ESS Mobile 3.0: Picking up Trade Schedules Job Aid

When your coworkers post their work schedules and desire to trade their work schedules with others, you can
receive the trade request notification so that you can pick up the posted schedule or exchange your schedules

with the employee who initiates the trade request. A number badge over the bell icon IEI alerts you to check
your unread application notifications, including trade schedule request from other employees. This job aid
describes how to pick up trade schedules without offering your schedule to exchange. See a separate job aid
called Swapping Trade Schedules on how you can exchange trade schedules with your schedules. Even though
you sent an offer to pick up trade schedules, you can cancel your offer if it is allowed based on your company

policy.
To pick up a trade schedule:

1. Tapthe bellicon (EI).

= HELLD ALYSSA j},

1:25pm

harch-16, 2021

2. Alist of application notifications is displayed. Locate and tap the Schedule Posted for Trade tile.

BACK HOME

| Schedule Posted for Trade |

AR Work sehedule 03/22/27
"I 6 10:30p/7 005 300 posted for
wrade by Eallartine, }amberly N
FMg Hi I'm looking to trade this
work schedule.

3. Tap PICKUP SCHEDULE. The Offer to Pickup screen is displayed.

BACK HOME

TRADEWORKESCHEDULE
03/ 22421 3. 30R T 00A
RMNS

MICHICAREMURSZMG-DETROIT CARE-
OMUT - FLOCR1

& LAY'S FROM NOW

l awaiting offers ]

Hi l'm looking o trada thia work achad.

PICKUF SCHEDULE

JFFER SWARP

ESS Mobile 3.0: Picking up Trade Schedules August 4, 2021 1



4. If needed, enter comments for this pickup. Tap Save.

BACK Offer to Pickup

Offer to Pickup

Pickup Schedule
03722/21 10:30p,/7:00a 8:00

Hi, I'm interested in working your schedule,

Fickup 8 work schedule without offering a schedule in trade. Subject to .

SAVE

5. The employee who initiates the trade request receives your offer to pick up their work schedule.

BACK HOME

Offer Received
Offer for 03/22/21 1030047005
1 6 800 received from Irvine, Alvssa P
pickon withoot trzde HL I'm
1:47pm itevested i working vour
sohedulke

Your offer to pick up is saved in Calendar and OPEN ITEMS.
To access your pickup offer for trading schedules in Calendar:

1. Tapthe Three Line menu (EI) in the upper-left corner of the screen.

El HELLO ALYSSA ‘.g.
1:55pm

March-16, 2621

2. Tap CALENDAR in the expanded panel.

Michicare Mursing,

Registered Murse, Detroit

LOG OFF

DPFEN ITEMS

WY TRADES

CALEMDAR
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3. Tap adayin Calendar. If there is a pickup schedule offer, the offer tile is displayed under the calendar
marked with (Pickup). The trade schedule is listed in blue with its schedule date, starting time, ending
time, and total hours. Tap the pickup offer tile.

BACK HOME
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Mar-22
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Hi, I'm interested in working yvour
schedule.

Work Schedule

Mureing
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392 EI: Regigtered Hures
Detroit Care
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MEMU REFRESH FICKURPS

4. You can withdraw your offer to pick up by tapping WITHDRAW OFFER or communicate with the
employee who initiated this trade request to know more information about this schedule by tapping
START CONVERSATION.

BACK HOME
Mar-22
8 1030p 72 8

Kimberky

Hi, I'm interested in warking your
schedule.

WITHDRAW OFFER

START COMVERSATION
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5. You can withdraw your offer to pick up by tapping WITHDRAW OFFER or communicate with the
employee who initiated this trade request to know more information about this schedule by tapping
START CONVERSATION.

BACK HOME
fdar-22
8 1030072 8

Kimberty [Piokup)

Hi, I'm interested in weorking your
schedule.

WITHDRAYY OFFER

ETART COMVERSATION

e Withdraw Offer. See a separate job aid called Withdrawing Offer of Picking up Trade Schedules
for details.

BACK HOME

Withdraw Offer

Alyssa is Picking up Work Schedule from Kimberly

Soarry, | must withdraw rmy earlier offer,

Cancel previcusly made offer to pickup @ work schedule.

SAVE

e Start Conversation. See a separate job aid called Starting Conversation about Trade Schedules
for details.

BACK HOME

Hi, Can you let me know more about

!

HARIE ZP

Type Message Here
Kimberly Michicare-Mursing-Registered Murse-
Ballantine Cretroit Care-CNUT - Floorl

SENMD MESSASE
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To access your pickup offers for trading schedules in OPEN ITEMS:
1. Tapthe Three Line menu (EI) in the upper-left corner of the screen.

El HELLO ALYSSA ‘.C_a,
1:55pm

March-16, 2021

2. Tap OPEN ITEMS in the expanded panel.

Alyssa

Irvine

Michicare, Mursing,

Registered Murse, Detroit

LG OFF

OPEM ITEMS .

3. Alist of open items is displayed. See a separate job aid called Processing Open Items for details. The
offer to pick up trade the schedule is marked with (Pickup). The trade schedule is listed in blue with its
schedule date, starting time, ending time, and total hours. Tap the pickup offer tile.

BACK HOME
Mar-22
8 1030p.7a B

Fimberky [Pick.up)

Hi, I'm interested in working your
schedule.

Request &.00 Hours on Mar-19 21.
@ Using PTO.

Fending | Submitted

RS Pickup Open Schedule
18 Mar-18 Pending
ga'sp B

| would like to woTk this schedule’”
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Note: The tile marked with Pickup Open Schedule indicates that your open schedule pickup request.
Open schedules are upcoming schedules that have not been assigned to employees. See a separate job
aid called Picking up Open Schedules for details.

BACK HOME
Mar-22
8 10300 72 3

Kimberk [PinLI P:l

Hi, I'm interested in working your
schedule.

Requast 00 Hours on Mar-19 217,
@ Using FTO.

Fending | Submited

WEE Fickup Open Schedule
18 Mar-12 Fending
ga/'5p B

| would like to work this scheduls’”

4. You can withdraw your offer to pick up by tapping WITHDRAW OFFER or communicate with the
employee who initiated this trade request to know more information about this schedule by tapping
START CONVERSATION.

BACK HOME

dar-22
8. 1030p. 72 &
Kimberty (Pickup)

Hi, I'm interested in working your
schedule.

WITHDRAW COFFER

START CONVERSATION

e Withdraw Offer. See a separate job aid called Withdrawing Offer of Picking up Trade Schedules
for details.

BACK HOME

Withdraw offer

Alyssais Picking up Work Schedube from Kimberly

Boarry, | must withdraw my earlier offer.

Cancel previcusly made offer 1o pickup a work schedule.

SAVE
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e Start Conversation. See a separate job aid called Starting Conversation about Trade Schedules
for details.

BACK HOME

thi:

Hi, Can 1}t'l:nu let me know maore about
e

WA RIE AP

Type Message Here
Kimberly Michicare-Mursing-Registered Nurse-
EBallantine Cratroit Care-GMUT - Floerl

SEND MESSAGE

©2021 Attendance on Demand, Inc. All rights reserved. Attendance on Demand is a registered trademark of Attendance on Demand, Inc.
(AOD). Nothing contained here supersedes your obligations under applicable contracts or federal, state and local laws in using AOD’s
services. All content is provided for illustration purposes only.
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