MySchedule User Guide - How to Navigate mySchedule

Introduction

The MySchedule Employee homepage has a number of links and resources for you. This document will assist you
in navigating the MySchedule Employee homepage.

Instructions

1. Login to mySchedule.vch.ca with your VCH user account and the Employee homepage is displayed.

Vancouver -~ one
Health VCH

Employee

Schedule w o JANE (000000) Y

Vancouver one
Health VCH

Welcome to mySchedule
Manage Your Schedule

VIEW MY SCHEDULE

2. There are three options for navigating to the homepage:

a. Click on Employee Home in the top right drop-down menu.
b. Click on Home in the bottom left of the homepage screen.
c. Click on the logo at the top left of the homepage screen.

3. The Employee homepage includes quick links for easy access to MySchedule pages. These pages can also be
found in the Schedule drop-down:
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My Units
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4. News about MySchedule is available on the homepage:

News

Welcome to mySchedule!

We're excited to introduce online schedules for your viewing
pleasure!

That means no more copying posted schedules by hand or calling in
to see when you work next. Now you can access your work
schedule wherever you are from any internet connected device!

5. Help information is also available on the homepage

Have Questions or Need Help?

1. Check out the Employee section of the help page here.

6. MySchedule’s features are accessible through menus on the title bar near the top of the page.
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7. Please contact your manager or Staffing Office if you have any questions or concerns about navigating the
MySchedule site.
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