Employee Self Service - Bidding

Units will be posting requests to Self Service (Intragale) for you to review/select. See the
instructions below on how to view and pick up shifts.

1. Open a web browser and go to https://intragale.jhmi.edu .
2. Loginto Self Service (Intragale).

Notification Center
A notification will appear with all of the shifts that have been sent out to bid.
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LAWS@N

| Scheduling | Credentialing | Demographics

[0 Notification
Bid Notification : Shifts are up for Auction

From

The following shifts are now up for Auction:

Shift: A RN1 (7arm-7: 30pm) Charge

From: 07:004 to O7:30P

On: Tuesday Feb 1 2011

In: Test HH - Test Medicine - Test Halsted 5

Shift: AM RNZ (7arm-7:30prm)

From: 07:00A to 07:30P

On: Tuesday Feb 1 2011

In: Test HH - Test Medicine - Test Halsted 5

Shift: AM RIN3 (7am-7:30pm)

From: 07:00A to 07:30P

On: Tuesday Feb 1 2011

In: Test HH - Test Medicine - Test Halsted 5

Viewing Open Shifts

1. Select the Scheduling tab.

2. Select the Bid tab.

3. Inthe Date Range filter — select Specify.

4. Enter a date range.

5. Inthe Area filter —select All.

6. Shifts will load based on the filter criteria.
LAWS&N

Home |

ssignments | Bulletin Board | Self Scheduling | Shift Swap |

| Credentialing | Demographics

Date Range
:Spev:\fy

v

Start Date [171/2011 & EndDate [2nz/eom & GO -»

The following shifts are available based on your credentials.

| Entitlements | Timesheet

Shift Information

AM RN2 (7am-7:30pm) Test JHH - Test Medicine - Test Halsted 5

Tuesday, February 01, 2011 7:00:00 AM to 7:30:00 PM

AM RN3 (7am-7:30pm) Test JHH - Test Medicine - Test Halsted S

Tuesday, February 01, 2011 7:00:00 AM to 7:30:00 PM

Cirder byj Shift date -

Area

All 3

At your pay rate

At your pay rate

Results per page: | 10

Howell, Katherine .

Type

All

DEIDS

0 BIDS

Wi'ark this shift

‘Waork this shift

Adams, Denise |ISRN | LogOut | Help

Sent Date i

1/28/2011 12:09:05 PM

Time of Day

All

Adams, Denise [ISRN | LogOut | Help

Status

- All -

Time Left

2 days, 23 hours, 57 minutes

2 days, 23 haurs, 57 minutes

Refresh this page
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Note: If the button says ‘Work this shift’ the shift was posted using ‘First Come First Serve’.
If the button reads ‘Request this shift’ the shift was posted using ‘Bid Manager.” Selecting
‘Work this shift” will automatically add the shift to your calendar. Selecting ‘Request this
shift” will send your request to the Bid Manager for approval.

Selecting a shift
1. Review the shift details.
2. Select ‘Work this shift.”

LAWS@N Adams, Denise |ISRN | Log Out | Help
Home | | Credentialing | Demegraphics
Assignments | Bulletin Board | Self Scheduling | Shift Swap | 1 | Entitlements | Timesheet
Date Range Area Type Time of Day Status
Specity = All All All All
v v v =
Start Date |1/1/2011 & End Date 2/12/2011 & GO -

The following shifts are available based on your credentials.

Shift Information

Time Left
AM RN2 (7am-7:30pm)  Test JHH - Test Medicine - Test Halsted 5 0 BIDS
Tuesday, February 01, 2011 7:00:00 AM to 7:30:00 PM At your pay rate Work this shift 2 days, 23 hours, 57 minutes
AM RN3 (7am-7:30pm)  Test JHH - Test Medicine - Test Halsted 5 0 BIDS
Tuesday, February 01, 2011 7:00:00 AM to 7:30:00 PM At your pay rate Work this shift 2 days, 23 hours, 57 minutes
Order by:  Shift date v Results per page: |10 v Refresh this page

3. Review the conflicts screen and select ‘Submit.’
4. A confirmation screen will load, click ‘Ok.’

3 hitp:/fintragalat, fhml.odu - Did Request - Micrasoft Intar.... [= |5 N It it ragatet, o ey - Bid Request - Microsoll Inter, ..

< 3 < 4
£] vone D Trusted stes ' &) oo 0 Trusted stes
5. Other shifts that were available on the date that you selected will be removed from the

view.

6. A notification will be sent to the notification center with a confirmation.
Bid Notification : shift AM RN2 (7am-7:30pm) on Tuesday Feb 1 2011

Congratulations, You have been assigned to the following:
Shift: AMRNZ (7am-7:30pm)

From: 07:004 to 07:30P .
On: Tuesday Feb 1 2011 Administrator 1/28/2011 12:18:57 PM
In: Test JHH - Test Medicine - Test Halsted 5

Please see schedule coordinator for more details.

Page 2



@

JOHNS HOPKINS

MEDICINE

7. The shift will be displayed on the Assignments calendar.

LAWS@N Adams, Denise |ISRN | LogOut | Help

\»s=ignments | Bulletin Board | Self Scheduling | Shift Swap | Bid | Entitlements | Timesheet | Print
2z 28 22 20 El 1

Friday, January 28, 2011 2

Shift Type Legend [AD RN - Test Meyer
Shift Type Description
DA DA (Fam-3:30pm)

[N
]
1S
[a]
=
4
[

Show all assighments for this scheduling period 3 n 11 12 13 14 15

Time Shest

[N
]

[AM RN2 (7am-

7:30pm) - Test Halsted
5]

[#] Show shift description

The shift will appear on the ShiftMaker schedule for the appropriate unit and no longer be
available for other employees to select.

Requesting a shift
1. Review the shift details.

2. Select ‘Request this shift.’
LAWS&N Adams, Denise |1SRN | Log out | @El

Assignments | Bulletin Board | Self Scheduling | Shift Swap | £id | Entitlements | Timesheet |

Specify
Start Date |141/2011 & End Date 2/12/2011 & GO ->
The following shifts are available based on your credentials.

shift Information Time Left
AM RN2 (7am-7:30pm)  Test HH - Test Medicing - Test Halsted S 0 BIDS
Wednesday, February 02, 2011 7:00:00 AM to 7:30:00 PM At your pay rate Feguest this shift 4 days, 23 hours, 59 minutes
AM RN3 (7am-7:30pm) Test JHH - Test Medicine - Test Halsted 5 0 BIDS
Wednesday, February 02, 2011 7:00:00 AM to 7:30:00 PM At your pay rate Reguest this shift 4 days, 23 hours, 59 minutes

3. Review the conflicts and select ‘Submit.’
4. A confirmation screen will load reading ‘Your offer has been saved.’” Click ‘Ok.’

Pl skt submit 1o conitrue o cancel o et

Bl Gt & commeni:
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5. The shift information will update as shown below (bid count will update and the button
will be disabled).

LAWS@EN

Adams, Denise |[ISRN | Log Out | Hely

issignments | Bulletin Board | Self Scheduling | Shift Swap | £1d | Entilements | Timesheet |

Specify

Start Date |171/2011 & EndDate 2nzr0m & GO -

The following shifts are available based on your credentials.

Shift Information

Time Left
AM RN2 (7am-7:30pm)  Test JHH - Test Medicine - Test Halsted 5 |

1EBID |
Wednesday, February 02, 2011 7:00:00 AM to 7:30:00 PM

At your pay rate |

“r'ou have requested this shift |

4 days, 23 hours, 56 minutes

AM RN3 (7am-7:30pm)  Test JHH - Test Medicine - Test Halsted S5

0 BIDS

Requestthis shift

Wednesday, February 02, 2011 7:00:00 AM to 7:30:00 PM At your pay rate

4 days, 23 hours, 56 minutes

The employee will receive a notification once their request has been approved or declined.
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