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What is WebScheduler?

WebScheduler is a web application that allows employees and managers to view their cost center's
schedule(s) via the web. Through this application, employees can request time off as well as request to work
additional shifts. Each cost center's manager and scheduling administrators will approve or deny your
requests. You will receive an email notification when the request is approved or denied, and can also see all
your scheduling information in the WebScheduler application.

Logging In To WebScheduler

There are two ways you can access the WebScheduler application:

1. Via the internet from any computer anywhere with an internet connection by entering
webscheduler.baptisthealth.net into your web browser.

OR

2. Via the Baptist Health South Florida intranet (http://sun/) - Open Internet Explorer/ the intranet sun
page. Go to the address bar and type webscheduler,then hit Enter on the keyboard.
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£ | webscheduler -4
Type webscheduler here, then hit Enter |
| on the keybhoard
£ Windows Live B - MSM  Share
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http://sun/

Either way you access the application, you will be taken to the login screen below.

o
__ | Web Scheduler

McHKesson Workforce Management Solution Suite

UserNamel | [ Sign In ]

FPassword | |

MCEKESSON

Empananig Heallhans

ANSOS One-Staff®
hckesson Corporation Proprietary and Confidential.

Baprist Health South Florida - A GREAT place to work!

Bapust Health South Florrda

» Inthe screen above, you can enter your User Name and Password and then click Sign
In.

» Your User Name should be the same as your AD account used to sign in to the
computers. This would be the same as your BHSF email address (without
@baptisthealth.net)

» Example: JohnD



WebScheduler Key Concepts

There are four tabs you will work with in WebScheduler:

Employes (ohanoge Hi

Calendar

Shifts

Requests

Schedule

» Calendar: View your personal schedule and any requests you submit

Help

» Shifts: Look for available shifts in your area, and enter requests to work those shifts.

When your area is understaffed, you will see the available shifts here.

» Requests: Enter all requests for planned time off, or enter additional work availability

» Schedule: View the schedule for everyone in your area

Your Manager and Scheduling Admin will receive all requests you submit via

WebScheduler. You will receive an email to notify you of all approved and denied requests,

as well as see them on your Calendar at any time.

There are several symbols you will work with to submit requests:

Request Type:

Found Under:

Calendar
Symbol:

Description:

Request Off

Requests tab
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Requests entered with the sunshine symbol are to
request time off, whether it is PTO or unpaid. If you
do not see the symbol on the calendar under the
Requests tab, you can no longer request time off for
that period.

Work Request

Requests tab

Entered to inform Manager/Scheduling Admin that
you are available to work extra shifts for certain
dates in addition to your current schedule. If you do
not see the symbol on your calendar under the
Requests tab, your manager does not wish to use this
function.

Available Shift

Shifts tab

When the area is understaffed, this symbol will
display to show there are Available Shifts. Click this
symbol to see what the Available Shifts are, and
enter a request to pick up a shift. If you do not see
the symbol on the calendar under the Shifts tab,
there are no Available Shifts.




The CALENDAR Tab: Viewing Your Work Schedule

Once logged into the WebScheduler application, you will automatically be directed to your current month's
schedule, which can be viewed by clicking on the Calendar tab. Here employees can see their work time or

PTO that has been scheduled. You can also see any requests you have submitted and if they have been
approved.

I
Calendar Shifts Requests Schedule Help
Switch between Q I February 2010 vl O
meonths here /'
5o to Current Month

1" Monday | Tuesday | Wednesday |  Thursday | Friday |
1 2z 3 4 il

If you submit a request that is denied,
a black triangle will appear to tell you
there is information not displaying for
this date. This will also display if you

7 q 3 10 have more than one assignment on a I
= L1950 4.7 001930 TA.7F = date. Click the triangle to see the
: ) ) ) / information
14 15 18 17 13 14
0700-1930 7&-7P 0700-1930 7A-7P 23001100 PTO 120
21 22 23] 24 25 26
0700-1930 7A-TP 0E45-1915 7.2 7P

0700-1900 PTC 1 20 ﬂ
BHm-FURS: 30N

A floated shift will
tell you what area
you are working in

Anything highlighted in blue with a
? is pending. This request has not
been approved or denied.

NOTE: Another symbol you may see is a blue diamond (), which marks all holidays. You could

also see the symbol if you were transferring positions permanently.



The REQUESTS Tab: Time Off and Extra Work Availability

Click on Requests to enter the Requests tab.

Calendar Shifts Requests Schedule Help

@ | February2010 Q

50 to Current Month

This is where you will enter all planned time off requests from now on and possibly any extra
work availability.

Entering Time Off Requests:

All requests for planned time off must now be entered through the WebScheduler
application. You will not be permitted to submit paper requests. To enter time off, enter
the Requests tab and click on the . sunshine symbol for the first date of your request.
WebScheduler is to be used for planned time off only, not emergency PTO. You will not be
able to enter time off for anything in the current 4 week schedule. You will be able to
request off up to 3 months in the future (unless otherwise specified for your area.)

click © to request to work ' o Work and Time Off Requ
Click {}to request time off Q I March 2010 O

Goto Current Month

hday | Monday |  Tuesday | Wednesday |  Thursday | Friday | S:
OLF 1 @LF 203 30 4 @17 5 ©OLF
07001930 7A-TP 07001930 7TA-FP 0700-1930 7A-7P
Click the sunshine to enter a
/ time off request _
IO g8 OiF 8 &3z 10 ©32 11 ©1Z 12 033
07001930 7A-TP 07001930 TA-FP OFO0-THZ0 7A-7P




When you click the sunshine, the below window will appear.

If you are requesting multiple days

i off in a row, click the Calendar
Time Off REQUESt button to choose an end date.

. Approval Required
Choose which type:
PTO 12hrs Day Shift
PTO 12hrs Night Shift BHSCONTRNDS Begin Date: 03/11/2010 Subrmit
PTO 8hrs (Any shift)
Request Off (“*Unpaid™) End Date: 034112010 ===

Select a workshift to submit: Enter a note about the reguest (optional):

Workshift

FTO12D
FTO12M
PTOMEHRE]
REQ OFF

9]
o
O
o

Wy assignments:
Mo assignments

Important Things to Remember When Submitting Time Off:
» The type of PTO you enter must match what you regularly work (i.e. 12 hours day
shift, 12 hours night shift, 8hrs)
» If you are not benefits eligible you must select REQ OFF as this is unpaid.
» You should always use the Begin Date and End Date to submit requests for more than
one day in arow
» REQ OFF can be used to mark any day you cannot work but will not use PTO
0 Example: If you cannot work Monday of that week but will pick up another
shift in its place, you would not be paid PTO for Monday so you would use
Request Off to mark off Monday.
» Do not request more days of PTO in one week than you usually work.
0 Example: If you work 3 days a week, do not request PTO for 5 days even if your
vacation will last that long. REQ OFF can be used for any unpaid days that you
need to mark off.




Once a request is submitted, you will receive the message below:

WebScheduler

-4 Baptist Health Welcome, SUNIL MEHRA Ry Go3nt Poweredby MCKESSON
8 South Florida _
Employes My Profile Sign Qut
{Chandge Bale) —
Calendar Shifts Requests Schedule Help Monday, March 17, 2008

Your request has been submitted to the Scheduling Administrator for
processing.

Ok |

ANSOS One-Staff®
Per-Se Technalogies, Inc. Proprietary and Confidential.

Baptist Health South Florida - A GREAT place to work!

Baptist Health South Florida

Entering Additional Work Availability:
If you see the © symbol when you are under the Requests tab, then you are permitted to submit

“Work Requests” for additional shifts. This would be used to let your Scheduling Admin know that
in addition to your current schedule, you would be available to work any of the times you submit.

To submit “Work Requests”, go to the Requests tab, and click on the © symbol for dates you
want to be available. Do not submit any shifts you are not willing to work. If you are approved for
this shift you will be expected to work.

Note: If you do not see any € symbols when you are under the Requests tab, your area is not
using these and you cannot submit extra work availability.



The SHIFTS Tab: Request Available Shifts in your area

The Shifts tab allows you to look for Available Shifts in your area and enter requests to work those
shifts through WebScheduler. When your area is understaffed, you will see the @ Available
Shifts symbol on the date under the Shifts tab. Here, you can only submit shifts your area actually
needs to fill.

Note: “Work Requests” submitted under the Requests tab show you are available to work extra shifts,
but does not mean your area needs extra people on those dates. “Available Shifts” submitted under the
Shifts tab are needs in your area where they are understaffed.

L o
Click on Shifts tab s : o
to look for Shifts Requests Schedule Help

Availahle Shifts
C to request an available shift G I March 2010 v| O
Ft

Eoto Current Month

Monday Tuesday Wednesday Thursday |
_G} 2 E 4

If you see a ! this means there is a
staffing need for your skill on that
date. Click the ! to see what shifts I g @ 10 n

are available.

Entering Request to Pick Up Available Shifts:

Under Shifts, when you click the @ symbol, you will be directed to the screen on the next page
where the available shifts for that date can be viewed/selected, notes can be entered regarding the
request for work, and the request can be submitted. You will only see the exact shifts they need.
Unless otherwise specified for your area, you can submit requests up to 72 hours before the start of a
shift.

10



|_select |
o

Select a workshift to submit;

Workshift Category

Available Shifts

BHM-MNURSMNPC
Friday, April 4, 2008
Approval Required

Enter a note about the request (optionaly:

0645-1915 12:00
= 1845-0715 12:00
Select work
shift here

bty assighments:
Mo assignments

Submit work
shift here

Cancel |

Schedule Tab: View your area’s schedule

Click on the Schedule tab to view the schedule for your cost center by week. The scheduling period
can be changed using the down arrow by the Period field. The weekly view can be changed from
week 1to week 4 by clicking on the numbers by the Week field.

Calendar Shifts Reguesls | Schedule [Help Maonday, March 17, 200
Schedule
Beginning Sunday, March 16, 2003
BHM-NURS SMT
=l W02/ 1 B/2005-04/1 22008 Week 1 2 3 4
Dirirl
DepoS Mame 1 Sunday reonday Tuesday Wadnesday Thursday Fridany Salurday
03ME2008 031 12008 038008 | 030 ®Z003 032042008 073r21s2008 03222008

M1 BLAMDOMN, RIOMARA | 1 OFF O645-1515 | DE45-1515 1645-1515
IEEH CESAR, JACLTH 1 REG OFF
IEEE] GRAHAM-CALEY, ARE| 1 [OFF REQ OFF | OFF
(w14 FERREIRO, ARIHATH: 1 | OFF 06451915 | DEA5-1915 6451515
IPTREES GARCLEA BLAMNGO, Rl G
TTREL ROGADG, LUCITA 1 |[OFF 06451915
M7 FAOMTALYARN, SAMDR: 1 (06451915 OFF
MITTE  OGUENDOCAROUNI 1 | [0B4&-1015  (o@si9is | 0eeseis
M9 SOBALVARRD, MARLE w
[T EReTN] YOO BAETTE L] Pl = M 4 b6

NOTE: You will only be able to view the schedule for your skill (Nursing, Technician, etc.)
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Click on My Profile to change your password, name displayed in the banner (30 character
limit), or default cost center if applicable.

Baptist Health
South Florida

Welcome, SUNIL MEHRA rM sozoi1

Employee Il F'ru:uﬂle Sign out
[(CThange Rolel

Calendar Shifts Requesis Schedule Help

My Profile
User Mame: SLIMILM Change Password
FPhone:
Email: sunilmigbaptisthealth . net

Employee Role
Default Area & Home Area © Selected Area |30 BHSCONTR:NOS |

Scheduling Adminstrator Role
Default Area:  |GO BHSCOMTR:NOS = |

¥ Display this name in the welcome banner: |SUNIL MRMEHRA

Subrnit I Cancel I

Help Feature

Clicking on the Help tab will lead you to a dialogue box with instructions for completing
various tasks.

Ly e 1Qqnige 1nisy

Calendar Shifts Requests =Srhenae— . Help

@ | February2010 5

Goto Current Month

Wednesday | Thursday | Frids
1 2 3 4
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Important Reminders
. The use of WebScheduler is mandatory for employees and can be accessed onsite or remotely

. Requests are made only for time off and additional work time (Additional shifts or filling staffing
needs). You will not be submitting requests for every shift you will work.

. Unless otherwise specified for your area, requests to work must be submitted 24 hours in advance.

. Requests for time off cannot be submitted for your current 4 week schedule. Time off requests can
be submitted for the following month and up to 6 months in advance. (Some areas will be able to
submit up to 6 months in advance.)

. Do not submit the same request multiple times. Check your calendar for pending requests prior to
submitting.

. Do not submit any requests you are not willing to work. If you are approved, you are expected to
work.

. When submitting requests, keep in mind that there is no recall feature! Any changes to your
request submissions must be worked out with your scheduling administrator.

. Do not schedule yourself for more PTO in one week than what you normally work and do not
request PTO if you do not have benefits (use REQ OFF for unpaid leave)

. Set password in WebScheduler the same as your email password to minimize the chances of
forgetting login information. All account revisions or access issues must be directed to your
Business Analyst (BA) for password resets. WebScheduler will lock you out after 3 failed
attempts.

10.For support on how to use the various features in WebScheduler, please see your scheduling

administrator(s). If he/she is unable to assist, please email: Resource - CBS Special Projects
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