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Schedule Planner

The Schedule Planner is used to balance the schedule and display
accurate coverage on a daily basis.

Overview

® Access the Schedule Planner by clicking the arrow to open Related Items

*

had

e C(Click the schedule planner to open the widget

1

Request Manager

Staff Management
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e The Schedule Planner opens covering the entire screen
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Doy Coverage  Rule Violations  Staffing Assistant  Metrics:
e Orange Dot indicates the current week/date
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Open Shifts[1] »

1

e Schedule Period and Dates can be selected
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Loaded: 9:52  Current Schedule Period | = | | 333 | Al
Select Dates

62018 HH

_Clrrent Schedule Period ‘FL) Start Date:
Previous Schedule peica —1 EndDate: [4)

Current Schedule Period | Su Mo Tu We Th F  Sa ]
Mext Schedule Period 28 29 30 31 1 7 3 N
Week to Date

n 4 5 ] T 8 ] 10 =
Last Week
Yesterday Lo 12 13 14 15 16 17
Today 18 19 20 21 22 23 24

Yesterday, Today, Tomarrow
Yesterday plus 6 days
Last 30 days 2 3 4 5 & T 8 7

e All Home Locations is the default location view

» | | 722 | All Home Locations ~)| Edit |

- Locations () ———

Naone E’ -
All Home Locations GoTo
Select Locations

» Hyperfinds (34) |-llﬂ?

Mon 11/12

® (o To widget can be used to move between additional widgets

[T

| [E2=] | All Home Locations | =/ Edit |

> Eo [

afragh Wiew Share
Comments

| ‘ L 1 5elected

Mo Cumrent Schedule Period

mments

™ Go to widget L 1 selected

Reports Current Schedule Period

Request Manager

peaple * Go to widget

Audits - Go to workspace
... » Goto workspace UNWA Shift Manager
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e Selecting View Comments will display comments in the Schedule

—

@ [Ex = - A dw- & / Ee q
Visiniliny Selectall  Ganm View Sorting Tooks Enginea Aefrean View

Filter Comme{
Comments
%bm

1111572018 PCA/RN mig 1213 Other PCA/RN committee mig [ L

1111512018 0715h Sick Child Baby has a fever [Immm]

1171472018 19:00 - 23.00 Companion Request 224, 51, combative, pulling at fi.

11/13/2018 7:00-11:00 Companion Request L ] 1

11/08/2018 NRP 12301700 Other NRP £31230-1700 OR 11/5 | 1

11/05/2018 NRP 0830-1300 Other NRP #3 0830-1300 0R 11/9

11/04/2018 19:00 - 7:30 Swep swap with SRR

11/03/2018 19:00 - 7:30 Swap swap with

11/02/2018 7:00-19:30 Transfer Details Float to 5 East, 0700 - 1500 [

11/02/2018 0715h Transfer Detsils Flost 1o 3 East ] =

[ oK |

e Different Schedule Views can be selected

£ T T 0 ——

¥ i ©® [Ex

Quick Colmmn Vigibility Select all GE:
Actiong Selection Filter
. By Employee |
By Schedule Group
Person Nal By Job Pay_. 0Ove_

e Column views can be selected

@ Ex = W

Visihility Select all Gart View Sorting
Filter

-10/

' [ Lecatian
1

Schedule Group

Std Pay Period Hours
. [+/] Schedule Hours

Pay Rule

[/] Overtime Hrs
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e |tems displayed on the schedule can be customized, check or uncheck to
select columns to be displayed

@ BEx =
Vigibility Select all Gantt View 5
Filter
Shift time
\ @ 0
* () Shift label
il
(®) Pay code name
(") Pay code short name n
.. (® Accrual name L
(") Accrual short name
[/] Pay Codes 3
[/] Assigned Shifts
[/] Dpen Shifts l
[/] Scheduled accrual amounts
3
[/] Halidays
7. 12 o7 [Trov=Tea

e Open shifts are located at the top of the schedule click arrow to display
more information about the open shifts

Schedule Planner 1

Schedule Planner
Loaded: €
= iF © Ex = W | A e
Quick View Column Vigibility Select all Gantt View Sorting Tools Engines
Actiong Selection Filter
By Employee 10/07-1013 | 1014-10/20 | 10/21-
Sche.. 5. S. Sun 11/11 Mon11/12 Tue11/13
Person Name  Job G Per  Hon Pay.. Owve_
gpen snmm@ 2
RN . Acute_ 7. 1. OF-. 19:00- 7:30
HUC . HUC 7. 2. 12 7:00-19:30
RN . Might 7. 3. OF-.
BN . Day 7.. 4. OF-. 7:00-19:30 (x;07-NEZ
e 10:00- 7-30 10:00- 7-30 10:00- 7:30
BN . RND. 7. 2. Of-. 7:00- 19:30
1 PCA . PCA. 7. 2. 12 7:00-19:30
1 BN . BNNi. 7. 2. 0OF-. 10:00- 7:30
_‘ DA DA rd 2 13- 19:00- 7-30
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e Tabular View display displays shift times under the start date of the shift

|schedbe PBOCGGF |

L

AT i © Ex = W | A e
Quick View Column Vigibility Select all Gantt View Sorting Tools Engines
Actions Selection Filter

By Employee 10!0?-1ﬂﬂ3| 10!14-10,'2[1| 14
Pay_ 0Ove_

e m ;_’ :; Sun 11/11 Mon11/12 Tue 11/1
Open Shifts[4] » B

BN . Acute. T.. 1. O07-. 19:00- 7:30

HUC . HUC 7. 2. 12 7:00- 19:30

RN . Might | T.. 3. O07-.

BN . Day T.. 4. O7-. 7:00-19:30 (x:0)

PCA | PCA. 7. 2. 12-. (19:00- 7:30 ) 19:00- 7:30 19:00- 7:30

S —

e Gantt View displays shifts using blue boxes crossing date lines when the shift
crosses date lines

|schedulePlanner 0000000000 |

Az ik @©- [Ex Z= W | Ao k-
Tuick WView Column Vigibility Selectall TebulerView  Sorting Toola Engines
Actiong Selection Filter

Sche. S_ 5. Sun 11/11 Mon11/12

Group Per Hom

By Employee 10/07-1013 | 1014-10
Person Name  Job Pay.. Ove_

Open Shifts[4] »

BN . Acute_ 7.. 1. 07-. E
HUC . HUC T.. 2. 12 7200 - 19:3, |
BN . MNight 7. 3. 07-. |
BN | . Day 7. 4. 07-. |

]

PCA |lPcA. 7. 2. 12-. (i”—'””'“” 19:
| —— 1

Rev. 11.19.18 Page | 6




ERP Systems

Kronos Support

e (Clicking on Daily Coverage (found towards to bottom of the screen) will open the
numbers in the staffing matrix

Daily Coverage) Rule Violations  Staffing Assistant  Metrics

View | Counts [*] Job |UVAHS/MC/PCS/MED-SURG/IE/RN =] TimeSpan Total Shifts =

Total Shifts 20733 2/33 w33 0/33

e The Time Span can be sorted, choose the one that fits unit/department need

RN | RNNi. 7. 2. 07 [ e | | |
PCA . PCA. | T. 2. 12 19:00- 7.30 Search
Total Shifts
12:H o
AN 7. O 07 | | aur |
AN . RAND. 7. 2. 07 SO0 Tan | | EHour 7:00- 19:30
4-Hour
- > < 1-Hour
=2 | View Al _
D1
; . ) _ N D2
Daily Coverage  Rule Viol Staffing A Metrics . W
View | Counts [*]  Job |UVAHS/MC/PCS/MED-SURG/3E/RN = Time Span\_ Total Shifts T~
Total Shifts 20733 /33 0/33 0/33 0/33
| 0733 |

e The Jobs list can be sorted

Daily Coverage = FRule Violations Staffing AssigterT

View Counts El El Time Span | Total Shify

UVAHS/MC/PCS/MED-SURG/IC/COMP

~ Total Jobs
List all Jobs
UVAHS/MC/PC5/MED-SURG/3C/RN
UVAHS/MC/PC5/MED-SURG/3C/5M
UVAHS/MC/PCS/MED-SURG/3C/PCA
UVAHS/MC/PCS/MED-SURG/3C/COMP
UWAHS/MC/PCS/MED-SURG/3C/HUC
UVAHS/MC/PCS/MED-SURG/3C/AA
UVAHS/MC/PC5/MED-SURG/3C/0C

Total Shifts

/0 0/0

i
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Additional Questions?

e Callthe Help Desk at 434-924-5334
OR
e Goto KNOWLEDGELINK and enter a ticket online

\C=

IT HELP

See job aid located on the Kronos Welcome Page titled:
Submit a Help Desk Ticket On-line
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