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1 ORTEC Employee Self Service 7

1.1 Introduction

ORTEC Employee Self Service 7 (ESS 7) is a mobile app that works in conjunction with ORTEC
Workforce Scheduling 7 and is built as a plugin on the ORTEC Relevance platform. With ESS 7 you
can check your schedule, create leave requests, swap shifts with colleagues, and much more.

This document explains the different features of the release and is designed to help you use it
successfully.

A The features described here may not all be available to you, depending on your
organization's system configuration and the permissions you've been granted.

The appearance of the app may also vary slightly depending on your operating system
and version, compared to the provided screenshots.

ORTEC Workforce Scheduling 7 User Manual ESS7
© 2026, All rights reserved ORTEC Employee Self Service 7



2 Get started

ESS 7 is a responsive application, available on both mobile and web. It's designed to adapt
effortlessly to various screen sizes and orientations, providing users with a consistent and user-

friendly interface.

2.1 Log 1n | Mobile

Download and install:

® From the Google Play Store if you're using an Android device.

= From the Apple App Store if you're using an iOS device.

1. Open ESS 7.
2. On the Welcome screen, select the Login button.

Welcome

Click on the login button below
to start using the app.

3. Enter your organization code.

Your organization code is a unique 5-character code. If you don't have an
organization code, contact your organization's ORTEC WS administrator.

4. Select CONNECT.

- User Manual ESS7
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https://play.google.com/store/apps/details?id=com.ortec.ess7&hl=en&gl=US
https://apps.apple.com/us/app/ortec-employee-self-service-7/id1544246800

ORrRT:=C

PLEASE ENTER YOUR ORGANIZATION CODE
BELOW IN ORDER TO CONNECT YOUR APP.

CONNECT

Don't have a code?

5. Enter your Email address and Password, and select Continue. You're logged in and can start
using the app.

oRrRT=C

OPTIMIZE YOUR WORLD

Welcome

Log in to ORTEC to continue to Relevance
app

[ Email address

Password [

Forgot password?

ORTEC Workforce Scheduling 7 User Manual ESS7
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2.2 Log in | Web browser

A

Supported web browsers

ORTEC intends to support the latest versions of these web browsers. At the time of
release of new browser versions, there may be a possibility that an issue arises with our
software. ORTEC will try to resolve this in a future release of our software as quickly as
possible, depending on the impact.

® Google Chrome
= Mozilla Firefox (v55.0 and later)
® Apple Safari (i0S 16.1 and later)

= Microsoft Edge

w N

. Open the ESS 7 URL supplied to your organization in a supported browser.

I ﬂ Contact your manager, if you don't know this URL.

Enter your user name and password.
Click Continue.

How to bypass a pop-up blocker

ESS7 runs on the ORTEC Relevance platform. A pop-up is used to pass login credentials
from the Relevance platform to ESS7. In the mobile app, this happens automatically: the
attentive user briefly sees the pop-up, in which Relevance credentials are automatically
used to log in to ESS7. When using ESS7 in a web browser, the same process occurs,
however this process fails if a browser's pop-up blocker is enabled.

If a pop-up blocker is in use, on first use, the pop-up will be blocked. The user will generally

be asked if they want to block the pop-up, allow it one time, or allow always for this

website. Pick the option to always allow the pop-up for this website. On future use, the pop-

up will open and the login process automatically completes successfully.
Instructions on how to allow pop-ups for a specific website, per supported web browser:

Google Chrome

Mozilla Firefox

Apple Safari
Microsoft Edge

User Manual ESS7 ORTEC Workforce Scheduling 7
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https://support.google.com/chrome/answer/95472?hl=en&co=GENIE.Platform%3DDesktop#zippy=%2Callow-pop-ups-and-redirects-from-a-site
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting#w_is-the-pop-up-blocker-on-and-enabled-for-this-site
https://support.apple.com/guide/safari/block-pop-ups-sfri40696/mac
https://support.microsoft.com/en-us/microsoft-edge/block-pop-ups-in-microsoft-edge-1d8ba4f8-f385-9a0b-e944-aa47339b6bb5

In this case it may not be possible for individual users to allow pop-ups.

Organizations using a pop-up blocker for the entire organization can centrally
whitelist ESS7 URL. This needs to be done for each supported web browser
separately. As administrators often authorize access to meet their specific
requirements, this is outside this manual's scope.

Q Organizations may have a pop-up blocker installed for the whole organization.

4. Once signed in, you can access your account in the upper-right corner of the application
screen. From there, you can:
® Download the ESS 7 app
® Change the language of the user interface

= | og out
ORTEC Workforce Scheduling 7 User Manual ESS7
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3 Your schedule

Use the Schedule tab to view your past and upcoming shifts. Your schedule is organized by

scheduling period, which is a predetermined time range set by your planner or manager. Scheduling
periods can range from a few days to several months.

By default, your schedule shows the shifts for the current month.
Web: Each shift includes the following information:

Date
Start and end time

Shifts are scaled according to the start and end time.
Name
Department

If the shift duration is very short, name, times, and department are available on hovering the shift.
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Thitg Party Licenses
4, ESSASSISTANT >

Mobile: Shift information is never shown directly due to a lack of space. Click on a day with a gray
block to view all shift information.

3.1 Icons

Go to the day to view the remark or request.

Remark on a shift

User Manual ESS7 ORTEC Workforce Scheduling 7
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Remark on a day

Request
= ‘ 28

3.2 Public holidays

Web: Public holidays are shown in the calendar on the day, including the name of the public holiday.

Mobile: Public holidays are represented by a corresponding icon. The holiday name is shown when
viewed on the day.

3.3 Navigate through your schedule

Toggle between list view and calendar view.

E This toggle is located in the top-left corner of the top bar.

Go to the previous month

<
Go to the next month
>
Return to the current day.
[ TODAY This button is located in the top-right corner of the top bar.

3.4 Ribbon calendar on day

On the day, a ribbon calendar offers more context about the day, and the days around it. The ribbon
calendar contains all icons mentioned above, and is shown on all screen sizes.

ORTEC Workforce Scheduling 7 User Manual ESS7
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3.5 Schedule changes

After publishing the schedule, your planner can still make some last minute changes. Here are
some examples of schedule changes:

m A shift is added or deleted
® A shift is replaced by another shift
® A shift is updated (for example with a different start and/or end time)

3.5.1 View your schedule changes

View changes in your schedule. You can also find an overview of schedule changes in the Workflow
section under Schedule Changes. Each change is listed in chronological order based on the shift's
start date and time, with the following details:

® Date: the date for which the change is relevant
= Type:
= REQUIRED: your planner added, deleted or replaced the assigned shift
= REQUESTED: you requested another shift assignment
= UPDATED: the assigned shift was updated
® OLD SHIFT: the shift that was originally assigned to you
= NEW SHIFT: the shift currently assigned to you
CHANGED ON: the date and time the change was entered, followed by the name of the
planner or manager who entered the change

3.5.2 Check your schedule changes

Confirm schedule changes to your planner or manager as follows:

User Manual ESS7 ORTEC Workforce Scheduling 7
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1. In your Workflow, browse to Schedule changes. Each schedule change is presented on a

separate line.
2. Next to a schedule change, select the CHECK button.
The checked schedule change is removed from the Schedule changes overview.

Q To check all schedule changes, scroll to the bottom of the list and select CHECK
ALL.

ORTEC Workforce Scheduling 7 User Manual ESS7
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4 Your team's schedule

Find out which colleagues are working during each shift by checking the Team Schedule, organized
by shift type. You'll see who is assigned to each shift and the times they'll be working. You can also
check the Team Schedule to see which colleagues are working on a specific day.

In the team schedule, the user's own shift is marked in blue. When opening the team schedule, your
shift is automatically shown.

4.1 View team's schedule

—_—

. On the Schedule tab, select a date.

. Inthe upper right corner, select the « button. The Team Schedule section appears.
(Optional) SELECT DEPARTMENT: to view the Team Schedule for a specific department,
select it from the list of departments you're assigned to.

w N

User Manual ESS7 ORTEC Workforce Scheduling 7
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5 Workflow

Via the Workflow tab you can get a quick overview of
® the "Schedule changes" on page 15,

® Periods available for self scheduling (for more information, see "View scheduling
information" on page 31),

® Actuals pending approval (for more information, see "Actuals" on page 26),

® Requests pending approval (for more information, see "View requests pending approval” on
page 25),

® and "Shifts to accept" on page 16.

Q Depending on your permissions, some options may not be available to you.

5.1 Schedule changes

After publishing the schedule, your planner can still make some last minute changes. Here are
some examples of schedule changes:

® A shift is added or deleted
® A shift is replaced by another shift
® A shift is updated (for example with a different start and/or end time)

5.1.1 View your schedule changes

View changes in your schedule. You can also find an overview of schedule changes in the Workflow
section under Schedule Changes. Each change is listed in chronological order based on the shift's
start date and time, with the following details:

® Date: the date for which the change is relevant
= Type:
® REQUIRED: your planner added, deleted or replaced the assigned shift
m REQUESTED: you requested another shift assignment
= UPDATED: the assigned shift was updated
® OLD SHIFT: the shift that was originally assigned to you
= NEW SHIFT: the shift currently assigned to you
® CHANGED ON: the date and time the change was entered, followed by the name of the
planner or manager who entered the change

5.1.2 Check your schedule changes

Confirm schedule changes to your planner or manager as follows:

ORTEC Workforce Scheduling 7 User Manual ESS7
5
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separate line.
Next to a schedule change, select the CHECK button.

. In your Workflow, browse to Schedule changes. Each schedule change is presented on a

The checked schedule change is removed from the Schedule changes overview.

Q To check all schedule changes, scroll to the bottom of the list and select CHECK

ALL.

5.2 Shifts to accept

The Shifts to accept feature may be available to you if you work in a workplace with short-term
scheduling, such as daily or half-day planning. This feature gives you the flexibility to review your
assigned shifts and choose to either accept or reject them as needed.

How it works:

1.

The schedule is in status Plan.

accepted will appear as planned.

Q ® A shiftis planned in ORTEC WS, with duty property ShiftToAccept.
® |f the schedule is in Published status, all shifts will be visible regardless of
their properties. This means that even shifts that have not yet been

You get a notification.
The shift appears in your Workflow tab > Shifts to accept.
You accept:
a. In ORTEC WS the property changes to Accepted.
b. In ESS7 the shift is shown in the schedule.
You decline:
a. In ORTEC WS the property changes to Declined.

b. The shift is unplanned and the planner re-plans for another employee.

After execution of shifts, schedule moves to Published and Justified.

User Manual ESS7 ORTEC Workforce Scheduling 7
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6 Availability

Use Availability to indicate your preferred working and off times, and automatically notify your
planner or manager. This helps ensure your preferences are considered when assigning shifts.

6.1 View your availability

1. (Mobile users) Select MORE.

2. Select Availability. For the current month, you get an overview of your availability:

® During specific times:

If you indicate a preference to work during a specific time, your availability is presented
in green. If you indicate a preference to be off during a specific time, your availability is

presented in red.

Example
(+]

15:00 to 20:00.

On July 01, 2022 you prefer to work from 7:00 to 14:00 and to be off from

AVAILABILITY
4 JULY 2022 >
FRI
01

® During entire days:

If you indicate a preference to work during an entire day, that day is marked as
AVAILABLE in your overview. In this case, specific times aren't presented.

ORTEC Workforce Scheduling 7
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Example
(+]

On July 01, 2022 you prefer to work the entire day. Your availability is
presented as follows:

AVAILABILITY
< JULY 2022 >
FRI
01
AVAILABLE

Q Use the < button to go to the previous month, and the > button to go to the next one.

6.2 Enter availability for a day

1. (Mobile users) Select MORE.
2. Select Availability. For the current month, you get an overview of your availability.
3. Go to the day where you want to enter your new availability.

Q Use the < button to go to the previous month, and the > button to go to the next
one.

4. Select the v button to indicate you're available.
Your availability is now presented in green.

6.3 Enter availability

1. (Mobile users) Select MORE.
2. Select Availability. For the current month, you get an overview of your availability.
3. Go to the day where you want to enter your new availability.

Q Use the < button to go to the previous month, and the > button to go to the next
one.

4. Select the v button to indicate when you're available.
Your availability is now presented in green

User Manual ESS7 ORTEC Workforce Scheduling 7
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6.4 Enter unavailability for a day

. (Mobile users) Select MORE.
. Select Availability. For the current month, you get an overview of your availability.
Go to the day where you want to enter your new unavailability.

w P =

A Usethe . buttonto go to the previous month, and the > button to go to the next
one.

B

Select the x button to indicate you're available.
Your availability is now presented in red.

6.5 Enter unavailability

1. (Mobile users) Select MORE.
2. Select Availability. For the current month, you get an overview of your availability.
3. Go to the day where you want to enter your new unavailability.

Q Use the < button to go to the previous month, and the > button to go to the next
one.

4. Select the x button to indicate when you're unavailable.
Your unavailability is now presented in red.

ORTEC Workforce Scheduling 7 User Manual ESS7 .
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7 Requests

Use Requests to let your planner or manager know your personal preferences. These requests will
be considered when creating the schedule. The following types of requests are supported:

= Work Request & :
Use this request to indicate your preferred working and off times or shifts.

= Leave Request g :
Use this request to ask for time off, such as vacation or special leave.

= Swap Request ;:
Use this request to swap shifts with a colleague on a certain day.

7.1 Create a new work request

Inform your planner or manager about your preference to work or be off during specified times or
shifts.

1. Select, on the Schedule tab, the + ADD WORK PREFERENCE button in your lower right corner
(Mobile) or top right corner (Web).

Q Your workflow may vary slightly based on your configuration: select + ADD
REQUEST, then choose WORK PREFERENCE.

2. Select the kind of work request: | want to work or | want to be off.

A Select | want to be off to inform your planner or manager that you prefer not to
work during the times or shifts indicated in the request. To request vacation or
other paid time off, create a leave request.

3. Type of request: select one of the following options:
= Time period: select this option if you want to work or be off during specified
times. Continue with step 6.
m Shift: select this option if you want to work or be off during specified shifts.
Date: select the date for which you want to want to create a request.
Select a shift: select the specific shift you want to work or be off. Continue with step 7.
Specify if the period should cover All day. Specify the date(s) (and time(s)) in the From and
To boxes.
7. (Optional) Add text in Remark. This remark is shown in the message that your planner or
manager receives for approval of your request.
8. Select SEND. Your newly created work request is sent to your planner or manager for
approval.

oak

User Manual ESS7 ORTEC Workforce Scheduling 7
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7.2 Create a new leave request

With leave requests, you can ask your planner or manager for paid time off, such as vacation or
special leave. Create a new leave request as follows:

1. Select, on the Schedule tab, the + ADD LEAVE REQUEST button in your lower right corner
(Mobile) or top right corner (Web).

Q Your workflow may vary slightly based on your configuration: select + ADD
REQUEST, then choose LEAVE.

N

The first option is pre-filled.
Type of leave: Choose your leave type from the drop-down box.

w

Q The types of leave that are available to you, depend on your organization's
system configuration.

4. Duration: Select one of the following options:
= Part of a day or (part of) a shift: Select this option to inform your planner or manager
that you only want to replace part of the working day/shift by leave.
= One full day: Select this option to create a leave request for one calendar day (24
hours starting from midnight).
= Multiple days: Select this option to create a leave request for multiple calendar days.

Q The duration for which you can create leave requests, depends on your
organization's system configuration.

5. Depending on your selection in step 4, specify the following:
® Date: Select the date for which you want to request leave.
® From and To: If you want to request leave for part of a day or (part of) a shift, specify
the times in these boxes.
= Date range: If you want to request leave for multiple days, specify the respective dates.
6. (Optional) Add text in Remark. This remark is shown in the message that your planner or
manager receives for approval of your request.
7. Select SEND. Your newly created leave request is sent to your planner or manager for
approval.

7.3 Swap requests

After your schedule is created and published, there can still be occasions where you're assigned to
a shift that doesn't match well with your private life. In ESS 7, you can create a request to assign
this shift to a colleague in one of the following ways:

Swap a shift

With this option you can request to swap the shift for another one that's already assigned to
a colleague. The new shift can be on the same or a different date.

ORTEC Workforce Scheduling 7 User Manual ESS7
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Give away a shift

With this option you can request (one of) your colleagues to work the shift without getting
another one in return.

7.3.1 Create a new request to swap a shift

If you want to ask a colleague to swap your shift for one of theirs, you can create a new request as
follows:

1. Select Schedule.
2. (Optional) Select g= to toggle to the calendar view.
3. Navigate to the date on which you want to swap a shift.

I ﬁ You can only create a swap request for a future shift.

4. Select the shift you want to swap.

Select REQUEST SWAP. A new window pops up.

6. SELECT WHICH SHIFT YOU WOULD LIKE TO SWAP: By default, the shift you selected in step
4 is selected. If you're assigned to multiple shifts on this date, you can alternatively select the
one you want to swap.

7. WHAT DO YOU WANT TO DO WITH YOUR SHIFT?: By default, SWAP is already selected.

o

Q For more information on how to give away a shift, see "Create a new request to
give away a shift" on page 23.

8. SELECT A PREFERRED DATE: Select the date on which you prefer to work one of your
colleague's shifts. This shift can be on the same or a different date than the one you want to
swap. For the selected date, you get an overview of the following:

= Your shifts for the selected day (if you're scheduled to work on this date).
® A list of colleagues that are available to swap shifts with, ordered per shift type. If no
colleagues are available, you get a message as shown in the following example:

Example
[+

=en No swap candidates available for shift

Q The availability of a colleague to swap shifts on a certain day, depends on the
required qualifications and applicable labor rules.

9. Select SWAP next to the colleague that you want to swap with. A new window pops up with
an overview of your request.
10. (Optional) Type a message to your colleague in REMARK.
11. Select REQUEST SWAP. The request is sent to your colleague for approval and its status
becomes available in your Requests.

User Manual ESS7 ORTEC Workforce Scheduling 7
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Your colleague can approve or reject your request. Depending on your organization's system
configuration, further approval from your planner or manager is needed before the request is
processed in your schedule.

7.3.2 Create a new request to give away a shift

If you want to ask (one of) your colleagues to work your shift without getting another one in return,
you can create a new request as follows:

1. Select Schedule.
2. (Optional) Select g= to toggle to the calendar view.
3. Navigate to the date on which you want to give away a shift.

A voucan only create a request to give away a future shift.

Select the shift you want to give away.

Select REQUEST SWAP. A new window pops up.

SELECT WHICH SHIFT YOU WOULD LIKE TO SWAP: By default, the shift you selected in step
4 is selected. If you're assigned to multiple shifts on this date, you can alternatively select the
one you want to give away.

7. WHAT DO YOU WANT TO DO WITH YOUR SHIFT?: Select GIVE AWAY. You get a list of
colleagues that are available to give away the selected shift.

oak

A The availability of a colleague to give away a certain shift, depends on the
required qualifications and applicable labor rules.

8. Choose one of the following options:
m At the top of the list of available colleagues, select SEND TO ALL to send the request
to all available colleagues.
® Select GIVE AWAY next to the colleague that you want to send the request to.
A new window pops up with an overview of your request.
9. (Optional) Type a message to your colleague(s) in REMARK.
10. Select REQUEST SWAP. The request is sent to your colleague(s) for approval and its status
becomes available in your Requests.

Your colleague can approve or reject your request. Depending on your organization's system
configuration, further approval from your planner or manager is needed before the request is
processed in your schedule.

7.4 View request information

You can view information about your requests in the following ways:

1. Select Schedule and make sure the list view is selected to view a list of your shifts for the
current month. If there's a request on a certain date, you can view it underneath that
respective date as shown in the following example:

ORTEC Workforce Scheduling 7 User Manual ESS7
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K3 Example
E < JANUARY 2026 >
Tuesday, January 20 >
00:00 | D5 -
04:00 | Test in Prod @

2. For information about your request, select the date.

Or:

Select Schedule to view a list of your shifts for the current month.
. Selectthe g= button to toggle to a calendar view of your schedule. If there's a request on a
certain date, you can view it as follows:

[ n Example

= Indicates that there's a request on this day.

N =

3. Forinformation about your request, select the date.

Or:

(Mobile users) Select MORE.
. Select Requests to view a list of your requests.

N —=

7.4.1 Displayed information
Each request shows one of the following statuses:

= PENDING: The request is created, but your planner or manager hasn't approved or declined it
yet.

m DECLINED: The request is declined.

® APPROVED: The request is approved.

Depending on the type of request, the following information is also displayed:

= Work Request:
= Whether you requested to work or not to work
= Time or specific shift during which you indicated your work preference
= Date
= Leave Request:
® Type of leave
= Date
= Swap Request:
® Your current shift that you want to swap
= Your colleague you want to swap with

User Manual ESS7 ORTEC Workforce Scheduling 7
Requests © 2026, All rights reserved



® Your colleague's shift you want to swap your current shift with

7.5 View requests pending approval

For requests you created that haven't been approved or declined yet by your planner or manager,
you can get a quick overview as follows:

1. Select Workflow.

2. Select Requests pending approval. You get a list view of your submitted requests with status
PENDING.

7.6 Adjust a pending request

If the status of your work or leave request is PENDING, you can still adjust it as follows:

1. Navigate to the pending request as described in "View request information" on page 23 and
"View requests pending approval" on page 25.

Select the : button next to the PENDING status of the request.

Select the ADJUST button.

Adjust the details of your request.

Select SEND. Your adjusted request is sent to your planner or manager for approval.

abkwn

4

If you want to adjust a request after it was already approved, contact your planner or
manager.

7.7 Remove a pending request

If the status of your work or leave request is PENDING, you can still remove it as follows:

1. Navigate to the pending request as described in "View request information" on page 23 and
"View requests pending approval" on page 25.

2. Selectthe : button next to the PENDING status of the request.

3. Select the REMOVE REQUEST button.

4. To confirm that you want to cancel the request, select YES The request is deleted from your
Requests and no longer available for processing by your planner or manager.

Q If you want to remove a request after it was already approved, contact your planner or
manager.

ORTEC Workforce Scheduling 7 User Manual ESS7
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8 Actuals

Enter your actual work hours for shifts in your personal schedule. This is useful for departments
like payroll, invoicing, and management that need to use actual hours rather than scheduled ones.

8.1 Enter actual work hours

To update a shift with actual work hours:

. Go to your Schedule and select the shift that you want to update.
Select ENTER ACTUALS. The Enter actuals screen appears.
. (Optional) Enter a REMARK. This remark will be visible to your planner or manager.
Enter your actual work hours and activities:
m Select Edit activity to edit existing information. Depending on your organization's
configuration, you can adjust:
® START: actual start time of an activity
® END: actual end time of an activity
= ACTIVITY TYPE: indicates what you did during the specified time interval
= WORKSTATION: location where you worked (such as a building, room, desk, or
customer)
COST CENTER: used to split hours and cost over different cost centers
= ADDRESS: represents the location where the activity took place and is mostly
used to calculate travel distances
®  Add additional activities:
= ADD ACTIVITY AT THE START: to add a new activity at the start of a shift
= ADD NEW ACTIVITY: to add a new activity in between existing ones
= ADD ACTIVITY AT THE END: to add a new activity at the end of a shift after the
selected activity.
® Select symbol Remove to delete an activity.

ORISR

Q A shift must have at least one activity, so you can't delete the only activity
of the shift.

5. Depending on your organization's configuration:
® the actuals may be immediately processed in your schedule without approval from
your manager or planner, or
® the actuals may need approval from your manager or planner.
In this case, they'll be added to Actuals pending approval in your Workflow with one of
the following statuses:
= PENDING: the actuals have been sent to your manager or planner for approval
= DECLINED: the actuals have been declined by your manager or planner
= APPROVED: the actuals have been approved by your manager or planner, and
processed in your schedule
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9 Insights

ORTEC WS stores your shift schedule, so it can provide valuable information such as sick leave
time, vacation time, overtime, and hours worked. Your planner or manager can set up insights for
your organization to display this information in ESS 7.

9.1 View your insights

1. (Mobile users) Select MORE.
2. Select Insights > ACCOUNTS.
3. Select the account that you want to view.
4. Select a period:
® FROM: sets the start date
® TO: sets the end date
A ® Accounts show information for a certain period. If you open an
account for a period of three months, you'll only see entries entered
in these three months. If you want to check your vacation balance for
a certain year, make sure you select the entire year.
® An account has one or more categories. Different types of entries
can be recorded on different categories, as shown in the example
below.
n Example

Entitlements

01-01 16.00
01-02| 16.00
01-03] 16.00
Total 48.00
Vacation time taken
01-02( -8.00
02-02| -8.00
Total -16.00

Total remaining

32.00

The vacation account shows your entitlements and vacation time taken. The balance
on your account displays your remaining vacation time.

ORTEC Workforce Scheduling 7
© 2026, All rights reserved

User Manual ESS7
Insights



(k!)*

al-

9.2 Reports

. (Mobile users) Select MORE.
. Select Insights > REPORTS.

N =

Q The standard reports are Accounts, Personal schedule, Master schedule ESS,
Overview shift reassignments, and Self Scheduling ESS. Each of these report
has its own set of standard parameters.

For the custom reports the parameters vary by organization.

Complete one or more parameters, some of which may be interdependent.

Select GENERATE REPORT or (mobile users) PDF DOWNLOAD.

(Web users) To download or print the report, select the respective icons in the top-right
corner of the report.

ok w

Q Via the ADMIN CONFIGURATION button admins can view and change the reports that
are available to users.

® Saved changes in available reports are immediately available to all users.
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10 Shift picking

Due to circumstances such as last-minute absence or work that wasn't planned at the time of
publishing your schedule, additional shifts can become available. Your planner or manager can
mark these shifts to be available for shift picking.

Shift picking allows you to view the additional shifts, and pick the ones you want to add to your
schedule.

10.1 View shifts available for shift picking

1. Go to your Schedule.
2. Select the month for which you want to view shifts available for shift picking. If there are

shifts available for shift picking in the selected month, Looking for more work? is shown on

top of your schedule.
3. Select Looking for more work?. The SHIFTS AVAILABLE screen provides a list view of shifts

available for shift picking in the selected month.

A You can only view shifts for which:
: ® There's no overlap with an already scheduled shift.
® You have the required qualifications.

10.2 Pick a shift

1. Go to the SHIFTS AVAILABLE screen. For more information, see "View shifts available for
shift picking" on page 29.

2. Select the PICK button next to the shift you want to add to your schedule.

3. Select CONFIRM.

The shift is immediately added to your schedule and will no longer be presented as an available
shift to your colleagues. To remove a picked shift from your schedule, you need to request a swap
with a colleague or contact your manager or planner.

ORTEC Workforce Scheduling 7 User Manual ESS7
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11 Self scheduling

Work together with your colleagues to create an initial schedule for a given period, taking into
account individual preferences. This helps you align your work schedule with your personal
schedule and improve your work-life balance. ESS 7 supports self scheduling through multiple
rounds, with the number and time range of the scheduling period determined by your organization's
configuration.

Q This section covers the most common process of three scheduling rounds.

11.1 Round 1

Create and adjust your initial schedule in Round 1. Your planner or manager specifies a scheduling
period during which you can start scheduling and which shifts are available for picking. At the end
of Round 1, you'll receive points based on the shifts you've picked. These points are determined by
the number of employees needed for the shift and how many of your colleagues also picked that
shift.

n Example
If you pick shift A, you'll receive points based on the number of employees your planner
or manager needs (minimum of five, ideally seven, and no more than 10) and how many
of your colleagues also picked that shift.

Employees who added shift A to their schedule Situation Points awarded
<5 Understaffed 10
5-6 Semi understaffed 8
7 Matching demand 6
8-10 Semi overstaffed 4
>10 Overstaffed 2

ESS 7 calculates the points you receive for each shift based on the number of employees needed
and the number of colleagues who picked that shift. It also calculates your average number of
points per shift, which your planner or manager can use to prioritize individual preferences when
finalizing the schedule.

11.2 Round 2

In Round 2, you can improve your schedule by removing shifts that have too many people
(overstaffed) and adding shifts that don't have enough people (understaffed). The goal is to
increase the average number of points you earn per shift and reduce the likelihood that your
planner or manager will need to change your schedule in Round 3.

User Manual ESS7 ORTEC Workforce Scheduling 7
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11.3 Round 3

In Round 3, your planner or manager makes final adjustments to the schedule to ensure all work is
covered. If changes are needed, they'll consider the average number of points per shift that you and
your colleagues earned in Round 2. If you earned more points than your colleagues, it's less likely
that your schedule will change. You won't be able to see or change your schedule during this round.
When your planner or manager is done, you can view the final schedule in your SCHEDULE.

11.4 View scheduling information

To view relevant information for a period that's available to you for self scheduling:

1. (Mobile users) Select MORE.
2. Select Self Scheduling. Continue with step 3.

Or:

Go to Workflow.
2. Toview a list of periods that are available for scheduling, select Periods available for self-
scheduling.
3. Select a period from the list. View the following information:
® Round and scheduling period: period for which you're creating a schedule.
= Hours: select the . button to open a drop-down menu:
= BEFORE THIS PERIOD: cumulative amount of hours you over- or underachieved
before the selected period.
= AFTER THIS PERIOD: cumulative amount of hours you over- or underachieved
after the selected period.
= SELECTED PERIOD: cumulative amount of hours you already scheduled in the
selected period, relative to the total amount of hours you need to schedule.
= YEAR BALANCE: cumulative amount of hours you over- or underachieved in the
current year.

—_—

I ﬁ Hours are updated automatically while you create your schedule.

= Points: your points (in green) and the number of co-workers with less points (in gray).

A vour planner or manager can prioritize individual preferences of co-workers
with more points when finalizing the schedule in Round 3.

® Qverstaffed: number of shift that are overstaffed (in orange).
® Wildcards: your wildcards for the selected period. Your planner or manager determines

the number of wildcards employees can use.

ORTEC Workforce Scheduling 7 User Manual ESS7
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Example
Here are some examples on how to use your wildcards:
® |f you pick an early shift because you have a dinner reservation in the
evening, you can apply a wildcard on this shift to indicate your wish.
= |f you want to be off on a certain day, you can apply a wildcard on this
day to inform your planner or manager that you don't want to work
that day.

4. Web: View the available shifts and duty groups in the schedule, including demands.
Mobile: Available shifts and duty groups are indicated in gray. View them by clicking on the
day.

A ® Shift colors indicate the shift type and what actions are available. For
example, orange indicates the shift is under- or overstaffed. If you applied
for a shift and it turns out to be (semi-)overstaffed, it's advised to deselect
this shift and find an alternative.

® Web: On each day, there is space for five lines. If possible, multiple shifts or
duty groups are put on one line. If there are more shifts and duty groups
available than fit in the schedule, a tag indicates that more shifts are
available on the day.

You can always view the following information per shift:

Start and end time
Name of the shift
Shift demand
Skills

11.5 Add note to a day

During Round 1 and Round 2, you can add one note per day to your schedule as long as that
round's period is available for self scheduling:

1. (Mobile users) Select MORE.
2. Select Self Scheduling. Continue with step 3.

Or:

. Go to Workflow.

To view a list of periods that are available for scheduling, select Periods available for self-
scheduling.

Select an available Round 1 or Round 2 period.

Select a date on the calendar.

. To add a short note to this day, select ADD NOTE.

N —=

o s w

A ApD NOTE is only available with general setting StandardWish enabled in ORTEC
WS.

= |n the Add note panel, fill out a note of max 200 characters.
m Select ADD NOTE.
In ORTEC WS, a 'request with description' is created for this day. When the user edits

User Manual ESS7 ORTEC Workforce Scheduling 7
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or deletes the note, the request is updated accordingly. You can only add one note per
day.

11.6 Add shifts to your schedule

During Round 1 and Round 2, you can add shifts to your schedule as long as that round's period is
available for self scheduling:

1.

(Mobile users) Select MORE.

2. Select Self Scheduling. Continue with step 3.

Or:

N —=

. Go to Workflow.
. Toview a list of periods that are available for scheduling, select Periods available for self-

scheduling.
Select an available Round 1 or Round 2 period.
View the available shifts for a day.

Q A gray bar indicates that a shift is available to add to your schedule.

(Optional) To add a short remark to this day, select ADD NOTE. For more information, see
"Add note to a day" on page 32.
To add a shift to your schedule, select it.

Q All available shift options are displayed in the calendar, even after you've selected
a shift. This allows you to see which shifts are unavailable and better understand
your alternatives during shift scheduling.

= A blue bar indicates that a shift has been added to your schedule.

® Shifts that are unavailable based on your current selection will appear
grayed out.

m Shifts are listed in order of start time, and then alphabetically by name.

I ﬁ In Round 2 you can only add (semi) understaffed shifts to your schedule.

11.7 Add alternative shifts to your schedule

In Round 2, you can remove overstaffed shifts from your schedule and replace them with
alternative shifts:

1.

(Mobile users) Select MORE.

2. Select Self Scheduling. Continue with step 3.

Or:

N =

. Go to Workflow.
. Toview a list of periods that are available for scheduling, select Periods available for self-

scheduling.
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3. Select a Round 2 period from the list.
4. View the alternative shifts that are available for a day.

Q A green dotted line indicates that an alternative shift is available to add to your
schedule.

5. Select an alternative shift to swap it with the shift that's currently assigned in your schedule.

I ﬂ A green bar indicates that an alternative shift is added to your schedule.

11.8 Remove shifts from your schedule

During Round 1 and Round 2, you can remove shifts from your schedule as long as that round's
period is available for self scheduling:

1. (Mobile users) Select MORE.
2. Select Self Scheduling. Continue with step 3.

Or:

. Go to Workflow.

. Toview a list of periods that are available for self scheduling, select Periods available for
self-scheduling.

Select a Round 1 or Round 2 period from the list.

4. Select the shift you want to remove from your schedule.

N =

w

Q ® A blue color indicates a previously added shift that you can remove from
your schedule. An orange color indicates a (semi-)overstaffed shift that you
can deselect. An orange color can also indicate a (semi-)understaffed shift.
However, we would not advise to deselect that shift.

® A gray bar indicates that the shift is available to add to your schedule.

Q In Round 2 you can only remove (semi) overstaffed shifts. Shifts with a matching
demand and (semi) understaffed shifts are locked in your schedule.

11.9 Wildcards

During self-scheduling, employees can add wildcards to shifts they want to work and to days they
prefer not to work. Wildcards inform a planner or manager about those wishes.

11.9.1 Apply a wildcard on a shift

After adding a shift to your schedule, you can apply a wildcard to let your planner or manager know
that the shift assignment should not be changed:

1. (Mobile users) Select MORE.
2. Select Self Scheduling. Continue with step 3.
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Or:

. Go to Workflow.

. Toview a list of periods that are available for scheduling, select Periods available for self-
scheduling.

3. Select a period from the list.

4. On the calendar, select the shift on which you want to apply a wildcard.

N =

I ﬂ A blue bar indicates a previously added shift on which you can apply a wildcard.

o

Select the & button to the right of the shift, or select SET WILDCARD.

(Optional) On the Set a wildcard? panel, add a remark of max 200 characters.

7. Select SET WILDCARD. A wildcard is applied to the shift.

In ORTEC WS, the remark is a text field on the wildcard. In the Master schedule, the remark is
shown with the wildcard. When the user edits or deletes the remark, the text field is updated
accordingly.

o

I ﬁ A purple shift indicates that a wildcard is applied.

I A vour planner or manager determines the number of wildcards employees can use.

11.9.2 Remove a wildcard from a shift

After you apply a wildcard on a shift, you can remove the wildcard (or only the remark on the
wildcard) from that shift:

1. (Mobile users) Select MORE.
2. Select Self Scheduling. Continue with step 3.

Or:

. Go to Workflow.

. Toview a list of periods that are available for scheduling, select Periods available for self-
scheduling.

Select a period from the list.

4. On the calendar, select the shift on which you want to remove a (remark on a) wildcard.

N =

w

I ﬂ A purple shift indicates that a wildcard is applied.

o

Select the button to the right of the shift or select the EDIT WILDCARD button.
6. To remove the wildcard, select REMOVE WILDCARD. The wildcard is removed from the shift.
Or

To remove the remark on the wildcard, first remove the remark from the text field, then select
SAVE.

11.9.3 Apply a wildcard on a day

If you want to be off on a certain day, you can apply a wildcard on this day to make sure that your
planner or manager can't assign a shift to you on that day:
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. (Mobile users) Select MORE.
. Select Self Scheduling. Continue with step 3.

N =

Or:

Go to Workflow

To view a list of periods that are available for self scheduling, select Periods available for
self-scheduling.

Select a period from the list.

On the calendar, select a date on which you want to apply a wildcard.

Select the ADD WILDCARD button.

(Optional) On the Do you want to be off? panel, add a remark of max 200 characters.

Select SET WILDCARD. A wildcard is applied on the entire day.

In ORTEC WS, the remark is a text field on the wildcard. In the Master schedule, the remark is
shown with the wildcard. When the user edits or deletes the remark, the text field is updated
accordingly.

N —

No ok ow

I ﬁ A purple day indicates that a wildcard is applied.

I A vour planner or manager determines the number of wildcards employees can use.

11.9.4 Remove a wildcard from a day

After you apply a wildcard on a day, you can remove the wildcard (or only the remark on the
wildcard) from that day:

1. (Mobile users) Select MORE.
2. Select Self Scheduling. Continue with step 3.

Or:

. Go to Workflow.

. Toview a list of periods that are available for scheduling, select Periods available for self-
scheduling.

3. Select a period from the list.

4. On the calendar, select a date on which you want to remove a (remark from the) wildcard.

N =

I ﬂ A purple day indicates that a wildcard is applied.

o

Select the EDIT WILDCARD button.

6. Toremove the wildcard, select REMOVE WILDCARD. The wildcard is removed from the day.
Or

To remove the remark on the wildcard, first remove the remark from the text field, then select
SAVE.

11.9.5 Add remark to a wildcard

Add, edit or remove a remark to a wildcard. Remarks can be added while applying a wildcard.
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For more information, see "Apply a wildcard on a day" on page 35 or "Apply a wildcard on a shift" on
page 34.

Q Remarks can also be added after a wildcard has been added. Simply select a day or
shift with a wildcard (purple bar or line) and select EDIT WILDCARD. Add a remark of
max 200 characters and select SAVE.
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12 Calendar sync

To support users in planning work and private appointments, shifts can be synchronized to
calendars of other applications. The calendar synchronization service sends all planned and
tentatively planned shifts of the current month and a year into the future to the private calendar.

Supported calendar applications are Google, Outlook and Apple.
The following data is shared:

Shift name
Date

End time
Start time

This functionality supports users in planning work-life balance. In the first days of the current
month, shifts in the previous month disappear from the calendar, as the past is not needed for
planning purposes. Past shifts remain accessible in the ESS7-app.

The application the calendar is shared with collects this data at intervals. Depending on the interval
the calendar application uses it may take 6 to 24 hours before the other application has processed
changes.

12.1 Synchronize your schedule

In order to synchronize your schedule, you need your schedule's unique web address (URL):

1. (Mobile users) Go to MORE.
2. Select Calendar Sync.
3. Select COPY LINK to copy your schedule's unique URL to the clipboard.

For more information on how to use the obtained URL to synchronize your schedule, check the
respective documentation of your calendar tool:

® Google Calendar
® Qutlook
= Apple Calendar

A The unique URL provides read-only access to your schedule data. This means you can
view the data in another application, but not change it.

12.2 Regenerate your schedule's address

If you feel that your schedule's unique URL has been compromised, generate a new one as follows:

. (Mobile users) Go to MORE.

Select Calendar Sync.

. (Mobile users) In the top right corner, select the s button.
Select REGENERATE LINK.

ORISR

User Manual ESS7 ORTEC Workforce Scheduling 7
Calendar sync © 2026, All rights reserved


https://support.google.com/calendar/answer/37100?hl=en&co=GENIE.Platform%3DDesktop#
https://support.microsoft.com/en-gb/topic/cff1429c-5af6-41ec-a5b4-74f2c278e98c
https://support.apple.com/guide/iphone/use-multiple-calendars-iph3d1110d4/ios

Q After you regenerate your schedule's address, the previously generated URL becomes
invalid. "Synchronize your schedule" on page 38 with the new URL.
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13 Contracts

View all of your shift assignments across all contracts in one schedule. The active contract you log
in with determines which shifts will be displayed as coming from your department, with color code
blue. Shifts from other contracts are color coded with light-blue.

The following functionalities are limited to the active contract you're logged in with:

® Requests
® Shift picking
m Self scheduling

If you want to perform actions on shifts from another contract, you can easily switch the active
contract. For more information, see "Switch active contract" on page 40.

13.1 Switch active contract

The following functionalities in ESS 7 are limited to your active contract:

® Requests

® Shift picking

m Self scheduling
If you want to perform actions on shifts from other contracts, you can easily switch your active
contract as follows:

1. (Mobile users) Select MORE.
2. Select Contracts. You get a list view of all your contracts.
3. Select the contract you want to set as active. The contract is now selected as shown in the

following example:

K3 Example
SCHEDULE WORKFLOW = MORE
CONTRACTS
v/ 365478/1
365478/2
365478/3
365478/4

© 2026, All rights reserved
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14 Log out

You can logout from ESS 7 as follows:

1. Inthe top left corner of your screen, select the Account button.
2. Select Log out. You're logged out from the app and redirected to the Welcome screen.
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Contact information

For further information contact ORTEC, either through your existing ORTEC representative or by using
the appropriate contact details listed on

Our website offers case studies, white papers, brochures, demos and much more.
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https://www.ortec.com/en-us/
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