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After the balancing period has closed, staff will have the ability to interact with Shift
Alerts, Opportunities, and Shift Alerts. Shift Alerts are awarded to the first person to claim
the shift. Managers will choose an employee from the pool of “Consider Me” notifications
to fill the Opportunity.

Shift Alerts

The Manager will place the Shift Alert in Schedule Editor or Daily Editor, which sends notification to
employees.

» When the email is received by the employee: There re 1 Open SHin() valable at:

Location: zzTraining
Time & date: from 7:00 AM to 7:30 PM, on Monday Jul 08.

STEP 1:  Open email and follow Click Here link or paste ko eyt e e Open i
the URL into the browser. Or copy the following URL in your browser

http://shiftex vortexconnect.com/claim?guid=13db228-3bec-430e-8aed-75f1 44238587 & sid=9edcalef-590f-4447-a0¢8-
3709e809f78b&rid=13919 ShiftAlert task: 0700 1930 RN

STEP 2: Click Claim or Cancel.

» The first employee to Claim will receive notice on the screen of being
awar ded the Sh]ft Please select one option below

cLamM CANCEL

= A follow-up email will be sent acknowledging the shift has been added
to the schedule.

* Subsequent employees will receive a pending message on the screen and a follow-up email that
the opening is no longer available.

NOTE: Please click this link to set up Notification Preferences for above messages to be received.

Opportunities

Multiple employees will have the ability to be considered for Opportunities when created by the manager. Each

available employee will see the Opportunity in Clairvia Web.

Tue

STEP 1:  Click the hyperlink for the shift. 16

Oppty:0700 1930 RN
STEP 2: Click Remove From List, if not interested.

STEP 3:  Enter Notes, if applicable.
STEP 4:  Click Consider Me. — A 2k —

* The manager will be notifed of the pending request and will
respond via Clairvia Web.

* Approved Opportunities will be seen under My
Opportunities on the dashboard in Clairvia Web.

NOTE: Once all openings for an opportunity have been filled, the remaining requests are denied
automatically.



http://ci.emhs.org/Flyers/Non-Providers/Hospital-Nurse/Clairvia/Clairvia-Web-Notification-Preferences.aspx
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Requesting a Shift Swap “scheaute |

Administer Schedule »

STEP 1:  From the toolbar, click My Schedule and then T My Schedule 3

Daily Schedule

Weekly Schedule.

‘Weekly Schedule

Monthly Schedule

STEP 2:  Right-click the desired shift to swap from the Weekly Schedule grid.

View By Profile

* Click the Request Shift Swap option. Task

Sun

SKill | p5/20/2018

Mon Tue
05/21/2018 05/22/2018

* The Shift Swap window opens, displaying | 2220 120 [ NM

0700 1930 |RN  |FZRNOZ-BN

FZRn2-EN__Pending Oppty

the employees eligible to swap the selected |oro0 1930 [SNAT]  [[Esamest Shire Swap

NT

shift highlighted with a light blue

Calendar My Schedule
Sun Mon Tue Wed Thu Fri Sat
o 2y o 05/20/2018 05/21/2018 05/22/2018 05/23/2018 05/24/2018 05/25/2018 05/26/2018
Su Mo Tu we Th Fr  Sa [o700 1930 RN |o700 1930 RN | | |0700 1930 RN | |
zo|[ =] A =2 = ==
s|[_7|[ sl s|[ 10][ 1] 1=
13][_1s][as][1e][ 17| [a=] 1=
20|[ z1][ 22| =23][ zs|[ 25|[ ==
27|[_2=][ 2o][ ao][21][ ][ =
=
Click light-blue cells to select people to invite. Click Cancel to cancel the swap.
Profile for Selected Shift Task skill Sun Mon Tue Wed Thu Fri Sat
05/20/2018 05/21/2018 05/22/2018 05/23/2018 05/24/2018 05/25/2018 05/26/2018
zzTraining —
ZzTraining
- Train1 _
[Train1 Train1
0700 1830 RN [ZZRNO2 |IZZRNO2 |IZZRNO1 L] [ZZRND2 EZN0g
lZzRNO3 [ZZRND4 ZZRND3 ZZRMNO4
ZZRND4
Shift Selected for Swap: 0700 1930 Skill: RN Profile: zzTraining Date: 05/24/18
L1 show Al Schedule |
Swap Selected Shifts | | Reset | ‘ Cancel |

NOTE: If a swap has already been initiated for the selected shift but has not yet been accepted, the

names of the invitees will display at the top of the pane.

STEP 3: Select Show All Schedule checkbox in the lower left to view all scheduled staff.

STEP 4:  Click one or more eligible employees.

* The blue background turns to grey to show the employees selected.

STEP 5:  Click the Swap Selected Shifts button.
= This sends the invitations and closes the Shift Swap window.
* The Weekly Schedule page refreshes to show:
e (RS): Requested Shift Swap
e (CS): Completed Swap
o (S): Swap Invitee

* Employees receive the Shift Swap requests through the Message Center.
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Canceling a Shift Swap

STEP 1:  From the Schedule menu, click My Schedule, and then Weekly Schedule.
= This opens the Weekly Schedule page.

Cancel Swap Regquest

STEP 2:  Right-click the cell containing the (RS) code and select Cancel (RN
Send Additiomal Invitations

Swap Request option.

Shift Swap Settings
> Shift Swap settings can be accessed in Clairvia Web. Navigate to the Configure Comgure LTI

Manager View

menu, then select Shift Swap Settings.

Employee View

» The following settings are recommended to be selected: . DDM ms_
Requests 3
L] Optlon 2: NOtlfy Managers of Shift SwapS. Accrual Type Settings

; ; . ANl Soile s
e Option 3: Shift Swaps Require Manager Approval.

NOTE: Caution should be used if selecting option 6: Allow Swaps with employees already scheduled
on the same day. This option allows for staff to swap shift types for days they are already
scheduled, such as a CHG employee swapping to a regular RN shift, which can resultin
misleading staffing assignments.

NOTE: Once a manager has approved a swap, the swap can no longer be canceled; however, a new
shift swap can be created to “undo” the previous swap.

If an invited user does not accept/decline the swap before a specified period, the invitation
automatically expires. Invitations expire 10 minutes before midnight the day before the first
swapped shift was supposed to take place.

Swap Request Information

. .
Swap Considerations for Manaqers e Tl e ) ) m e oo | oo
Juli Thies |0ar1712022 |EMmC |zzTraining |07001930RN  [7:00 AM |7:30 PM |04112/2022 11:14:58 AM
. . Swap Invitation ion Gickan shifischeduie
» Prior to approving a swap, check the e e T T s = oo | e | e
nma/zozz |EMMC ‘zlea\nmg ‘ommgzonw ‘THUAM ‘nnm ‘Acceuleﬂ Pending Manager Approval ‘ O

schedule to ensure the employee is not
already scheduled for the accepting shift

Swap. Cu”;mSEhT:-I:w,mm e — Optional Message to Employees. (up o 512 characiers)
> In the swap approval screen in Clairvia Web, T T -

select the name of the employee to display a

comparison of the assignments included in o

the swap.

For questions regarding process and/or policies, please contact your unit’s Clinical Educator or Clinical
Informaticist. For any other questions please contact the Customer Support Center at:
207-973-7728 or 1-888-827-7728.




