RW Work Request Widget

1. Introduction

1.1 RW Work Request Widget Title Page

A od A N8 1 S U

RW Work Request Widget

1.2 Hi, my name is Carlos!

1 oA N T L
Hi, My Name is Carlos!

Hi everyone, my name is Carlos and I'm here to help you
navigate through this resource,

This is the main screen. This screen will provide you with
images of the RW Work Request widget. | may appear

from time to time to give you additional information.

Click on the button below to continue.

Click Here To Continue
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1.3 Let's talk about the Menu

1 o A N 1 L
Let's Talk About The Menu

If you lock to the left, you will find the step-by-step
instructions.

Click on each menu item to navigate through the course.

When you find a screen with blue or black buttons, use the
buttons to select the option you desire.

Click on the Main Menu button on the top right hand corner
to return to the Main Menu anytime.

Click on the button below to continue.

Click Here To Continue

1.4 Come back anytime!

1 o A N 1 L
Come Back Anytime!

This resource is organized into modules based on tasks you
can perform in the RW Work Request widget.

You can review the resource before accessing the widget,
have this resource open as you use the widget on a separate
window/tab, or come back anytime to review this resource.

If you want to jump to a specific task you can go to the Main
Menu and select your desired option.

Mow let's get started! Click on the button below to continue.

Click Here To Continue
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1.5 Introduction
Ll 1~ - - [ Ll " 31
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Introduction

RW Work Request widget

RW Work

Within This Resource

This Resource is for all PF&R Recreation Workers and includes:

* How to view and update your secondary contact information

* How to create a Shift Request

« How to accept, decline, and manage shift Offers

+ How to view your Schedule

NOTE: There will be an additional Learning Module at a later date on how to
update your availability for relief work and submit and accept (relief) Requests
to Cover.

1.6 New functionality

A o d PN S d

New Functionality

The table below shows all the functionality the old Request tool has versus the new RW
Work Request widget, The itemns listed in blue will be available in later Learning Modules.

¥ v | new

FUNCTIONALITY EXETING NEW

LoG

Work Submission

e Skl Cernfications on fike

R ST FOR WORK SLBMISSIONS 1 View Apgioved Ralid st

IPEN SHIFT
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1.7 What’s new
1 oo N S Lol
What's New

Along with the new functionality, there are critical updates that
will need to be reviewed, Click on the links below to review
each document which will open in a new window. After
reviewing the document close the window to return to this
resource and click the check box. You must select all
checkboxes to proceed to the next page.

Review Request Types. Click here.
Review the new Program Areas. Click here
Review the Job/Sub Job list. Click here.

Review Request statuses. Click here

2. Main Menu

2.1 Main menu

A od A N8 1 S U
MAIN MENU

@ Click on the menu item you

would like to review. You
can always return to the i
Main Menu to help you 04 Your Information

ng into RW Work Request Widget

navigate.

05 Creating a Resume
NOTE: You may see an
DA RORLUP,JEIX 06 Creating a Request
appears an screen

acknowledge you are still
active on the widget or you
will be logged out and any
unsaved changes will be lost.

07 Managing Your Requests

08 Reviewing Your Schedule
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3. Logging into the RW Work Request Widget

3.1 Logging into the RW Work Request Widget title page
A 9 AV 1L R A Nl 1
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Logging into the RW Work
Request Widget

Click Here to Continue

3.2 Click on WFC Request for Work

A o d S N A S L

il ToronTo

— () M sy Code

If WFC Request to Work
does not open verify that
you have your browser
pop up blocker turned off.
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3.3 Enter your 8 digit employee number (including any leading 0's) into

the User Name field.

A ol

S

KROMNOS®

3.4 Enter your password created through the registration process

T A T e e

S

KROMNOS®
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3.5 Click on the Arrow button to log in.

T T T TR e

KRONOS®

3.6 You will see the homepage displayed. Click on RW Work Request
4 L0 1 R 2 Lt
1 od S N1 5 J L

—
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3.7 Navigation of the RW Work Request Widget

TP T T T T T

The Menu Bar at the top allows | Welcome, User6911!
you to access the main sections | '#lem Meaan _'f"“"“‘
of the widget. b

You will find up to date
information about
PF&R here.

The Quick Links section allows
you to move to a specific task

© Cinyof Torome 1998-2019 | Privacy | Accessibility ut the Ciey of Toramo
from the Menu Bar.

4. Reviewing and verifying your information

4.1 Reviewing and Verifying Your Info Title Page
= |l 1 L [ — il O

Reviewing and Verifying
Your Info

Click Here to Continue
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4.2 Click on My Info

1 od A NRLL A1 S J S

Welcome, Usar6a11!
Last login M b 010 TE1AIAM

—{ -

pape—

4.3 Verify your Primary Address
. ' e ¥ - ' |~
7; ’_‘kd& - : &vs.)ﬂg4

-----

123 FAKE STREET

TORONTO, O MY 271

Acsaaey ol B Oy ol Tovasts

If your primary address is If your primary address is
CORRECT click here INCORRECT click here
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4.4 Click on Change Your Primary Address

] ol bbb o lelie
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View/Update Contact Info

Umgplores Naree:

e e
Frimary hddvess

23 FARL STRELT

TORGNTE, G MV 271

—{ -
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4.5 (Primary Address) The PPEB forms and guidelines site will open

1 el bl s lelia

9 Scroll down to the
Payroll Processing
Forms section
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4.6 (Primary Address) Click on Change of Address Form

T A T e e

4.7 (Primary Address) Open the document by clicking on the OK button

T A T e e
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4.8 (Primary Address) Print the document and fill it out

A o d S N A S L

LA TORBTD s e e

TR

o Ascnaa.

Lo ==

4.9 (Primary Address) Important information about the Change of Address

Form.

1 o S 1 oL s

After printing out the
form, fill it out, sign the
bottom under Employee
Signature and send it to
the Address listed under:
Send Form To.
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4.10 Important information about entering your secondary address

P T T e A

If you have a secondary address,
such as a school residence, fill it
in here. If your address has an
apartment number, PO Box or
additional identifiers, type them
into the second address line.

4.11 Enter your secondary address, if you have one, if not scroll down.

A od A NS 1 S U

The province area can
accept Canadian Provinces
and American States.
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4.12 Enter your contact information, either phone or email.

A od A NS 1 S U

Fill out your contact information
and select the method by which
you would like to receive offers
in the system. This is different
from the info you provided in
the SS/ERA login screen.

4.13 Information about DO NOT CONTACT

A od A NS 1 S U

You can choose DO NOT CONTACT
as an option. If you choose DO NOT
CONTACT you will not receive any
electronic notifications to inform you
that there are messages waiting for
you in the widget.
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4.14 Additional information about DO NOT CONTACT

A od A NS 1 S U

If you select DO NOT CONTACT, you
will not be eligible for the Relief List.

4.15 If you choose to receive a text message (SMS), enter your mobile
number without the 1 in the Mobile Number field and click on Validate

Mobile

A ol it o el

1) If you choose email as your

y contact method, click on the
Email Address button at the
bottom of this screen.

\:4__:/ Email Address
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4.16 Receive a validation code by phone

A d A NREL 1 5 o

You will receive a validation code
by phone. The validation code : f?
is only valid for 2 minutes.

City of Toroemn - Hecrestionsl
i £
Verification Code: 516014

m O ©
+ 000 ¢ O -

4.17 Enter the validation code

TP T R T

Validate Mobile
Ve ek FESH £ RV REMAE A cHNESER EOE B
418967111

Enter your validation {
code and click the OK
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4.18 Select SMS as your contact method to receive text messages.

A od A NS 1 S U

ril Toronto

—

You will notice a green
check mark next to your
phone number, this means
your mobile number is
verified,

4.19 If you choose to be contacted by email, you can enter your email

address and select email in contact method.

A od A NS 1 S U

You also have the choice

of being contacted by

both text message (SMS) and
Email.
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4.20 Click on Save

5‘; o Jo NIl o '7;’ A=
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5. Creating a Resume

5.1 Creating and Managing a Resume Title Page

5‘; o do NIl o '7;’ A=

Creating and
Managing a Resume

Click Here to Continue
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5.2 Click on Add Resume

A od A NS 1 S U

Resumes can be created
per job that you are
applying for. A Resume
must be linked to all C, D
and Relief Requests.

—{ -

N m—

5.3 Enter your resume name

A od A NS 1 S U

il Torono - ——

TIP: Name all of your

Resumes for the positions
that you'd like to apply to,
that way it is easier to find
when you attach it to your
Request.
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5.4 Enter your Effective Date and Expiry Date

A od A NS 1 S U

The Effective Date will default
to the day you are creating the
Resume. There is no Expiry
Date for the Resume unless
you specify one.

5.5 Information about Skills and Certifications before entering them into

your Resume

A od A NS 1 S U

il Torono e

Only enter Skills and
Certifications that are relevant
to the job you are applying for.
For Certifications, only enter
the Certification Date, not the
Expiry Date.

My Info / Manage Resurnes / Edit Resume

Poas e
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5.6 Add any skills specific to the Resume

5‘; o Jo NIl o '7;’ A=

’ il Torono - —

My Info / Manage Resurnes / Edit Resume

You can add more skills,
certifications, job/volunteer
history and education to your
Resume by clicking on the
Yellow + button under each
section.

5.7 Add in your Certifications including the Certification Date.

5‘; o Jo NIl o '7;’ A=

’ il Toronto

o 1 ey Acxamalemy o B Oy ol Torosts
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5.8 Add in your Work and Volunteer History

A o d S RREL 2 12 J UL

| ,I-
il ToronTa

—{ -

pape—

5.9 Enter your Education and any additional information in other.

A o d S RREL 2 12 J UL

bl ToronTo
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5.10 Click on Save.

P T e T S

bl ToronTo -

™\ After you click the Save button, you willg
remain on this screen. To return to s
the Home screen click on the

Home link, or to manage your
Resumes, continue to the next screen.

5.11 Scroll to the top and click on Manage Resumes

5‘; o Jo NIl o ?‘.’E »S

bl ToronTo
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5.12 Click on the copy button to copy an existing resume to a new resume.

5‘; o Jo NIl o ?‘.’E »S

bl ToronTo

My Info / Manage Resumes

5.13 Click on the trash can button to expire a Resume.

5‘; o Jo NIl o ?‘.’E »S

The Resume is not deleted
but expired. If you want to!
see expired Resumes click
on the box for View Expired
Resumes.
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6. Creating a Request

6.1 Creating a Request Title Page

TP T T TR

Creating a Request

Click Here to Continue

6.2 Before Creating a Request

TP T T TR T

Before Creating a Request

Before Creating a Request, there are critical updates that
will need to be reviewed. Click on the links below to review
each document which will open in a new window. After
reviewing the document close the window to return to this
resource and click the check box. You must select all
checkboxes to proceed to the next page.

Review Request Types. Click here.

Review the new Program Areas. Click here.

Review the Job/Sub Job list. Click here,
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6.3 Request Types

A od A N1 S S J L
Request Types

There are 5 different Request Types, A, B, C, D, and Relief. The table below provides
details of the requirements for each type.

Returning Recreation Worker Requirements

Same Location/Season/Classification (job)/Same Shift A
Same Location/Classification (Job)/Different Shift B
Same Location/Different Classification (job) C
Different Location/Any Classification (job) D

Any Location/Classification (job) that you would like to Relief
be considered for Relief opportunities

6.4 Information about Relief Requests

1 o A Nl o1 d

Relief Requests

In order to be considered for Relief opportunities,
you must submit a Relief Request for each
Location and Job that you are interested in. Each
Job at every Location will have its own Relief List.
In order to be considered for Relief you cannot
select Do Not Contact as your preferred contact
method.
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6.5 Location map

1 od A NRLL A1 S J S

before submitting a request, you
can use the Location Map
located at the bottom of the
page and in the Quick Links area.

1| '
il ToRgwto A
L If you are unsure of a location

6.6 Click on Create Request

1 od A NRLL A1 S J S

| il ToronTo

o 1 ey Acsaaey ol B Oy ol Tovasts
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6.7 Before you get started

A od A NS 1 S U

Complete the form in order,
starting with Request Type. If you
enter details out of order you may
delete fields already entered. Areas,
Y marked in red are required fields.

Requests / Eddl Request

6.8 Additional information before you get started

A od A NS 1 S U

Requests / Eddl Request

Based on your selections, the Request
form will filter your options to all
available Programs, Jobs and Sub Jobs at
the location and season selected.
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6.9 Select your Request Type, Season and Program (Area)

5"; o Jo NIl o fﬁ"ﬂ L&

—{ -

N m—

6.10 Before you select your location

5"; o Jo NIl o fﬁ"ﬂ L&

|f you cannot find your location, try

typing it into the location drop down.
Selecting a location using this method
will auto populate the district as well.
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6.11 Select your District, Location, Job and Sub Job (if necessary)

5‘; o Jo NIl o ?‘.’E »S

il ToronTo

—{ -

pape—

6.12 Information about Job Descriptions

5‘; o Jo NIl o ?‘.’E »S

If you are unsure of the job
requirements, you can click the
Job Descriptions link for more
information.
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6.13 Information about Sub Jobs.

o1 »d s

Sub jobs are used to narrow down your Shift
Request. For example: if you are a Sports
Instructor, you can select Basketball Instructor if
you want to be selected as a Basketball Instructor
only. You will still match for all sports instructor
positions if you do not select a Sub Job. Not all
positions have Sub Jobs.

1 ol badd

\‘-_

6.14 Attach a Resume by selecting it in the drop down and add additional

Comments (if necessary).

A e A

Resumes must be included in C,D and 4
Relief Requests. You do not need to
include a Resume to save a Request
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6.15 Information on Requesting Shift Days
oLl 1 o
Requesting Shift Days

If you are interested in working more than one shift per week, you
must submit separate Requests which indicate the individual day
and times you are available. Only one shift can be assigned to each
Request.

For example: Submit a Monday Request from 12-8pm at a location.
After you submit, you can copy the Request details and change the
date/time for Tuesday, Wednesday, etc.

If a single shift spans multiple days then you will need to submit a
Request matching the entire span. Examples include Tuesday/
Thursday shifts where the same employee is required on each day
or a camp program where you are expected to commit to a Monday
thru Friday schedule.

6.16 Select the Days you would like to request to work along with the time

you are available.

A od A NS 1 S U

Spang 313
Dastriet

b
o

TACHITY I3 A

[

CORr ol e TRRD0TY | Pravey
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6.17 Click on the Submit button.

7"‘ T FD‘& ‘?;”E L

You can save your Requests as a draft by
clicking the Save Draft button. You cannot
delete a Shift Request after it has been
submitted. Don't forget to submit any drafts
before the deadline. Schedulers cannot see
Requests saved as draft.

—{ -

pape—

6.18 Click Yes on the confirmation screen

1 el bl s lelia
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6.19 Click on the copy button to create a new request

A od A NS 1 S U

Use the Copy button if you want to

o create a new Request, using some of Y
the existing fields from the previous
Reguest. You cannot submit the
same Request twice.

6.20 Important information for requesting shifts in later seasons.

A od A NS 1 S U

A You do not have to create a new
=4 Request for every season. You
can click on the Copy button and
change the season leaving all
other details the same.
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6.21 Change the fields for the new request and click on Submit.

A od A NS 1 S U

Repeat the process as
many times as you need
to submit requests,
changing the details as

necessary.

6.22 What Happens After You Have Submitted Your Request

A 2 Ao Nl 1 L7
What Happens After You Have Submitted

Your Request

After a Scheduler has sent you an offer,
an electronic update is sent via email
or text message according to the
contact preferences you specified in
the My Info section.

If you contact method is Phone Call or
DO NOT CONTACT, a scheduler will call
you to inform you of a pending offer.

Text messages and emails include a
link to click on to logon and view the
full details of your offer in Messages.

PFR Shift Offer JIMMIE
SIMPSON RECREATION
CENTRE as a DANCE
INSTRUCTOR - DANCE
INSTRUCTOR TRO018 for
Spring 2019, Starting
04/01/2019.

For more info click here hitps://
cotd-wic80-
sql.delaeroinc.com/wic/
applications/wk/ess/html/
logen.jsp to logon and view the
full details in Messages.

Do Mot reply in this message.
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7. Managing Your Requests

7.1 Managing Your Requests Title Page
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Managing Your Requests

Click Here to Continue

7.2 Before Managing Your Requests

T T TR e

Before Managing Your
Requests

Before Managing Your Requests, there is a critical update
that you will need to review. Click on the link below to
review the document which will open in a new window.
After reviewing the document close the window to return
to this resource and click the check box. You must select
the checkbox to proceed to the next page.

Review Request statuses. Click here.
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7.3 Click on Requests

1 od S NS4 S J LS

il ToronTo
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7.4 Information about filters.

5‘; o Jo NIl o ?‘.’E »S

il ToronTo e

Manage Requests

All filters are turned on

autoratically. You can choose
to turn off the filters individually,
viewing only the Requests you
want to see.
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7.5 Select a filter to view
BT T T e e s

L
il ToronTo

Manage Requests

7.6 Choose a Season using the Season menu.

A o A NS 1 5J U
L
b Toronto
P

If you don't see your
requests, confirm
you selected the
correct season.
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7.7 To search for a Request use the Search bar to the right.

5‘; o Jo NIl o '7;’ A=

’ il Torono

You can search on
any data in the
location and job
column.

7.8 Use additional filters or sorting tools to find your Request

5‘; o Jo NIl o '7;’ A=

’ il Torono

Use the up and down arrows beside a
column to sort the data. For example:
to display Type in alphabetical order.
Use the funnel icon to filter data. For
example, show only B Request Types.
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7.9 Click on the Edit button to view your Request. NOTE: You cannot edit

submitted Requests.

1 el el el

’ il Torono

—{ -

N m—

7.10 At the bottom of the Manage Requests screen, you can review your

Request History.

P e P A

’ il Torono

You can search for any data using the
Search Bar. TIP: The easiest way to locate a

Request is to search by the Request ID.

o 1 ey Acxamalemy o B Oy ol Torosts
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8. Reviewing Your Schedule

8.1 Reviewing Your Schedule Title Page

A od L N1 oA d L

Reviewing Your
Schedule

Click Here to Continue

8.2 Before checking your schedule

A od a1 e od L

You can view your current schedule dating
back to November 2016 to the current season.
Shift Rights will not be displayed for any shifts
until Fall/Winter 2019. NOTE: Accepted shifts
will be displayed in your schedule two weeks
before the start of the season.
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8.3 Click on Schedule

1 el bt el i

il Toronto

o 1 ey Acxamalemy o B Oy ol Torosts

8.4 To review further details about approved shifts, click on a shift

5‘; o Jo NIl o '7;’ A=

b Tomowto
« April + < 2019 ,
means shifts that you have First Right of Refusal,

Green means shifts that you don't have First
Right of Refusal to. Yellow means Relief Work,

Acxamalemy o B Oy ol Torosts
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8.5 View your approved shift details.

A od A NS 1 S U

Shify Denails

Sunday, April 14,2019
8:45AM - 12:30PM

9. Wrap Up

9.1 Wrap Up

A od A N8 1 S U

Wrap Up

Click Here to Continue
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9.2 Need Help?

A od A N1 S S J L
Need Help?

+ For tips on completing Requests and other scheduling
information, visit https://www.toronto.ca/scheduling-info
+ For system issues contact the PF&R Division Scheduling Team
+ Email recworkerscheduling@toronto.ca
- Call (416) 395-7926
Calls will be responded to during business hours Monday to
Friday.
« Contact your Scheduler (i.e, CRP, etc)
= CUPE Local 79 (416) 977-1629 EXT. 353

9.3 Next Steps

1 o d Nl 1 d

Next Steps

+ Shift Request Deadline - based on the Scheduling Procedure
= Remember to submit Relief Request forms to be on the Relief
List
+ Additional learning will be available in September 2019
« How to submit a Request to Cover
* How to update your availability
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