http://schedule.medexambulance.com/crewscheduler

company medex
log in first initial last name no space

password whatever you entered

dianek@medexambulance.com
schedule@medexambulance.com
payroll@medexambulance.com
hr@medexambulance.com

cell — 224-565-3639

office — 847-673-6333 ext 211



Scheduling
My Schedule

The My Schedule screen is used to display your currently scheduled shifts.
To open the My Schedule screen:
1. From the Self Serve Menu, select My Schedule.

| 2§ My h(_ha dula M:crmoﬂ Internet E'H:l']k'.lrLr

i - Avogadru Arnedan Paramedic
o

Start End Location Rotation Status

Mon 10/11/04 05:30 [10/11/04 17:30 ALS 12hr, 40n/3olf

Tue 10/12/04 05:30 [10M12/04 17:30 ALS 12hr, 4on/3off

‘Wed 10/13/04 05:30 |10/13/04 17:30 ALS 12hr, 4on/3off

Wed 10/13/04 05:30 [10/13/04 17:30 ALS 12hr, 4onf3off

Thu 10/14/04 05:30 [10/14/04 17:30 ALS 12hr, 4on/3off

Fri 10/15/04 05:30  |[10/15/04 17:30 ALS 12hr, 4on/3off

Sat 10/16/04 05:30  |10/16/04 17:30 ALS 12hr, 4on/3off
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7 Select thc date from whlch you want to dlsplay your shlﬁs, by selectlng from the
“Show Shifts Starting” box.

3. Select the amount of time you want to display in the Show box. For example,
selecting *“1 Week™ will show your scheduled shifts for one week, starting on the
date you selected.

The schedule will display your scheduled shift’s name (Shift), Start and End dates,
Location, Rotation name, and Status.




My Availability

From the My Availability screen you can view/submit your availability for scheduling.
To view or submit availability for scheduling, do the following:
1. From the Self-Serve Menu, select My Avau!ablllty
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End Duration Reason Entered By

Unable to work; Due to

Fri 12/10/2004 00:00  |12/13/2004 00:00 3 day iliness

Jess Haynie

Sun 12/1972004 0000 122520040000 |6 day 3::::70::’ work; ISERA Administrator
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new avallablllty block cllck the Add button
Add/Edit Availability window.

Select the start and end dates and times for which you will NOT be available.
Select a reason from the drop down, and enter a comment, if desired.

Click the Add new button.
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My Availability
From the My Availability screen you can view/submit your availability for scheduling.
To view or submit availability for scheduling:
1. From the Self-Serve Menu, select My Availability.

7} My Availability - Mictasoft Intemet Explorer pravided by ZOLL Data Sysiem

2. To add a new availability block, click the [Add] button. This brings up the Add/Edit Availability
window.

/o Add/Edit Availability - Microsoft Internet Explorer provided by 7001

Details:

Actions:

- 1
S . i

3. Select Available or Not Available for work.
4. Select the start and end dates and times for which you will not be available.
5. Select a reason from the drop-down, and enter a comment, if desired.

6. Click the [Add New] button.

7. Once Available or Not Available time has been added, you can view it from the main My Availability
screen.




How do I trade a shift with a co-worker?

1. Go to screen My Trades.

2. Select your shift; click [Open as] [Private Trade).

3. The “Add Trade Request” screen will pop up. Select your co-worker’s shift and click [Add
Request].

JIf you don’t see your co-worker’s shift in this screen, then one of you is not available and
qualified for the other shift.

4. Once your co-worker accepts the request, your shifts will be swapped. The final swap might
require supervisor approval.



My Trade Requests

The My Trade Requests screen allows employees to view all the trade requests that have received
from other employees. The following screenshot shows an examp
- My Trade Requests - Microsoft Intornet Explorer: provided by Z0LL
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The field descriptions are as follows:

.Show from:Select start date to view request

/For:1 Day, 1 Week, 2 Weeks, 1 Month, 6 Months or | Year

/Show:Active Requests Only or All Request

.My Requests:Show a list of request from other employees

. Owner:Person requesting the trade

/Trade Start:The date and time of the owner’s shift they wish to trade

“Trade Info:Length of shift and Slot information

. Trade Type:Private or Public

.My Shift Start:The date and time of your shift the other employee would like to trade
My Shift Info:Length of shift, slot information and information on who entered trade
with date and time

. Request Status: For more information on each status item and description, Table 5-2
on page 5-15.

If you elect to accept the trade, click on the Swap button and add any comments.

The following screen appears:

Windows Internet Explorer

9 This vl executa a shift swap.
W) 1f supervisor approval is required, the swao il be pending approval,
Do you want to continue?

I

Click OK to continue the swap, or Cancel to stop the swap.
If you elect to deny the trade, click on the Deny button and add any comments. Click OK.
The screenshot shows an example of the screen that appears after you deny a trade.

Windows Internet Explorer
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My Shift Bids

The My Shift Bids screen is for viewing and/or submitting bids on shifts that are open for
bidding. To submit a bid for a shift, do the following:
1. From the Self Serve Menu, select “My Shift Bids”.

'5.’\1\!' Shilt Bids - Ml( r()\.nll Internet Explorer
-ogin Name |Avogadro, Amedeo, Paramedic
| ETTR——  Ea

Biddable Items

T8 # of S8 Slot
Shift Name Bids Status

Region

Paramedic Mon 12/13/2004 05:00

Student Mon 12/13/2004 05.00

: 12/17/2004
Thu 1241672004 19:00 03:00

12/17/2004

Thy 4HE AN 4000

Shift Bid!
Approval [

Bid Item Bid Submitted || Supendsor Comment | * % :
Status

Downtawn Christmas

Parads Paramedic

N LY ST

s box.

e R A S R T R
2. Place any comments in the Optional Comment
3. Click the Submit button.

4. You will then see the submitted shift bid(s) in the My Shift Bids table, with an
Approval Status of “Pending”. After an Approver reviews the shift bid, the

Approval Status will be either “Approved” or “Denied”.




