Associations, Assignments, Slots — VSys One

March 2024

Vocabulary review:

Job Association — this is the loosest connection to what people do. This allows them to show up on rosters
and clock hours. If your data did not have explicit time/place schedule information this is how it came over

in conversion.

Job Assignment - tells the system when, where, what to expect for these volunteers and can show them on

calendars and schedules, and as missing or late.

Recurring assignments — these are your “every week at the information desk indefinitely” volunteers.
Slots — the reverse of an assignment a slot is your needs, a schedule space you need a volunteer’s

assignment to fill.

What your volunteers are doing. From the person record

Job Associations

' Job associations: 10
Job
Hospice/Home Health/Hospice/Care wisit
Hospice/Home Hezlth/Friendly Visit Routes/South Region Visits (Route 22}
Medical Centers East/[EVAL] Chinic 1/6#t shop

Status

ACTive

Pending

Active

Start ¥
05/13/2020
04/04/2017
07/15/2015

Add job Assocation :
End  Location

Suburban fps
Suburban Hos
Medical Cente

While job associations can be something a volunteer needs to be qualified to do, it can also be a variable for
hours management breakout — committees, programs, anything that requires hours tracking. Then this can be a
filter for communication — example, email everyone who has a Job Assignment of “Gift Shop”.

Recurring Assignments

Recurring Assignments require the same information you would tell a volunteer — Job, Location, Start date,

times. It’s more specific than a Job Association.

B Creste recurring assignment

[m} 4
Method: Days: Months:
Every * | Tuesday » | |(al]) -
Job: Location: Supervisor: Start date: ~ Start tme: End time:
Medical Center North Mospital B/Pet Therapy Spec = Haspital B w | Smith, Beth K 03062024 = | 09:00 AM J 1100 &M 5 0200 ,
| Miles: Extend assignments through: Mew assignment status;
| 15 02/24/2025 « Normal ~ | Custom fields 7] prevent bubautomatic extension
| - . g
||: Aoy creation of assignments irho the past Edit comments Generate assignments
Every week in every month, Tuesday
First assignment will be on 03/12/2024 (a Tuesday).
E Compare thess sz te slots
i Generated assignments: 50
| 1ob group Job Start ¥ | Duration Finsh = Day Location Stat
Hospral B Pet Therapy Spaceist: Dogs 02/18/2025 02:00AM 2:00 11:00 AM  Tuesday Medical Center North.Hespital B =
Hospital B Pat Therapy Specaist: Dogs 02/11/2025 09:004M 2:00 11:00 AM  Tuesday Medical Center North.Hospital B f
Hosprzl B Pet Therapy Specaist: Dogs 02/04/2025 09:00AM 2:00 11:00 AM  Tuesday Medical Center North.Hospita! B i
Hospial B Pet Therzpy Speceist: Dogs 01/28/2025 09:004M 2:00 11:00 AM  Tuesday Medical Center North.Hospital B I
Hospial B Pat Therapy Spacaist: Dogs 01/21/2025 09;004M 2:00 11:00 AM Tuesday Madical Center North,Hospitai B [
1 ¥

Save | Cancel
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Once you have entered the specifications click Generate Assignments to preview. Save what you have tested to
add it to the volunteer’s profile. Clicking it in the profile will bring up a list of the specific shifts.

. Assignments: 24 plus 6 not shown g Show other projects Hds pasi

Jobr Start ¥ Duration/finsh = Location

Hospital B / Pet Therapy Specialist: Dogs 03/12/2024 2:00 s
09:00 AM-11:00 AM (2:00); Every Tue (all months} Tue Extended to 02/24/2025 Medical Canter North.Hospyal

After you’re done — remember to Save the profile as well.

Schedules

Job/slot calendar tool or Job/slot calendar tool (advanced) show your schedule in a calendar format (use View
job slots and assignments into them if you are a chart/table person)

fools \ Slots fassignments in 22 jobs flob groups not shown show them
0 Wiew moce: 1 day Time interval:  Day starts: . Ends:
ﬁ&ﬂmﬁ&m&l &0 2 OS:00AM 5| | 1LS9RM |
B @ 4 030612024 - 03/06/2024 &
{4 Bnd people (advanced) P | Wed 03/06/2024
) Befiesh 5 00AM
b Loadsave criters g oA
Help 7 toAl
4 joh slats: g toAn
h_::_!f_tu_i[ﬂ? siuis—v 9 0o AN 9am (0/2) Pet Therap. ..
Iter jobs: Hospetal B
etTherapy SpecialstiDogs v | { () 0AM Pet Therapy 10am (3/5) Pet Thera,
e Specisist: Dogs | |Hespital B
fier locations: 19 ooan dem Center l‘ipet Therapy
w filter) v |
Iter job slots statuses: 12: 00
o) i { oo PH
1 Show non-slot assignments e
fer job tags: 2
10 fiiter) | 3 00Pi
Iterﬂs:qwsors: ‘$ 20 Pl o= =
Lt T Eoop  |{ecuming) =
4 March 2024 y |5 xf“wﬁ‘;""' Hma W
SMTWTFS B U0PH | pet Therapy Specalist:
3526272829 1 2 Dogs
P x
3457 8 9 7 w&aa

This shows the Pet Therapy schedule for this day. You see both non-slot Assignments (white with green bar) and
Slots. Slots indicate how many of a position you might need, and bundles up the assignments that match.

Color code:
Beige — unconnected assignments
Grey — slots that are empty
Yellow —slots that are partially full
Green- slot is fully staffed
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Hint: Use the filters on the left to view a subset if there is too much on the screen.
Job/Slot Calendar tool (advanced)

This tool shows the same information just in a different layout. Red shows empty slots, green filled. Non-slot
assignments show in bold. Filters on the left will allow filtering of the view.

¥Sys One (Jobs and scheduling) > Jobsisiols alendar adhvanced
@Sack

Bookmarks [add bookmark] Reminders Yow are logged in as imbergin (suparuser); change password

Add March. 2024 << Previous week  Next week > >
:

Click to add slots d Sunday Monday Tuesday Wednesday Thursday Friday Saturday

-0 EN R R s Jo |

== Add people : . : ; ; :

Bam-11am Gam -Sam Gam-9am Gam-2am Gam-%am Gam-9am 10am-Noon Pet
Filters (3hriPet Therapy (3hr)Pet Therapy {3hr Pet Therapy t Therapy e harapy {3hr)Pet Therapy Therapy Specialist:
veclalist: Dogs Spacialist: Dogs Specialst: Dogs Specialist: Dogs Specalist: Dog Sopecialist: Dogs

ek SEr:.c 5t: Dogs g Spedakst: Dogs P El-uc Dog ) 4 “E st Dogs ] Spedalist: Dogs ’ Daq;rh e
Pet Therapy Spedalst: Dogs KIDS = | B 5pm-Bpm Pet Bam-11am Bam-11am Fam-%am 11am-3:30pm
Locations: Therapy Speciakist: (3h Therzpy (2hr)KIDS Read Pet Therapy
ot Dogs ) pedialist: Dogs Tes! S Read) Test (KIDS Read), ) Spedialist: Dogs

o Rtes) = Vina R, Santiago I ! ] | Ko/2) E J : James E. Milier
Slot statuses: 8am-11am 9am-Noon Pet 8am-11am 8am-1lam 3Ipm-7pm Pat

(o fiter) = (3hr)Pet Therapy Therapy Spedcialist: ) (3he)Pet Therapy Therapy Spedialist: J (3h)Pet Therapy Therapy Specialist:

apecialist: Dogs A Da_qs Spegalist: Dogs = D??sl : Dogs A Dogs
Slots

So when do | use slots?

1) When you want to see a “needs” calendar. Do you have someplace that staffing is critical? This will let
you see and search for your holes.

2) When you want volunteers to be able to self-schedule. Slots are what drive the openings for a volunteer
to see when they can schedule online in VSys Live.

What if | don’t want to do either of those things — do | need slots? No. All you really need to organize your
volunteers are job associations — to connect them to what they are doing. Assignments are nice for calendars
and schedules, but it’s up to you. If schedules change quickly, it might not be an efficient use of your time to
keep them updated. And even if you use slots, you don’t need to use them for all your positions.

Creating Slots

In the job section, you can create slots from three tools. Which is best for you depends on which works the best
for you in viewing your data:

e Job/slots calendar tool
e Job/slots calendar tool (advanced)
e Job slots and assignments into them
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A slot is the opposite of an assighment but needs the same information — I need 3 Wayfinders, Monday-Friday,
8am to noon. And you can make a year’s worth at once if they are all the same.

How to add (Job/slot calendar tool):
Right click in the day grid -> Create job slots -> select the job

44 4 D3/06/2024 - 03/06/2024 » »p
Vied 03/05/2024

5am (0/1) Pet Therapy Speciaist: Dogs
Fwa

Pet Therapy Spedalist: Dogs
hﬁmmm.mus

L

G (1725 Pt Tharany Snecalit: Doge

i Pet Therany Dogs
. Cestejobsiots IMecical Center North,Hospits) B
[EVAL] Cinic 1 »
1pm (2/4) Pet Thesapy Speciakst: Dogs Ginic 2 5
|Hospital B
Medical Center North,Hospital 8 Friendly Visit Routes ’

I[Ptt‘rhtfq:r Specialist: Dogs

HospiceHome Health 4

ot =

The important things are in yellow:

W jobssclots calendar teal/VSys One (obs and scheduling) (Mefissa's test databace) m|
¥5vz Ons (Jobs and scheduling) > Jobsfslots caiendar tool
| Job:  Quesride descripbion:
"1 Mecical Center North /Hospitsl B/Pet Therapy Speciaist: Dogs -
€ Frst ot date: Last siot date; People needed; Max self-waitist:
[ o3jefmzs = | [ o3fosfa0zd v | | 1% | 1%
Start fime each day:  End tme each day:  Duration of each: Miles: Weeks: ]
| ] Al day 0:004M 3| | 1004M 3| | 0100 2] | 13] every - oy -
Months Ity
(any) -
Days of the wesk:
[ wed
Locations: Superyesor! Requrred peopie types: Requred groups:
Medial Center North v | smithBethk | [(orequirement) v [orequrencny) ¥
Required lsts (any): Joh tane;
i (o requirament) ~ [fnone) * | [no automatic exterson (] Allow creation of slots that exactly duplicate existing ones
Fi Ii_'|:|1'|-1u'|ls:
P:i -]
. i
& -
Fit Lookup tne period:
A% [ e not show for lookup on VSysLive [ Show on main calendar n ¥Sys Live whie volunteers st needed || High priority opering it
] [/ Us job vSys Live sstiings
1T fimit Wve | e dates
M Job slots o b3
1 jobr slot
Job Date « Start Count | Duration Location Supervisor Status Day
Pet Thempy Specalst: Dogs 03/06/2024 10:00 AM H 1:00  Medical Center North Smith, Bath K Creared Wednesday
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Use the checkboxes on the bottom to hide or show on VSys Live or to indicate it is a short-term shift that should
not be extended. Click Test before creating, and do a double-check that the times and the days of the week are
right. Click Save when you are done.

Best practice: Ideally you should make each day’s worth of slots for a position independentally. Why? If there is a
change it’s cleaner to edit just one.

Not getting what you expect?

Things need to match up. If the slot is 8am-12pm, but you know Dave comes in 8:30-12:30pm. They aren’t going
to line up. Hover over the assignment to see the details and compare them. After you look at a couple it will be
easy to spot what the mistake is. Correct either and try again.

Note: You can build them in either order — assignments first or slots first. As long as they have the same
elements they will line up in the end.

Adding a recurring assignment from the calendar
Sometimes it’s easier to add a recurring assignment where you can see the schedule.

Job/slot calendar tool: Use the Find people tools to get the person, then drag them over into the white space.

V5ys One (Jobs and scheduling) > Jobsfslots calendar tool
Assignment selector n
£ o Bogkmarks [add bookmark] Reminders You are logged in as mbergin (superuser); change password Load fsave criteria
Tools Slots/zssignments in 17 jobs/job groups not shown ghow them 'p' Source criteria cearch
2 View mode 1 dav Date: ~ Tmeinterval:  Day staris: Ends: Tritial source:
Find pecple (hy rame) 03/06/2024 - 60 5 0S5:00 AM S 115900 2 '_P?'?P!_E - =
£ Find pecple (by Fistory) 44 4 (3/06/202: Exchide people with these flags: )
16 items selected -
<
::P' ficels SDUAM [0 Fiiter peopls by gender —
Y Load/save criteria (] Fitter peopie by age
g 00aN  Jsam (0/1) Pet Therapy Speciaist: Dogs O -
- ~Hoslal B Fitter peopie by group
Help AM |Pet Therapy Speaalist: Dogs Fitw W
7 {Medical Center North,Hospits 8 (3 ter pesile by type
Add job slots: 8 00 AN [Bam (1/1) Pet] 4 add
Click to add gots =
s 2 g 0aan ' et
Fiter jobs: i rant Job association Edit © Delete
Pet Therapy Spedalist: Dogs =| qpoean | 05:]1: qrmmfnre: Joalas: Hospital B (Pef Therapy : Dogs
= . Cialist: Dogs, Aospital
Fiter locations: 11 00 A ol
_[ﬂn ﬁire_'r,'l =
Fiter j0b sots statuses: e
(al) Y1 qooew Jaom (2/4) Pet Therapy Speciaket: Dogs
[ show non-sit assignments Hospital B
= j 2 00 PM |Pet Therapy Spedalist: Dogs
ber b {ags: \Medical Center North.Hospital B
(o filter) 3 00 PM I
Fter supervisors: o
o ar i Ll M bge Gend. Al goups
(no fitter) - 4 Pl = i
! H Bl M Medigal =
5 00 Py 4=ty ical -
4 March 2024 4 7 - Smith, 43 F Medical »
S M TWTEF S EEIUP‘M i ' One-tme assignment 1] I
25 26 27 2829 1 2 . o
3 4 Sﬂ 78 9 T 00 PM _: Recurring assgrment Found 45 people
10 11 12 13 14 15 16 BUOF'M

17 18 19 20 21 27 33
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Job/slot calendar (advanced): Use the Add people link to get the person, then drag them over into the white
space.

<< Previous wesk Next week >> °

March, 2024
hdl Sunday Monday Tuesday Wednesday Thursday Friday Saturday
e . Lookup method Q Person lookup: Quick = =
(3hr)Pat Therapy Quick
Specialist: Dogs l ©ic Search:
; '&ﬂ] SN ' Personal informiation |befgﬂ
Pet Therapy Spedalist: Dogs KIDE ™ | | spm-gpm Pet & pddress, phone, e-mal o
Therapy Specialist: . SIS )
EDcations: ' o € EveIvOng |n syitem
Bogs : Matc.,  Mame DOB  Gender  Perzon ty Ak C
(o fiter) - Vina R, Santiago . . Mame erson lype groups omp..
g [0 o] Bergin, Melissa Test|| 10/21/1963| Female|| Supenvisor || Medical Canter East|
{f-n'ﬁterr) . = [0 06 Burgin, Gayle 10/09/1953 Female Vendor Medical Canter East
I O o Burge, Gayle A 10/09/1953 Famale Community Service  Medical
Assignment statuses: 2 T 4
(e fiter) ad /) One-tme assignment
p— ' = 2 columns
ob tags: (= Recr g "
(o fiter) - W i 2
Suparvisors: %
{no fiter) | D
Show
Date: -+
ate: - -
= Zl fc3 3 pecglf_“tou_nd“_ ) 4 ] v
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