DUKESHIFT RECONCILIATIONS: STAFFING OFFICE

Expectations:

At the end of each day there should be ZERO shifts for the day marked Unfilled/No One

Available

At the end of each day there should be ZERO shifts for the day marked Filled by Float Pool, Filled

by PRN, or Filled by Agency.

All shifts should either be marked as one of the following:
0 Assignment Completed
0 Hospital Canceled
0 Employee Called Out

Reconciliation should be done at lease once a shift and as last minute changes occur

Process:

DYNAMIC MASTER SCHEDULE

|
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e Open DukeShift
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Welcome Julia Bambach! | Logout

My B4Health Create a Shift Search

e C(Click on the i-Schedule Tab
e Click on Dynamic Master
Schedule

My B4Health » i-Schedule -

i-Schedule | Reconciliation | My Messages | System Configuration | Reports

Enter the appropriate

Facility, Unit and Date Range

Click on Show Schedule

& erint Schedules
I

Faclity: |- Select Facilty - » Publish Schedules
» Manage Publish Configuration
» Manage Shift Time Types
» Dynamic Master Schedule

» Schedule By Professional

Unit:
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e Scroll down to see the Schedule Summary

e The needs are displayed as a fraction — the top number is how many have been FILLED.

The bottom number is how many needs exist.
professional scheduled and 0 needs. A 1/2 means
1 healthcare professional scheduled and 2
remaining needs. Notice the needs are color
coded in red. We want to change all of the
BOTTOM numbers for the CURRENT shift to O.

e Move the pointer to the lower right corner of the
shift you want to change and double click. Don’t
click directly on the number. This will turn the
bottom number from red to black and allow you

to edit the number, changing it to ;Wﬂi\e/ :
black bottom number 1 on the 7A Nursing Care

Assistant shift here.
e Change the bottom number to a 0 and move on

For example: 1/0 means 1 healthcare
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to the next shift to edit.
e If you get this warning message

Windows Internet Explorer x|

L] "_\ Some Wacancies could nok be removed because some hawve Shifts with Requests, Shifts without Requests were removed.
L

It means that some of the shifts were NOT cancelled because they have a request
(person’s name attached to the shift, waiting for an answer). You will have to go to the
Reconciliation Tab to look for and reconcile these shifts.

e When you have finished the current shift, take a look at the previous day. If there are
still any bottom numbers greater than ZERO, cancel these shifts as well.

Il. CANCELLING SHIFTS FOR LESS THAN 24 HOURS IN THE FUTURE THAT HAVE REQUESTS

You can be proactive and cancel shifts for tomorrow (less than 24 hours before the shift begins). If the
shift has not been awarded to the requestor by that time, it is not going to be — at least not via the
system. By going ahead an cancelling these shifts ahead of time, you will avoid receiving the warning
message on the Dynamic Master Schedule that is shown above.

[ ] Open Dukeshift My BdHealth | Create a Shift | Search | i-Schedule | Reconcili:
e You will be on the My B4Health Tab
My B4Health
e Click on the plus sign next to your facility % etV HOP ORI
-7 2416 VALVANO DAY HOSPITAL & CLINICS
. . €44 [2420 Central Staffing office]
e Click on the appropriate department 2320 cenvl stafing o

@ 2421 NURSING TV TEAM

f"éi 2424 SURGICAL UNIT - 2100

@ 2425 SURGICAL UNIT - 2300
"S/;,“J’ 2426 SURG UNITS-GEN-FLOOR 2

e In the Shift Summary Section, click on Shifts with

Requests

‘ Shift Summary - Contract Summary H

e Click on the dark blue column heading for
2420 Central Staffing office (Unit)

Closed Shifts - Not Awarded 1
Closed Shifts - Awarded 171

Date/Time to sort the closest shifts to the top.

e If there are any shifts for the current day, open the e e o
Open Shifts 526
shift by clicking on the Shift ID# Scheduled for Request 0
e Inthe Requests section you will see the name of ‘_.
Quick Search @

the person who requested the shift as well as a

Enter Shift ID#:

green button that says Cancel Shift.

° Click On the Cancel Shift button 3drninyShiftsviewShift, aspe ID=\WSZse3 1 shic=Erig=HHWE jL
e You will be asked to choose a reason [
. Time Left: 0 Days / 19 Hours / 4 Minutes
— Choose Hospital Cancelled ERRIETE ooy, Soriemie 23 011 00 AN B A2 S hrs)

. . Position: Nursing Care Assistant - Nursing Care Assistant
e Then click on the Cancel Shift button P — ’

Facility: Duke University Hospital

aga In. Unit: 2420 Central Staffing office
| Reauests - Select Filled/Unfiled Reasen - =] Filled/Unfilled Reason is Required. \
. Select Filled/Unfilled Reason -
Agency/Professional Agency Cancelled uest Date] 1n Overtime [Notes [ Award Request

Assignment Completed
Cancelled dus to Error
Employee Called Out
Filled by Internal Float Pool
Filled by Outside Agency
Filled by RSP, PR

DUH, Adult

N

N gend

HS-Home System  HF-Home Facili

EC-Expired Credential ‘

Hospital Cancelled - Low Census
Hospital Changed Mind
Unfilled - Hospital Filled
Unfilled - No one Available

shift Links shift to Additional Dates ‘



e C(Click on Back to Shifts with Requests to choose the next shift on the list, if appropriate.
Be careful not to cancel shifts that are greater than 24 hours in the future.

lll. RECONCILIATION TAB

To double check that you haven’t missed any shifts, that all shifts are marked with the correct
reason and to correct any shifts that still are not reconciled correctly.

e Open DukeShift
e Click on the Reports Tab
e Click on the Cancellation/Unfilled Reasons

Report | My B4aHealth Create a Shift Search i-Schedule Reconciliation
—————
e Fillin the start date (one day before TODAY) wy Baniesith - Shify/Contract faconaliztion » meconalistion Se=rch
Reconciliation Search
and the end date (TODAY) Retrieve Shift by Criara
. .oy . hift a ate: Rl e
e Select the appropriate facility and Unit B (0271272013 B2
Facility: [ sSelect Facility - = e

e Click Run Report Ageney: [“io Apenzes =]

Agency Only? [

e What to Look for

0 Are there any shifts under Filled by
Float Pool, Filled by PRN, or Filled by e

Enter Shift ID#:

Agency? I )
0 Are they any shifts under Unfilled No

One Available?

0 If so, jot down their shift numbers or print the

Admin/Reconciiation/Editshift, asp?ID=lBEsAv.2to=Rorig=5

report
. [ |
0 If not, you are done reconciling! © Wage Coder [-selec- =]

Negative Hours: [~z Re

e Click on the Reconciliation Tab BreakTime: [T,
e Click on Reconcile/Edit Existing Shifts Flednfled Resson: [UTed e e Fueieble 31

- Select Filled/Unfilled Reason -

Time Card: |Agency Cancelled

e At the bottom of the form where it says Retrieve Shift by ID, o o
Filled by Internal Float Pool

enter the Shift Number of a shift on your list that needs to ACA S [friled by outide Ageney
L=

be corrected Hezptal Charasd ind
unfilled - Hospital Filled

unfilled - No one Available

e Click on Search Shift ID# (375 Charscters Ler)

e Scroll down to the Filled/Unfilled Reason box :td: Z;Eiug m@
e Change the item in the box to Hospital Cancelled

e Go to the bottom of the form and click Reconcile/Save Shift [

e If you have others to correct, go to the top of the form and
click Reconciliation Search to go back to the screen where

L

Award Shift

you can enter the next shift number.

Staff Professional: |, Select Professional -

Ageney: [T Agencies - =

Professional:

Wage Rate: |- No Wage Rates - =

(___Reconcile/Save shift ) (_ cancelshift )




