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Related Policies/Documentation:

Summary: How to Apply for shifts using Smart Call.

Essential Tasks:

1. | Gotosask.staffscheduling.ca and enter your employee number and password.

2. | Be sure you have set your Smart Call preferences (see SOW_Employee -
How to change all smart call preferences.pdf)

3. Be sure you have set your contact preferences. (see SOW_Employee -
How to change contact preferences.pdf)

4. | If you have your settings set to receive shift notifications by text:

a) You will receive a text with the details of the shift including the position, time and date,
facility and department. You will also see in the message if overtime (OT) rates may apply.

Msg from SHA. SchedTEST
D shift 07:00- 13:45 Fri Jun
16 at Saskatoon - NAW
Strategic Scheduling.

Reply with 123456 to apply
OT Rates may apply

5. | Reply to the text with the number indicated in the message to apply for the shift.
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You will receive a confirmation text that your application has been received.

Application received for
SCHEDTEST D shift

07:00- 13:45 Fri Jun 16

at Saskatoon - NAW
Strategic Scheduling. Text
back w123456 to withdraw

NOTE: You can withdraw from the shift by responding W followed by the number in the text.

If a “P” is in the text, it means you can apply for a partial shift.
a) To apply, enter P followed by the number indicated in the text and the start time and end
time using the 24-hour clock of the portion of the shift you want. Do not use a colon, but do
enter a dash in between the times.

Msg from SHA. SchedTEST
D shift 07:00- 13:45 FriJun
16 (P) at Saskatoon - NAW
Strategic Scheduling.

Reply with 987654 to apply.
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You will receive a confirmation message that your application has been received

Application received for
SCHEDTEST D shift

09:00- 13:45 FriJun 16 (P)
at Saskatoon - NAW
Strategic Scheduling. Text
back w987654 to withdraw

If you have been awarded the shift, you will receive a message to let you know.

You have been
awarded the shift

10.

If you have your settings set to receive shift notifications by phone call:
a) You will receive a phone call when a shift becomes available.
b) You will be prompted to enter your employee ID number to confirm it is you.

11.

The system will start reading out the available shifts including:

Position

Time & Date

If overtime rates may be applied
If you can apply for partial shifts

12.

Once all details have been communicated, you can respond with the following options:
1 —apply for the full shift
2 —to apply for a partial shift
8 —to not apply for the shift
9 —to hear the details of the shift again
If “8” is selected, the shift will be skipped and the next shift will be read out.

13.

Pressing “1” will allow you to apply for the full shift.
You will receive confirmation that you applied for the shift and the next shift will be read out to you.
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14. | Pressing “2” will let you apply for a partial shift

a) You will be prompted to enter the starting time in 24 hour format (i.e. 7 a.m. would be 0700
and 7 p.m. would be 1900, ensure you enter the first “0” on the morning times) followed by
gy
Press “1” to confirm
Press “2” to start again

b) You will then be prompted to enter the ending time of the shift in 24 hour format followed
by “#”
Press “1” to confirm
Press “2” to start again

c) The hours of your submission will be read out to you
Press “1” to apply for the partial shift
Press “2” to start again

d) You will receive confirmation that you have applied for the shift, and the next shift will be
read out to you.

15. | If you are the successful applicant, you will receive a phone call to let you know.

Disclaimer: Unless otherwise stated, knowledge documents on MyConnection are based on policies, directions and/or
processes in place at the Saskatchewan Health Authority. If you are part of another health care organization, please
check with your organization to ensure you are following proper direction or procedure.

Please do not print or bookmark MyKnowledge articles. Articles are updated periodically to ensure the most accurate and

up-to-date information is being provided. Please check for updates to MyKnowledge articles should you have the same or
a similar inquiry in the future.
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