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3. Uponlogging into the mobile app, staff are brought
Get Stq rted to the Calendar screen. Color-coded dots display
der dates, flined below.
The ShiftWizard mobile app can be used complete shift vhaerdates, as outined below

swaps, view icons, self-schedule, view the daily * Green: Shifts you're scheduled to work,
schedule, send messages to staff members, and view regardless of department orlocation.
open shifts.

* Red: Needs shifts for the department being
Users must Log Into ShiftWizard on a computer and viewed.
set up Universal Login prior to accessing the mobile app.

* Yellow: Shifts you have requested to work,
1. Fromthe app store on your mobile device, search pending manager approval.

for and download the ShiftWizard mobile app. . .
« Blue: Shifts open for self-scheduling.

& Search

Shiftwizard e Purple: Available shifts with incentives.
SW] ‘ .
[ «» & e Black: Days with icons.
Preview 4. Select the left orright arrow at the top of the screen
o () to navigate to another month.
Quickly View dc
swap shifts staffin EEEITO
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| Mercy
Location : Minnesata
Medical Center
Team : Dr. Rogers

2. Open the app, enter the email and password for =
your ShiftWizard account, then select the Sign In
button.

If your organization uses SSO, select the
Single Sign On button.

5. Navigate to the Calendar, Messages, Staff, or
Settings menu using the buttons at the bottom of

ShlftW|Zard the screen.

by HealthStream”

Sign In

Single Sign On

Mobile App Quick Reference Guide for Staff Page | 4


https://help-healthstream-ps.mcoutput.com/shiftwizard/Content/1-GetStarted/LoggingIn.htm
https://help-healthstream-ps.mcoutput.com/shiftwizard/Content/1-GetStarted/UniversalLogin.htm

Navigate the ShiftWizard
Mobile App

Navigating ShiftWizard is similar to navigating any app.
Once loggedin, ShiftWizard opens at the home page,

2.

either the Calendar or the Daily Schedule, depending on

your user access level. The hamburger menu guides

users to key components in ShiftWizard. The descriptions 3.

are provided below.

4,
Menu options will vary depending on your user role
5.

and permissions.

CALENDAR

fAugust 2023

Mercy »
Lacation : Minnesota
Medical Center

1. Location: Select the Location field to access a

different department in the facility, based on your

user permissions.

shiftwizard
by HealthStream
SwW b
U oaily Schedule
A7 Daily Views
By calendar
G shift Swaps
Messages
B3 stafl
['7 Feedback

& settings

@' signow

Version IAJ
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My Calendar: Upon logging into the mobile app,
staff members are brought to the My Calendar
screen. The My Calendar screen displays all shifts
you are scheduled to work, as well as shifts you are
eligible torequest to work. You can also swap shifts
or request time off from this screen.

This screen is also accessible from the menu
bar at the bottom of the app.
Daily View: View all staff members working in the
department on the selected day.
Shift Swaps: View and manage open and pending
Shift Swaps.
Messages: Send and receive messages to other
staff members directly through the ShiftWizard app.
This screenis also accessible from the menu bar at
the bottom of the app.
Staff: View all staff members in your department.
This screenis also accessible from the menu bar at
the bottom of the app.
Feedback: Submit feedback to ShiftWizard
regarding mobile app performance.
Settings: Change your profile picture, update your
password, or contact support. This screen is also
accessible from the menu bar at the bottom of the

app.

. Sign Out: Sign out of the ShiftWizard mobile app.
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Calendar

Upon logging into the mobile app, staff are brought to
the Calendar screen. Follow the steps below to navigate
to the Calendar at any time.

1. Select the Calendar button af the boftom of the
screen. Color-coded dots display under dates, as
outlined below.

2. Select the left orright arrow at the top of the screen
tfo navigate to another month. By default, the
current month will display with the current date
highlighted in purple.

CALEMDAR

8 August 2023

3. Select the Filters button in the top right corner to
view specific positions or shifts. Select the Save
button to apply the selected filters.

Uncheck the Show Open Shifts checkbox to

only view shifts you are currently scheduled to work.

Mobile App Quick Reference Guide for Staff

Select Positions

[

Select Shifts

[

Show Open Shifts

Save

. Select ashiftin the calendar. The Staff Shift Details

pop-up window displays the shift details, staff
members currently scheduled to work the shift, and
options specific to the shift’s status, as outlined
below.

Configure ShifftWizard Calendar Sync to

sync your Shifts and Icons in your Shiftwizard mobile app
with your personal calendar app.
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Shift Swap or Give

Follow the steps below to swap a shift with another staff
member.

» Give Shift: Post the shift out to all
qualified staff members, without
offering to trade a shift.

» Give Shift To: Select this optionif a
Give Shift has been discussed with a
qgualified staff member. A Select drop-
down menu displays, allowing the

IniﬁCIfe a Shiﬂ_ swqp specific staff member to be selected.

 Shift Swap With: Select this optionif a
Shift Swap has been discussed with a
qualified staff member. A Select drop-
down menu displays, allowing the
specific staff member and shift to be

1. Select adate with a green (approved selected.

shift) dof.

Shift swaps and shift gives must first be accepted
by both staff members involved before they will be sent
to asupervisor for final approval.

The staff member currently scheduled for the
approved shift must initiate the shift swap
following the steps below.

4. For Give Shift fo and Shift Swap With, a
Select Employee field displays. Select the
field to view a list of eligible employees.

1 2 <« SHIFT DETAILS

CALENDAR

September 2023

3 4 s @ - 8 9 Mercy «
- . . Location Winnesata Medical

Center

10 11 12 13 14 15 16 Shift Hours : 8

17 18 19 20 2 22 23

. Type

24 2 2% 27 28 29 30 () Swap Shift () Give Shift
@ Give Shiftto () shift Swap With

Mercy

Location : Minnesota

Medical Center

26
Notes

shift Incentives
Mo Incentive Found.

Co-Workers

Name Shift

@ Ramara: y, Drake
2. Select a green shift at the bottom of the [ e
screen. The shift details display.
3. Request to swap or give the shift by 5. Select the plus button next to the desired
selecting aradio button, as outlined employee.

below.

 Shift Swap: Post the shift out to all
qualified staff members, allowing
them to propose a trade with one of
their scheduled shifts.

You willneed to accept their
proposed shift from the Noftifications
Center > Shift Swap Center before it
can be approved by your manager.
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SELECT EMPLOYEE X

Q, Search Employee

Anna Dewitt +
Brandon Carter -
Brooke Adcock -+
Danielle Crowson +
Emmy Duke =+
Joanna Balley -+
Kate Miller -—
Molly Elpers -+
Riley Davis +
Taryn Goedde =+

6. Addanote, if needed, then select the

Submit button.

For Give Shift fo and Shift Swap With
submissions, the request is sent to the
employee specified in the respective field.
The other employee must follow the
Accept a Shift Swap process before your
manager can approve the request. For
Swap Shift and Give Shift submissions, the
shift is posted in the Shift Swap Center. You
willreceive a notification when a swap is
proposed.

= SHIFT DETAILS

Mercy =
Location : Minnesota Medical
Certer

Shift Hours : &

() swap Shift O Give Shift
@ Give Shift to () Shift Swap With
Ml
Field trif

Shift Incentives
No Incentive Found.
Co-Waorkers

Name Shif
@ Ramora v, Drake

7. Ablack (icon) dot displays below the date

on the Calendar screen. Tap the date to

Mobile App Quick Reference Guide for Staff

view the shift swap status (ribbonicon), as
outlined below.

e Purple: Shift Swap
Requested: Indicates a staff member
has initiated a shift swap or shift give
and is awaiting a co-worker’s
acceptance. Automatic with the Shift
Swap process.

* Yellow: Shift Swap Pending: Indicates
two staff members agreed to a shift
swap or shiff give and the request is
pending manager approval.
Automatic with the Shift Swap process.

* Green: Shift Swap Approved: Indicates
two staff members agreed to a shift
swap or shiff give and a manager has
approved the request. Automatic with
the Shift Swap process.

» Red: Shift Swap Denied: Indicates two
staff members agreed to a shift swap
or shiftf give and a manager denied
the request. Automatic with the Shift
Swap process.

You are still responsible for the shift
untila manager has given approval.

CALENDAR

10 11 12 13 14 15 16
17 18 19 20 21 22 23
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Accept a Shift Swap

The staff member accepting a shiff must follow
the steps below before a manager can
approve the swap request.

1.

Select the Menu (hamburger) buttonin
the top left corner.

Select Shift Swaps. The Shift Swap Center
loads displaying the My Posted Shifts tab.

shiftwizard
v HealthStrear
Merey >
fE My Calendar
A7 Daily View
& shift Swaps
= Messages
B3 staff
Iy Feedback

Select the Other Posted Shifts tab, then
select the shift being accepted. A pop-up
window displays the shift swap details.

Mobile App Quick Reference Guide for Staff

4. Selectthe Accept button. The shift swap is
sent to your manager for approval and

the Shift Swap screen reloads.

5. Ablack (icon) dot displays below the date
on the Calendar screen. Tap the yellow
ribbonicon to view the shift swap details.

CALENDAR

[ September 2023
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Message Center

The Message Center allows staff members to send
messages about shifts directly through the ShiftWizard
app. Messages can be sent by email, voice call, text
message, nofification, or as a ShiftWizard Application
Message, which can be viewed by accessing
ShiftWizard on a desktop web browser or through the
mobile app.

Navigate to the Message Center by selecting the
Messages button at the bottom of the screen, or select
the hamburger button > Messages. By default, the Inbox
tab displays.

The Inbox tab displays the number of unread
messages in parenthesis. Unread messages display with
the Subject and Date fieldsinred fonft.

w
= MESSAGE CENTER Py

INBOX (4) SEMT ITEMS
Q search by name or keyword

@ Ramoray Drake
con R

equest Notification

@ Wizard Shift
Shift

ft Wizard Needs List

@ Wizard Shift
Shift Request Appraved by Kate Mill o

@ Wizard Shift
Shift Wizard Meeds List

Wizard Shift
) ) ’ 2 months ago
shift Request Denied by Kate Miller
@ Wizard Shift 5 .
manths ago
Shift Swap Accepted from Drake R
Wizard Shift

2 months ago
shift Give-Te Notification from Dr :

m Wizard Shift
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3. Check the checkboxes next to the desired staff

Send a Message members, then select the Add Staff button.

Send a message about shifts directly through the
ShiftWizard app. Messages can be sent by email, voice
call, text message, noftification, or as a ShiffWizard
Application Message, which can be viewed by

ADD STAFF TO MESSAGE

o

Name Position —]

accessing ShiftWizard on a desktop web browser or willer, Kate

Department: Mercy

through the mobile app.
Oepanmenc werey "

1. From the Message Cenfter, select the green plus
button.

7
= MESSAGE CENTER P

INBOX (4) SENT ITEMS

Q Search by name or keyword

@ Ramoray Drake £ days Ao
con Re e

quest Motification

Wizard Shift

Shift Wizard Needs List

Wizard Shift 20 davs aga
Shift Request Approved by Kate Mill o

e Ddaysao 4. Select atleast one message type at the top of the
Wizard shift R window. Multiple message types can be selected
af once.

Shift Request Denied by Kate Miller
Wizard Shift

N 2 months ago
Shift Swap Accepted fram Drake R

o Additional fields will display, depending on
Wizard Shift hs g0
Shift Give-To Notification from Dr.. =~ ™ the message Types chosen.

Wizard Shift
7

=

2. Typeinthe Search Available Staff textbox at the

top of the screen or select the Filter button. S o
. Pricrit
By default, only staff in your current -
department display. e
9/27 AM Shift
ADD STAFF TO MESSAGE Need additional coverage for 7am-3pm

shift tomorrow (9/27).

Name Position (]
Miller, Kate s 0
Department; Mercy
Ramoray, Drake n O
Department; Mercy [0 character left

5. Fill out the message fields, as desired, then select
the Send button.

6. Selectthe OK button on the confirmation pop-up
message.
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#Filter

Si, ff 3. Select the Select Option drop-down menu to select
a a search filter.

The Staff screen allows users to call or message other
employees using the ShiftWizard Message Center.

The contact options available on this screen may
vary based on your organization’s configuration.

Select Option

1. Select the Staff button at the bottom of the screen. O segnswn
The Staff screen displays Primary Employeesin the " Cantains
current department. Does Not Contain

E Q search Available Staff !I

Group: A
@ Miller, Kate L= e
@ Ramoray, Drake L= e

End With

Equals

Does Not Equal

DISMISS  SELECT

4. Select the desired staff member’'s name. A pop-up
message displays the posifions the staff member
has permission to work for the current department.

2. Select the Filter button in the top left corner, then

uncheck the Primary Employees Only checkbox to @

view all staff members authorized to work in the Ramoray, Drake
current department (primary and secondary o
employees). & =

Group:

@ v Joan LU )

@ Dewitt, Anna L= e

@ oo viiam L= e 5. Select abutton at the bottom of the pop-up

@ cooss ol L= e window to call the staff member orsend a

@ soe.Ton LS e ShiftWizard application message, email, or text
@ owisriy LS e message through the Message Center.

@ coreer vrandan LW ]

@ voieysoanna LS e NEXT: View all staff working in the department foday
© ouecoy L= e from the "Daily View'" on the next page screen.

@ rococksrooke L= e

=
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Daily View

View all staff working in the department on a selected
day from the Daily View screen.

1. Select the menu (hamburger) button in the top left
corner.

2. Select Daily View. The screen reloads with the
selected department information.

SW 3 ns Time
07.00-15.00

07:00-15:00

B

R Y

Version LAHJ

3. Select the Filter button to filter or group staff
members by Team, Time, or Name.

DAILY VIEW

Wednesday Aug 30,2023

Mame Teams Time

@ Miller, Kate - 07.00-15.00

@ Ramoray, Drake Dr, Rogers  07:00-15:00

4. Selectthe Date to view the staff members working
in the department on a different date.
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Settings

The Settings screen provides access to user-specific
settings within ShiftWizard.

1. Select the Settings button in the bottom right
corner.

Ramaray Drake

dr.drake .com

Overtime this week PTO Accrued
1) Q

Change Password

Calendar Subscription

About Shiftwizard

Contacl tUs

Knowledge Base

a
]
[i}
12}
£
&

App Settings

2. Select an option from the menu to change your
ShiftWizard password, sync your Shifts and Icons in
your ShiftWizard mobile app with your personal
calendar apps, or access the mobile app
knowledge base.
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