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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.

• 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.

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.

!

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

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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.

1. Enter your Username or your Email Address.
2. You will be provided the option of viewing the Password Hint or Resetting Your Password.
3. If you choose to reset, click the “Reset My Password” button.
4. An email will be sent to you with instructions on how to reset your password.

ShiftMatch ShiftMatch Canada Manager Guide - 1
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Next Topic: Navigating ShiftMatch >>

If you experience any problems resetting your password, please contact your Administrator.*
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Navigating ShiftMatch
<< Accessing ShiftMatch | ShiftMatch and FillShift and Cascom >>

Navigating the System

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.

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

!
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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

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

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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

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 I 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 I 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 I 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 I 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 I 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

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

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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.]

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.

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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.

Next Topic: Place Availability Via Text >>

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

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.

!

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.*

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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:

1. 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:

Note that you are only able to make offers for the upcoming 30 days via Text.*

ShiftMatch ShiftMatch Canada Manager Guide - 1
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The next time you visit your My Schedule page, you will notice the offer has been added.

Next Topic: Edit Availability >>
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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.

[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).

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

Next Topic: Accept Shift Via Text >>

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

!
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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 ShiftMatch Canada Manager Guide - 1

Page 21 of 217



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.

!

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 22 of 217



Once you have accepted a shift, it will show in green and as “Confirmed” in the shift details on your My
Schedule page.

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.

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.

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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

To close the Open Schedule view, click on “Hide Open Schedule” located below your schedule.

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.*

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 25 of 217



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.

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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Leave Post-It Note
<< 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.

Type in your message.

ShiftMatch ShiftMatch Canada Manager Guide - 1
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Click Save Changes.
Your note will appear to your schedulers until you change or delete it.

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.

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.

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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.

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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 >>

To ensure you receive timely communications and work requests, make sure your cellphone
number and email address are always up-to-date.

!
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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.

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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Next Topic: My Schedule: Change Password >>

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.

!
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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.

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

1. Type in your Old Password.
2. Type in your desired New Password.
3. Confirm your New Password by retyping it.
4. Provide a Password Hint.
5. Click the “Update Details” button.

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.

!
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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 >>

Remember: Passwords are cAsE sensitive, must contain at least one capital letter, and
need to be at least 6 characters long.*
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My Schedule: News
<< My Schedule: Change Password | Staffing Tab Overview >>

News

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.

Next Topic: Staffing Tab Overview >>
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Staffing Tab Overview
<< My Schedule: News | Staffing: Schedule >>

Staffing

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

ShiftMatch ShiftMatch Canada Manager Guide - 1
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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.

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.

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.

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.

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.

!
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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.

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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5. Click the “Add Shortfall” button.

The Shortfall will now appear on the staffing schedule calendar.

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

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.
*
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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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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).

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

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

Please contact your ShiftMatch account manager to discuss External Reference.!
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supplied.
This is just a reporting function, adding a Requested Grade will not prioritize that Grade above another.

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

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

• Pools, if applicable

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:

1. Click on Add New Shortfall
2. Enter in all the relevant details for the Shortfall in Shortfall Details tab
3. Enter in all the relevant details for the Shortfall in User Requirements tab
4. 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

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

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.

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:

1. Click on Add New Shortfall
2. Enter in all the relevant details for the Shortfall in Shortfall Details tab
3. Enter in all the relevant details for the Shortfall in User Requirements tab
4. Enter in all the relevant details, if any, for the Shortfall in External tab
5. Click on the Add Multiple Shortfalls across the Schedule Period tab and change the 0s to the

number of Shortfalls to be added in each day.
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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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.

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.
*
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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.

Next Topic: Add a Rapidbook Shortfall via Text >>

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

Text to ShiftMatch “Book[RapidbookCode]”, in this example “Book30473AMCC”
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If successful, ShiftMatch will text back confirmation of success
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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.

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.

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

If 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.

!
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5. Click the “Add Shortfall” button.

The Shortfalls will now appear on the staffing schedule calendar.

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

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.

!
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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)

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)

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.

!
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Next Topic: Edit a Split Shortfall >>

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

!

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 62 of 217



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

Edit a Split Shortfall

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

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.

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

Next Topic: View and Edit Shortfall >>

Once disconnected, Split Shifts cannot be re-linked.!
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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”
list.
Alternately, click on the blue Edit button next to the Shortfall.

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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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.
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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 >>

Deleting or Reinitializing A Shortfall

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.

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)

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.

!

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.

*
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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

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.

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.

*
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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

1. On the Schedule page, check the appropriate boxes to the left of the Shortfalls you would like to
delete

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.

*
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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

Next Topic: Prebook or Manual Match >>
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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.

4. Select the specific person you wish to fill the shift.

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 74 of 217



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 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.

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. Add in 1 on each date you want to add the Shortfall filled by the Prebook User

5. Click the “Add New Shortfall” button.

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

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.

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”

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 78 of 217



• 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.

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.

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.

!
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Step 4 – ShiftMatch sends notification

Users will each automatically get a confirmation text with the new details
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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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Next Topic: Auto Escalation of a Shortfall >>

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

*
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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.
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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
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• 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

• 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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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”

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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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.

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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Next Topic: Staffing: Unfilled – Monitoring Unfilled Shifts >>
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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.

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.
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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]

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.

Next Topic: Staffing: Agency – Monitoring Agency Use >>

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

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 96 of 217



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.

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.

Next Topic: Staffing: Replace an Agency Worker >>

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.

*
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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

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 >>

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.

!
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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

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.

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.

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.

!
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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.

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

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

!
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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.

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

2. Select the Worktype (aka Employment Type) or leave as All Worktypes.
3. Select the Location.
4. Select the time grouping or click on Show All
5. 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.

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.

To split a Shortfall worked:

1. 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.

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

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

Nest Topic: People Tab Overview >>

External Payroll Mapping is currently only used for Kronos linked systems.!
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People Tab Overview
<< Staffing: External Payroll | People: User Search – View User Details >>

People

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.

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

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 >>

You must select at least one variable for your User search.!
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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:

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

2. You may update Login Details including
• username
• password
• password hint

3. You may update Personal Details including
• cell phone number

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

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.

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.
*

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.

!
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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.

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.

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.

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:

• full name
• username
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• cell phone number
• employment type
• skills
• Do Not Disturb status
• chosen work locations
• 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.

Next Topic: Send User A Manual Text Message >>

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.
*
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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.

A dialogue box entitled Broadcast User will then appear.

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

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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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”.

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 >>

Remember: Passwords are CaSe sensitive, must contain at least one capital letter and
need to be at least 6 characters long.*
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People: Add User
User<< Reset a User’s Password | People: Why Not? – Understanding Non Matches >>

Add User

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

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:

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

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

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

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.*
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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

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

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

4. 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.
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Your text will now be sent to all Users that match the selection criteria.

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

Broadcast texts do not allow the receiving User to reply.!
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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.

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

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.

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

Next Topic: Agency: News >>

If 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.

!
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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.

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

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

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.

Pivot Table Report

You can generate two reports in an excel pivot table format: Shortfall Details and User Details.

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 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.

!
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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

2. Open this spreadsheet and if you haven’t already done so, you will need to enable the macros in XL
3. 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
4. Return to the shift_details(#).xls spreadsheet and click on the *Get Shift Data” button
5. Locate the Shortfall Details report and click on it
6. Return to the shift_details(#).xls spreadsheet and click on the *Get Staff Data” button
7. Locate the User Details report and click on it

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.

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.

To edit content:

1. Click on the Page link and/or click on the relevant Edit button.
2. Make your desired content changes.

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 141 of 217



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.

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

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.

1. To add a new invoice from an Agency, click on Add New Invoice
2. Choose the correct Agency from the dropdown menu
3. Add in the details of the Invoice Number, Invoice Date and Invoice Amount
4. Click “Add New Invoice” button
5. Nominate the From Date and To Date relevant to the invoice
6. Click on “Import Shortfalls” button
7. Any matching Shortfalls filled by the nominated Agency will be listed and may be reconciled against

the invoice.
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Next Topic: Settings Tab Overview >>
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Settings Tab Overview
<< Admin: Invoice Reconciliation | Settings: Locations >>

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
• Roles
• Pools
• Classes
• Grading Classes
• Skill Grouping
• Agency Edit
• External Payroll Mapping
• Return Text

Next Topic: Settings: Locations >>

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.

!
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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.

The Locations can extend down from Level 0 to Level 4 – see the red notes below to indicate each of Level
in this example.

Next Topic: Location: Create a Rapidbook >>

Due to 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!
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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:

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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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.

To understand how to classify Users into Pools, see Add User or Edit User.

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.

Click on Edit next to the Location Level 3 and nominate the Owner of the Location as below:
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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.

In the Cost Centre cell, include a reference consistent with Management practice.
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Next Topic: Settings: Roles >>
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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.

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 >>

Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

!
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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.

Next Topic: Settings: Classes >>

Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes to Pools.

!
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Settings: Classes
<< Settings: Pools | Settings: Grading Classes >>

Classes
The Classes page on the Settings tab allows you to view, edit or add all available User Classes.

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.

Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

!
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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 >>

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 159 of 217



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.

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

Next Topic: Settings: Skill Grouping >>

Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

!
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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.

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

Next Topic: Settings: Agency Edit – Editing Agency Details >>

Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

!
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Settings: Agency Edit – Editing Agency
Details
<< Settings: Skill Grouping | Settings: External Payroll Mapping >>

Editing Agency Details

The Agency page on the Settings tab allows you to edit the details of Agencies in the ShiftMatch System.

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

Neither Managers nor Users can add an additional Agency.
Contact ShiftMatch to enter any new Agencies in the ShiftMatch System.

!
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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.

Next Topic: Settings: External Payroll Mapping >>

Click the Messages link associated with the Agency to download a CSV file of all messages
sent to that Agency.*
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Settings: External Payroll Mapping
<< Settings: Agency Edit – Editing Agency Details | Settings: Return Text – Editing Message Content >>

External Payroll Mapping

The External Payroll Mapping page on the Settings tab is used for the mapping of ShiftMatch Locations
and Grades for payroll API.

Next Topic: Settings: Return Text – Editing Message Content >>

Due to system mapping and database configuration associations, please consult with
ShiftMatch before making any changes.

!
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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.

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.
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 include in the message are
listed at the bottom of the page*
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Newly added tags include:

1. #whoCreatedName# – the first and last name of the User who created the Shortfall
2. #whoCreatedEmail# – the email address of the User who created the Shortfall
3. #whoUpdatedName# – the first and last name of the User who last updated the Shortfall
4. #whoUpdatedEmail# – the email address of the User who last updated the Shortfall

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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Grades
<< General | Skills >>

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 >>

Grades may not be added by Users.
Please contact your ShiftMatch account manager to add Grades.

!
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Skills
<< Grades | Employment Types >>

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.

Next Topic: Employment Types >>

Skills may not be added by Users.
Please contact your ShiftMatch account manager to add Skills.

!

Every Skill chosen as necessary for a Shortfall must be held by a User in order to match
the Shortfall.*
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Employment Types
<< Skills | Ratings >>

Employment Types (or “Worktypes”)

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 >>

Employment Types may not be added by Users.
Please contact your ShiftMatch account manager to add Employment Types.

!
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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.

Next Topic: Governance >>

If you do not wish to use the Rating function, Rate every User the same and use that Rating
as the default in all Shortfalls.

!
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Governance
<< Ratings | Help, Feedback and Support >>

Governance

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.

Next Topic: Help, Feedback and Support >>

Contact ShiftMatch to enter any new Governance requirements in the ShiftMatch System.!

ShiftMatch provides a Governance Report which shows all the Users with Governance
attributes and the expiry date for each.*
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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 link, when clicked, opens relevant
Help tips onto the current ShiftMatch page:

Feedback

Click on the link on any page to reach the Feedback page.
Complete your Name, Email address and Comments and click “Submit”.
Your feedback will be sent to Management.
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Support

• Click the link 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 >>

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 174 of 217

http://fillshift.zendesk.com


About Us, Terms, Privacy
<< Help, Feedback and Support | Release Updates >>

About Us, Terms and Conditions, Privacy

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 system upgrades
<< Release Updates | Q4 2015 system upgrades >>

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.

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
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Linked shifts now show a small Link icon

“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
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Resulting display:

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

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.
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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

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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Q4 2015 system upgrades
<< 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.

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 181 of 217



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.

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.

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.

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

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 184 of 217



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).

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.

Governance CSV Report
Improved Reporting – change courtesy of YMCA GTA
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A new report is available that details governance items and expiry dates for all users.

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.

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

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 188 of 217



An optional field is available for staff profiles to store a Termination Date.
Contact your ShiftMatch account manager to discuss this feature.

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)
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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 >>
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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 “-” character (eg: -
ABC123).
After a hard decline, no further resends for that Shortfall will be sent to that user.

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.
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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
<< Q3 2016 Mini Release | Q4 2016 System Upgrades >>

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.

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.

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 193 of 217



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.

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.
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User List Filtering
Improved Usability: Change courtesy of: Barwon Health

Users may now be filtered by multiple criteria:
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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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
<< Q3 2016 System Upgrades | Q1 2017 System Upgrades >>

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
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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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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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Linked Shortfall History
Improved usability & communication. Change Courtesy of: FillShift Australia

Linked shortfalls now show ALL transaction items for ALL of the shortfalls in the linked group, not just the
1st shift in the Link.

Agency Location Limits
Improved governance. Change Courtesy of: FillShift Australia

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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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!

Forward Planning Visibility
Improved usability and planning. Change Courtesy of: FillShift Australia

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 202 of 217



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.

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

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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Governance Items Enhanced
Improved usability. Change Courtesy of: Nursewest, Barwon Health & Monash Health

Each Governance Item now has a free-form text field for storing registration numbers, keywords etc (up to
40 characters).

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.
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User Locations CSV Report
Improved reporting. Change Courtesy of: Barwon Health

This report now shows user’s Payroll number/Login and Grading.

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
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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.

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.

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.

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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Governance Description in View only
Improved usability and visibility in staff profiles. Change courtesy of YMCA of Greater Toronto

Managers with “view only” access to People info page can now see the Governance items, expiry dates and
the Description.

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.

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

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.

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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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 ReInitialize
• 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 >>

ShiftMatch ShiftMatch Canada Manager Guide - 1

Page 215 of 217



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 ReInitialize
• 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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