MOH 06 TUE &7 WED 02 THU 08 FRI 40 SAT 11

Hide Open Schedule Post it Note

Shorttall 1D 11 Limked Shorttall 1T Accept

00248 (=]

* In the Open Schedule view, you can click on the blue link for a quick view of the shift, or find
the full shift details below in the Open Schedule section.

You can accept a shift by clicking on the Accept option in the “Open Schedule” section.

Once you accept the shift, a green confirmation flag will appear in your schedule indicating you accepted
the shift. The accepted shift will also appear in the list of “Confirmed” shifts.

You will also received a Text confirmation of the shift

s«ssase ROGEAS 3G 323 PM 515 ¢
£ Messages  FillShift Contact
Tea Mossaige

Today 3:35 PM

Shift Sat 11 Apr 2015
COMFIRMED. Genaral
Hospital Emergency .

i@ | Send
OQOWERTY U | OFP
ASDFGHJEKL

7123 space returm

To close the Open Schedule view, click on “Hide Open Schedule” located below your schedule.
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Next Topic: Auto Accept Shift >>
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Auto Accept Shift

<< Accept Shift Via Open Schedule | Leave Post-It Note >>
h2. Auto Accepting Shifts

If you know that you will accept any work request that matches your offer to work, you can save time by
checking the box next to Auto Accept work for this availability feature when you initially Place your
Availability to Work.

Availability Details

04/04/2015 =

Shift Start Time
< Any Shift Day Evening Might

Repeat availability over 1 v sequential days

Auto accept work for this auailability
Add Availability

By checking Auto Accept, you will no longer receive a shift request message that requires you to respond
and accept the shift.

That step is eliminated.

Instead, when a shift request matches your offer to work you will simply receive a confirmation text that
confirms you for the shift and contains the relevant shift details.

Next Topic: Leave Post-It Note >>
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<< Auto Accept Shift | My Schedule: Details — Editing Your ShiftMatch Profile >>

Post-It Notes

The Post-It Note option on the Schedule page allows you to leave a note for your managers, schedulers or

administrators regarding your schedule availability. You can remind others of your upcoming vacation dates,

temporary scheduling conflicts, or additional scheduling information.

To leave a Post-It Note:

Click on Post-It Note.

Schedule

— Older Sun 29 Mar - Sat 11 Apr

Type in your message.

Add Post it Note

On vacation till next week

Save Changes

O
Add Availability

Show Open Schedule
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Click Save Changes.

Your note will appear to your schedulers until you change or delete it.

SC hEdUI Mote: On vacation till next weekl

Hame | My Schedule | Sched

» That post it note has been updated

~— Oider Sun 29 Mar - Sat 11 Apr Next — Add Availability
SUN 73 MON 30 TUE N WED 31 THU 92 Frl 83 SAT 4 SUN 05 MON 26 TUE &7 WED 02 THU 03 Fra 19 SATN
@

Show Open Schedule Post it Mote

Next Topic: My Schedule: Details — Editing Your ShiftMatch Profile >>
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My Schedule: Details — Editing Your
ShiftMatch Profile

<< Leave Post-It Note | My Schedule: Locations — Setting Work Preferences >>

My Details

The Details page on the My Schedule tab contains your ShiftMatch Profile.

=ruswrr | My Schedule -

netle

SchedCam:

Locations
Home /' Ny
Change Password
Mews
«— Older ] Sun 29 Mar - Sat 11 Apr

This information is used to match you to open shifts, and is used by the ShiftMatch system to contact you
for shift work requests.
Your initial profile will be set up for you by your employer.
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Check Your Details

Professional Details

Name Fred Bloggs
Usemame Fred

Registration Rego #3

Grading RN2 - RN 2nd Year
Skills

General, Aged Care, Bariatric, Dementia, Geriatric, Intubation, Materity, Mental Health, Midwifery, Recovery, RN-
Flexible Sigmoidoscopy, RN-Surgical First Assist, Tracheostomy

Emp Type

Casual
Max Messages - Unlimited Messages - ¥
Do Not Disturb Check to tun on and block all non requested Text

Personal Details

Cell
Email
fredbloggs280@agmail com
Address 1
123 Workout Street
Address 2
City
Toronto
Province
ON
Postal Code
mimimi
Update Details
You should:

» Confirm the details of your Profile for accuracy.

* Add any additional information to allow ShiftMatch to work best for you.

» Update your contact information with your employer as appropriate.

» Contact your employer if your Skills, Grades or Employment Type should be updated.
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! To ensure you receive timely communications and work requests, make sure your cellphone
number and email address are always up-to-date.

Most fields on the Details page you can update yourself. Those that are grayed out and can only be
updated by managers. Please notify your manager of any mistakes in or changes needed to your ShiftMatch
Profile.

Checking the Do Not Disturb box will block any shift requests on days where you have not placed
availability. This is a handy feature if you plan a vacation etc.

Max Messages will limit your Text shift requests per day to the number selected.

Next Topic: My Schedule: Locations — Setting Work Preferences >>
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My Schedule: Locations — Setting Work
Preferences

<< My Schedule: Details — Editing Your ShiftMatch Profile | My Schedule: Change Password >>

Locations

The Locations page on the My Schedule tab is where you specify the ShiftMatch Locations in which you

desire to work.

=ruswrr | My Schedule -

Schedule
Schedl Details

Feme M Change Password

Mews

«— Older | Sun 29 Mar - Sat 11 Apr

To specify the Locations you are available:

1. Select the checkbox next to each location you wish to work.
2. Click the “Update Locations” button.

* NOTE: The more Locations you select, the greater the chance of having shifts assigned to

you.
If a Location is not selected, no shift offers from that Location will be sent to you.

This also means that if you choose to not select any Locations, you will not receive any shift
offers.
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are signed in s Fred | Logout | User Guide

My Locations

Home | Wy Scheduls | Uy Locatoms Qeein

Choose where you want to work below

General Hospital W Select all Site sub-locations Information

Emargancy ©
# Matemity ©

# Cardiology @

Update Locations

! If your ShiftMatch access allows you to uncheck a Location and clicked the Update
Locations button, you will no longer see that Location in the Open Schedule or be eligible
for those shift requests.

Next Topic: My Schedule: Change Password >>
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My Schedule: Change Password

<< My Schedule: Locations — Setting Work Preferences | My Schedule: News >>

Change Password

Your initial profile for ShiftMatch has been set up for you by your employer.

! When you first login to ShiftMatch, use the Username and default Password credentials
provided to you.
Once you have successfully logged in the first time, you will be required to change your
Password.

You can change your password anytime on the Change Password page on the My Schedule tab:

=ruswrr | My Schedule -

Schedule
Schedl Details
Locatiop
Mews
« Older | Sun 29 Mar - Sat 11 Apr

Type in your Old Password.

Type in your desired New Password.
Confirm your New Password by retyping it.
Provide a Password Hint.

Click the “Update Details” button.

A
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wruser | My Schedule~

Change Password

Home | Wy Schedule | Change Password

OldPassword | s
New Password | e
Confimation Password | s

Forgot Password Hint Favouwrite Mavia?

Update Details

* Remember: Passwords are cAsE sensitive, must contain at least one capital letter, and
need to be at least 6 characters long.

If you don’t remember your Password, contact your manager or recover your Password by clicking the
Forgotten your Password? link at ShiftMatch Login page.

Next Topic: My Schedule: News >>
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My Schedule: News

<< My Schedule: Change Password | Staffing Tab Overview >>

News
Schedule
Schedl Details
Locations
Home M Chanie Password
« Older 7} Sun 29 Mar - Sat 11 Apr

The News page contains the latest company announcements and other pertinent work information and is
updated regularly by Management.
Check the News page for for timely communication, company reminders and employer news.

Staffing- People- Agency - Admin - Settings -

News

Mome | Wy Schedule | News Qe

General Hospital News!

BBQ next week - come to Main Park at 2pm.

Wear green for St Patrick's Day!

Next Topic: Staffing Tab Overview >>
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Staffing Tab Overview

<< My Schedule: News | Staffing: Schedule >>

Staffing

wruLsarr My Schedule -  Staffing=| People- Agency - Admin - Setlings -

Managers automatically land on the Staffing tab after logging in with their username and password.
This is where you can view weekly scheduling needs at each location, add requests for work when
additional staff are necessary, and review work requests filled by outside agencies.

Depending upon individual permissions, the Staffing tab has up to eight pages:

» Schedule

+ Unfilled

+ Agency

* Manager News

» Pre-Shift Balance
+ Verification

+ Exceptions

+ External Payroll
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Shortfall Search Search

Schedule 11:304M | ¥ou am signed in oz Catherine | Logout | Monager Guide | Ak us | Clazs | Defaull v
Unfilled
Schedule
Home | Staffing | Schedule | Manager News Qrep

Filter Existing Shortfall ™"

Pre-Shift Balance |
Home Verification meral Hospital v Choose a Division v v
O Unfiled © Filed o @ PO =
External Payroll n 29 Mar 2015 - Sat 11 Apr 201 =

General Hospital /| Emergency

SuN MON 30 TUE 1 WED 01 THUY 82 PRI 03 AT SUN 05 MON 0% TuE o7 WED 04 THU 08 FRI 10 BAT 11

General Hospital / Emergency Wed 01 Apr

Next Topic: Staffing: Schedule >>
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Staffing: Schedule

<< Staffing Tab Overview | Schedule View >>

Schedule

The Schedule page on the Staffing tab provides you with a weekly overview of staffing needs — available
for each individual location.

wrLsET My Schedule - | Staffing= People- Agency - Admin - Settings -

Schedule
Home | Staffin
Filter Existing Shortfalls
Home g General Hospital L4 Choose a Division

Unfilled Filled Deadline Passed Sun 29 Mar 2015 - Sat 11 Apr 201 v

General Hospital /| Emergency

SUM 28 MON 30 TUE 1 WED i THU &2 PRI 03 SAT 4 SUN 05 MO 05 TUE OF WED THU 08 PRI 10 SAT 11
EMERGENCY

MATERMITY

CARMNOLOGY
General Hospital / Emergency Wed 01 Apr Add New Shortfall

When a shift requires additional staff, you create a request for work — or a “Shortfall” — on the schedule.
The Shortfall specifies the shift location, time and any specialized requirements needed by individuals to
work the shift.

These Shortfall details allow ShiftMatch to find the best match for the open shift. With appropriate
permissions, you can:

+ Add a Shortfall

« Edit a Shortfall

+ Delete or Reinitialize a Shortfall
* Pre-Book a Shortfall

+ Escalate a Shortfall

Next Topic: Schedule View >>
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Schedule View

<< Staffing: Schedule Add a Shortfall >>

Schedule View

The staffing schedule calendar is color coded for easy recognition of potential staffing problems.

When you add a new Shortfall, the date of the Shortfall will be shaded:
orange indicates that the day has UNFILLED OPEN SHIFTS.

Once all available shifts have been filled, the date will be shaded:
green indicates that the day has ALL OPEN SHIFTS FILLED.

A day will be blue if it is today or the day you have chosen.

! Two numbers will also appear on the date:
i) the first number indicates the total number of open shifts for that day and
ii) the second number indicates the number of shifts that have been successfully filled.

In the example below showing 3/2 in orange, there were 3 total shifts posted and 2 of those shifts have
been filled.
In the example below showing 1/1 in green, there was 1 total shift posted and that shift has been filled.

General Hospital / Orthopedics

SUN 12 MON 13 TUE 14 WED 15 THU 18 FRI 17 SAT 18 SUN 19 MON 20 TUE 21 WED 22 THU 23 FRI 24

ORTHOPEDICS

General Hospital / Orthopedics Mon 13 Apr Add New Shortfall

A summary of Filled an Unfilled Shortfalls appears below the calendar.
Click on the Shortfall ID to View the Complete Shortfall information or to Edit a Shortfall.
Click on the History page link to explore an Audit Trail of the Shortfall transactions.
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Click on the Why Not question mark link to explore why a particular individual was not matched to the
Shortfall.

Add a Shortfall >>
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Add a Shortfall

<< Schedule View | Add a Shortfall: Shortfall Details Tab >>

Adding A Shortfall

Anytime you have a work request to fill, you need to Add A Shortfall in the ShiftMatch System.
To Add A Shortfall:
1. Select the correct Location for the Shortfall.

2. Click on the specific Date you would like to add the Shortfall.
3. Click the “Add New Shortfall” button located below the calendar.

Add New Shortfall

4. A screen entitled Add A New Shortfall will then appear with up to four subsections you need to
complete to specify the User you are looking for.
» Shortfall Details
» User Requirements
» Agency
* Add Multiple Shortfalls across the Schedule Period

=rumrt My Schedule~ [Staffing= Poople- Agency ~ Admin - Satfings -

Add A New Shortfall

Home | SiaMng | Schedule | Add & Hew Shardfs Qrap

~ Yesterday Mon Apr 6: General Hospital / Emergency Tomomow —

Shortfall Details:

How many matches will | get? Add New Shortfall
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5. Click the “Add Shortfall” button.

The Shortfall will now appear on the staffing schedule calendar.

* A Rapidbook is a shift with a pre-defined start time and end time, set skills and grades.
When you select a Rapidbook option, the pre-inserted data is automatically filled in.
You may be amend any or all pre-set details after the Rapidbook is chosen.

Next Topic: Add a Shortfall: Shortfall Details Tab >>
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Add a Shortfall: Shortfall Details Tab

<< Add a Shortfall | Add a Shortfall : User Requirements Tab >>

Shortfall Details

The Shortfall Details tab allows you to define the appropriate information relevant to this Shortfall.
The requirements include:

+ The ability to choose a Rapidbook or leave blank and simply nominate the Shortfall Start Time and
End Time
* the minimum and maximum Grade desired for the Shortfall

+ the Reason the Shortfall is required (useful later when assessing data re Shortfall occurrences)

* Prebook (if applicable) — manually placing a User in the Shortfall

+ the Maximum number of Messages that ShiftMatch should send to fill this Shortfall

+ if ShiftMatch should use only people with availabilities to fill this Shortfall or not

+ any Notes relevant to the shift — these may then show on the work request or confirmation texts sent
to workers

+ Duplicate Shortfall — used to place 1 or multiple Shortfalls for this location and on this day and time

* Notification Deadline (the time in advance of the shift that Management should be notified if it is not
filled)

* If you check the box to Set the deadline from the shortfall end, the notification email from
ShiftMatch will be triggered at the time the deadline is reached in comparison to the end of
the Shortfall, rather than the beginning of the Shortfall.
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Load Rapidbook Select a Saved Shortfall v
Start - End Time 14.45 ©] 14.45
Win - Max Grades Grade \d Grade v
Reason Shortfall Required Vacancy v
Prebook User
Maximum Meszages 5 # Only uze people with availabilities
Nates Motes are added each fime you save

£
Duplicate Shortfall 1
Addtional Text Maxirmum 30 characters

&
Motification Deadline 1 howr . Set the deadline from the shorfall end

Shift Reminder
ShiftMatch can be automated to send a reminder Text to staff before their work assignments.

! Contact your ShiftMatch account manager to discuss or activate the Shift Reminder feature.
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If added, a Reminder Hours tab will be added to the Shortfall Details window (see below for an example).

Friday Jul 29: Lakeview / Emergency

Linked Shortfall Details 1DW230

4

Linked Id
Start - End Time 11:30 e] 21:30 e]
Min - Max Grade Reg Practical Nurs - RN 2nd Year v
Location Level 4 % Any Room
Clinic
Reason Shortfall Required Vacancy v
Prebook User Predictive search
Up to How Many Messages 5 # Only use people with availabilities
0 messages sent
Reminder Hours 0.0 _
Mave to New Location New location r
Notes e ] T L
Additional Text Muidemn 30 chusscters
Notification Deadline 15 minutes v Set the deadline from the shortfall end

External Reference

An External Reference field may be added to the Shortfall Details window and renamed appropriate to your
workplace (eg: PO Number, Shift Code, Job Code etc)

Shortfall Details reports may also be filtered using this External Reference

! Please contact your ShiftMatch account manager to discuss External Reference.

Requested Grade
If appropriate, a Requested Grade tab may be added to the Shortfall Details window.
This provides an additional level of reporting on Grade performance for shortfall — ie;what was requested v
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supplied.
This is just a reporting function, adding a Requested Grade will not prioritize that Grade above another.

! Please contact your ShiftMatch account manager to discuss Requested Grade.

Shortfall Details

Load Rapidbook Select a Rapidbook =
Start - End Time 08:00 o 08:00 ©

Min - Max Grade Choose a Grade v Choose a Grade v
Requested Grade Choose a Grade =

Next Topic: Add a Shortfall : User Requirements Tab >>
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Add a Shortfall : User Requirements Tab

<< Add a Shortfall: Shortfall Details Tab | Add a Shortfall: Agency >>

User Requirements

User Requirements are necessary to define the attributes required by the User(s) who will match the
Shortfall.

The four items included here are:

» Ratings, if applicable
+ Employment Type

+ Skills required
(NB: in order for a Shortfall to match a User, ALL skills checked off on this screen will need to be held
by that User)

» Poals, if applicable

Minimum Rating Level 1*

Employment Type

W

Casual
Full Time

Part Time

Skills Required

LY

General
Banking @
Education ©
Fitness ©
Medicine ©
Production ©
Emergency ©
Surgical ©
Aged Care ©
Matemity @
Peych ©

Pools A Team

Default
Late Might Prefemed
Weskend Only

W

Next Topic: Add a Shortfall: Agency >>
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Add a Shortfall: Agency

<< Add a Shortfall : User Requirements Tab | Add Multiple Shortfalls or Linked Shortfalls >>

Agency
To enter a Shortfall and make it immediately available to Agencies:

Click on Add New Shortfall

Enter in all the relevant details for the Shortfall in Shortfall Details tab

Enter in all the relevant details for the Shortfall in User Requirements tab

Enter in all the relevant details for the Shortfall in Add Multiple Shortfalls across the Schedule
Period tab

5. Click on the Agency tab and check the box here next to: Immediately open to all agencies

DN~

If the Agency worker’s name is known, the data may be completed here.

st R

il sl Immediately open 1o all agencies
Esternally Filled By No Agancy

External Staff Name

External Staff Grade External Grade v

The Shortfall will now be released to the Agency(ies) via the protocols established within ShiftMatch.
On the Staffing > Schedule page, if you click on the Shortfall and it is still Unfilled, it will show, as below,
with a check mark under the Agency column.

Unfilled

Shortfall 1D 11 Shift 11 Dept 11 TXT U History Grading It Agency 11 Updated 11 Why Not? Admin Edit Delete

IDE411 16:00 - 22:00 0 k RN1-RN2 @ 16/04/2015 10:01 Q E ED

Next Topic: Add Multiple Shortfalls or Linked Shortfalls >>
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Add Multiple Shortfalls or Linked Shortfalls

<< Add a Shortfall: Agency | Add a Rapidbook Shortfall via Text >>

Add Multiple Shortfalls across the Schedule Period

To add a Shortfall across multiple days or periods, do the following:

Click on Add New Shortfall
Enter in all the relevant details for the Shortfall in Shortfall Details tab

Enter in all the relevant details for the Shortfall in User Requirements tab

Enter in all the relevant details, if any, for the Shortfall in External tab
Click on the Add Multiple Shortfalls across the Schedule Period tab and change the Os to the
number of Shortfalls to be added in each day.

S

6. Change the start and end times in the time boxes below each day if you require a different start and
end times than entered in the shortfall above. If no differing start time is required leave the boxes
below each day as the default.

In the example below, we are adding a Shortfall with the same parameters once to each of Saturday 23th,
Sunday 24th and Tuesday 26th, all with differing start times.
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=cAscoM My Roster~ | Staffing= People~ Agency~ Admin~ Settings~ Uber~ Shortfall Search

Add multiple Shortfalls across the Roster period

Load Rapidbook AM (8B0AM) :

Enter the number of shortfalls per day

MICN 18 TUE 10 WED 20 THU 21 FRi 22 SAT 23 SUMN 24 MON 25 TUE 28 WED 27 THU 28 FRI 20 SAT 30 SUN I

0 0 0 0 0 1 1 0 1 0 0 0 0 0
10:45 10:45 10:45 10:45 10:45 07:00 07:30 10:45 09:00 10:45 10:45 10:45 10:45 10:45
10:45 10:45 10:45 1045 10:45 15:30 16:00 10:45 17:00 10:45 10:45 10:45 10:45 10:45

| Link these shortfalls together (only applicable to single shortfall days) - users will accept the entire block of linked shortfalls

Repeat these shoritfalls over multiple roster periods 1 roster period

How many matches will | get? Add New Shortfall

* You can repeat the same two-week pattern for multiple periods by typing in the desired
number of two-week repetitions in Repeat these shortfalls over multiple schedule
periods.

Click on the “Add New Shortfall” button at the bottom of the page.
The Shortfall(s) will now appear on the staffing schedule calendar.

Linked Shifts

If you need to link multiple shifts together such that you require that they should all be accepted by one
person, follow the Add Multiple Shortfalls procedure (above), check the Link these shortfalls together
checkbox.

If a User matches with one of the shifts, they are offered all the Linked Shifts and, if they accept, will be
accepting all the Linked Shifts at once.
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By default, if times of one of the unfilled Linked Shifts is changed, ShiftMatch will unlink the shifts.
There will be a pop up window warning with a Cancel or Continue option before this occurs.

* Please contact your ShiftMatch account manager if you wish to default to maintaining links,
even if changing Linked Shift times.

Next Topic: Add a Rapidbook Shortfall via Text >>
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Add a Rapidbook Shortfall via Text

<< Add Multiple Shortfalls or Linked Shortfalls | Add a Split Shortfall >>

Add a Rapidbook Shortfall via Text

To add a Shortfall via Text you will need to know the Rapidbook Shortfall Code. To find it:

1. Click on Settings > Locations and choose the relevant Level 3 Location

2. Click Edit and then the Location Rapidbooks tab

3. The existing Rapidbooks are listed with their codes, see below where the relevant code is
“30473AMCC”

=mrusert My Schedule- Staffing~ People- Agency- Admin - [Seifingss | Uber- Shortfall Search m

Location Edit : Emergency

Canadian Demo Home ' Seftings | Locations | Location Edit : Emergency @ Help

Location Rapidbooks

Current Rapidbooks are listed below for the location Emergency.

Description 1T Text Shortfall Code 11

Edit Delete
o
FT Moming 30473FT Moming [ Eai |
PMCC 30473PM CC E [ Delete |

Update Location

Text to ShiftMatch “Book[RapidbookCode]”, in this example “Book30473AMCC”
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eeee0 ROGERS &  10:29 AM ¥ 100% ) 4

€ Messages FillShift Details

Text Message
Today 10:29 AM

Book30473AMCC

& | Send

QIWIEJR]JTYJU]L I JO|P

AISIDIFIGIH]JK]L
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If successful, ShiftMatch will text back confirmation of success
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eeee0 ROGERS &  10:29 AM ¥ 100% ) 4

€ Messages FillShift Details

Text Message
Today 10:29 AM

Book30473AMCC

Your rapid book has
been added

O Send

QIWIEJR]JTYJU]L I JO|P

AISIDIFIGIH]JK]L
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Next Topic: Add a Split Shortfall >>
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Add a Split Shortfall

<< Add a Rapidbook Shortfall via Text | Add a Split Shortfall: Shortfall Details Tab >>

Adding A Split Shortfall

A Split Shortfall refers to two separate but connected work periods on the same day.

For example, in a childcare environment, staff may be required to work 7.30am-9am for the before school
period and then 3.30pm-6pm for the after school period.

Alternately, aged care providers may be required to attend a client’s house at 8.30am-11am to feed and
clean at breakfast and again at 4pm-7pm to handle medications and dinner.

| i your workplace requires the ability to place and fill Split Shortfalls, you will need to notify
your ShiftMatch Administrator to enable the activation of the appropriate tabs within the
system.

Once activated, to Add A Split Shortfall:

1. Select the correct Location for the Shortfalls.
2. Click on the specific Date you would like to add the Shortfalls.
3. Click the “Add New Shortfall” button located below the calendar.

Add New Shortfall

4. A screen entitled Add A New Shortfall will then appear with up to four subsections you need to
complete to specify the User you are looking for.
+ Shortfall Details
* User Requirements
* Agency
» Add Multiple Shortfalls across the Schedule Period
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My Schedule - = People- Agency - Admin - Setlings -

Add A New Shortfall

Home | StaMng | Schedule | Add A New Shodfel @rap

— Yesterday Mon Apr 6: General Hospital / Emergency Tomomow —

Shortfall Details

How many matches will | get? Admin Force Insert Add New Shortfall

5. Click the “Add Shortfall” button.

The Shortfalls will now appear on the staffing schedule calendar.

* A Rapidbook is a shift with a pre-defined start time and end time, set skills and grades.
Rapidbooks may be established for Split Shortfall parameters. When you select a
Rapidbook option, the pre-inserted data is automatically filled in.

You may be amend any or all pre-set details after the Rapidbook is chosen.

=

Split Shortfalls are connecting shifts on one day only. Split Shortfalls may not be Linked
across multiple days.

Next Topic: Add a Split Shortfall: Shortfall Details Tab >>
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Add a Split Shortfall: Shortfall Details Tab

<< Add a Split Shortfall | Edit a Split Shortfall >>

Shortfall Details (with Split Shortfall enabled)

' Split Shortfalls will be offered as a “block” to appropriate staff. If they accept one of the Split
Shortfalls, they are accepting both sides.
Staff need to place ANY availability to match to Split Shortfalls.

The Shortfall Details tab allows you to define the appropriate information relevant to this Shortfall.
The requirements include:

* The ability to choose a Rapidbook or leave blank. Rapidbooks can be established to pre-fill Split
Shortfall parameters

* To nominate the first part of the Split Shortfall Start Time and End Time

» When Split Shortfall functionality is enabled, Start — End Time:Split Shortfall will also show. Add in
here the time parameters for the second part of the Split Shortfall

* the minimum and maximum Grade desired for the Shortfall

+ the Reason the Shortfall is required (useful later when assessing data re Shortfall occurrences)

+ Prebook (if applicable) — manually placing a User in the Shortfall

+ the Maximum number of Messages that ShiftMatch should send to fill this Shortfall

+ if ShiftMatch should use only people with availabilities to fill this Shortfall or not

+ any Notes relevant to the shift — these may then show on the work request or confirmation texts sent
to workers

* Duplicate Shortfall — used to place 1 or multiple Shortfalls for this location and on this day and time

* Notification Deadline (the time in advance of the shift that Management should be notified if it is not
filled)
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Shortfall Details

Load Rapidbook

Start - End Time

Start - End Time: Split Shortfall

Min - Max Grade

Unit

Reason Shortfall Required

Prebook User

Maximum Messages

Duplicate Shortfall

Notes

Additional Text

MNaotification Deadline

Job Code

Select a Rapidbook v
08:00 ® 11:00 @] _ Start and End times for the first work period
14:00 ® 18:00 o _ Start and End times for the second work period
Teacher v Teacher v

© Any Unit

© Infant

> Toddler

@® PreSchool
Sick v

Predictive search

5 # Only use people with availabilities

Notes are added each time you save

Maximum 30 characters

1 hour r ) Set the deadline from the shortfall end

Job Code Identifier

! If both sides of a connected Split Shift cannot be filled by one person, they can be
separated and offered as unconnected Shifts. See Edit Split Shortfall

Next Topic: Edit a Split Shortfall >>
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Edit a Split Shortfall

<< Add a Split Shortfall: Shortfall Details Tab | View and Edit Shortfall >>

Edit a Split Shortfall

* Connected Split Shifts are annotated by a paperclip icon. Click on the icon to see the Split
Shortfall ID number.

Connected Shifts will have the same Split Shortfall ID number.

To edit an Unfilled Split Shift, click the Edit button on the appropriate Shift.

Unfilled

Delete Shortfall 1D 11 Shift IT Grade IT Unit It TXT It History Agency 11 Updated It Why Not? &dmin Edit Delete
IDWS53 & 08:00 - 11:00 Teacher-Teacher PreSchool 0 k (] 20/10/2016 11:35 [+] m m
IDW554 & 14:00 - 18:00 Teacher-Teacher PreSchool 0 h (=] 20102016 11:35 = [ £ | =

Once the edited Shift is open, you will be able to edit the details as normal.

Additionally, you will see a Maintain Link checkbox which will give you the option to disconnect the two
Split Shifts, if appropriate.

Page 63 of 217



ShiftMatch ShiftMatch Canada Manager Guide - 1

Split Shortfall Details ID\W553

Split 1d 62
Maintain Link \ # Checking this box allows this Shertfall to stay linked
Start - End Time 08:00 [e] 11:00 [e]
Min - Max Grade Teacher v Teacher v
Location Level 4 © Any Unit

© Infant

O Toddler

® PreSchool
Reason Shortfall Required Sick v
Prebook User Predictive search
Up to How Many Messages 5 @ Only use people with availabilities

0 messages sent.

Maove to New Location New location "

If Split Shifts are disconnected, ShiftMatch will match and offer these Shifts to staff as independent work
units.

! Once disconnected, Split Shifts cannot be re-linked.

Next Topic: View and Edit Shortfall >>
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View and Edit Shortfall

<< Edit a Split Shortfall | View and Edit Unfilled Shortfall >>

View and Edit Shortfall

To view a Shortfall, click on the day or the Shortfall and the Shortfall ID link under the “Filled” or “Unfilled”
list.
Alternately, click on the blue Edit button next to the Shortfall.

View and Edit Unfilled Shortfall
View and Edit Filled Shortfall

Next Topic: View and Edit Unfilled Shortfall >>
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View and Edit Unfilled Shortfall

<< View and Edit Shortfall | View and Edit Filled Shortfall >>

View and Edit Unfilled Shortfall

To view an Unfilled Shortfall, click on the day or the Shortfall and the Shortfall ID link under the “Unfilled”

Alternately, click on the blue Edit button next to the Shortfall.

Schedule

Filter Existing Shorfalls
Home v Genaral Hosplal v Emesgency

Unfiled Filied Deading Passed Sun 20 Mar 2015 - Sat 11 Apr20 7

General Hospital | Emergency

anNm NORE e 3 weoa T

rme r - . oo ™y .
EupmcEnCy
General Hospital / Emergency Thu 09 Apr Add New Shortfall

Unfilled

H :

Shartiall 1D 11 sk Dot 11 TN Histery Geading 11 Ageney It Updated It Why Nt Adein Edit Delste

00:00 - 19:00 ; 5 RN o 2MONIN5 13T ]

Eld EEn

This will open up the detail of the entire Shortfall parameters, sample below, which may be amended and re-

saved by clicking Update Shortfall
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My Schedule- | SHaling- People- Agemcy - Admin - Sellings - Shotfal Search Search

Shortfall Detais IDD251

Start - End Trme 08:00 © 16:00 o
M - Max Grades Reg Praclical Ny = 7 Hurse Practioner ¥
Reason Shortfal Required Sick v
Pretook User
Up fo How Mary Messages 5 # Only use people wilh avalabities 1 messages senl.
Move fo Hew Location Mew location v
Aditional irfommation Notes are added each ime you save Ticking Hamy sick | Hamiet Manager 27032015 1437
checkbax deleies a nole Madengih of 250
chamciers
P
Asditional Text

Madmum 30 characiers

Nogfication Deadine 15 minutes v Set the deadine from the shortfal end
How many matches will | get? Admin Force Update Update Shortfall

Any changes will automatically be updated within ShiftMatch search parameters and in all information
viewable by staff.

Next Topic: View and Edit Filled Shortfall >>
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View and Edit Filled Shortfall

<< View and Edit Unfilled Shortfall | Delete or Reinitialize a Shortfall >>

View and Edit Filled Shortfall

To view a Filled Shortfall, click on the day or the Shortfall and the Shortfall ID link under the “Filled” list.
Alternately, click on the blue Edit button next to the Shortfall.

Change Parameters of the Filled Shortfall

If a Shortfalls details change (eg: start time or location etc), and you update the information within
ShiftMatch, ShiftMatch will then automatically send a text and/or email (if both contact details are updated in
Details) to the worker with the new information.

se000 ROGERS & 11119 AM i T3%
{ Messages  FillShift Details
Teoct Message

Today 11:19 Al

Peter, Fri 10 Jul 2015
Shortfall AMENDEDEast
Ballroom A, 15:00 -
22:00. You are still
committed to this shift.
Contact Management to
cancel,

=1 Send
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The green tab on the worker's My Schedule will also be updated with the new information.
The worker is still committed to the Shortfall.
If the worker now cannot work due to the change, they must contact Management to have you cancel them

out of the Shortfall.
See Delete or Reinitialize a Shortfall

Next Topic: Delete or Reinitialize a Shortfall >>
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Delete or Reinitialize a Shortfall

<< View and Edit Filled Shortfall | Prebook or Manual Match >>

! Not all Users have the necessary access to Delete or Reinitialize a Shortfall.
If you do not see the delete options detailed below, you will need to escalate the issue to
Management.

Deleting or Reinitializing A Shortfall

«¥s Delete = Removes both the User and the Shortfall.
Reinitialize = Removes the current User assigned to work the Shortfall, but keeps the
Shortfall itself.
The Shortfall will now appear on the scheduling calendar as unfilled, and ShiftMatch will
begin the search process again.

Deleting An Unfilled Shortfall

To Delete an Unfilled Shortfall:

1. On the scheduling calendar, click on the date of the shift Shortfall you want to delete.
[A list of all Daily Shortfall Details will appear below the calendar.]

2. Find the Shortfall you would like to delete, and click on the specific Delete button next to that Shortfall

assignment.
Unfilled
Shartfall 10 11 Shift 11 Dept I ™TI History Grading 1 Agency It Updated I Why Not? Admin Edit Delete

|DD251 0B:00 - 18:00 1 k RPN-NP o 21032015 14:37 o Ea

3. Complete the information to Delete the Shortfall, including:
+ the reason for the deletion
* relevant notes or other pertinent information
* whether to send a message re the now deleted shift (if applicable)
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Delete or Reinitialize

Shortfall 1D D025
Shift OB 0D - 16:00

Location General Hospital [ Emengency

Choose a Reason

Deletion notes

Den't send message

4. Click the “Delete Shortfall” button at the bottom of the page.

The Shortfall is now deleted, and will no longer be seen on the staffing schedule calendar.

Deleting or Reinitializing a Filled Shortfall

o¥s Delete = Removes both the User and the Shortfall.
Reinitialize = Removes the current User assigned to work the Shortfall, but keeps the
Shortfall itself.
The Shortfall will now appear on the scheduling calendar as unfilled, and ShiftMatch will
begin the search process again.

1. On the scheduling calendar, click on the date of the Shortfall you want to delete or reinitialize.
[A list of all Daily Shortfall Details will appear below the calendar.]

2. Find the Shortfall you would like to delete or reinitialize, and click on the specific Delete button of that
Shortfall assignment.

Page 71 of 217



ShiftMatch ShiftMatch Canada Manager Guide - 1

Delete or Reinitialize

Shortfall 1D |DDZ247

Shift 0800 - 16:00

Location General Hospital | Emergency
Choose a Reason

Deletion notes

Don't send message

3. Complete the information to Delete or Re-Initialize the Shortfall, including:
+ the reason for the deletion
* relevant notes or other pertinent information
» whether to send a message to the person scheduled to work the now deleted shift (if applicable)

4. Click the “Delete Shortfall” or “Reinitialize” button at the bottom of the page.

If you clicked Delete Shortfall, the Shortfall is now deleted, and will no longer be seen on the staffing
schedule calendar.

If you clicked Reinitialize, the User has been removed from the Shortfall and ShiftMatch will re-start the
process of matching another user and filling the Shortfall.

Deleting or Reinitializing Multiple Shortfalls

«¥» Delete = Removes both the User and the Shortfall.
Reinitialize = Removes the current User assigned to work the Shortfall, but keeps the
Shortfall itself.
The Shortfall will now appear on the scheduling calendar as unfilled, and ShiftMatch will
begin the search process again.

1. On the Schedule page, check the appropriate boxes to the left of the Shortfalls you would like to
delete
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2. A yellow box will appear below and provide options related to the Deletion or Reinitialization of the

Shortfalls.

3. Complete the box with your choices and click the appropriate Delete or Reinitialize button

Unfilled

Delete 5'::1::.n o
= LYA933 & 0;00()0-
o LYAG34 & 115;:0;)0.

Delete or re-initialize

Grade IT

Teacher-
Teacher

Teacher-
Teacher

Division It DeptIT Worktype IT

MBS

MES

Please fill in all the fields so that we can delete multiple shortfalls.
Don't Send Message

Penalty

Deletion Reason

Sms Message

Next Topic: Prebook or Manual Match >>

Choose a Reason

; 3

1

Skill It

TXTIT

History Agency IT

| ] o

] o

Re-Initialize

Order Why Admin

1] ted IT Delets
Pos It pa Not? Edit s
05082016 -
0436 ° =
05/082016
e o =

Add New Shortfall
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Prebook or Manual Match

<< Delete or Reinitialize a Shortfall | Shift Swap >>

Prebooking A Shortfall — also known as Manual Match

You may wish to select a specific person to fill a Shortfall.
The process of filling a Shortfall with a designated User in ShiftMatch is known as a Prebook.

To Prebook a Shortfall:

1. On the scheduling calendar, click on the date of the Shortfall you would like to Prebook.
[A list of all Daily Shortfall Details will appear below the calendar under Unfilled sub-heading.]

2. Find the Shortfall you would like to pre-book and click on the specific ID or Edit button of that Shortfall
assignment.

3. Next to Prebook User, type the name of the person you wish to fill the shift and a list of matching
Users will be generated.

Thursday Apr 9: General Hospital / Emergency

Shorifall Details IDD231

Start - End Time 08:00 (o] 16:00 o
Min - Max Grades Reg Practical Mu ¥ Murse Practioner ¥
Reason Shortfall Required Sick r
Prebook User
Up to How Many Messages 5 ¥ Only use pecple with availabilties 1 messages sent.
Move to Mew Location New location ¥
Addtional Information Mo sch fime: you save. Ticking Hany sick - Harriet Manager 27/03/2015 14:37
cl etes a note. Maxlength of 250
character p
Additional Text Maximum 30 characters
A
MNofification Deadline 15 minutes A Set the deadline from the shortfall end

4. Select the specific person you wish to fill the shift.
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5. Click the “Update Shortfall” button near the bottom of the page.
If there is any conflict with the person selected in the Prebook User search (such as the individual is
already scheduled to work or is is not qualified for the shift), a red error box will display the reason
that person cannot fill the Shortfall.

= The employment type does not match the shorfall requirements.
« The user has excluded this location and cannot work in that area.

The Shortfall — and the person you selected to fill it — will now be reflected in the staffing schedule calendar
and a confirmation text will be sent to the User.

* You can also Prebook someone when you Add A New Shortfall by following the Prebook
User instructions from above.
Prebook Multiple Shortfalls

To Prebook (or place a specific User in multiple shifts at once):

1. Click on Add New Shortfall.
2. Complete the Shortfall Details, including the name of the Prebook User.
3. Complete the User Requirements, Agency (if applicable) and then click on to open the Multiple

Shortfalls across the Schedule Period tab.
4. Addin 1 on each date you want to add the Shortfall filled by the Prebook User

Add Multiple Shortfalls across the Schedule Period

Load Rapidbook Select a Saved Shortfall v

Enter the number of shorfalls per day
SN 23 NN 3 TUE 34 WED 04 THU 82 PR i1 $AT B4 SUN 05 MOH 8 TUE 07 WED 04 THJ 83 FRE 18

0 0 0 0 0 0 1 1 1 0 0 0 0 0

Link thesa shortfalls together (only applicable to single shorfall days) - users will accept the entire block of linked shotfalls

Repeat these shortfalls over multiple schedule periods 1 schedule period

How many matches will | get? Add New Shortfall

5. Click the “Add New Shortfall” button.
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The Shortfalls will now appear on the User’s calendar, as well as the regular staffing schedule calendar and
the global calendar.

Next Topic: Shift Swap >>
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Shift Swap

<< Prebook or Manual Match | Escalate A Shortfall >>

Shift Swap

When two users agree to swap shifts, use the following steps to make the adjustments in ShiftMatch.
There are alternate ways to move staff for this purpose, depending on your requirements, please ask your
ShiftMatch Administrator.

In the example below,

* Harry is committed to a 7am shift in Emergency
* Helena is committed to a 3.30pm shift in Oncology
Both workers have agreed to swap shifts.

=rusart My Schedule~ | Siaffing=s People~ Agency- Admin = Sefings= Uber~ tfa arct

Filter Existing Shortfalls

General Hospita v Lakeview v Choose a Division v v

Unfilled Filled Deadline Passed Sun 6 Dec 2015 - Sat19Dec2MME v

— LastWeek | - Yesterday Tuesday December 15 Tomorrow — | Next Week— Add New Shortfall

Lakeview / Emergency

SUN 06 MON 07 TUE 08 WED 0% THU 10 FRI 11 SAT 12 SUN 13 MON 14 TUE 15 WED 16 THU 17 FRI 18 SAT 19

EMERGENCY

MEDICAL SERVICES

DIAGNOSTIC & RESPIRATORY

ONCOLOGY

Step 1 — Amend the Shifts

Please complete for each of the shifts to be swapped:
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» Click on the Shift to be swapped
+ Click the “Edit” button to open Edit a Shortfall page
+ Change the “Up to How Many Messages” cell to “0”
» Change the “Notify the User” checkbox to a check for “Don’t Send Message”
» Click “Update Shortfall”
Perform the same task for the other shift to be swapped.

Edit A Shortfall

an Dema Home | Stafing | Schedule

Tuesday Dec 15: Lakeview / Emergency

Shortfall Detais IDU445

Start - End Time 0700 (o) 14:00 o
Min - Max Grade Reg Practical Mu ¥ RM 2nd Year Y
Location Level 4 ® Any Dept

» Clinic
Reason Sherfall Required Vacancy v
Prebook User Hamy
Up to How Many Messages @ # Only use people with availabilities
Motify the User ¢ ¥ Dont Send Message

Step 2 — Remove the Users

Please complete for each of the shifts to be swapped:

+ Click on the Shift to be swapped

» Click the “Delete” button to open Delete or Reinitialize pop-up
* Choose the Reason “Shift Swap”

* Add notes (eg: Helen and Harry swap shifts Dec 15)

+ Click “Don’t Send Message”
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» Click “Reinitialize”
Perform the same task for the other shift to be swapped.

Both shifts will still show on the Schedule but will now be Unfilled.

! ShiftMatch will not attempt to find other Users for the shift because the “Up to How Many
Message” was set to “0” in Step 1.

Filter Existing Shortfalls

General Hospital v Lakeview v | Choose a Division v v

[l Unfiled [0 Filed [ Deadline Passed | Sun 6§ Dec 2015 - Sat 19 Dec 20° 1'|

— Last Week | «— Yesterday Tuesday December 15 Tomomow — | Hext Week— Add New Shortfall

Lakeview /| Emergency

FUNDE MONOT TUE 08 WED03 THU 1D FRI11 BT 12 HUN 13 MON 14 TUE 15 WED 18 THU 17 FRI 18 BAT 13

MEDICAL SERVICE S

DIAGHOSTIC & RE SPIRATORY

OHCOLOGEY

Step 3 — Swap the Users

Please complete for each of the shifts to be swapped:

* Click on the now empty Shift
» Click the “Edit” button to open Edit a Shortfall page
* Add in the new correct User in the “Prebook User” tab
» Click “Update Shortfall”
Perform the same task for the other shift to be swapped.
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Tuesday Dec 15: Lakeview / Oncology

Shortfall Details IDU449

Start - End Time 15:30 (o] 23:30 o
Min - Max Grade RM 1st ¥ear ¥ RM 2nd Year ¥
Location Level 4 @ Any Dept

0 Chemo Ward

& Radiation
Reason Shorfall Required Vacancy ¥

Prebook Lser @

Step 4 — ShiftMatch sends notification

Users will each automatically get a confirmation text with the new details
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4 Back to Mail 4:16 PM R 88% ) 4

€ Messages FillShift Details

Text Message
Today 4:15 PM

Helena, Tue 15 Dec 2015
Shortfall CHANGED,
Details are now:
Emergency, 0/:00 -
14:00.

g3 Send

QIWIEJR]JTYJU]L I JO|P

AISIDIFIGIH]JK]L
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Escalate A Shortfall

<< Shift Swap | Auto Escalation of a Shortfall >>

Manually Escalating A Shortfall

If a Shortfall remains unfilled as its deadline approaches, you may want to increase the pool of candidates
for that Shortfall by broadening the parameters under which it can be filled.
This process is termed Escalation.

To Escalate a Shortfall:

1. On the scheduling calendar, click on the date of the Shortfall you would like to escalate.
[A list of all Unfilled Shortfalls will appear below the calendar.]

2. Find the Shortfall you would like to escalate, and click on the specific Shortfall ID or Edit button of
that Shortfall.

3. Change one or multiple variables listed to widen the pool of candidates.

For example, you can Escalate a shift by:

* broadening the range of Grades to which the shift is offered
[change the Minimum Grade and/or the Maximum Grade]
* reducing the Skills required for the shift

[change the Skills Required]
» reducing the Rating required, if applicable
[change the Minimum Rating]
* increasing the number of work request messages sent
[change Up to How Many Messages]
» using all available candidates, not just those individuals who registered their availability
[uncheck the Only use people with availabilities box]
* broadening the range of Employment Types
[change the Employment Type or click additional boxes to include more Employment Types]

4. Click the “Update Shortfall” button.

ShiftMatch will now restart the Shortfall filling process with the larger pool of candidates.
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*

How many matches will | get?

At any time, you may click on the button and ShiftMatch
can tell you how many Users will match the set parameters.

Next Topic: Auto Escalation of a Shortfall >>
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Auto Escalation of a Shortfall

<< Escalate A Shortfall | Open or Escalate a Shortfall to Agency(ies) >>

Auto Escalation of a Shortfall

If Management finds that some Shortfalls constantly require the same manual manipulation to widen
parameters to ensure shifts are filled, they may wish to automate the process.

This can be set behind the scenes and escalate according to Management-set parameters and timing to
ensure each Shortfall is filled.

Contact your ShiftMatch Administrator to establish Auto Escalation parameters.

Setting when auto escalation begins:

Examples include:

*#10 — Timing % between creation and deadline — a single global setting (multiple % points can be set)
Establishing a time to start escalation, as determined between the time of creation of each shift and the
deadline on the shift.

Eg: If we set the escalation moment at 50% and shifts are created at midnight with an 8am deadline, for
every shift that is not filled at 4am, the system will start auto-escalating.

* #20 — Timing % between creation and deadline — using the settings for each location

Same as above but specific to each location, rather than across all locations.

* #30 — Minutes before deadline (multiple points can be set

Eg: 20 mins, then 15 mins, then 2 mins)

Rather than setting a % between creation and deadline, set a hard number of minutes to start escalation.
Eg: A shift is created and has an 8am deadline. If we set 120 minutes here, the auto-escalation will begin at
6am.

* #40 — Minutes after creation (care needs to be taken with this as it could supersede other settings)

A hard number of minutes starting from the time of creation.

Eg: a shift is created at midnight and if we set 120 minutes here, auto-escalation will commence at 2am.

* #50 — At specific forward-planning date/time-points

Time and date specific moments set in advance to start escalation.

Eg: Shifts for future weeks are created in a forward-planning process in this week.

Managers can nominate to start auto-escalation for any unfilled shifts on a specific day and time in between.



Actions which auto escalate

Examples include:
* #15 — resend
Resends the “Staff Offer Request” to all people already contacted

* #1 — resend urgent

Resends “Resend Urgent” return text to all people already contacted

* #2 — resend critical

Resends “Resend Critical” return text to all people already contacted

* #3 — open grading

Expands the range of gradings asked for up and down (as defined for each grade)

* #4 — increase max messages

Adds a global increment to the Max Messages field

* #5 — open offers only

Unticks “Only use people with offers” box so workers who haven’t posted availability will be matched and

contacted

* #6 — refer to agency

Refers the shift to Agency as per normal processing rules
* #7 — refer pt and ft

Refers the shift to BOTH Part-time and Full-time staff

* #8 — refer pt

Refers the shift to Part-time workers
* #9 — refer to ft
Refers the shift to Full-time workers

* #10 — refer to casual

Refers the shift to Casual workers

* #11 — refer to pools

Opens the shift up to ALL pools

Examples of Auto Escalations

1.

Shifts for the week of August 11-17 are created in a forward-planning process by management and
input to ShiftMatch in the week of July 21.
They set up the Shortfalls to go only to Part Time workers; THEN
They set a July 28 9am date/time at which they will refer to Full Time users; THEN
They set an August 4 9am date/time at which they will refer to Agencies.
As a result, the following will occur:
* On July 21, any Part-Time users with the appropriate grades, skills, locations and availability
will be contacted to work the shifts; THEN



* On July 28, any and all unfilled shifts would be referred to any Full-Time users with the
appropriate grades, skills, locations and availability; THEN

* On August 4, any and all unfilled shifts would be referred to an Agency (or Agencies, as
established by management) to fill with staff holding the appropriate grades, skills and
locations.

2. Management inputs a shift at noon today with a deadline tomorrow at noon and a start time of 2pm
tomorrow for any Part Time user.
They set a 50% of create-time<>deadline at which time they will uncheck offers-only; THEN
They set a 75% of create-time<>deadline at which time they will refer to Full Time users; THEN
They set 60 min before deadline at which time they will refer to Agency.
As a result, the following will occur:
+ At noon today, the shift will go out to any Part Time user with the appropriate grades, skills,
locations and availability
» At midnight [ie: after 50% of time has passed between creation and deadline], if the shift is
unfilled, it will go out to any Part Time user with the appropriate grades, skills, locations (even if
they have not entered availability for that time)
+ At 6am [ie: after 75% of time has passed between creation and deadline], if the shift is still
unfilled, it will go out to any Full Time user with the appropriate grades, skills and locations.
+ At 11am [ie: 60 min before deadline], if the shift is still unfilled, it will be referred to Agency.

Next Topic: Open or Escalate a Shortfall to Agency(ies) >>
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Open or Escalate a Shortfall to Agency(ies)

<< Auto Escalation of a Shortfall | Rapidbooks >>

To Open or Escalate a Shortfall to Agency(ies)

To enter a Shortfall and immediately open it up to an Agency or Agencies via the protocols established
within ShiftMatch, see Add a Shortfall > Agency.

To escalate a Shortfall to Agency(ies), it may be done in multiple ways:

1. Edit Shortfall

* View the Shortfall in the Unfilled list at the bottom of the Staffing > Schedule page
Note there is an “x” marked under the Agency column

Unfilled

Shortfall ID It Shift It Dept 11 TXT 1IN History Grading 11 Agency I Updated I1 Why Not? Admin Edit Delete

IDES36 16:00 - 22:00 0 b RN1-RN2 @ 16/04/2015 10:18 o E Ea

+ click on the Edit button to open the Shortfall

+ click on the Agency tab

+ check the box next to Immediately open to all agencies
+ click on “Update Shortfall”
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Open to All Agencies Orrrnediately open to all agencies

Externally Filled By No Agency v
External Staff Name Staff Name

External Staff Grade Extemnal Grade r

How many matches will | get? Update Shortfall

2. Open Employment Type via Unfilled Shortfalls

» Click on Staffing > Unfilled and view the list of Unfilled Shortfalls
* Next to the Shortfall you would like to open to Agency, check off the box under Agency
» Click “Update Shortfalls”

mrusert My Schedule - | Staffing=" People- Agency -  Admin -  Settings -

Default v
Unfilled Shortfalls

Hame | Stafng | Unfled Shaortiulk @ Hep

Filter results

— E Det Evaning Night Results parpage 10 =

Choose Skill v Chogose Location v

P: Full .
Apgency 1T Casual I Time 11 'l:n: " [} Day 11 Shift [T Deadline 1 Location I Grade 11 Reason [T Messapes IT  History  Why?
00 - Ll
@ -] DES36 16042015 ;E'x :5_‘5 i Toreat General | Emergency RN1.RNZ  Vacancy ] 13 -]

3. You may establish protocols within ShiftMatch, to Auto Escalate Shortfalls.

Once a Shortfall has been opened to Agency, the green check mark will appear under the Agency column
in the Unfilled list.
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Unfilled

Shortfall 1D 11 Shift 11 Dept 11 TXT U History Grading I Agency 1 Updated 11 Why Not? Admin Edit Delete

IDE411 16:00 - 22:00 0 k RN1-RN2 ® 16/04/2015 10:01 7] Ea EA

If an Agency worked has been placed in a Shortfall and you would like to replace them with internal staff,
see Replace Agency Worker.

Next Topic: Rapidbooks >>
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Rapidbooks

<< Open or Escalate a Shortfall to Agency(ies) | History or Audit Trail >>

Rapidbooks

A Rapidbook is a Shortfall set with a pre-defined start time and end time, skills and grades etc.
If you have Shortfalls which are repeated often, you may wish to make use of the Rapidbook function.

When adding a Shortfall and by selecting a Rapidbook option, the pre-inserted data is automatically
completed in the Shortfall.
You may amend any or all pre-set details after the Rapidbook is chosen.

Rapidbooks are set under the Settings > Locations section.
See Set Rapidbooks

Next Topic: History or Audit Trail >>
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History or Audit Trail

<< Rapidbooks | Staffing: Unfilled — Monitoring Unfilled Shifts >>

History or Audit Trail

All transactions within ShiftMatch are tracked and recorded.
To access an Audit Trail of a Shortfall, click on the History link next to the relevant Shortfall.

Shortfall ID 11 Shift IT Dept 11 TXT I History User IT Agency It Updated It Filled Via It
IDE396 07:00 - 14,00 2 ® Helen Murse (RN 1) PerDie/Cas o 080472015 11:.06 User Sms
IDE401 07:00 - 14:00 0 ] David Stuart (Mgr) FT =] 090472015 10:56 User Web

Admin Edit Delete
B B
[ £ S Ocete |

The History link will open a page, detailing the transactions that occurred in relation to the relevant Shortfall.

An example below:
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Shortfall History - Created 08/04/2015 11:05:19

Pkid IT

24505893

24505894

24505895

24505897

24505898

24505899

245059200

24505501

24505906

24505907

Description 1T

new shortfall

text: shortfall availability/work work request - message: 1 : 55430396
u149635 a0

text: shortfall availability/work work request - message: 2 ; s5490396
u149633 a0

filled shortfall

text: shortfall user accept via text : 55490396 u149635 a0

email: shortfall user accept via text ;| 55490396 149635 a0

email: shortfall filed : 5490396 u14%635 a0

text reply by user

text reply by user

pultext: response | pS63

User 1T

Mo User

Helen
MNurse

Harry
Demo

Helen
Murse

Helen
Murse

Helen
MNurse

Helen
MNurse

Helen
Murse

Harry
Demo

Harry
Demo

Next Topic: Staffing: Unfilled — Monitoring Unfilled Shifts >>

Pull
Text IT

361

561

561

261

561

363

363

Date IT

Wed 08/04/2015
11:05:19

Wed 08/04/2015
11:05:23

Wed 08/04/2015
11:05:29

Wed 08/04/2015
11:06:31

Wed 08/04/2015
11:06:31

Wed 08/04/2015
11:06:31

Wed 08/04/2015
11:06:31

Wed 08/04/2015
11:06:31

Wed 08/04/2015
11:06:50

Wed 08/04/2015
11:06:50

Logged
User IT

Heather
Manager

MIA

A

/A

/A

MIA

MIA

A

/A

/A
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Staffing: Unfilled - Monitoring Unfilled Shifts

<< History or Audit Trail | Staffing: Agency — Monitoring Agency Use >>

Unfilled

The Unfilled page on the Staffing tab provides you with an overview of all unfilled Shortfalls.
This allows you to search, monitor, edit and escalate an unfilled Shortfall as needed.

wruserr My Schedule- | Staffings | People- Agency - Admin - Settings - _ Search
Unfilled Shortf
Agency
Hoes | Skafing ! Unfled Shd Qi
. Manager News
Filter results v
Verification
& ] Day Evening Hight Results per page 0 -
- Exceplions - Perpag
Choose Skill v Choose Location v m
Part Full
Agency Il Casual If Time I Time It o Day 1T Shift IT Deadiine IT Locatien IT Grade I Reason IT  Messages IT  History Why?
" 0800 - 1042015 Tarerie Rehabiation Insiiute ¢ RPN - 9
DO319 10042
° WOA201E 500 1745 Lyndhurst Centre P b & L] 9
. 06:00 - 1042015 Toroni Rehabimation Instiute / RPN - X
DD32 1170420 P o
° OE S IRDERR g 0745 Lyndhurst Centre WP i i L] o

Check the boxes 10 automatically refer ssiscted unfiled shortfalls.

Search And Monitor Unfilled Shifts

To view unfilled shifts:

1. Type in the Start Date and End Date (or click on the calendar icon for a calendar view) of the unfilled
shifts you wish to review.
2. If desired, further narrow your search by selecting the specifics of the shift Shortfall:
» choose Skill
» choose Location
+ click Day Evening or Night checkboxes (or the appropriate terms as nominated by your
organization)
+ Click on the “Filter” button.

Page 94 of 217



A detailed list of all unfilled shifts that match your search criteria will appear below.
The list allows you to easily view:

+ Employment Type (eg: Casual, Part Time, Full Time, Agency) selected for the Shortfall

+ specific Shortfall ID link (click to open, view and edit Shortfall)

+ date (Day) of the Shortfall

» Shift start and end time of Shortfall

» Deadline for filling the Shortfall

+ shift Location

* minimum and maximum grade (Grade) selected for the Shortfall

* Reason for the Shortfall

* number of work request text Messages sent

+ click on History for a timestamped audit trail of the Shortfall

+ Why? allows you to search a specific Username to find out why that person did not match the
Shortfall

Edit And Escalate Unfilled Shifts

The Edit and Escalation procedures follow those described in the Escalation and Auto Escalation section:

1. Find the Shortfall you would like to edit or escalate, and click on the specific ID or Edit button of that
Shortfall assignment.

2. Change the details of the Shortfall as necessary.

3. Click the “Update Shortfall” button near the bottom of the page.

The updated Shortfall details will now be reflected in the staffing schedule calendar, and ShiftMatch will
restart the Shortfall filling process if required.

Escalation Shortcut — Employment Status

The most common method used to Escalate A Shortfall is changing the Employment Type allowed.

This opens up the Shortfall to a wider candidate pool internally (casual, part-time and/or full-time) or
externally (eg: an outside agency).
The Unfilled page offers you a quick shortcut to Escalate a Shortfall based on Employment Type only.

To Escalate A Shortfall by quickly expanding the Employment Type:

1. Locate the unfilled Shortfall you wish to escalate.
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2. Check the corresponding Employment Type box(es) you would like to include (eg: Casual, Part Time,
Full Time or Agency) in a new candidate search.
[You are unable to select the Employment Type used in the current search — which shows as a green
checked box]

wruserr My Schedule~ | Siaffings | People- Agency = Admin = Settings «

Unfilled Shortfalls

Home | Staffing | Usfiled Shosfals [+ TR
Filter results

& Day Evening Night

L[]

Results per page 0 -

Choose Skl v Choose Location Ll

Agency It Casuai It ::::‘ M ;:L it o Day It Shift IT Deadiine 1T Location I Grade I Reason Il Messages T History Why?
e 08:00 - 100042015 Toronte Rehabiitation Institute / RPN -
- - 3 04
o 100318 10042015 Lo o745 Lyndhurs! Centre el Vacancy ] [ 1]
, 08:00 - 10472015 Toronko Rehabiiation Instiute / RPH - i
D03 104721 1
-] 00320 104205 o 0745 Lymitoural Conkrs el Vacancy ] [ 7 1]

Cheeck the: bowess fo automatically refer seiected unfiled shorifalls

Update Shortfalls

3. Click the “Update Shortfall” button near the bottom of the page.

ShiftMatch will now restart the Shortfall filling process based on the additional Employment Type(s)
selected.

! Selecting Agency indicates you are referring the Shortfall to an outside Agency to fill.

Next Topic: Staffing: Agency — Monitoring Agency Use >>
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Staffing: Agency - Monitoring Agency Use

<< Staffing: Unfilled — Monitoring Unfilled Shifts | Staffing: Replace an Agency Worker >>

Agency
The Agency page on the Staffing tab allows you to view all shifts filled by outside agencies.

Schadule
Filled Agency Sh unfiled

"% Manager News O
Filter results ¥
Verification
tart [ ] = Resultz perpage |~ 10 v
Exceptions - perpag
Choose Skill v Choose Location v
Apency I User 11 Shortfall IDIT  Date IT Deadline [1 Location IT shift 11 Grade Il Reasonll  Replace Agency
CAN_Ageney!  Alan Jones  1DD321 01042015 010420150745 UHN / Toroals Rehabillation Institute / Lyndhurst Centre 08:00- 1600 RPN .-NP  Vacancy
View Agency Shifts

To view Agency-filled shifts:

1. Type in the Start Date and End Date (or click on calendar icon for a calendar view) of the shift(s) you

wish to review.
2. If desired, further narrow your search by selecting the specifics of the shift(s):
+ Skill required
» Shortfall Location
» Click on the “Filter” button.

A detailed list of all Agency-filled shifts that match your search criteria will appear below.
The list allows you to easily view the:

* Agency used to fill the shift Shortfall
+ individual assigned from the Agency for the shift (User)
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» specific Shortfall ID

+ Date of the shift Shortfall

» Deadline for filling the Shortfall

» Shortfall Location

» Shortfall start and end time (Shift)

* Minimum and maximum Grade selected for the Shortfall

* Reason for the Shortfall

+ Replace button will allow you to remove the Agency worker if a better staffing solution has become
available.

* Agencies that you choose to use for referrals are registered in ShiftMatch with a designated
login.
This allows them to
(a) receive email notifications when shifts are referred to them and
(b) allocate appropriate staff based on the skills, grades and other requirements specified in
the shift Shortfall details.

Next Topic: Staffing: Replace an Agency Worker >>
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Staffing: Replace an Agency Worker

<< Staffing: Agency — Monitoring Agency Use | Staffing: Manager News — Managers Digital Bulletin Board

>>

Replace Agency Worker with Internal Staff

! Not all Users have the necessary access to Replace an Agency Filled Shift.
If you do not see the Replace button, you will need to escalate the issue to Management.

You can determine whether there are internal staff suitable for an Agency-allocated shift, and if so, place
them into that Shortfall, by using the Replace option:

1. Under Staffing > Agency, find the Shortfall in question, and click Replace button.

[A new screen entitled All possible replacements will then appear with a list of all possible internal
replacements.]

2. Select which User you wish to place into the Shortfall, and click Replace button next to their details.
[A new screen entitled Edit A Shortfall will appear, with the individual you selected listed in the
Prebook User option.]

3. Click the “Admin Force Update” button (an override not available to all Users) near the bottom of the

page.

Your selection for the shift will be updated in the Shortfall details that appear in the staffing schedule
calendar.

ShiftMatch will email the Agency and inform them of the cancelled shift.

ShiftMatch will also text the User who is now filling the Shortfall to confirm the details.

Next Topic: Staffing: Manager News — Managers Digital Bulletin Board >>
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Staffing: Manager News — Managers Digital
Bulletin Board

<< Staffing: Replace an Agency Worker | Staffing: Pre-Shift Balance — Adjusting Staffing Needs >>

Manager News

Schedule
Unfilled

Manager News

Agen

Manager News S
Pre-Shift Balance

Verification
Please remember all stal  Ewceptions cations as needed and annual renewals of quairfications.

Extemnal Payroll

The Manager News page contains the latest company announcements and other pertinent work
information.
It may not be viewed by all Users, only those provided Manager access by Management.

Next Topic: Staffing: Pre-Shift Balance — Adjusting Staffing Needs >>
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Staffing: Pre-Shift Balance — Adjusting
Staffing Needs

<< Staffing: Manager News — Managers Digital Bulletin Board | Staffing: Verification — Confirming Time
Worked >>

Pre-Shift Balance

The Pre-Shift Balance page on the Staffing tab allows you to view filled shift Shortfalls (by Level 2
Location) before they are actually worked — providing the opportunity to move workers between locations if
necessary to accommodate staffing needs.

! Not all Users have the necessary access to use Pre-Shift Balance for reallocation.
If you do not see the Pre-Shift Balance under the Staffing tab, you will need to escalate
the issue to Management.

Schedule L3P - [ r Hursng
P Unfilled
Pre-Shift Balanc
Agency
Hame | Seafing < PeSwm By Manager News Qrun
Filter results -
Pre-Shift Balance
Sat 4 Apr 2015 T Verification ticn Institute A Day v
Excaptions
Base / UHN / Toronto | Extemal Payroll Sal 4 Apr 2015
Lyndhurst Centre - 1 Shortfalls
Name I Shertfall 10 i shir It Lyndhurst Centre i Bickle Centre I Lakeside Centre I Rumsey Centre It University Centre It
Harry Deme
{RH1 Casual) 00T 08:00 - 1500

Lyndhurst Centre:

Update Pre-Shift Balance

View Pre-Shift Balance

1. Select the Date of the shift you wish to view (up to five days out is viewable).
2. Select the Location of the Shortfall.
3. Select the Shortfall time group.
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4. Click on Filter button.
The results of your search will appear below.
The list allows you to easily view by Location:

+ Name of the individuals assigned to work in that particular location
Clicking on a specific name link will take you to that individual’'s User Schedule page.
» Shortfall ID that they are filling
+ Shortfall start and end times
+ the assigned Location for the individual (shown as a filled circle below the corresponding Location)

Reassign Staff

To reassign an individual from one Location to another:

1. Locate the individual you would like to reassign.
2. Select the new Location you would like to assign the individual, and click on the circle under the

corresponding new Location.
Only one Location is permitted, so the new Location you select will become the only one with a filled

circle.
3. Click the “Update Pre-Shift Balance” button near the bottom of the page.

The reassignments will now be reflected in the staffing schedule calendar.

! To view your reassignment changes on the staffing schedule calendar, make sure you've
selected the correct corresponding Location on the calendar.

Next Topic: Staffing: Verification — Confirming Time Worked >>
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Staffing: Verification — Confirming Time
Worked

<< Staffing: Pre-Shift Balance — Adjusting Staffing Needs | Staffing: Exceptions — Splitting A Shift Worked

>>

Verification

The Verification page on the Staffing tab allows you to manually confirm a User’s actual Shortfall time

worked.

Schedule \ Disfant v
I 8 1 Unfilled
Shift Verification
Agency
Home | Stsffing - Shitverfs  Manager News Qe
Filter results ek
Pre-Shift Balance
30372015 = w B Dray Evening Maght Shaw All (induding validated)
Excaplions
o Grade 11 MName [T Location |1 Cost Center 1T Date IT Start Time IT End Time It Hours 1T Allowance 1T Ouwtcome IT
Meal
HNo Meal
IDCT6a RMZ Fred Bloggs Cardinlogy Cardislogy A n/oazis 0800 ¥ 1600 v 80 e -- Choose Oulcome - ¥
eal
Break-30
Meal
Ho Meal
Do241 RH1 Harry Dedma Emergenty Emergency L IME2015 000 ¥ 15:00 ¥ 80 i -- Choose Duicome - ¥
ak-1
Break-30

You can:

+ change the Cost Centre associated with the shift

+ change the Start Time or End Time of the shift

» account for any meal and/or break Allowance

+ verify the Outcome of the shift

+ split costs for a Shortfall to more than one Cost Centre via the Exception process
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View Shortfalls Worked

To view a list of Shortfalls worked:

1.

o~ eDd

Type in the Start Date and End Date (or click on the calendar icon for a calendar view) of the
Shortfall worked.

Select the Worktype (aka Employment Type) or leave as All Worktypes.

Select the Location.

Select the time grouping or click on Show All
Click on the “Filter” button.

A detailed list of all Shortfalls worked that match your search criteria will appear below.

Verify (Or Edit) A Shift

To edit and/or verify a Shortfall worked:

1.

Locate the specific shift you would like to edit or verify.

[Clicking on the ID link will provide you with a detailed summary of the Shortfall.]

2. Change the details of the shift as necessary:

the Cost Center you want associated with the Shortfall

the Start Time and/or End Time actually worked

check the box for any meals or breaks taken by the worker
Verify the Shortfall under Outcome:

Shortfall worked as stated = OK

worker did not show up for the Shortfall = no show = NS
worker left early = LE

worker arrived to Shortfall late = late start = LS

worker worked late = WL

Click the “Confirm User” button near the bottom of the page.

The updated Shortfall details will now be reflected in the staffing schedule calendar, and logged in the

ShiftMatch System for reporting purposes.

! You must select a specific Outcome in order for the shift to be verified and updated .
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Split Shortfall between 2 Cost Centres

If you need to split a Shortfall between two departments, select “EXCEPTION” under Cost Centre.
Change the Outcome to OK and click the “Confirm User” button.

wruswr My Schedule- | Staffings People~ Agency =  Admin ~

Shift Verification

Stafing | Sh Vesfication Qe

Filter results

01/04/2015 B 01/04/2015 B Day Evening Night Show All (including validated)
All Worktypes L General Hospital *

o i Grade It Mame IT Lecation 11 Cost Center I Date 1T Start Time It End Time It Hours Il Allowance It Dutcome LT

Maal

Ha Meal
IDCTEE  RNZ FredBloggs  Cardiology EXCEPTION v 0NA2015 | oB00 ¥ 1600 ¥ a0 Break-15 - d

ek
Break-30

Go to the Exceptions page and complete the details of the split shift.

Next Topic: Staffing: Exceptions — Splitting A Shift Worked >>
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Staffing: Exceptions — Splitting A Shift
Worked

<< Staffing: Verification — Confirming Time Worked | Staffing: External Payroll >>

Exceptions

The Exceptions page on the Staffing tab allows you to split a shift worked between two separate locations
and/or cost centers.

In order for a Shortfall to appear on the Exceptions page, you must first under Staffing >
Verification

a) confirm the shift split on the Verification page by selecting “EXCEPTION” for the Cost
Center.

b) choose OK for Outcome; and

c) click on Confirm User button

o =

------ v B Coo——

Schedule Defaul
Unfilled
Agency

User Allocation E

asocal  Manager News [

Sharttall 10 1T Pre-Shift Balance Shift I User 1T Excepted Date IT Excepted By I

Verification
08:00 - 08-00 Fred Bloggs Q2042005 2017 Catherne Shaart

Extemal Payroll

To split a Shortfall worked:

. Locate the specific Shortfall you wish to split.
2. Click on the Shortfall ID link for that Shortfall.
[A new screen entitled User Verification will then appear.]
3. Select the appropriate Work Centre 1 and Cost Center 1, filling in the corresponding Work Hours 1
allocated to each.
Repeat the process for Work Location 2 and Cost Center 2.
4. Click the “Save Changes” button near the bottom of the page.
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WPLLSHIFT My Schedule - [Staffing=| People- Agency - Admin -  Settings -

Defaull A

User Verification

Home | Staffing | User Alocaton Exceptions | User Verficaton Qe

Location Base / Home / General Hospital / Cardiology

Day Wed Aper 01 00:00:00 UTC 2015

Name Fred Blaggs

Shift 08:00 - 16:00

Wk Centre 1 General Hospital | Emergency M
Work Hours 1 4

Cost Centre 1 General Hospital | Emergency o
Cost Centre 1 4

Work Centre 2 General Hospital / Matemity ’
Work Hours 2 4

Cost Centre 2 General Hospital / Matemity r
Cost Centre 2 4

Save Changes

The updated details of the split shift will now be logged in the ShiftMatch System for reporting.
For more, please see Cost Centres

Next Topic: Staffing: External Payroll >>
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Staffing: External Payroll

<< Staffing: Exceptions — Splitting A Shift Worked | People Tab Overview >>

External Payroll Page

! External Payroll Mapping is currently only used for Kronos linked systems.

External Payroll allows you to provide information in the mapping of ShiftMatch Locations and Grades for
payroll API.

Nest Topic: People Tab Overview >>
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People Tab Overview

<< Staffing: External Payroll | People: User Search — View User Details >>

People

My Schedule- Staffing- People= | Agency - Admin - Setfings -

The People tab contains information on all Users of ShiftMatch.
Here you can add new Users, communicate with Users, search for specific Users and find out why a User
didn’t match a Shortfall.

Depending upon individual permissions, the People tab has up to six pages:

+ User Search

+ Add User

* Why Not?

+ Archived User

* Bulk User Upload
+ Broadcast

Next Topic: People: User Search — View User Details >>
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People: User Search — View User Details

<< People Tab Overview | Edit User Profile >>

User Search

The User Search on the People tab provides a list of all Users of the ShiftMatch System.
Users are listed alphabetically by last name.

=ruswt My Schedule- Staffing- People= Agency - Admin - Setfings -

User List i
Why Nat?
..... Broadcast QHei
Bulk Lkser Upload
Filter results
Mame or Usemame zarch Mame or Usemame = Cumrent Users Only Active Archive Results per page 0 -

Min Grade - Max Grade ¥ Warktype ¥ Skill v Location A

Username IT Grade U1 Active IT Lastname, Firstname 1T Wiorktype 1 Text Export Message Export Schedule Broadcast
faisele NP -] Agenty, Alek CAN_Ageney [ 7 [ [ ] -
Richard Agent -] Benson, Richard Casual ] L[] = -
Fred RNZ -] Bioggs, Fred Casual 1 ] = -
Gord Mgr [} Boken, Gord Full Time 1] 1] L] "
Robert Teacher (-] Darson, Robert Full Time l 1 B -
Harry RN1 (-] Dema, Hary Casual ] ] = -
Doug Agent -] Denton, Doug Casual 1 1 [ -
Jarnes Assihagr (-] Dilon, James Full Time & [ ] -
Fanny Mgr -] Filness, Fanny Full Time ] [ ] [ ] -

To search for a specific User or Users:

1. Select the appropriate variable(s) you wish to search:
* name (type in a first or last name in the Search box)
* minimum (Min) Grade

+ maximum (Max) Grade

* Worktype (aka Employment Type)
« Skill

+ Location

2. Click the “Filter” button.
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! You must select at least one variable for your User search.

A detailed list of all Users that match your search criteria will appear below.

faul v
User List
Home | Peopls . @
Filter results
hame or Lisemanme ® Cument Users Only Active Archive Results per page 10
Min Grade v Max Grade v Worktype v Sk ¥ General Hospita v m
Usemame |1 Grade I1 Active 11 Lastname, Firstname |1 Warktype I Text Export Message Export Schedule Broadcast
Liee NP (] Agency, Adels CAN_Agencyl 1 [T B L]
RN2 (] Bloggs, Fred Casual [ k B -
RNZ -] Jones. Allan CAN_agencyl L] ] B -
RH1 o Smith, Frank Casusl ] & ] -
Mgr L] Suar, Catherine Full Time k k ] -

The list allows you to easily view or edit a User’s:

* Username

* Grade

+ work status (Active or Inactive)

» full name (Lastname, Firstname)

+ Worktype

+ Text Export — when clicked, generates a .CSV report detailing all Text messages from and to the
User

+ Message Export — when clicked, generates a .CSV report detailing all Messages from and to the
User

+ Schedule - click to view the User’s Schedule page

+ Broadcast — click to generate a pop up window used to send a specific Text message to this User

Next Topic: Edit User Profile >>
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Edit User Profile

<< People: User Search — View User Details | Export User Texts >>

Editing A User Profile

From the People tab and the User Search page, you can edit a specific User’s Profile:

* For a detailed description of each User Profile variable, refer to the People: Add User
section.

1. Click on the Username link of the individual you would like to edit.

=rusart My Schedule- Staffing- [Peoples’ Agency - Admin - Setfings -

User Search i Defaut v
User List il
Why Not?
Feople | User List Broadcast Q@ Hep
Bulk Lkser Upload
Filter results
MName or Usemame earch Name or Lsermame = Cument Users Only Active Archive Results per page 0 -

Min Grade - Max Grade v Warktype v Skill v Location v

Username It Grade 1T Active IT Lastname, Firstname 11 Worktype 11 Text Export Message Export Schedule Broadcast
Acele NP (-] Agency, Adels CAN_sgencyl 1] 1 ] = -
Richard Lgeni [-] Benson, Flichard Casusl b s ] -
Fred RNZ [-] Blogygs, Fred Casual 1 ] = -
Gord g (-] EBaollen, Gord Full Time L] 1] = L
Riobert Teacher -] Dawrson, Robert Full Time i 1 B -
RHN1 [-] Dema, Harry Casual 1 1 i L]
Dowg Agent -] Dentan, Doug Casual [ ] E = -
Jarnes Asthagr [-] Dilon, James Full Time & [ B -
Fanny Mgr -] Filmess. Fanny Full Time 1 ] [ | -

2. You may update Login Details including
* username
* password
+ password hint

3. You may update Personal Details including
+ cell phone number
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email address
+ first name

* last name

* address

4. You may update Professional Details including
+ active user (uncheck this box to make the User inactive) or archived
* maximum hours allowed to work per pay period

+ grade
« employment type

* class

* role

- rating

» access to Dept (level 4) Location

» auto accept on as a default
* relevant notes

* pools

«¥s Optional tabs include Date of Hire and Date of Termination.
Please speak to your ShiftMatch account manager if you wish to activate these tabs in the
User profiles.

o =

If you are adding a Date of Hire or Date of Termination and you wish to add a date a
material amount of time in the past (eg: 10 years or more), click on the calendar widget and
double click on the date. It will enable you to skip forward or backwards by up to 10 years at
a time.

5. You may update Governance details including
* renewal date
+ governance date triggers

6. You may update Locations
+ indicate by checking the box next to Locations the User can work

7. You may update Skills
+ indicate by checking the box next to Skills the User has

8. Click the “Save Changes” button.
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The updated User Profile will now be reflected in the ShiftMatch System.

Next Topic: Export User Texts >>
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Export User Texts

<< Edit User Profile | Export User Messages >>

Exporting User Texts

From the User Search page on the People tab, you can export a CSV file detailing all text messages the
ShiftMatch System sent to a User and any Texts the User sent back:

1. Locate the name of the User.
2. Click on the Text Export link that corresponds to the User.

=ruswt My Schedule- Staffing- People= Agency - Admin - Setfings -

User List i
Why Nat?
..... Broadcast QHei
Bulk Lkser Upload
Filter results
Mame or Usemame zarch Mame or Usemame = Cumrent Users Only Active Archive Results per page 0 -

Min Grade - Max Grade ¥ Warktype ¥ Skill v Location A

Username IT Grade U1 Active IT Lastname, Firstname 1T Wiorktype 1 Text Export Message Export Schedule Broadcast
Adele NP [-] Agency, Atek CAN_Ageney! s [} -
Richard Agent -] Benson, Richard Casual ] L[] = -
Fred RNZ -] Bioggs, Fred Casual 1 ] = -
Gord Mgr [} Boken, Gord Full Time 1] 1] L] "
Robert Teacher (-] Darson, Robert Full Time l 1 B -
Harry RN1 (-] Dema, Hary Casual ] ] = -
Doug Agent -] Denton, Doug Casual 1 1 [ -
Jarnes Assihagr (-] Dilon, James Full Time & [ ] -
Fanny Mgr -] Filness, Fanny Full Time ] [ ] [ ] -

ShiftMatch will then generate a .CSV file of that User’s texts, which you will be prompted to save to your
device.

Next Topic: Export User Messages >>
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Export User Messages

<< Export User Texts | View User Schedule and Enter Availability >>

Exporting User Messages

From the User Search page on the People tab, you can export a CSV file detailing all messages (text and
email) the ShiftMatch System sent to a User and any messages the User sent back:

1. Locate the name of the User.
2. Click on the Message Export link that corresponds to the User.

=ruswt My Schedule- Staffing- People= Agency - Admin - Setfings -

User List s
Why Nat?
Broadcast QHep
Bulk Lkser Upload

Filter results

Mame or Usemame zarch Mame or Usemame = Cumrent Users Only Active Archive Results per page 0 -

Min Grade - Max Grade ¥ Warktype ¥ Skill v Location v Filter

Username IT Grade U1 Active IT Lastname, Firstname 1T Wiorktype 1 Text Export Message Export Schedule Broadcast
Adele NP [-] Agency, Atek CAN_Ageney! [ [} -
Richard Agent -] Benson, Richard Casual ] L[] = -
Fred RNZ -] Bioggs, Fred Casual 1 1 = -
Gord Mgr [} Boken, Gord Full Time 1] 1] L] "
Robert Teacher (-] Davrson, Fobert Full Time I 1 B -
Harry RN1 (-] Dema, Hary Casual ] ] = -
Doug Agent -] Denton, Doug Casual 1 1 [ -
Jarnes Assihagr (-] Dilon, James Full Time & [ ] -
Fanny Mgr -] Filness, Fanny Full Time ] [ ] [ ] -

ShiftMatch will then generate a .CSV file of that User’s text and email messages, which you will be
prompted to save to your device.

Next Topic: View User Schedule and Enter Availability >>
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View User Schedule and Enter Availability

<< Export User Messages | Send User A Manual Text Message >>

Viewing User Schedules And Entering User Availability
From the People tab click on the User Search page to see a list of Users.

View User Schedule

To view a User’s current schedule:

1. Locate the name of the User.
2. Click on the Schedule link (under the Schedule column) that corresponds to the User.

wruswrt My Schedule- Staffing- | People= Agency - Admin - Seffings -

User List e
Why Nat?
Broadcast Q@ Hep
Bulk Lkser Upload

Filter results

Mame or Usemams E! N r Usemame = Cumrent Users Only Active Archive Results per page 0 -

Min Grade - Max Grade v Warktype v Skill v Location . Filter

Usermame It Grade 1T Active IT Lastname, Firstname 11 Worktype 11 Text Export Meszage Export Schedule Biroadcast
Adele NP -] Lienicy, Adek CAN_Agency1 1] 1 = -
Reichard Agert -] Benson, Richard Casual 1] L[ = -
Fred RNZ -] Bloggs, Fred Casual 1 1 = -
Gord Mgr -] Baken, Gord Full Tima | 7 1 = -
Robert Teacher (-] Dawsan, Robsrl Ful Time ] 1 B -
Harry RN1 [-] Dema, Harry Casual 1 1 ® -
Dioug Agert -] Denton, Doug Casual k [ = -
Jarnes Assthagr [-] Dilon, James Full Time L] [ B -
Fanny Mgr (-] Filness Fanny Full Time ] [ ] -

The User’s schedule — with all current shift Shortfall assignments and any unfilled offers to work — will then
appear in calendar form on a new page.
Scroll to the botton of this page to see the User’s basic profile information, including:

e full name
e username
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+ cell phone number
* employment type

* skills

* Do Not Disturb status

» chosen work |ocations

+ date of last worked

* hours worked in this pay period

Enter User Availability

With the User’s schedule open, you can now enter a availability for that User:

1. Select the day you wish to add a new work availability for the User.
2. Click the day or Add Availability button (located in the top right corner).
[A pop up screen entitled Availability Details will then appear.]
3. Complete the Availability Details screen by selecting the appropriate information.
4. Click the “Add Availability” button.

The [red flag] availability will now appear on the User’s schedule.

* To edit or delete a current work [red flag] availability for a User, click on that particular flag
from the calendar and complete the corresponding “Edit Availability Details” dialogue
screen.

Next Topic: Send User A Manual Text Message >>
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Send User A Manual Text Message

<< View User Schedule and Enter Availability | Archived Users >>

Sending Users A Manual Text Message
From the People tab and the User Search page, you can manually send a Text to a User:

1. Locate the name of the User.
2. Click on the Broadcast link (under the Broadcast column) that corresponds to the User.

wruswr My Schedule- Staffing- People= | Agency - Admin - Setfings -

User List i
Why Not?
..... Broadcast QHep
Bulk User Upload
Filter results
MName or Usemame sarch Mame or Usemame = Cument Users Only Active Archive Results per page 0 -

Min Grade - Max Grade v Worktype v Skill v Location v

Username I Grade L1 Active IT Lastname, Firstname 1T Warktype 1T Text Export Message Export Schedule Broadcast
Adele NP L] Agency, Adele CAN_Agency! L] [ ] B -
Richard Agent -] Benson, Richard Casual 1 ] [ -

Fred RNZ -] Bloggs, Fred Casual E E = -

Gord Mgr -] Baken, Gord Full Time & 1] L] "
Riobert Teacher -] Dawren, Robert Full Time & [ ] B -

Harry RH1 [ -] Dema, Harry Casual [ E 1 @
Doug Agent L] Dentan, Doug Casual 1 17 L -
Jarnes AssihAgr © Dilon, James Full Time & 1] B -
Fanry Mgr -] Filness, Fanny Full Time 1 7 1 B -

A dialogue box entitled Broadcast User will then appear.

3. Type your desired message in the message box provided.
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Broadcast User

Message for Harry Demo

4. Click the “Send Message” button.

Your Text will now be sent to that User.

Next Topic: Archived Users >>
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Archived Users

<< Send User A Manual Text Message | Reset a User’s Password >>

Archived User

After 12 weeks of inactivity, ShiftMatch automatically archives a User.
You can retrieve and restore archived Users, if necessary.

To restore a User:

1. Locate the individual you wish to restore by
* choosing from the list generated under People > User Search
» checking the Archive button
+ clicking the “Filter” button

mruser My Schedule~  Staffing~ Agency - Admin - Settings - | _
> L]

User List
B

Filter results

MName or Usemame L Current Users Only Active & Archive Results per page LU
Archive List

Username it Grade It Lastname, Firstname If Worktype It cell it Fiestore

John RNZ Ciczen, John

o 2 Harz ke

2. Click the corresponding Restore User button next to that individual.
[The relevant User Details will appear and may need updating.]

3. Click the “Save Changes” button near the bottom of the page.
The User will now be restored in the ShiftMatch System.

4. You will still need to update the User’s profile as “Active” on the User’s Professional Details page if
you want ShiftMatch to include the User in the shift Shortfall matching process.
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wrLLSErT My Schedule- Staffing- 'Peoples’ Agency - Admin - Setfings -

sgnad in as Catherne | Logout | Manager Guide sk us | Class Default v

Archive User Retrieval

Home | People | Amchive Lmer Retievsl @Help

Login Details Personal Details Professional Details Governance Locations Skills

Professional Details

Enter user attributes and dassification details here

Las1 Change 01/01/2015 14.01

Next Topic: Reset a User’s Password >>
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Reset a User’s Password

<< Archived Users | People: Add User >>

Reset a User’s Password
If a User is unable to login to ShiftMatch, you may reset their password for them.

* Go to People > User Search and choose the link to the User that you would like to reset.

+ Under the Login Details tab, type the temporary password in the Password and Confirm Password
boxes and include a Password Hint.

» Click on “Save Changes”.

* Remember: Passwords are CaSe sensitive, must contain at least one capital letter and
need to be at least 6 characters long.

Staffing- | Peaple~| Agency - Admin - Setings -

Login Details
Passwords should ahways contain upper and lower case letter as well as numbers to ensure maximum secusity

Usermname Richard
Password — seeee
Confirm Password ~ seeees

Password Hint

Save Changes

Provide the temporary password to the User and encourage them to go to My Schedule > Change
Password immediately after login and reset their own unique password and hint.

Next Topic: People: Add User >>
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People: Add User

User<< Reset a User’s Password | People: Why Not? — Understanding Non Matches >>

Add User

* To upload multiple Users at one time, please see Bulk User Upload for more information.

On the People tab, the Add User page is where you add new Users to the ShiftMatch System.

Lruusr My Schedule-  Stafiing- | People= Agency - Admin - Setlings -

User Search Mursing

Add New User Cdd User D

Why Not?
wuser Broadcast e
Budk User Upload

Login Details Personal Detailz Professional Details Govemance Locations Skills

Login Details
Passwords should always contain upper and lower case leller as well as numbers to ensure maxdmum security

Usermame
Password
Password

Passward Hint

Save Changes

To add a new User:

1. Complete the User’s Login Details, including:
* Username - the name the person will use to login to the ShiftMatch System, generally based
on a pre-defined naming convention
+ Password — the password the User will need to login to the ShiftMatch System. Entered twice.
+ Password Hint — the hint that will be emailed to the User for a forgotten password

2. Complete the User’s Personal Details, including:
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Cell phone number — while not mandatory, the User’s cell phone is the primary source of
communication from ShiftMatch

Email address — while not mandatory, the User’'s email is the secondary source of ShiftMatch
communication after the User’s cell phone

First Name and Last Name

Address

3. Complete the User’s Professional Details including:

Active — determines whether the User is active in the ShiftMatch System (after 12 weeks as
inactive, the User moves to the archives)

Date of Hire/Date of Termination Can now be added to a profile. Contact your ShiftMatch
representative to have this function turned on.

Experience Allowance (if applicable) — set only with the use of shift rate; determines extra pay
rate. Rarely used.

Limit Hours — sets the maximum number of hours the User can work per pay period. Set at 0 if
no limit required

Grading — the job grade associated to the User; the key variable in matching a User to a shift
Shortfall

Employment Type — the User's employment type (eg: typically Full Time, Part Time or Casual)

Class — the class associated to the User; used to further differentiate worker classification
Role Type — the ShiftMatch role associated to the User; determines which ShiftMatch access
and functions are available to the User

Rating — a variable that may further differentiate worker classification (if not used, leave at
Level 1)

Additional Text — notes you want associated with the User

Show Dept Location — whether or not you want the User to see Dept (Level 4) Locations

Default Auto Accept to be on — if checked, the User will no longer receive a shift request
message that requires a response.

Instead, when a shift request matches the User’s availability, they will simply receive a
confirmation text that confirms the relevant details.

Pools — the pool(s) associated to the User; used to further differentiate worker classification

4. Complete the User’'s Governance Details including, for example:

Registration # — the User’s professional registration number, if applicable
Renewal — the renewal date for a specific certification (the date will trigger renewal reminders
and ultimately suspend the User from the ShiftMatch System once expired).



* Governance is fully customized by Management but you must contact your ShiftMatch
Administrator to make changes or add Governance rules.

5. Complete the User’s Locations including:
* Locations — the locations the User can work (if the location is unchecked, the User will not see

the location in the My Locations section — effectively preventing any Shortfall requests and

matches)
The list of Locations is pre-set by Management, see Settings > Locations for more.

6. Complete the User’s Skills including:
« Skill — specific industry skill(s) held by the User
The list of Skills is pre-set by Management, see Settings > Skill Grouping for more.

Click the “Save Changes” button at the bottom of the page.
The new User will now be added to the ShiftMatch System.

Next Topic: People: Why Not? — Understanding Non Matches >>
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People: Why Not? — Understanding Non
Matches

<< People: Add User | People: Broadcast — Sending Mass Texts To User Groups >>

Why Not?

On the People tab, the Why Not? page allows you to determine why an individual User was not matched for

a specific Shortfall.

- My Schedule -  Staffing- | Peoples | Agency - Admin - Settings -

User Search A ’ i Defaut
Why does a user not m¢

ezay Hroadcast QHeip
Bulk User Upload

Home | People

+ The Usemame and Shorifall Id must not be empty

Enter in the details below for a list of possible reasons why a User has not been matched to a Shortfall

Details
Lisamarme

Shortfall 1D

To use the Why Not? function:

1. Enter the Username of the individual User in question.
2. Enter the Shortfall ID in question.
3. Click the “Why Not” button.

ShiftMatch will then display the reason(s) why the User did not match the shift Shortfall.
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My Schedule- Staffing- People= Agency ~ Admin - Setlings -

10-54AM | You are signed in as Cathesine | Logout | Manager Duide | Ask us | Claas:|  Default v

Why does a user not match?

Home | People | Why Not? | Why does & user pot malch? QHele

Enter in the details below for a list of possible reasons why a User has not been matched to a Shortfall

Details
Usarmarme Harry
Shartfall 1D IDCanz

Why Not?

‘Why not reasons

1) The user locations are not a match.

2) The user has no availability which match the day or shift type.
3) You cannat update a shortfall where the deadline has passed
4) You cannot update a shortfall in the past

5) shortfallz cannot be accepted whilst others shorfalls are still
being worked

6) The user has excluded this location and cannot work in that

area.

* Want a shortcut to the Why Not? function on other pages and searches?
Simply click on any Why link provided and complete your search from there.

Next Topic: People: Broadcast — Sending Mass Texts To User Groups >>
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People: Broadcast — Sending Mass Texts To
User Groups

<< People: Why Not? — Understanding Non Matches | People: Bulk User Upload — Adding Bulk Information

>>

Broadcast

o¥s Please be aware that text volume is a factor in the cost of ShiftMatch.
Using the Broadcast function may incur costs for your employer

The People tab through the Broadcast page allows you to send mass texts to groups of Users.

TFRLSHIFT My Schedule~ Staffing~ | People- | Agency ~ Admin ~ Seffings ~ Shortfall Search “

User Search
Add User

10:58AM | You are signed in 3s Camernne | Lagaul | Manager Gukde |Askus | Class Default v

Broadcast New
hy Wot?

Hame ! Peapke Sroadsast | Broadoast '\E 9_3 o
Bulk User Upload
Enter your breadcast message here, then Titer thie Intended tanget users
using the form below. The following page will confim your intended targets
before broadcasting your message via TXT. #irstnames will be replaced
with a users first name.

Your message, maximum 254 characters

4
Broadcast basic User fillers

Shortfall 1D Shortfall 1D

Include Users with Do Mot Disturb on

Include Inactive Users

Which Employee Type? v
Which Grading? v
Which Role? v

Submit Broadcast
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To send a broadcast text:

1. Enter the message in the box at the top right of the page, maximum 254 characters.
If you include the code #firstname#, each User’s first name will show in their copy of the text
message.

2. Select the basic User filters you wish to include.
Among your options for User selection include any combination of:
» Specific Users identified by their Usernames (comma separated for multiples)
» Users associated with a specific Shortfall ID
» check boxes if you would like to include Users with Do Not Disturb on and Include Inactive
Users
+ Users with a specific Employee Type. Check multiple boxes to reach multiple Employee Types

(eg: Part Time and Full Time)
» Users with a specific Role
» Users with a specific Grade
» Users with specific Skills
» Users that work in a specific Location

3. Click the “Submit Broadcast” button.
A new screen entitled Broadcast View will appear.

i

. Verify the information on the Broadcast View screen:
» the names of the Users
+ the total number of Users who will receive the text (Total Matches)
+ the contents of the Message

5. If you are not satisfied with the results of the Broadcast View screen, click the “Change Broadcast
Requirements” button and repeat steps 1-4.

6. Once you are satisfied with the Broadcast View screen, click the “Submit Requirements” button.

7. If successful, a green banner will show at the top of the screen with the details of the texts sent.

.

Broadcast New

« 'Your broadcast has been successiully inserted. 1 text messages were created



ShiftMatch ShiftMatch Canada Manager Guide - 1
Your text will now be sent to all Users that match the selection criteria.
! Broadcast texts do not allow the receiving User to reply.

Next Topic: People: Bulk User Upload — Adding Bulk Information >>
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People: Bulk User Upload — Adding Bulk
Information

<< People: Broadcast — Sending Mass Texts To User Groups | Agency Tab Overview >>

Bulk User Upload

When activated by ShiftMatch, the Bulk User Upload page on the People tab allows you to add multiple
Users in bulk.

mnuser My Schedule- Stafiing- | Peoples| Agency - Admin - Settings -

User Search . erine Manags e | Ask Defauk v
Add User
Bulk Upload Users
Why Met?
Broadea
Bulk Usar Upload
NOTE : This upload is designad for less thalee WE*as @ means of upating recent changes without having to do each User separately. |ssues can arisa for large scale imports
(mainly to do with displaying emor and ok messages back to the browser). If you do require large scale imports, please contact your FillShift representative and we will work out an
altemative approach

Currant Format: Users

providerldjuniqueid|username|registration|renewallgradingirating|role|password|password hintjtitle{firstname|lastnameladress 1|address2|city|provincelpostal codejemailimabile_country
1|mobile_country 2imabilehome phonefbirth datejsexido not distublactive

Other Formats: usemamelid

Add Bulk Users
User / Skill User | Worktypes

The Bulk User Upload function is designed for less than 500 records.
All files must follow the current default format.

Contact ShiftMatch for more information.
If you need to deal with large scale imports, ShiftMatch will assist you.

Next Topic: Agency Tab Overview >>
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Agency Tab Overview

<< People: Bulk User Upload — Adding Bulk Information | Agency: Agency User Request >>

Agency Tab

=LY My Schedule- Staffing- People- | Ageney = | Admin - Setfings -

The Agency tab is where you can view:

1. Unfilled Agency Shortfalls
2. Agency News

Adding or editing Agencies is done with the right permission via Settings > Agency Edit

Next Topic: Agency: Agency User Request >>
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Agency: Agency User Request

<< Agency Tab Overview | Agency: News >>

Agency User Request

This is the page that an Agency Scheduler would be directed to when they log in to ShiftMatch.
It shows all Shortfalls opened to the Agency and allows them to fill them.

wriissrr My Schedule- Staffing- People- [Agenty = Admin - Seltings -

Agency User Request 5 - 5 Manags o a Default v

Unfilled Agency Shortfalls Agency TEWws
Home | Agency | Agency Shofs nfiled Agency Shonfals e
Filter results

[} 170472015 [} Results per page i

Choose Sidll L Choose Location v m

Shortfall ID 1T Link 1D 11 Date It Dieadline 1T Location I Shift It Grade IT Skills 11 Edit

IDE34 WOLZ015  IW0R015 1745 Credi Valley - Cardiclogy 18:00 - 0200 RPN-NP  General - Recovery m
IDE342 TIRAZ0I5 11042015 0500  Weslern Hospital ; 1A Critcal Care Uni G700 - 1400 RPW-RN2  General - Bariatric - RN-Flexible Sigmoidoscopy m
IDD320 1042015 11042015 0745 Toronic Rehabiitation Instiute : Lyndhurst Centre 0800 - 16:00 RPN-NP  General m

The Agency Manager can click on the Place button next to the appropriate Shortfall and choose a User to
fill it.

| you are NOT an Agency Scheduler but view this page, you may be able to see and
choose ALL Users when you click the “Place” button.
Care must be taken to avoid misplacement of Users.

Next Topic: Agency: News >>
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Agency: News

<< Agency: Agency User Request | Admin Tab Overview >>

Agency News

The Agency News page can contain the latest company announcements and other pertinent work
information relevant to Agencies.
It may not be viewed by all Users, only those Agencies provided access by Management.

mrumet My Schedule-  Staffing- People- ‘Agency = Admin - Settings -

Agency User Request X . . " " " Diefault L
Agency News

Agency | Agency Hews Qe
This page contains news items relevant to any Agencies such as:
+ Procedural changes

« General News items about the workplace
+ Training News

Agency Managers can check the Agency News page for for timely communication, company reminders and
employer news.

Next Topic: Admin Tab Overview >>
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Admin Tab Overview

<< Agency: News | Admin: Reports >>

Admin

mruperr My Schedule- Staffing- People- Agency - | Admin = | Setlings -

The Admin tab provides access to basic administrative functions.
Depending upon individual permissions, the Admin tab has up to six pages:

* Reports
« Cancellations

+ Content
* Bulk Shortfall Upload

» File Upload
* Invoice Reconciliation

Next Topic: Admin: Reports >>
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Admin: Reports

<< Admin Tab Overview | Admin: Cancellations — Viewing Deleted Shifts >>

Reports

! It is only possible for you to generate a report with data up to 6 weeks in the past.
Please contact your ShiftMatch Administrator if you need access to older data.

The Admin tab and the Reports page allows you to generate template reports on such areas as staffing,
User details, Shortfalls, shift offers and cancellations.
Among report formats available are CSV, PDF and pivot table.

To generate a report:

1. Type in the Start Date and End Date (or click on the calendar icon for a calendar view) of the dates
you wish to include in the report.

2. If you wish to limit the scope of the Report by Location, choose the appropriate Location in the
dropdown menu. Additionally, if the External Reference tab is used, there may be an option to limit
the scope of the report to a specific External Reference (eg: Job Code, Shift ID etc).

3. Click on the corresponding “PDF” or “CSV” button of the report format desired:

ShiftMatch will then generate the selected report in your chosen format.

* The most commonly used report is Shortfall Details.

! Shortfall Details CSV report may be generated as an XML feed for use with third party
systems such as data warehouses, Google Sheets, accounting systems etc.
Contact your ShiftMatch account manager to discuss this feature.

Pivot Table Report

You can generate two reports in an excel pivot table format: Shortfall Details and User Details.
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1. Under Admin > Reports click on “Pivot Reporting Excel Download” link. It will generate an XL
spreadsheet entitled shift_details(#).xls

Open this spreadsheet and if you haven’t already done so, you will need to enable the macros in XL
Go back Admin > Reports page, indicate the relevant date range, generate both the Shortfall
Details and User Details reports and save them in a location that can be accessed

Return to the shift_details(#).xls spreadsheet and click on the *Get Shift Data” button

Locate the Shortfall Details report and click on it

Return to the shift_details(#).xls spreadsheet and click on the *Get Staff Data” button

Locate the User Details report and click on it

@ N

No o s

The shift_details(#).xls spreadsheet will now be populated with data for your assessment and
manipulation.

Next Topic: Admin: Cancellations — Viewing Deleted Shifts >>
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Admin: Cancellations — Viewing Deleted
Shifts

<< Admin: Reports | Admin: Content — Editing News and Announcements >>

Cancellations

You can view a list of all deleted shifts on the Cancellations page under the Admin tab.

Reports : Defal )
C || t Cancellations.
anceliations
Content
o £ Ainsin § Conouliations Bulk Shortfall Upload O el
File Upload
Filter results Inveice Recondiliation
B ] Location v Resulis per page M -
Shortfall ID User Username EImIame Filter
Phid 11 Lecation 11 Shift 11 Day It User It Type 1 Reason IT Penalty Il History Date Deleted I Deleted By 11
g Ep ) - e 2411014 Pauktle
ICVEBS  Hannibal Season Il | Main Unit | Construction 0700 261172014 Fake [ uteblyea o
251112014 Pauiett
ICVES2  Hannbal Season Il | Main Uni | Construstion 0700 2BAN204 fae k : i
19154 Sterard
) ) 25112014 Pauktte
] I T 251121
ICVES3  Hannibal Season Il | Main Unt | Construction 0700 25112014 alee [ e e
2542
ICWT20 Hannibal Season il Main Unit [ Construction 000 2612014 fabe k bk et
19:16:57 Steward
ICX400  Toromto Western / Geratric / Gerlatric Mental Health 0700 051272014 Harry Demo :;:‘:e"' B By Worker fabe [ g;';zlfsg L Harriet Manager
Evamplon | Agnes Taylor Publc School / o Themas : Enered in 15122014 Timodhy
4 12
s e 0800 ia2z01s | OE Provider) Delele s fabe [ il e

To view deleted shifts:

1. To Filter the results
» Type in the Start Date and End Date (or click on the calendar icon for a calendar view) of the
dates you wish to include.
* Include the Location or leave blank
+ Include the Shortfall ID or leave blank
* Include the Username or leave blank

Click on the “Filter” button.

2. A detailed list of all deleted shifts that match your search criteria will appear below.
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The list allows you to easily view:

» Shortfall ID

* Location

» Shift — Shortfall start time

» Day of the Shortfall

» User — the individual assigned to work the shift (if applicable)
* Type of cancellation

* Reason for the cancellation

+ If a Penalty was applied for the cancellation

» History — a timestamped audit trail of the shift Shortfall

+ Date Deleted — the date and time of the cancellation

+ Deleted By — the name of the User who deleted the shift

Next Topic: Admin: Content — Editing News and Announcements >>
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Admin: Content — Editing News and
Announcements

<< Admin: Cancellations — Viewing Deleted Shifts | Admin: Bulk Shortfall Upload — Adding Bulk Shortfalls >>

Content

Depending on permissions, the Content page on the Admin tab allows you to edit company news,

announcements and other information found on the News tab.

wouwerr My Schedule- Staffing- People- Agency - | Admin = Settings -
Reports Defaut -
Content List ﬂs
L Contert 2
Home | Adein | Canbent List Bulk Shonfall Upload QHeip
File Upload
Content Pages Invoice Reconcliation
These pages are all your own to update. Keeping in mind that simple fonts and easy to read black and white pages are always best to get your message across
Page I Description 1T Edit
About Us Appears when “Abouf” ink at boliom of page is cicked. m
Manager Hews Hews that anly Manager Grades can see m
Hews Mews viewrsble by Stalf =B
Permiltee Hews Mews thal snly Agency Adrin users can ss& m
Privacy Viswabie when “Privacy Poiey” ink 8l bottam of page is dicked | Em |
Ratings A destription of the SLaff Rating erberis (f used | Em |
Terms and Conditions Wiewable when “Terms & Condilions™ ink ai bottom of page is dicked. m

To edit content:

1. Click on the Page link and/or click on the relevant Edit button.
2. Make your desired content changes.
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wruswer My Schadule- Staffing- People- Agency - [Admin= Settings -

Default v

Manager News

Home | Admin | Content List | Manager News Grier

z-|/B|J ulln.- & - = 5 8|71 = | =

Manager News

Please remember all staff to update CPR qualifications as needed and annual renewals of qualfications.

View All File Uplaads

3. Click on the “Save” button.

The changes will now be reflected in the corresponding pages on the relevant page.

Next Topic: Admin: Bulk Shortfall Upload — Adding Bulk Shortfalls >>
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Admin: Bulk Shortfall Upload — Adding Bulk
Shortfalls

<< Admin: Content — Editing News and Announcements | Admin: File Upload >>

Bulk Shortfall Upload

When activated by ShiftMatch, the Bulk Shortfall Upload page on the Admin tab allows you to upload
multiple Shortfalls, filled or vacant, in bulk.
The file must follow the current default format and be formatted as a .txt file.

Staffing- People- Agency - ‘Admin = Settings -

Repors Detaut v

Bulk Shortfall Upload Cancellations

Content

Home | Adein | Buk Shortial Uinioad Bulk Shortfall Upload Qb

File Upload
You can easlly add multiple shortfalls by uploading a CSV doat  Inveice Reconciliation  'ou will need to contact FillShift support to be provided with the comedt 1D numiers

Current Format:

date, shift hours, location ward, grade rating, skill reason, user sendText max grade, extemal reference, comment sleep star sleep end, note
Can now add multiple skills by using a | (pipe) between each of the shills

Example

2013-09-10,09:00,6.5, 28657 EN, 1, 3866/4029{3667.10,,15.RM,, 127483

@ Browse

This function should be used with caution and you should contact your ShiftMatch Administrator if you wish
to utilize it.

Next Topic: Admin: File Upload >>
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Admin: File Upload

<< Admin: Bulk Shortfall Upload — Adding Bulk Shortfalls | Admin: Invoice Reconciliation >>

Admin: File Upload

To attach documents to any of the News pages, the files are uploaded to ShiftMatch here.
You may access all uploaded files when you amend the content page under Admin > Content

Staffing- People~ Agency - | MAdmin = Settings -

pépons i y . : = | Ask Defaut
File Up|Oad Cancellations

Content

Home | Admn | Fie Uplond Bulk Shortfall Upload DHeb

File Upload

Invoice Reconciliation

File Title

Upload File

View All File Uploads

1. To upload the file, click Browse and locate the file
2. Click on “Upload File” button

To view all uploaded files, click on the “View All File Uploads” button.

Next Topic: Admin: Invoice Reconciliation >>
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Admin: Invoice Reconciliation

<< Admin: File Upload | Settings Tab Overview >>

Invoice Reconciliation

Under the Admin tab and the Invoice Reconciliation page, you can input invoices issued from Agencies
for Shifts filled by those Agencies.

You will then be able to reconcile Shortfalls directed to the Agency via ShiftMatch with the items listed by
the Agency on their invoice.

Repons

Invoices Cancellations
Content

Bulk Shortfall Upload
Filz Upload

Invoice Reconciliation y-'pen Completed

Detault
@
Inwoice 1D/ # Choose an Agency v m

Add New Invoice

To add a new invoice from an Agency, click on Add New Invoice

Choose the correct Agency from the dropdown menu

Add in the details of the Invoice Number, Invoice Date and Invoice Amount
Click “Add New Invoice” button

Nominate the From Date and To Date relevant to the invoice

Click on “Import Shortfalls” button

No ok owh =

Any matching Shortfalls filled by the nominated Agency will be listed and may be reconciled against
the invoice.
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wruser My Schedule~

- Agency - | Admin = | Settings -

02-37PM | You are sgned in as Cathenne | Logout | Manager = Defait v
Edit an Invoice
Home | Admin | Invoices | Edit an Invoice Qe
02/03/2015 [ ] 24/04/2015 = Access Archived Shortfalls Impart Shortl
Agency Name - CAN_Agency1
Invoics Number. 565
Invoice Date: 1042015
Init Amount: §400.00
Adels Agency Reconciled Amount:: $0.00
Date I Location it E:::m i Wame It stant it Ena it Hours If Agency Fee If Inwoice Mumber 1T
15042015 Orihopedics - Jones, Alan 07-00 15:00 r25 5 0o — Release — ]
Int Amount:  § 400.0
Total: $0.00
Lomments

o e

Next Topic: Settings Tab Overview >>

Page 146 of 217



ShiftMatch ShiftMatch Canada Manager Guide - 1

Settings Tab Overview

<< Admin: Invoice Reconciliation | Settings: Locations >>

Settings

LT My Schedule- Staffing- People- Agency = Admin - Seffings =

! Not all Users have the necessary access view or change the Settings.
If you need to but do not see the options detailed in this section when you login to
ShiftMatch, you will need to escalate the issue to Management.

The Settings tab is where you can further customize the ShiftMatch System.
Depending upon individual permissions, the Settings tab has up to nine pages:

+ Locations

* Roles

* Pools

+ Classes

» Grading Classes

» Skill Grouping

* Agency Edit
» External Payroll Mapping

e Return Text

Next Topic: Settings: Locations >>
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Settings: Locations

<< Settings Tab Overview | Location: Create a Rapidbook >>

Locations

The Locations page on the Settings tab provides an overview of the locations mapped to the ShiftMatch
System.

The process of installation of ShiftMatch will include appropriate configuration of the Locations by
ShiftMatch in consultation with Management.

! Dueto system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

' Any changes made to the Locations page alters system mapping and can break the
ShiftMatch System logic and should be made with EXTREME CAUTION

The Locations can extend down from Level O to Level 4 — see the red notes below to indicate each of Level

in this example.

LT My Schedule- Staffing- People- Agency - Admin - | Selfings =
Locations e
Pools
Classes Qs
Grading Classes
Edit the structure of your setup, locations can be added but not removed Skill Grouping
Structure
Level 0 W Base  Edit Agency Edit
Level 1 © General Hospital | Edit | Add Child Extemal Payroll Mapping
Govemance
Level 2 @ Western Hospital Edit | Add Child !

Level 3

Level 4

@ 1A Critical Care Unit
=+ Clinic  Edit

© 2B Renal Edit |Add Child
= \Wast Ward | Edit
= East Ward | Edit

@ 3C Matemity | Edit | Add Child

= Breast Feeding Clinic | Edit

= Paediatrics  Edit

Edit | Add

Chin

0

Next Topic: Location: Create a Rapidbook >>

Retumn Text
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Location: Create a Rapidbook

<< Settings: Locations | Location: Preferred Pools >>

Create a Rapidbook

A Rapidbook may be added to establish regular Shortfall profiles to be recorded and used a templates.
Rapidbooks are established and connected to Locations at the 3rd Level, see example below:

My Schedule- Staffing- People- Agency - Admin - | Satlings -

Locations

Edit the structure of your setup, locations can be added but not removed

Level 0 W Base  Edit
Level 1 © General Hospital | Edit | Add Child
Level 2 © Westem Hospital | Edit | Add Child
evel 3 Q 1A Critical Care Unit -ldc Child G Add Rapidbook at this Level
Level 4 =+ Clinic | Edit

© 2B Renal | Edit | Add Child
=+ West Ward | Edit

To create a Rapidbook, click on the Edit link next to the appropriate Level 3 Location.

The “Location Edit” page will open and you can click on the Location Rapidbooks link to view, edit, delete
and add Rapidbooks for that Location.
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My Schadule- Staffing- People- Agency - Admin - | Seffings =

Detaut v

Location Edit : 1A Critical Care Unit

Mome | Settings | Locations. | Looation Edit: 1A Crtioal Care Unit @i

Location Rapidbooks

Current Rapidbooks are listed below fior the location 1A Critical Care Unit

Description 1T Text Shortfall Code |1 Edit Delete

AMCE 047IAM CC [ o | [ Delee |

Update Location

To view or edit an existing Rapidbook, click Edit next to the appropriate Description.

To delete an existing Rapidbook, click Delete next to the appropriate Description.

To add a new Rapidbook, click the Create a new Rapidbook button and complete the Shortfall details in
the same way as you would Add a Shortfall.

Click “Update Rapidbook”

Next Topic” Location: Preferred Pools >>
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Location: Preferred Pools

<< Location: Create a Rapidbook | Location: Owner >>

Preferred Pools

Pools are a method of grouping Users within the ShiftMatch system.

If Pools are established and Users are grouped into them, each Level 3 Location can choose to prefer Users
from a certain Pool; the Preferred Pools. As a result, Users classified in the Preferred Pool will receive
preference for matching within that Location.

My Schedule- Staffing- People- Agency - Admin - | Seffings =

Location Edit : 1A Critical Care Unit

Mome | Settings | Looatons | Location Edi: 1A Srtcal Care Unit Qe
Description 1A Critical Care Unit
Abbreviation 1A CCU
Owner Catherine Stuart
Cost Center
Address
Phone

ation
Preferred Pool No Prefered Pool

To understand how to classify Users into Pools, see Add User or Edit User.

Pools
¢ ATeam- A Team
# Default - Used by everyone
Late Might Preferred - Late Might
Weekend Only - Weekend Only

Next Topic: Location: Owner >>
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Location: Owner

<< Location: Preferred Pools| Location: Cost Centres >>

Location Owner

By assigning an Owner to a Location, at Level 3, the Owner of the Location will receive all ShiftMatch
notifications (including filled and unfilled Shortfall emails) for that Location.

My Schedule- Staffing- People- Agency - Admin - | Sallings -

Locations

Hosnw | Seltings | Locatisng Qrap

Edit the structure of your setup, locations can be added but not removed

Level 0 W Base  Edit

Level 1 © General Hospital | Edit | Add Child

Level 2 © Westem Hospital | Edit | Add Child

Level 3 Q 1A Critical Care Unit -‘-dc: Child G Add Owner at this Lavel
Level 4 =+ Clinic | Edit

© 2B Renal |Edit | Add Child
=+ West Ward | Edit

=+ Eagt Ward | Edit

Click on Edit next to the Location Level 3 and nominate the Owner of the Location as below:
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Staffing- People~ Agenc Admin ~ i Shortfall Search Search

B1:108M | You sre signed in as Catherne | Logout | Manager Guide | Ask us | Class: | Dafault v

Location Edit : 1A Critical Care Unit

Home | Settings | Locstions | Locabiom Edit : 1A Criticsl Care Unit Qe

General Location Settings

Description 14 Critical Care Unit

Abbreviation 1A CCU

Ownor‘ Jane Smith ’ v

B il
Cost Center Cost Cenfre

Address Address Details
£
Phone Contact Information
Preferred Pool No Prefemed Pool v

Additional Location Settings

Next Topic: Location: Cost Centres >>
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Location: Cost Centres

<< Location: Owner | Settings: Roles >>

Cost Centres

By nominating Cost Centres at the Level 4 Location, the cost of Shortfalls worked in that Location can be
allocated appropriately.

=ruser My Schedule- Staffing- People- Agency - Admin - [Sellings -

Locations

Edit the structure of your setup, locations can be added but not remaoved

Level W Base | Edit

Level 1 © General Hospital | Edit | Add Child

Level 2 © Westem Hospital | Edit | Add Child

Level3 © 1A Critical Care Unit | Edit | Add Child

Level 4 - C.;m,:@ .¢ Add Cost Centres at Level 4

@ 2B Renal | Edit | Add Child
= West Ward | Edit

= East Ward | Edit

In the Cost Centre cell, include a reference consistent with Management practice.
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My Schedule- Staffing~ People- Agency - Admin - | Seifings -

01:18PM | You are signed in s Cathenne | Logout | Manager Guide | Ask us | Class: | Dafault Ll
Location Edit : Clinic

Home | Settings | Locatiors | Locstion Edit : Chnic Qrep

General Location Settings

Description Clinie

Abbreviation Gen Clinic

Crwner Catherine Stuart v
Cost Center ntre
Address Address Details
y:
Phone Contact Information

Update Location

Next Topic: Settings: Roles >>

Page 155 of 217



ShiftMatch ShiftMatch Canada Manager Guide - 1

Settings: Roles

<< Location: Cost Centres | Settings: Pools >>

Roles

The Roles page on the Settings tab allows you to view the permissions associated with each specific
ShiftMatch Role.

Roles are established to group Users who should have similar permissions within ShiftMatch.
Some default Roles have been pre-established or new, customized, Roles may be entered.

! Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

wrusswr My Schedule- Staffing- People- Agency - Admin - | Sefilings =

Locations

Diefaut v
Roles
Pools
Hoemw | Settings | Roks Clazses T
Grading Classes
What do roles do? Skill Grouping
Roles are used by the system to determine what level of access and fund Stk everal default Roles that cannot be changed. Unlimited new Roles can be added
Role Access determines which roles an individual role has access to, 1o { )
Agency Edit
Role Name 1T Extemal Payroll Mapping Role Access |1 Edit
Agency Admin - System Locked Governance e E
Return Text
Agency Casual - System Locked E
RT——— =
Dispaich  Ean
Mansges Ademin - System Locked [ Ecn |
Master Admin - System Locked E
Standard Admin - System Locked [ i |
Slandard Casual . System Locked | Ean |

Add New Role

To view the permissions and access levels of a Role, click Edit next to that role.
To view which other Roles can be viewed or edited, click on Modify Access.

Next Topic: Settings: Pools >>
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Settings: Pools

<< Settings: Roles | Settings: Classes >>

Pools

The Pools page on the Settings tab allows you to view, edit or add User Pools.
Users can belong to multiple Pools, and shifts can draw from multiple Pools.

Pools are a method of grouping Users within an organization. The Default pool always exists and must not
be eliminated and all Users must be a member of the Default pool. Other Pools may be added or edited by
Users who hold the correct permissions.

See Add User or Edit User for more on how to include a User in a Pool.

See Add a Shortfall: User Requirements for more on how to nominate a Pool when adding a Shortfall.

See Preferred Pools for more on how to prefer a Pool in a certain Location.

! Dueto system mapping and database configuration associations, please consult with
ShiftMatch before making any changes to Pools.

i b St o - - [l EXIETNEN -
Locations ! Dedaut v
Roles
dome | Settings | Pools Classes QHelp
Grading Classes
What do pools do? Skill Grouping
Pools are another way to describe/classify users. Users can belong to mul e Irenw on multiple poals.
Pool Name I Agency Edit Edit
External Payroll Mappin
ATeam gl [ can
Govemance
Datault (defaul) Retum Text
Laste Night Prederred Late Night B
Weskend Onby Wesskend Only B

Add A Pool

Next Topic: Settings: Classes >>
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<< Settings: Pools | Settings: Grading Classes >>

Classes

The Classes page on the Settings tab allows you to view, edit or add all available User Classes.

! Dueto system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

For an organization like a hospital where management would like to use ShiftMatch for different staffing
groups (eg: nurses and janitorial staff) over the same geographical locations, establishing multiple Classes
can help to achieve this.

By establishing two Classes, ShiftMatch allows the view of the architecture to remain constant (ie: the
Locations appear the same to all), but Nurses can be scheduled using Grades, Skills, Pools etc relevant to
them and Janitors can be scheduled using Grades, Skills, Pools etc relevant to them.

Nurses and Janitors each need to be scheduled to work in the Surgery Location of Cardiology.

The “Surgery” skill a nurse holds will be materially different to the “Surgery” skill a Janitor holds.

ShiftMatch will allow both departments to fill shortfalls in the right Location from Users in the right Class with
the rights Grades and Skills-
Members of one Class will not be able to see the Grades or Skills or Users of another Class.



ShiftMatch ShiftMatch Canada Manager Guide - 1

mrLLsHIrT My Schedule - Staffing- People- Agency -

Locations  —— &t Cathasna | Logout | Mansger Guiss | Atk u o Defaull v
Roles
Pools

Home | Setings | Classfy | Classes Orein

Grading Classes

Classes

What do classes do? Skill Grauping

Classes can be used where there are dearly different user groups, with di it Security. Nursing. Admin). Users can be assigned a Class and only relevant skills

grades and users are displayed Agency Edi
Class Mame | External Payroll Mapping Edt
Banking Governance

Retumn Text

Dedaut (defaut) PE—
Educaton Education { Edi |
EmargencySarace smergency m
Filness Finess £t |
Misc Misz £ |
HNursing Hursing m
Producton FAnVTV Labour it |

Add A Class

For more detail on allocation of Grades to the appropriate Class, see Grading Classes
For more detail on allocation of Skills to the appropriate Class, see Skill Grouping

Next Topic: Settings: Grading Classes >>
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Settings: Grading Classes

<< Settings: Classes | Settings: Skill Grouping >>

Grading Classes

The Grading Classes page on the Settings tab allows you to view or edit how each established Grade is
assigned to a Class.

! Dueto system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

By assigning Grades to a Class, you will be nominating that the assigned Grade should represent Users in
the nominated Class.
No other Class will be able to use or see the Grade once it has been assigned.

For more on Grades
For more on Classes

mruser My Schedule- Staffing- People- Agency - Admin - | Seffings = _ Search
Lacations 4 [ Deefaull v
Gradings e
Poaols
Home | Settngs | Gmdings Classes @ =i
What do gradings do? Skill Grouping

Gradings typically reflect pay-grades or seniority. Grades can be assigned wiew of grades accordingly

Agency Edit

Extemnal Payroll Mapging
Licensed Practical Nurse 1 Misc t

Govemance

Retum Taxt
Licensed Practical Nurse 2 Misc
Reqg Practical Nurse Mursing v
Registered Murse 1 Mursing v
Registered Nurse 2 Mursing v
Murs= Practioner Nursing ¥
Co Ordinator Production v
Instructar Fitness v

Next Topic: Settings: Skill Grouping >>

Page 160 of 217



ShiftMatch ShiftMatch Canada Manager Guide - 1

Settings: Skill Grouping

<< Settings: Grading Classes | Settings: Agency Edit — Editing Agency Details >>

Skill Grouping

The Skill Grouping page on the Settings tab allows you to view the Class and Skill group (if applicable)
associated with each specific Skill.

! Dueto system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

This allows allocation of established Skills to be assigned to a specific Class for view within that Class only.
If a Skill is applicable to all Classes, it should be grouped into the Default Class.

For more on Skills
For more on Classes

wrusert My Schedule- Staffing- People- Agency - Admin - | Seffings =

Locations 5 ; I Defat .
Skill Groups e
Poals
Home | Sestings | Skil Geoups Classes Qe
Gradne Claseas
What do skill groups do? w

Competencies / skills can be grouped under headings. of your choice 1o sit
for logistics, tiage for nursing)

Sipurirs ges If you use cassifications, they can also be assigned to a Class (e.g. Forklift

Agency Edit
Ski Iy Grot  Extemal Payroll Mapping Classification 11
Gaovernance
General L L Defauk Ll
Returm Text
Aged Care Aged Care v Hursing v
Adquant Fitness v Fitness v
Bariatric Medicne L Hursng T
Biartending Filness v Fitness -
Buiiiding Code Eméigency v EmeigencySerice v
City Egimil Oper License Emergency L EmergencySerice T

Next Topic: Settings: Agency Edit — Editing Agency Details >>
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Settings: Agency Edit — Editing Agency
Details

<< Settings: Skill Grouping | Settings: External Payroll Mapping >>

Editing Agency Details

! Neither Managers nor Users can add an additional Agency.
Contact ShiftMatch to enter any new Agencies in the ShiftMatch System.

The Agency page on the Settings tab allows you to edit the details of Agencies in the ShiftMatch System.

My Schedule-  Staffing- People- Agency -

Locations ! Defaull
Roles

Agency Admin List

Pools

Classes [T
Grading Classes
Mame It Bridge Access 11 Skill Grouping Messages Edit
CAN_Sgency? faise —— E3 | Em |
CAM_Agencyl false 3 E

External Payroll Mapping
Governance
Retum Text

To edit an Agency’s details:

1. Click on the Edit button name of the Agency you wish to edit.

[A new screen entitled Agency Admin will then appear.]

2. Update the Agency’s details with any revised information:

Agency Name

Abbreviation

Contact First Name

Contact Last Name

Email — Agency Scheduler email address used for contact when Shortfalls assigned to Agency
Target Email

Address
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+ City

* Province

* Postal Code

» Contact Priority — the order (among all Agencies) in which ShiftMatch contacts the Agency
when offering Shortfalls

* Locations

* Gradings

3. Click the “Update Agency Details” button.

The updated details for the Agency will now be reflected in the ShiftMatch System.

* Click the Messages link associated with the Agency to download a CSV file of all messages
sent to that Agency.

Next Topic: Settings: External Payroll Mapping >>
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Settings: External Payroll Mapping

<< Settings: Agency Edit — Editing Agency Details | Settings: Return Text — Editing Message Content >>

External Payroll Mapping

! Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

The External Payroll Mapping page on the Settings tab is used for the mapping of ShiftMatch Locations
and Grades for payroll API.

wrusart My Schedule- Staffing- People- Agency - Admin - | Sefilings =

Locations

Defaul v
N Raol
External Payroll Mapping i
Pools
Home | Settings | Extemal Payroll Mapping Classes S rer
Grading Classes
What is the External Payroll Mapping? Skill Grouping
External payroll mapping is used to allow FillShift shortfalls to be pushed Siruchure ms. Currently used in Kronos sites.
3 Agency Edit
Gradings .
FiliShift Grading Externai Grading Govemarwe
Retum Tex

Licensed Practical Nurse 1 External Grading
Licensed Praciical Nurss 2 Exiamal Grading
Reg Practical Murse External Grading
Registered Nurse 1 External Crading
Registered Nurse 2 External Grading

Nurse Practioner External

Next Topic: Settings: Return Text — Editing Message Content >>
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Settings: Return Text — Editing Message

Content

<< Settings: External Payroll Mapping | General >>

Editing Text And Email Message Content

The Return Text page on the Settings tab allows you to edit the standard content of the text and/or email
messages sent to Users.

=russer My Schedule-  Staffing- People- Agency -  Admin - | Seffings -
Locations
Return Text Admin Roles
Pools
Homa | Sethings | Ratum Taxt Adein Classes

Grading Classes

Management Alerts Skl Grouping
Hatifications sent ta management. Generaly for adminisirative purposes. Siruchure
Name 1 Description 11 Agency Edit

Extemal Payroll Mapping

Ukser Firsd Shartfal Addrriin; When & new User is booked inbo first She

Govgmance
Admin; When 2 non-sxsten User i placed inbg Retum Text

Hot used

Usar is Hul | Empty
User Max Messages
Ui mivved 1o Archive Admin: Inactive Uiser moved o archive (afler 12 weeks
Holification - Shorifals per period et When oo many Shortfalis are sccepled for & period
Natification - Hours per Sharifal

Adrii: When koo many hours are accepbed for a Shortfal

Haotrfication - Hours per penicd Addmin: When too many howrs are accepted for a period

Notification: Shortfalls
Halifization. days
Natification: hours
Payrod Export Excepsion

Payroll Export Faded

Admin: Too many Shortfalis in a day

Adri: Tes many Shoefals in  row

Sddmiin; Insufficient gap between Shortfals

Admin: Where export 10 an external payrodl sysiem produces an emor

Addrriin; Where eoport o an exdemnal payroll sysiem falls due fo conneclion problems

To edit the content of a text or email message:

1. Click on the Edit link next to the specific message title you wish to edit.

Default -
[+ S
o Edit
2
6&7
689
3
T4S
744
T43

T4l

T40

82

e @8 @ @ & e 8 e

75

2. Revise the Text Message and/or Email Subject and/or Email Body content as desired.

3. Click the “Update Message Text” button near the bottom of the page.

Your revised text and/or email messages will now be updated in the ShiftMatch System.

* Available Message Tags or pre-established codes for data to incl
listed at the bottom of the page

ude in the message are
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Newly added tags include:

#whoCreatedName# — the first and last name of the User who created the Shortfall
#whoCreatedEmail# — the email address of the User who created the Shortfall
#whoUpdatedName# — the first and last name of the User who last updated the Shortfall
#whoUpdatedEmail# — the email address of the User who last updated the Shortfall

A

Next Topic: General >>
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General

<< Settings: Return Text — Editing Message Content | Grades >>

General
Details included here are for information purposes only.

* Grades
+ Skills
« Employment Types

+ Ratings
 Governance

» Help, Feedback and Support

« About Us, Terms and Conditions, Privacy Policy

Next Topic: Grades >>
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<< General | Skills >>

Grades

! Grades may not be added by Users.
Please contact your ShiftMatch account manager to add Grades.

Grades are intended to be used in ShiftMatch to reflect a User’s job title.
Eg: Janitor, Teacher, Carpenter, Registered Practical Nurse etc.

They may also be used to reflect seniority.

For example, Grades for Registered Practical Nurses may be set up as follows:
- Registered Practical Nurse 1

- Registered Practical Nurse 2

- Registered Practical Nurse 3

to distinguish between RPNs with either 1, 2 or 3 years of experience.

When Shortfalls are added to ShiftMatch, each will require detail on the Minimum and Maximum Grades
which can match to Users.
ShiftMatch can be customized to prioritize which Grade should match first and which last.

Next Topic: Skills >>
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Skills

<< Grades | Employment Types >>

Skills

! Skills may not be added by Users.
Please contact your ShiftMatch account manager to add Skills.

Skills are intended to be used to reflect specific skills or qualifications held by Users.
For example:

+ Transportation workers may hold a Driver’s License Class C.

* Nurses may have Midwifery or Surgery or Bariatric skills.
» Teacher’s may be qualified to work in the Kindergarten department.

When a Shortfall is added to ShiftMatch, it includes a list of the Skill(s) required to be held by the User who
should match the shift.

* Every Skill chosen as necessary for a Shortfall must be held by a User in order to match
the Shortfall.

Next Topic: Employment Types >>
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Employment Types

<< Skills | Ratings >>

Employment Types (or “Worktypes”)

! Employment Types may not be added by Users.
Please contact your ShiftMatch account manager to add Employment Types.

Employment Types are intended to represent the employment status of each User.
The most common Employment Types used in ShiftMatch are “Casual”, “Part Time”, “Full Time” and
“Agency’,

Next Topic: Ratings >>
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Ratings

<< Employment Types | Governance >>

Ratings
By using the Rating function, Users can be further sorted into categories to assist in matching.

Managers can customize the definition for each Rating used by editing them in the Admin > Content >
Rating section.

| i you do not wish to use the Rating function, Rate every User the same and use that Rating
as the default in all Shortfalls.

Next Topic: Governance >>
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Governance

<< Ratings | Help. Feedback and Support >>

Governance

! Contact ShiftMatch to enter any new Governance requirements in the ShiftMatch System.

Governance covers all qualifications or certifications that your organization may consider mandatory for
Users to maintain.

For example:

* Nurses in Ontario are required to maintain a current registration with the College of Nurses of
Toronto.

» Security Guards may be required to main current CPR qualifications.

+ Early Childhood Educators must have a current ECE Certificate.

Governance items can include the following characteristics:

+ automatic warnings sent at intervals nominated by Management for Users to update their information
+ the ability to make Users inactive should they fail to update their information in a timely manner
* mandatory status for Users (or not).

While an unlimited amount of Governance requirements can be added, ShiftMatch recommends that
Management limits Governance requirements to the absolutely necessary.

s¥e ShiftMatch provides a Governance Report which shows all the Users with Governance
attributes and the expiry date for each.

Next Topic: Help. Feedback and Support >>
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Help, Feedback and Support

<< Governance | About Us, Terms, Privacy >>

Help and Support

If you need any assistance using the ShiftMatch system, the Ohel link, when clicked, opens relevant
Help tips onto the current ShiftMatch page:

Schedule

Home | My Schedule | Sonedule Q@ Help

« Usa he calendar strip below Lo add an availability, see wark requests of the shifts that you are listed to wark

s To add an availability dick either the date you would like to work, an empty calendar day or the "Add New” link on the right hand side
» To adjust an availability dick on the red calendar entries or see the list below the calendar

« Ta see delails and accept shifts you are being asked to work click on the orange calendar entries of see the list below the calendar.

» You can edit your availability by dicking on the green calendar entries or see the list below the calendar

» Click on the "Show Open Schedule” link 1o see all the possible shifts that you could work

« ou can use the == and << to move forward or badkward to another Schedule period

Feedback

Feedback

Click on the
Complete your Name, Email address and Comments and click “Submit”.

link on any page to reach the Feedback page.

Your feedback will be sent to Management.
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Talk To Us!
Home | News ' Feedback /| Talk To Us Q==
Name
Email
Comment ‘e love getting feedback to help make our system
Support
+ Click the "#"#9% 592 |ink to this ShiftMatch Online Help Manual — ShiftMatch’s online user manual

with in-depth information on the entire ShiftMatch site.
Search for information via the Table of Contents or the Search box at the top of the page.

« Click on the “*"“* link on any ShiftMatch page to open the pop up entitled “What can we do for you?”.
Complete Your request, Details, Name, and Your email address and click “Submit”.
Your question/request will automatically be forwarded to ShiftMatch Support via Zendesk.

» Click on this link Zendesk Support login which will take you to the ShiftMatch Zendesk login page.
Sign in and complete the process to send your question or request to ShiftMatch Support via
Zendesk.

Next Topic: About Us, Terms, Privacy >>
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About Us, Terms, Privacy

<< Help, Feedback and Support | Release Updates >>

About Us, Terms and Conditions, Privacy

O <3O

On all ShiftMatch pages:
The About link provides a brief overview of ShiftMatch and how the ShiftMatch system works.
The Terms and Conditions link provides full details of ShiftMatch Terms and Conditions.

The Privacy Policy link provides full details of ShiftMatch Privacy Policy.

Next Topic: Release Updates >>
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Release Updates

<< About Us, Terms,. Privacy | Q3 2015 system upgrades >>

Release Updates

Check in here periodically to see information on recent new releases in ShiftMatch
“Q3 2015”":"#q3-2015”

Next Topic: Q3 2015 system upgrades >>
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Q3 2015

Along with general housekeeping and system performance improvements, the following is a list of main
additions and enhancements this quarter.

Predictive User search on Why Not?

Improved Usability — change courtesy of Cascom Australia

When entering a user in the Why Not? pop up, a list of possible matches will be listed to make it easier to
match to the right user.

Why Mot ?
+ The Payroll and Gpan Shift [D must not be empty.
Payrall —
Shift 1D Ben Harlz : benny (Casual = Mgr)

Home phone number of User List > Schedule page

Improved Usability — change courtesy of Nurse West

Now display the user’'s home phone number when manager views the User’s schedule from People > User
List page.

Linked Shift indicator shows

Improved Usability — change courtesy of HotelStaff



Linked shifts now show a small Link icon

Unfilled
Shortfall 1D 1T Shift IT Grade 11
Linked Shortfall
DMG18 &
This is a linked shartfall with link id - 1
DMG2D T =190 RMT-RNZ

“Prebook” term is customizable

Improved Usability — change courtesy of HotelStaff

The term “Prebook” can now be customized to be in line with your nomenclature (eg: “Manual Match” or
“User Fill”)

Contact your FillShift account manager to have this feature set.

“Grade” term is customizable

Improved Usability — change courtesy of HotelStaff

The term “Grade” can now be customized to be in line with your nomenclature (eg: “Job Title” or “Position”)
Contact your FillShift account manager to have this feature set.

Broadcast multiple grades
Improved Usability — change courtesy of Barwon Health
Can now send broadcasts to multiple Grades.

Broadcast to multiple unique users

Improved Usability — change courtesy of KU Childcare & Healthscope

Enter multiple user ID and separate with comma to send a broadcast to multiple known users.
Note: predictive name search only works on the first user.

Red-Alert colour coding option on Staffing Schedule

Improved Usability — change courtesy of Campbelltown

Back by popular demand, the ability to set a red-alert threshold for the Staffing > Schedule page.
Settlings > Locations > [location] > Additional Location Settings

A

Orange Alert 2

Red Alert



Resulting display:

WED 15 THU 16 FRI 17 SAT 18

Add New Shortfall

Configurable access to User Guides

Improved Usability — change courtesy of Cascom Australia

The links viewable by Users to the Manager’s Guide or the User’s Guide can be determined independently.
Usage:

In Settings > Roles there now 2 new items: Support — Staff Guide or Support — Manager Guide which can be
turned on or off.

“Grade” filter on Unfilled Shortfalls
Improved Usability — change courtesy of HotelStaff
The Unfilled Shortfalls list may now be filtered by Grade, in addition to Date, Skill and Location

Hide “Skills” from User on the My Schedule > Details page

Improved Usability — change courtesy of HotelStaff

Skills may now be hidden from the User on their My Schedule > Details page.
Contact your FillShift account manager to have this feature set.

Minimum characters for Login
Improved Usability — change courtesy of Cascom Australia
FillShift can now manage a 3 character login

Date-Stamp on Post It notes
Improved Usability — change courtesy of HotelStaff
Post It notes added by users are now date-stamped to give more context to notes placed

Helena Murse wste: sway on vacation til Thurs 16 July - 15072015 09-18:38

Select “All” on Unfilled Shortfalls page
Improved Usability — change courtesy of Bethanie
Can now select “All” Unfilled Shortfalls when referring shifts to Agency or other work types.



Non-mandatory Governance Dates

Improved audit — change courtesy of Nurse West

Corrected an issue where non-mandatory Governance dates prior to the current date would disappear when
updating users

Last/Next Navigation buttons on Staffing > Schedule

Improved Usability — change courtesy of Monash Health

Also back by popular demand, Lest Week / Yesterday or Tomorrow / Next Week navigation buttons can be
added to the Staffing Schedule page

+ Last Week + Yesterday Monda‘_-.r June 15 Tormorrow —s Mext Week—s
Contact your FillShift account manager to have this feature turned on / off.

Linked shift confirmation

Improved Communication — change courtesy of Barwon Health

When linked shifts are accepted, the staff member now receives a single text confirmation, showing the date
range of the linked shifts.

Next Topic: Q4 2015 system upgrades >>
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<< Q3 2015 system upgrades | Q1 2016 system upgrades >>

Q4 2015 system upgrades

Along with general housekeeping and system performance improvements, the following is a list of main
additions and enhancements this quarter.

Date of Hire
Improved Usability — change courtesy of FillShift USA
Each user’s personal details shall include a tab for nominating the Date of Hire for purposes of seniority

Hours Worked
Improved Usability — change courtesy of FillShift USA
Each user’s personal details shall include a tab for indicating the hours worked for purposes of seniority

Rapidbook Bulk Upload
Improved Usability — change courtesy of Cascom Australia
Alongside Bulk Shortfall Upload, the new feature will allow Bulk Rapidbook Upload too.
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Q1 2016 system upgrades

<< Q4 2015 system upgrades | Q2 2016 System Upgrades >>

Q1 2016 System Upgrades

Along with general housekeeping and system performance improvements, the following is a list of main

additions and enhancements this quarter.

System Emails can now be cc’d

Improved Usability — change courtesy of Cascom Australia

Return texts have an added field to enable email notifications to be cc’d to multiple destinations.

Add multiple comma separated email addresses or use standard system addresses like #locationOwner#

etc.

Text Message

Email Subject

Email Body

CcC

A users is working their first shift #firstname# #lastname#, payroll
#payroll#

User First Shift

A users is working their first shift #firstname# #lastname#, payroll
#payroll#

EXAMPLE TEXT : #locationOwner#, #provider#, admin@gate121.com

Password Hint Improvement

Improved usability — change courtesy of FillShift Canada

Clicking on “Forgotten Your Password” will provide an option of displaying the Password Hint and/or
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resetting the Password.

Forgot password

Payroll

‘ john

OR

Email

Your ermail

Password Hint

Passwo

Login

john

Active?

true

Show passsword hint

Reset my password

Broadcast to Preferred Staff
Improved targeted communication — change courtesy of Knox Private Hospital
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You can target Broadcast texts to just preferred staff in a given location, if appropriate.

Broadcast based on Locations

Choose Preferred Staff Choose Preferred Staff

Locations ~ Aged Care ©

| AgedCare2 ©
Armadale ©

[ o PN RN | P e L

Search users by cell phone number
Improved usability — Change courtesy of Healthscope
You may use a cell number (or partial number) to search for a User.

Rapidbook XML Webservice (API)

Improved usability — Change courtesy of Eastern Health

A new Webservice has been created to enable external systems (ie: scheduling software) to push
Rapidbooks into FillShift, creating shortfalls.

This will allow easier integration of automated shift needs from external systems to FillShift.
Contact your FillShift account manager to discuss this function

Accepting a Shift Request removes Offers

Improved usability — Change courtesy of Epworth Health

We have added the ability to remove all other Availability for a day once any shift has been accepted — to
ensure only a single shift is accepted per day (where that is the limit).

Contact your FillShift account manager to discuss this function

Hide Post-It Notes

Improved usability — Change courtesy of KU

We can now totally hide the Post It Note function, if required.
Contact your FillShift account manager to discuss this function
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Q2 2016 System Upgrades

<< Q1 2016 system upgrades | Q3 2016 Mini Release >>

Q2 2016 System Upgrades

These upgrades went live on Tuesday July 27, 2016
As well as some general housekeeping and system performance improvements, the following is list of the
main additions and enhancements to ShiftMatch.

Broadcast to Multiple Work Types

Improved Usability — change courtesy of Healthscope Knox Private Hospital

The Broadcast form now has a list of worktypes (aka Employee Types) checkboxes instead of a dropdown
list.

Selecting multiple checkboxes is now allowed so that a Broadcast can target users in more than one
worktype (e.g. Casual and Part-Time).

Broadcast basic User filters

Login‘Registration
Shortfall 1D Shortfall 1D
Include Users with Do Mot Disturb on
Include Inactive Users
Which Employee Type?
Casual
Part Time
Full Time
Agency1

Shift Reminder
Improved Staff Attendance — change courtesy of Hotelstaff
Users can now set a reminder (hours prior to shift start time) which will send a reminder Text to booked
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staff.
A new Return Text is used — #774 shift reminder.
Contact your ShiftMatch account manager to discuss this feature.

Report Filtering

Improved Data Analysis — change courtesy of Hotelstaff

We have added the ability to filter the Analytical Reports (eg shortfalls, offers, cancellations) by Location
and also by External Reference.

This enables location-specific reports to facilitate sign-on sheets, schedules, shift reconciles etc.

Reports

Demonstration Home © Admin ' Reports

Choose your report date range

A date range must be first selected for all reports below. Analytical CSV reports use Location with Shortfall Details, Rapidbook and Cancellation t
Order Pos only acts to reduce the search on the Shortfall Details.

25/07/2016 & 25/07/2016 & Hospital / Medical

ik

Governance CSV Report
Improved Reporting — change courtesy of YMCA GTA



A new report is available that details governance items and expiry dates for all users.

Report 1T Description 11

Shortfall Details A CSV file with details about shortfalls.

Shertfall Rural Details A CSV file with details about shortfalls that are used in Rural areas.

User Details A CSV file with details about staff within the system.

Rapidbook Details A CSV file with details about rapidbooks within the system.

Location Details A CSV file with a basic listing of the locations within the system.

Offer Details A CSV file with a basic listing of the Offers within the system.

Invoice Details Listing of all the invoices within the system.

Cancellation Details Exporting of all the cancellations details.

Time to Fill Break down of the time taken for each shortfall to be filled with a staff member.
User Locations Listing of all the staff within the system and the locations that they work.
Governance Export all the Governance items.

External Reference Field Naming

Improved Customization — change courtesy of Hotelstaff

The External Reference field can now be customized (e: PO Number, shift code etc).
This number can also be used to filter Reports.

Contact your ShiftMatch account manager to discuss this feature.

Data Entry Error Highlights
Improved User Experience — change courtesy of ShiftMatch Australia
When data entry errors occur on forms, the label and field are now highlighted in red.

Shortfall Details CSV Report as XML

Improved Integration — courtesy of Healthscope

Users can now access the Shortfall Details as an XML feed for use with third party systems such as data
warehouse, Google Sheets, accounting systems etc.

Contact your ShiftMatch account manager to discuss this feature.

Requested Grade
Improved Reporting — change courtesy of Hotelstaff
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We have added a dropdown to the shortfall add/edit screen to capture the requested Grade while still
allowing the Min and Max Grade parameters.

This provides an additional level of reporting on Grade performance for shortfalls (ie: what was requested v
supplied).

Contact your ShiftMatch account manager to discuss this feature.

Shortfall Details

Load Rapidbook Select a Rapidbook ;
Start - End Time 08:00 () 08:00 ©

Min - Max Grade Choose a Grade = Choose a Grade ;
Requested Grade Choose a Grade ;

Linked Shifts
Improved Staffing Continuity and Flexibility — changes courtesy of Hotelstaff, KU and YMCA GTA
Multiple improvements have been made to the Linked Shift function. They are:

+ Editing Linked Dialog
When a linked shift is edited, there is now an on-screen display (Cancel/Continue) warning that a Link
is to be broken, including the dates of the other linked shifts.
* Linked Shift Entry
Shifts may now be Linked via an option in the Shortfall Details tab
+ Varying Start Time
Multiple start and end times for Linked Shifts are now available

Maintain Shift Link When Changing Time

Improved Flexibility — changes courtesy of Hotelstaff and KU

Start and end times for Linked Shifts can now be edited without breaking the link.
Contact your ShiftMatch account manager to discuss this feature.

Date of Termination
Improved Reporting — change courtesy of ShiftMatch USA
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An optional field is available for staff profiles to store a Termination Date.
Contact your ShiftMatch account manager to discuss this feature.

Professional Details
Enter user attributes and classification details here.

@ Active - Last Change 14/07/2015 15:38

Date Of Hire * ]

Date Of Termination ]

Upload and Delete Files on Governance Page

Improved Usability — change courtesy of YMCA GTA

Users can now upload files and delete uploaded files from the Governance page.
Contact your ShiftMatch account manager to discuss this feature.

Enhanced Gazump Function

Improved Cost Control — change courtesy of Bethanie

In addition to Externally Filled shifts, the system can now be set to allow any Agency shift to be be
overwritten by a non-agency staff member accepting a shift request.

This gazumping feature can be disabled a pre-determined number of minutes prior to shift start to prevent
any cancellation fees.

Contact your ShiftMatch account manager to discuss this feature.

New Message #tags#
Improved Communication — change courtesy of ShiftMatch Canada
New fields available are:

+ #whoCreatedName# — this generates the Name associated with the User who created the Shortfall.
(eg: John Smith)

+ #whoUpdatedName# — this generates the Name associated with the User who last updated the
Shortfall. (eg: Kate White)

+ #whoCreatedEmail# — this generates the Email Address associated with the User who created the
Shortfall. (eg: JSmith@gmail.com)

+ #whoUpdatedEmail# — this generates the Email Address associated with the User who last updated
the Shortfall. (eg: katiewhite123@yahoo.com)



The email tags may be useful when used in conjunction with the cc: fields on return texts, allowing
shift notifications to be sent to shift creators/updaters, as well as location owners etc.

Customizable Shortfall Details Page

Improved Flexibility — change courtesy of Barwon Health

In addition to the standard columns displayed in the Shortfall Details report, extra columns may be optionally
displayed.

The current list of additional columns is: Shift, Grade, Location (level 4), Location (level 3), Pool, Worktype,
Skill, Agency, External Reference.

Contact your ShiftMatch account manager to discuss this feature.

General Security and Technical Enhancements
Improved Flexibility — change courtesy of ShiftMatch Australia
In addition to the above functional enhancements, this release also contains several system improvements:

+ Enhanced user interface and error messages when in view-only mode;

+ Enhanced help files and on-page help;

» Automatic temporary halt to all feeds into Kronos systems where connection problems occur;
» Additional improved system configuration tools;

* Improvements to bulk user uploads;

* Improved archiving of key data;

» Clearer User response when attempting to accept a deleted shift;

* Removal of non-login pages from search engine indexing.

Next Topic: Q3 2016 Mini Release >>




Q3 2016 Mini Release

<< Q2 2016 System Upgrades | Q3 2016 System Upgrades >>

Q2 2016 Mini Release Upgrades

These upgrades went live on Tuesday September 13, 2016
As well as some general housekeeping and system performance improvements, the following is list of the
main additions and enhancements to ShiftMatch.

Same-Day Split Shifts

Improved Usability — change courtesy of YMCA GTA

A same-day split shift can now be created with a variable gap in the middle.

For example, in a childcare environment, staff may be required to work 7.30am — 9am for the before school
period and then 3.30pm — 6pm for the after school period.

Alternately, aged care providers may be required to attend a client’s house at 8.30am — 11am to feed and
clean at breakfast and again at 4pm — 7pm to handle medications and dinner.

Contact your ShiftMatch account manager to discuss this feature.

Shortfall Request Hard Decline

Better Staff Management — change courtesy of HotelStaff

A user can now hard decline a shift request online or by prefixing a reply Text with a “-”
ABC123).

After a hard decline, no further resends for that Shortfall will be sent to that user.

character (eg: -

Contact your ShiftMatch account manager to discuss this feature.

Display Either Analytical or Operational Reports

Improved Reporting — change courtesy of ShiftMatch Canada

A choice can be made to display and generate either the Operational PDF reports or the Analytical CSV
reports, or both.

Contact your ShiftMatch account manager to discuss this feature.

Pre-Shift Balance Horizon
Improved Shift Planning: Change Courtesy of: Central Coast LHD
The pre-shift balance screen can now go 7 days into the future.



Contact your ShiftMatch account manager to discuss this feature.

Role to Determine Visible Worktypes — Stage 1

Improved Versatility. Change Courtesy of: ECMS & Nursewest

The rules around which work types (eg: Casual, Part Time, Full Time, Agency) have been moved from
permissions to Roles. This means that specific Roles can be tailored to show on certain work types on the
People page as well as Manual Match text boxes.

At this initial stage, we require all ShiftMatch customers to review all Roles and assign work types
appropriately, prior to enabling this feature by Oct 13, 2016.

Contact your ShiftMatch account manager to discuss this feature.

User’s Home Number Field Lengthened
Improved Data Recording: Change Courtesy of Nursewest
The home phone field has been lengthened to up to 22 characters.

Next Topic: Q3 2016 System Upgrades >>
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Q3 2016 System Upgrades

These upgrades went live on Tuesday October 25, 2016
As well as some general housekeeping and system performance improvements, the following is list of the
main additions and enhancements to ShiftMatch.

Variable gap between Shift Requests
Improved staffing preferencing: Change courtesy of: Monash Health

Users can now set variable gaps between contacting staff (previously only a common gap could be
specified).

For example, you may now set a 10 min gap between contacting Staff Member #1 and #2, and a 5 min gap
between Staff Member #2 and #3.

%F_)O@OC_?O

PN

Variable gap between Agency contact priority tiers
Improved Agency preferencing: Change courtesy of: Monash Health

Users can now set variable gaps between contacting Agency tiers (previously only a common gap could be
specified).
For example, you may now set a 10 min gap between Tier 1 and 2, and a 5 min gap between Tier 2 and 3.
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Landing Page after saving Governance attachments
Improved Usability: Change courtesy of: YMCA GTA

After uploading a document in Governance, users now stay in the User Profile rather than landing back on
the User List.

Clair Demo

Demonstration Home / People / User List / Clair Demo

+ That file has been updated.
+ Those details have been successfully updated.

Login Details Personal Details Professional Details Governance Locations Skills

New Level 3 locations automatically chosen
Improved Staff matching: Change courtesy of: Nursewest

When a new Level 3 location is added, ShiftMatch can be set to automatically Allocate and Choose the
location for all staff that have a sibling Level 3 location chosen.



ShiftMatch

NSW / Hospital

@ Select all Hospital sub-locations

ShiftMatch Canada Manager Guide - 1

Chosen by
User

Medical @

Ward 1

Ward 2

Critical Care @

Emergency Department

Intensive Care Unit

User List Filtering
Improved Usability: Change courtesy of: Barwon Health

Users may now be filtered by multiple criteria:

o

Name, Active/Archive. Grade, Worktype, Skill, Location, Role, Pool, Date of Hire.

Multiple selections under each category can be make by ticking the appropriate checkboxes under each

dropdown menu.
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User List

Demonstration Home / People / User List

Filter results

Search Text Name, Login or Mobile © Current Users Only Active Archive
Min Grade = Max Grade = Casual, Part Time - Skills ~
¥ Casual
Date of Hire i © On Date Before Hire Role -
- 7 Part Time
Full Time
Agency1
Login IT Grade IT Active It  Lastname, Firstname | Agency2 Sms Export
adming Mgr o Admin, Geelong Agency3 k
Agency4
adminh RN2 ] Admin, Hospital Full Time k

Open Schedule screen display
Improved Usability: Change courtesy of: ShiftMatch Australia

The Open Schedule now displays when scrolling through the Older/Next screens on the Open Schedule.

Link to User’s Schedule from Program View
Improved Usability: Change courtesy of: Barwon Health

When a User’s name is clicked on the Program/Division view page, it now goes either directly to that User’s
Schedule page or to the User’s Profile Page.

Content can link to external webpages
Improved Communication: Change courtesy of: ShiftMatch Australia

For customers who wish to use more extensive content editing, we can now link to an external website and
display that as the content.
This may be useful for power users that want rich text, tables, images etc.

Visible Worktypes controlled by Roles
Improved Versatility: Change courtesy of: ShiftMatch Australia
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Roles now dictate which Worktypes (eg; Casual, Part Time, Full Time, Agency) a User can see on the User
List page.

Next Topic: Q4 2016 System Upgrades >>
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Q4 2016 System Upgrades

These upgrades went live on Friday December 2, 2016
As well as some general housekeeping and system performance improvements, the following is list of the
main additions and enhancements to ShiftMatch.

Text Link to Accept Shifts
Improved user engagement and cost savings. Change Courtesy of: FillShift Australia

This is a very exciting new feature we’ve developed which will save staff having to reply with a Text to
accept shifts. A link can now be placed in Text/Email requests that takes the user directly to the FillShift
website for them to review details and accept shifts online — via smartphone, tablet or computer. We think
this is such a good addition to the communication loop that we have enabled this for all customers, if you
don’t want this feature contact us and we can easily disable it.

Benefits of this new feature are:

* Reduction in Text “shift confirmed” volumes, saving costs
* Increased engagement by leaving users on their up-to-date My Schedule page — encouraging more
offer placement and reducing no-shows



Accept Shortfall
Joie, Seafy Repuear Hos
hec, 0700 - D630 on Fri
5 hory P00 Bl LYBIOG
10 BEORA OF

Staff Deactivate & Reinitialise
Improved usability & efficiency. Change Courtesy of: The Bethanie Group

There is now a button on the change password page labeled: Inactivate & Reinitialise. Visibility of this
button is limited to forceUpdate users and needs to be enabled by FillShift support.

Pressing the button displays a form that shows the username, followed by a list of their future shortfalls
(after that calendar day) and a list of their future offers. Pressing cancel will do nothing and close the
window. Pressing Inactivate has two impacts:

* The user will be set to inactive
+ All of the user’s shortfalls will be re-intialised (including linked shortfalls) Please note, a set of linked
shortfalls that all belong to that user will now all become available, but are no longer linked.
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Inactivate and Reinitialise

John Demo

Shortfalls

Pkid Date Shift Location
8061130 25M11/2016 07:00-16:30 Hospital / Medical

8061138 30M1/2016  07.00-16:30 Hospital / Medical

Phid Date

8501757 27112016

Inactivate

TXT/SMS Message Count
Improved usability & transparency. Change Courtesy of: FillShift Australia

To avoid confusion around shortfall messaging, FillShift now shows only Text/SMS request tallies relating to

the shift on Shortfall Add/Edit pages and the Staffing Schedule page. The term “Message” has been
replaced with “Request” where applicable.
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Unfilled
Shortfall
Delete Ig ua Shift i1  Grade i1 Division 31 Dept I Worktype IT  Skill I
07:00 - EN1- !
LYB130 B — Medical  §
B 12:00 - EN1-
& ;
LYB136 & 20:00 ANz Medical 3

Linked Shortfall History

ShiftMatch Canada Manager Guide - 1

o 4 [

Improved usability & communication. Change Courtesy of: FillShift Australia

Requests IT  History Agency IT

Order
Pos I

Linked shortfalls now show ALL transaction items for ALL of the shortfalls in the linked group, not just the

1st shift in the Link.

Shortfall History - Created 22/11/2016 12:23:55
Linked Joined (643129)

Shortfall

Pkid IT D It Description 1T User I
62152846 B0O61136 new shortfall Mo User
62152847 B061137 new shortfall Mo User
sms: shortfall offer/work work request - message: 1: John
G2132200 " BOGT13F sB061137 u91800 ad Demo

Agency Location Limits
Improved governance. Change Courtesy of: FillShift Australia

Pull

sms It Date I

0 Tue 22/11/2016
12:23:55

0 Tue 22/11/2016
12:23:56

0 Thu 24/11/2016
12:17:04

Logged
User It

Ben Hartz

Ben Hartz

N/A

Primary 11

o

We have added extra filtering and checking to ensure that agencies are only requested for shifts that match

their allocated locations.
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Contact Priority 2 ’

Locations Choose Locations @ All Locations
All Locations Selected

Grades Choose Grades All Grades

All Grades Selected

Update Agency Details

Shortfall Details Archive
Improved reporting. Change Courtesy of: FillShift Australia

We all get busy at times and sometime the monthly download of data is over looked so we've created a
shortfall/vacancy details archive report accessible anytime. When enabled, a new panel opens at the bottom
of the Reports page that shows links to monthly versions of the shortfall-details report.

This enables a full and rich data source to be accessed without having to remember to run reports each
month. Happy reporting!

Archive Details

201610 Shortfall Detail

Forward Planning Visibility
Improved usability and planning. Change Courtesy of: FillShift Australia

Page 202 of 217



ShiftMatch ShiftMatch Canada Manager Guide - 1

Forward planning can be confusing at time and hard to remember exactly when the planned release of shifts
will happen. A new button has been added to the Staffing page to show the Forward Planning dates that
have been established. This will improve the understanding of Request sending processes when placing
shortfalls for future weeks/periods.

+— Last Week =« Yesterday Friday November 25 Tomorrow — | Next Week— Add New Shortfall

Hospital / Medical Show Forward Planning

Forward Planning
Tue 8 Nov 2016 12:00
Tue 8 Nov 2016 16:00
Wed 9 Nov 2016 18:00

MOMN 14 TUE 15 WED 18 THU 17 FRI 18 SAT 19 SUN 20 MON 2 TUE 22 WED 23 THU 24 FRI 25 SAT 28 SUN 27

MEDICAL

Location Details CSV Report Changes
Improved reporting. Change Courtesy of: YMCA GTA — Canada

The Location Details CSV report now includes the Cost Centre and the Location Owner

Description Abbreviation Active CostCenter Ownerld OwnerPayroll OwnerMName

Base Base TRUE 23423 B38 benny Ben Hartz

MEW MEW TRUE 23424 B3B8 benny Ben Hartz

Hospital Hos TRUE 23425 1545 mike IMike Hartz |
Medical Med TRUE 23426 B38 benny Ben Hartz

Aged Care Aged TRUE 23427 1945 mike Mike Hartz

Emergency ED TRUE 23428 1945 mike Mike Hartz

Support Services 55 TRUE 23429 1945 mike Mike Hartz

Cancellation Screen changes
Improved usability. Change Courtesy of: Barwon Health

Notes, Files, and Cancellation info now shows when the Shortfall History screen is displayed.
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Attached Files

Details
Notes
reduced load Ben Hartz 23/11/2016 12:14

Cancellation Info

reduced load Ben Hartz 23/11/2016 12:14

Governance Items Enhanced
Improved usability. Change Courtesy of: Nursewest, Barwon Health & Monash Health

Each Governance ltem now has a free-form text field for storing registration numbers, keywords etc (up to
40 characters).

Governance

These fields trigger warnings to users for impending credential events. Some events can make a user inactive on expiration.

Renewal * 30/086/2017 B agora
Children Check * 30/06/2017 E wwe1
OHS 0912/2016 B

Enhanced User’s Schedule Page for Managers
Improved usability. Change Courtesy of: Eastern Health, Barwon Health

A host of extra User information now appears with the User Details tab on the Manager’s view of a user’s
Schedule page.



Do Mot Disturb OFF

Date Last Worked Thu Moy 17 12:00:00 AEDT 2016
Hours Worked Mon 14 Nov - Sun 27 24.75
MNov

Registration 2

Experience Allowance 0.0
Maximum Hours 0.0
Registration Renewal 30/06/2017
Children Check 30/06/2017
OHS 09/12/2016
CFR Practical 14/12/2016
RSA

4357 Visa

Visa 16/03/2017

User Locations CSV Report
Improved reporting. Change Courtesy of: Barwon Health

This report now shows user’s Payroll number/Login and Grading.

UserPkid Payroll Firstname Lastname Gradingld Loc2_Description Loc3_Description Locd_Description LocationPkid
58614 rogeriphone Roger iPhone RN1 Hospital Medical BEO
58614 rogeriphone Roger iPhone RM1 Hospital Aged Care BB2
58614 rogeriphone Roger iPhone RN1 Hospital Emergency 888
58614 rogeriphone Roger iPhone RM1 Hospital Maternity BSO
58614 rogeriphone Roger iPhone RN1 Hospital Medical 9'West 2254
58614 rogeriphone Roger iPhone RM1 Hospital Aged Care Ward 3 2255
58614 rogeriphone Roger iPhone RM1 Hospital Maternity Ward 6 2257
58614 rogeriphone Roger iPhone RM1 Hospital Maternity Ward 7 2258
58614 rogeriphone Roger iPhone RM1 Hospital Emergency Ward 9 2255
58614 rogeriphone Roger iPhone RM1 Hospital Maternity Delivery Suite 5768

But wait there’s more...
We’'re already planning and working on Q1 2017 where more of your feature requests and improvements of
our own are in development. 2016 has been a great year and we’'re looking forward to working together with



you in 2017 in providing the most efficient, user friendly allocations system to make your job a little easier
and you staff a little happier.

If you need any further information on any of the features above don’t hesitate in contacting us.
Kind Regards

FillShift Canada

Next Topic: Q1 2017 System Upgrades >>
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Q1 2017 System Upgrades

<< Q4 2016 System Upgrades | Video Tour >>

Q1 2017 System Upgrades

These upgrades went live on Friday May 2, 2017
As well as some general housekeeping and system performance improvements, the following is list of the
main additions and enhancements to ShiftMatch.

Redesign Force Update and Add Shortfall button
Improved application of system rules. Change Courtesy of: Royal Women’s Hospital

We have redesigned Force Update and Add shortfall buttons so that the Add new shortfall button looks
more like the default button to discourage unnecessary use of Force update button (where placement rules
can be broken).

This function is optional.

Admin Force Update

Bypass dwell
Improved fill rates for urgent shifts. Change courtesy of St John of God

There is now a checkbox next to the Submit button when creating or editing a shortfall labelled “bypass
dwell”
When the checkbox is ticked, it prevents the dwell time from being added to the process time so as to
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expedite processing.
This function is optional.

Don't pause between sending Messages

Reports > Availability Details CSV
Improved functionality: Change courtesy of FillShift Australia

The Availability Details CSV report has columns added that shows if the user is working or not working.
Relevant headings are StatusID and StatusDescription.

Demo  RN1 12/4/17 | 710/4/17 16:51 10/4/17 16:51  TRUE 100 working

Reinitialize Shift Logic

Improved shift fill rates. Change courtesy of FillShift Australia

We have strengthened the logic around re-offering a reinitialized shift to those users that missed out in the
first round of offers.
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Shortfall History - Created 22/11/2016 12:23:55

Linked Joined (643129)
Pkid It :m“rtfnll Description It User It :::Is n
62152846 8061136  new shartfall Mo User 0
62152847 8061137  new shortfal Mo User O
62152930 8061137 :';;;:';T;gﬁ;;gm work request - message: 1 : ‘;:::D 0

Governance Description in View only

ShiftMatch Canada Manager Guide - 1

Date It

Tue 22/11/2016
12:23:55

Tue 22/11/2016
12:23:56

Thu 24/11/2016
12:17:04

Logged
User It

Ben Hartz

Ben Hartz

N/A

Improved usability and visibility in staff profiles. Change courtesy of YMCA of Greater Toronto

x
Primary It
(]

(]
(]

Managers with “view only” access to People info page can now see the Governance items, expiry dates and

the Description.

10/03/2017 : 457 number

Archived Staff Management
Improved functionality. Change courtesy of FillShift Australia
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A “Restore User” button will appear under the error message when adding a new user whose unique ID has

been detected in the archive.

Restore Liser

Agency Notification Filter by Skill
Improved Agency targeting. Change courtesy of Monash Health

We have added “Skill” as a filter for notification to Agency — it operates in the same way as Location and
Grade (checkboxes on the Agency Edit screen).

Preferred Name field

Improvement to communications. Change courtesy of Nursewest

A “preferred name” field can now display in User profiles (People Info page). If a preferred name exists it will
be used in communications, else the First Name will be utilized.
The function is optional.
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New staff welcome message

Improved staff communications. Change courtesy of The Bethanie Group

A new return text has been created for a once of welcome / instructional text and/or email when a new
employee is added to FillShift.
This feature is optional.

See Settings > Return Text > Welcome New Staff

Edit the content of the message below

A message will only be sent if there is content in the relevant fields. If there is no TXT content a TXT will not be sent,
will not be sent.

Sms Message #firstname#, welcome to Cascom, login here to add your
availability and start accepting shifts.

Email Subject welcome to casecom

Governance items seen by Casual Staff
Improved visibility by Staff. Change courtesy of Nursewest
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We added the ability to show governance item details to Casual staff on their Details page (My Schedule >
Details).
They are not able to edit but just to view.

Governance

These fields trigger warnings to users for impending credential events. Some events can make a user inactive on expiration.

Renewal * 30/06/2017 &= agora
Children Check * 30/06/2017 i wwc1
OHS 08M12/2016 e

Ability to see targets for Broadcast
Improved usability and targeting. Change courtesy of Barwon Health

We have added the ability to have a summary after a broadcast has been sent to know who the broadcast
did or did not go to.
This will essentially identify users without cell phones.

After submitting the broadcast a summary screen shows total matches, sending matches (for those that can
be sent) and a full user list matching the filters used.
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lurch 123456789 123456789 1234 adams, Clazza, Roger Demo, Nathan

Hotel, Roger iPhone,

Ability to choose compulsory fields in profiles
Improved data integrity. Change courtesy of Barwon Health

We have added the ability to nominate fields under Personal, Professional or Governance details to be
mandatory when adding/editing user profiles.

Fields that can be mandatory include: renewal date, cellphone, email, home_phone, title, first_name,
last_name, preferred_name, address, hire-date, terminate-date, Total hours allowed to work, grade,
employment type, class, role rating, pool.

Display shortfall ID in Invoices
Improved Agency invoice auditing. Change courtesy of Barwon Health

You may now display the shortfall ID when shifts are imported into Invoices.

More upgrades and improvements to come in Q2, 2017.
If you have any feature requests, be sure to contact your account manager to discuss.

Next Topic: Video Tour >>
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Video Tour

<< Q1 2017 System Upgrades | Video #1 Login >>

For a brief orientation to the ShiftMatch system, the following videos describe key functionality in each tab:

Login via computer, smartphone or tablet
includes instruction on how to:

* Login
* Including help if you Forget Your Password

Staffing Schedule Video
includes instruction on how to:

+ View the Schedule

* Add a Shortfall

+ View and Edit a Shortfall
+ Delete or Relnitialize

* PreBook

+ Escalation

* View Shortfall History

Next Topic: Video #1 Login >>
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Video #1 Login

<< Video Tour | Video #2 Manager Staffing > Schedule Tutorial >>

The video tour demonstrates how to:

* Login — includes access to ShiftMatch via smartphone, tablet or computer
* What to do if you Forget Your Password

Next Topic: Video #2 Manager Staffing > Schedule Tutorial >>
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Video #2 Manager Staffing > Schedule
Tutorial

<< Video #1 Login |

The video tour demonstrates how to:

+ View the Schedule

* Add a Shortfall

* View and Edit a Shortfall
» Delete or Relnitialize

 PreBook
» Escalation
* View Shortfall History

End of Manager Guide
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YMCA GTA Staff video

<< Video #2 Manager Staffing > Schedule Tutorial

The video tour is specific to YMCA GTA Users and demonstrates how to:

» Login — includes access to ShiftMatch via smartphone, tablet or computer
+ Details — view and edit Personal Details

» Locations — choose Locations to work

+ Schedule — view Schedule

+ Availability — add Availability to work

+ Accept Work Requests — accepting via text

+ Help —including Feedback
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