
AIMS Action Items for Leaders

Session 7: 

Day in the Life of a Scheduler

October 13 , 2022

Please note: Some of the paths and screen shots shown in MyConnection in 
this presentation may not be available until after the implementation of AIMS.





Welcome

October 13 to Scheduling Demo and Q and A Sessions
November 13, 2022

October 19, 2022 Finance

October 26, 2022 Topical Areas of Concern 

Session Topics



New:  All Employee and Staff Scheduling Sessions (Daily)

• Please Note: These sessions will address questions about this functionality, but will not be able to address 
the more complex individual scheduling inquiries.

• Check out the AIMS Learning Calendar to register. Go to MyConnection and refer to the link under the 
Announcements area on the main page.

All Employee Scheduling Sessions Staff Scheduling Sessions

Audience:   All Staff
Time:           12:00-12:30
Topics: Leave Requests (Vacation, medical appointments, etc.)

Notifications (Scheduling tasks, schedule changes, leave 
requests, etc.)
Validating Time (Interim process, premium hours)
Advanced Scheduling: Shift Bid Online – (HR Staff 
Scheduling Units fSaskatoon /fCypress, and Providence 
Place)

Audience: Anyone who performs scheduling duties during regular 
and “off hours” (i.e. charge nurses)  

Times: 7:30-8:00 | 10:30-11:00 | 12:30-13:00 | 16:30-17:00 | 
19:30-20:00

Topics: Replacing Staff (Booking off, managing open shifts, call-
in list, scheduler dashboard)
Adding Additional Staff (Book on additional staff, 
extend current staff, call-in lists)
Unit Schedules (View schedules)
Validating Time (Interim process, premium hours)



Important Tools found in the AIMS Manager’s Toolkit
Job Posting Exception Form AIMS Scheduling Security Access Form 

AIMS Manager’s Checklist AIMS Scheduling Delegate Request Form (New)

https://www.aimsproject.ca/aims/manager-toolkit


Q and A Chat

Please submit all questions in the Q and A Chat, which can be found by 
clicking on the three dots in the lower right hand corner of your screen. 

Questions put in the regular chat will not be tracked. 



Overview of Today’s Session
Leader Responsibilities

New Processes

• Replacing an “Open Shift”
• Viewing Guidelines
• Swapping Occupations for replacement
• Editing Start and/or End time of shifts for replacement
• Removing Shift if not needing to be replaced
• Editing Employee Schedule

Pre-Implementation Duties



• Manager/Delegate can submit a request on behalf of their employees

• Employees can submit request (Time-off, leave) using the scheduling tiles
• Vacation (Paid, Unpaid) etc.
• Short-term leave
• Long-term leave

• Scheduler/Delegate can create a “new” shift (Workload Increase)

• Manage Vacancies

How Do Shifts Become Open?



As shifts become “Open”
• Scheduler/Manager would see this information on their 

Dashboard
• Review Guidelines to determine if she needs to be filled 
• If shift does not need to be replaced, Scheduler would 

remove the shift
• If shift needs replacement, Scheduler would call this shift 

out using the Call List
• If Scheduler has more than 1 shift to fill, they would be 

using the Call List by Employee

How to Replace Open Shifts

Call List

Call List by Employee



Replacing Staff 

• Submit for Employee (KB0012859)
• Scheduler Dashboard (KB0012345)
• Manage open shifts (KB0012716)
• View Guidelines
• Call in List (KB0012819)

Changing Occupations/Start & 
End time

• Manage open shift (Relief not 
needed)

• Book on (create a new 
shift/new occupation)

• Call List

Editing Employee Schedule

• Manager unit schedule
• Schedule Editor 

Demonstration



Questions
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