MSS3: Adding a User Account

Job Aid

When adding a user account in Manager Self Service 3 (MSS3), you will need to define some basic operator

properties and the operator’s workgroup access rights.
To add a user account:

1. Click the Manage Accounts menu item.

Manager Day -:'w Manage Accounts
Find: | Search Employes Add Account | Filter Refresh
Process Payroll Select Operator's Name Code
S i Si i
Daily Operations 7 uperviser upervisor
& Payroll Manager Payroll
Scheduling Vi Payroll Manager PayrollManager
Long Term Care Reports & MobileM MobileM
Reports and Summaries 7 Mobile Manager Mobile
Va MngrMobile M MOBILE
Facility Hours Reporting é) Managert Manageri
g g
Administration & Manager Day Mar Day
— # JoeT JOET
[ Add Employes # DonThompson DONTHOMP
Group Adjustment ra BillTest Bill Test

Default Preferences

Login Account
Supervisor799
PayrollManager894
PayrollManager761
MobileM254
MobileManager515
Mngriobile784
Manager1342
ManagerDay526
JoeT522
DonThompson605
BillTest562

Master Preferences Account

EMail

youremail@yourcompany.com

don_thompson@attendanceondemand com

youremail@yourcompany.com

2. Click the Add Account button in the Manage Accounts page.

Add New User Account

‘Account Properties —
Name: Day Supervisor /

Code DSpvr
User Group: Supervisorg| |
Profile: System Administrators

Payroll Managers

Ok Cancel

3. Type a name for the account in the Name field.

Pt Number:
rone fumber Team Leaders |_— Select the user group
Email Address: s . /
upervisors
Password Employee Self Service @
Repeat Password: Unassigned
Email New Password to Operator O

4. Type a code for the account. The code has a 10 character limit.

5. Select a user group in the User Group field for the account.




6. Select the profile in the Profile field that matches the User Group.

Add New User Account

Account Properties

Name Day Supervisor

Code: DSpvr

User Group: Supervisors

Profile: Supervisor Browser Profild |

Phone Number Private

) Administrator Browser Profile
Email Address
Supervisor Browser Profile @
Password: Employes Browser Profile
Repeat Password: Demonstration

Email New Password to { Payrol/HR

Ok Cancel

7. Enter a password in the Password field and again in the Repeat Password field.

Add New User Account (€3]

Account Properties

MName: Day Supervisor

Code DSpvr

User Group Supervisors

Profile: Supervisor Browser Profile
Phone Number: 8005559000

Email Address: Dsupervisor@yourcompany.com
Password enseee

Repeat Password: eneene

Email New Password to Operator

Ok Cancel

8. Enable the Email New Password to Operator check box to send the password to the user account’s
email address entered in the window.

9. Click OK to save your settings.

MSS3: Adding a User Account April 20, 2021 2



10. Select a time zone and the date format to be used in MSS3 in the Basic Operator Peroperties page.

Friendly Name
Email Address
Phone Number
Profila

User Group
Time Zone

Date Format

Show Time in Am/Pm:
Show Time in Hundredths:
Show Durations in Hundredtl

Show Schedule Times in Am

Can Access System Setup :

Day Supervisor
Dsupervisor@yourcompany.com
(800) 555-9000

Supervisor Browser Profile
Supervisors

Same as Corporate

[ mmigdi]

mm/ddiyy
mmiddiyyyy
mmm-dd
mmm-dd yy
mmm-dd yyyy

Show Schedule Times in Hui yyyy-mm-dd
Show Scheduled Hours in Hi yy-mm-dd

dd/mmiyy
dd/mmiyyyy
Windows Default
dd-mmm yy
dd-mmm yyyy

Arvar cornn Ad e

e

Select time zone and
4 date format

11. Select the format for how time will presented in MSS3 in areas such as Time Cards and schedules.

Show Time in Am/Pm:

Show Time in Hundredths:

Show Durations in Hundredths:

Show Schedule Times in Am/Pm:
Show Schedule Times in Hundredths:
Show Scheduled Hours in Hundredths:

Can Access System Setup :

%

OooxOd

=
o

12. Select how workgroup levels will be presented in MSS3 (Name, Code, Number).

Location Sort
Unit Sort:
Floor Sort:
Position Sort:
Shift Sort:
Care Type Sort

Level 7 Sort:

Name

Name
Code

Number
Coge

Code
Code
Code

U
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Workgroup Access Rights

To assign workgroup access to the account:

1. Click the Basic Operator Properties drop-down list and select Operator Workgroup Access Rights.

Day Supervisor198 (Day Supervisor)

Basic Operator Properties

Basic Operator Properties

B Operator Workgroup Access Rights
Operator Private Workgroup Definition
Receiving of Employae Notifications

Manage Crew Members

Timn e Caman oo (™

User Group: Supervisors

Change Password

ar
lyourcompany.co
10

owser Profile

3

2. Click the Add New button to add a workgroup set.

Day Supervisor198 (Day Supervisor)
Operator Workgroup Access Rights Change Password

T | AddNew  RemoveAll

Delete @ocatiun Unit

3. Click the drop-down list for each workgroup level and select the appropriate workgroup levels for the
workgroup. Click the Update button to save your selections.

Operator Workgroup Access Rights Change Password Send Invitation Clear Preferences Replicate Preferences
Add New Remove All
Delete Location Unit Floor Paosition Shift
@ Evergreen Assisted Living | AllHome| | AlllHome Al'Home
AllfH:
woiae | carcn |
1FL
2FL
IFL @
4FL
Select workgroup level Click Update
from drop-down list button
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Operator Private Workgroup Definitions

Use the private workgroup definitions to create workgroup filters for the account. The private workgroup allows
the user to filter the dashboard calendar view and group scheduling.

To add an operator private workgroup definition:

1. Click the Basic Operator Properties drop-down list and select Operator Private Workgroup Definitions.

Day Supervisor198 (Day Supervisor)

Basic Operator Properties Change Password

Basic Operator Properties

Operator Workgroup Access Rights d
> Operator Private Workgroup Definitions
Receiving of Employee Notifications @'U

Manage Crew Members owser Profile

lyourcompany.co

User Group: Supervisors

2. Click the Add New button.

Day Supervisor198 (Day Supervisor)
Operator Private Workgroup Definitions

Private Workgroup Set Definitions

> AddNew | Close

Label

3. Click the default label name in the Label field of the Private Workgroup Set Definitions window and type
a label name. Click the Update button to save the label name.

Private Workgroup Set Definitions
Add New Close
Label
o 4
Type new \ LEEE

label name

Pencil icon

MSS3: Adding a User Account April 20, 2021 5



4. Click the Pencil icon to open the Workgroup Sets for My Workgroup Set window.

Workgroup Sets for My Workgroup Set

Add New Remove All

U

Delete Location Unit Floor

Ok Cancel

5. Select workgroup levels for the workgroup set and click the Update button to save your selections.

Workgroup Sets for My Workgroup Set

Add New Remove All
Delete Location Unit oor Paosition
[53) Evergreen AlllHome AlllHome All'Home

AlllHome 3
Assisted Living
Hospice

Skilled Nursing

U/

Ok Cancel

6. Click OK to save your workgroup set.
Receiving Employee Notifications

The Receiving of Employee Notifications option allows account users to manage their own list of employees they
want to receive notifications from, such as leave requests (time off requests and canceling time off requests)
and attendance incidents (missing punches, running late and out of geo zone range) notifications.

Day Supervisor198 (Day Supervisor)

Basic Operator Properties Change

Basic Operator Properties

Operator Workgroup Access Rights
Operator Private Workgroup Definitions o
Receiving of Employee Notifications 10

Manage Crew Members "

See the MSS3: Receiving Employee Notifications job aid for more information.
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Crew Members

My Crew is designed for the management of mobile employees who don’t have access to Employee Self Service
Mobile (ESS mobile). Manage Crew Members allows the supervisor to add and remove employees whom they
manage or who directly report to them and access their information. Manage Crew Members allows the
supervisors to easily view their specified crew member’s time transactions, notifications, etc.

A user account is allowed only one crew.

To add My Crew to the account:

1. Click the Basic Operator Properties drop-down list and select Manage Crew Members.

DaySupervisor198 (Day Supervisor)

Basic Operator Properties Changs

Basic Operator Properties
Operator Workgroup Access Rights b
Operator Private Workgroup Definitions o
Receiving of Employee Notifications 10
Manage Crew Members owl
O
2. Click the Plus icon to add an employee to the crew member list. An Add banner is displayed when an
employee is selected.

Crew Members Candidates
I
53\"64’_‘
No Crew Members
a Luke Sl
4 Amherst
+ * Glenwood-Skilled Nursing-2FL-
RHN. NN i
) - I
Xavier JL <4
Aston @
* Glenwood-Skilled Nursing-2FL-
RHN-Day-DHN
Joshua
Barwick
* Glenwood-Skilled Nursing-2FL-
RHN-Day-NDC

Nathan
8 Beckley
Evergreen-Hospice-2FL-RN-
Day-DCH

3. Click the Save button to save the selected employees to the crew list.
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4. Toremove a crew member, click the X icon. A Remove banner will be displayed when crew members are
selected. Click the Save button in the Crew Members field to remove the selected crew members.

Crew Members Candidates
Save
Luke % Nathan gL
Amherst Beckley
+ - Glenwood-Skilled Mursing-2FL-RM- " Evergreen-Hospice-2FL-RN-
Day-DNMN Day-DCH
Xavier i Katelyn 2k
Aston B ! Eelden
] lemove N
- Glenwood-Skilled N'.usirg-QFL-EN-- - Evergreen-Hospice-2FL-RN-
Day-DNN : Day-NDC
Joshua 5% Amber gL
Barwick Bingham
+ Glenwood-Skilled Mursing-2FL-RM- " Evergreen-Skilled Mursing-1FL-
Day-NDC CNA-Day-DCN
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