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relevate schedule overview

Randstad uses a technology partner called Shiftboard in order to bring you Relevate Schedule, our automated
scheduling tool and our primary means of communicating with each other with regards to your schedule.

Through Relevate Schedule you can:

= maintain your availability, email address and
mobile number

- check your schedule and get directions to your
work location

- pick up additional shifts when they are available

first things first

« download the app

« log in and set up your password

logging in

Download the Shiftboard scheduling app and log in.

first time logging in

1. Download the Shiftboard scheduling app.

2. Enter the email address you provided to Randstad
during the hiring process. If you're not sure which

email address you provided, ask your Randstad
representative.

3. Select “Forgot Password,” which will send an
email to your email address so you can create
your password.

4. Enable Touch ID/facial recognition, if desired.

let Randstad know if you need to call out, will arrive
late or need to leave early

request time off

view your current attendance points balance

verify email and mobile number

set availability

Shiftboard
Online Scheduling

Shiftboard, Inc.

Shiftboard People Scheduling

. shiftboard, Inc. ~ Productivity KAk OT22
€ Everyone

) shiftboard

Email

Password

Forgot Password?

(:) Remember Me



account management

Since scheduling is our primary way of keeping in
touch regarding your schedule, it is important your
account information (email and mobile number) is
up to date.

verify your relevate schedule
account information is correct

u

1. After clicking on the “..”” (lower right), select your
name to review the current information and email
settings.

2. Select the pencil to update the following
information:

- email — where all Relevate Schedule
communication will be sent

- mobile number — where all text messages will
be sent (opt-in message will be sent for new/
updated phone number)

- language (to change language to Spanish or
French, log in via www.shiftboard.com, open
your account settings and select the preferred
language under your email address on your
profile page)

- email preferences — enable/disable email
preferences

- click “Account” to go back to the main account
settings page

3. Sync your schedule with your phone calendar.

4. Change your password.

time — availability

Since scheduling is automated, it is important that
you maintain your availability so the system knows
when to offer you work.

The system is set to think all workers are available
all of the time! If you are not available all of the time,
change your availability so the system knows when
you are busy.

5. Select “Availability” from the “Clock” page of
the app.

6. Select the + sign to add your availability.

7. Select the days/times you are busy and then
click “Save.”
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managing the day-to-day

dashboard:
time:

account:

schedule:

navigate the app from the bottom menu

dashboard

- week at a glance — if you do not see
any green squares (m) or half blue/
white squares ( V), you have not been
assigned to a shift for the current
week. Click on the “Schedule” icon to
see available shifts to pick up.

- time off requests — approved/
pending/denied requests

°© News

- time off requests

- availability

. account
- attendance points

- update email and text information
- sync to calendar
- change password

- log out

schedule
- weekly schedule of available shifts (0)

- monthly schedule of available shifts

(click the down arrow)

- filter to view assigned (m) or open (0)

shifts

teams
- team assignments

- people



dashboard Deshboard

. May 31 - June 6, 2020
Weekly schedule, time off requests

and news som T W T ({pashboard  Details
’ 3 1 2 3 4
. : Aaron Andrews
green icon ( .) MATERIAL HANDLER
WEEF AT A GL N
« Means you’re on the schedule to Material Handler B P Acme Packaging
work and good to go! T Monday, June 1, 2020
. - 7:30am - 4pm
- No further action needed. Material Handler
7:30am - dpm |
« Click on the shift to see details. - S.f:.'f';é:;’fﬁ?;’;" JTG:EQND;

break: 15m at 2:45pm (UNPAID)

blue/white icon (W)

- The blue/white icon means you
have been assigned the shift, but ¢ Dashboard Details
you have not yet accepted the shift.

Aaron Andrews

SCANNER or not to expect you.

- “Action needed” means you need
to accept the shift or risk the shift
being reassigned to someone else.

Thank you!

M Q Stadium Entrance

Friday, June 5, 2020
- Click on the shift to see details and 6am - 6:05am

select “Acknowledge” to accept the

Shift. Please accept or decline this shift so | will
of not to expect you
Thank you!
News
See specific site news here.
< Dashboard News

NEWS CENTER: SHIFTBOARD GENERIC DEMO

to powered by Shiftboard!

You've arrived at the place where the magic happens,
and we're glad you're here!

Watch this 6-minute video in order to see many ways in
which to make use of Weplan, our scheduling tool!

Things to do:

« Text Messaging - Texting is quick and easy which is
why we love it to keep our employees informed,

anaaand and un ta datal Ta racaiva tavt maceannc



SChedU |e Schedule ¥

. . Shifts Tradeboard
Pick up an open shift, weekly/monthly
schedule, filters and tradeboard. May 2020
S M T w T F s
l1r| [ }-]
open red square icon (0O) sl a5 ls8l751s
- An open red square means a shift oM 12 13 18 516
is open and available for pick up! 7| w | e w| ]l 2| =
Select the shift and click “Take § —
. X 24 26 27 28 29 30
Shift” Once you take the shift, 8 g B B CJ
the icon will turn to green on your 3
calendar.
Schedule

- If working the additional shift
will “break” any rules such as “no Shifts Tradeboard
overtime,” the system will not let
you complete the shift pick-up.

May 24 - 30, 2020 ~

S M T w T F S

24 25 26 27 28 29 30

J N
T

To pick up a shift that someone has P g
offered up on the Tradeboard, select May 27,2020 Gam - 2pm
. Status: OFFERED
the day, open the Shlft and SeleCt Notes: Need to meet the cable guy.
“Take Shift.”
Turn on the filter (green = “on”) in Done
order to change the view of what type
of shift you're seeing. FILTERS
Filters C
Clear { Back
COVERAGE
ASSIGNED
Assigned
Assigned
TEAM
Open
Select Team
Unacknowledged

Acknowledged/Declined



calling out of
your shift keeps
everybody in sync

While we always encourage our
talent to adhere to their worksites’
attendance policies, we also know life
happens. If you need to call out due
to illness, emergency or a similar life
event, Shiftboard makes it easier
than ever.

Keep in mind, however, that
penalizations may still occur for
absences.

step 1

Press “Call Out.”

step 2

Select reason for calling out.

step 3
Press “Call Out” again.
Assignment details with a line through

them means you have successfully
released the shift assignment.

Dashboard

May 3 -9, 2020

T w T
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ANCE

Material Handler
7:30am - 4pm

Inbound Customer Service

9am - 5pm

News

Randstad - Demo Site

Sick/lline

Call Out

55

Sick/lliness
Transportation Issue

Emergency

3rd Floor - Green

As we methodically return back to work, please practice
safe-distancing which is 6 feet between you and another
colleague. Thank you, and we look forward to when all of
us can be back at work together!

Hourly

Call Out

{ Dashboard

W Q IT Front Office

Details

e

3rd Floor - Green

As we methodically return back to work, please practice
safe-distancing which is 6 feet between you and another
colleague. Thank you, and we look forward to when all of
us can be back at work together!

Hourly



late/early
notifications

Notify Randstad if you will be late
or need to leave early (specific site
attendance policy applies).

step 1
Select “Notify Late/Early.”

step 2

If you're going to be late, adjust the
start time to reflect when you expect
to arrive. If you need to leave early,
adjust the end time.

step 3
Select the reason for lateness and/or

need to leave early.

The schedule will show your adjusted
arrival/departure times.

’ MATERIAL HANDLER

B Q ABC Company
Thursday, December 31, 2020

P i s atla

07:30 -16:00

Cancel Arrive Late [ Leave Early

Break: 15m at 10:00 (PAID)
Meal: 30m at 13:15 (UNPAID)
break: 15m at 14:45 (UNPAID)

Thursday, December 31, 2020

07:30 - 16:00
How to Call Out from a Shift

@ Start Time 7:45 AM
Please wear closed toe shoes.

7 45 AM
8 r Select
€ End Time 4:00 PM
m Notify Late [ Early
Thursday, December 31, 2020
07:30 - 16:00
(@ Start Time 7:45 AM
& Reaso Medical Appointment
2 Details

Medical Appointment

€ End Tim 4:00 PM

aron Andrews

ATERIAL HANDLER

Company

December 31, 2020
1600

+16:00

jointment (0.25 pts)

at 10:00 (PAID)
t 1315 (UNPAID)
at 14:45 (UNPAID)

Please wear closed toe shoes.



request time off

Use this feature to request time off.

step 1

Make sure “Time Off” is selected.

step 2

Select the date you want to
request off.

step 3

Click the plus sign to start the request.

step 4

Fill out all fields, start date, end date,
select unpaid and click create. If
desired, add notes in this section.

Status will be either: Pending,
Approved or Denied

account

This feature allows you to view your
attendance points.

Select the “Points” (pts) icon
highlighted in yellow and details of
your current points will display.

To reset your password or update
your contact information, click on the
pencil icon in the top right corner.

a Time Off

Time 6 4

Availability

February 2020 ~

S M T w T F s
a8 | =r | 28 | 26 | 50 3 [ Time Time Off Request
2 3 4 5 6 7
DATE
9 10 1 1913 14
16 17 18 19 20 21
23 24 25 26 @ 28 || Start Date 2/14/20, 5:00 PM
1 2 3 a 6
End Date 2/15/20,12:00 AM

SORY

Start Date 2/14/20, 5:00 PM
End Date 2/15/20,12:00 AM
CATEGORY

Vacation
SUMMARY

Valentine's Day

Vacation
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17 18 19 20 21 22

24 25 26 27 28 29

Aaron Andrews Friday, February 14, 2020

5pm - 12am
< Account Account 4
Aaron Andrews (example)
" Account ID: 604
2R or 70 8pis
- Q = S [ P o
CONTACT INFORMATION Close Attendance Points
SCREEN NAME
8 Total
Aaron Andrews (example)
FIRST NAME 0.5 Arrive Late - Transportation Issue
Aaron Aaron Andrews (example)
October 10, 2020
Exp: November 9, 2020
Shift: 2020-10-10 09:10 - 11:00
2 Absent - Sick/lliness

I S . T T




teams

To see what Team(s) or Workgroup(s)
you have been assigned to, click on
the “Teams” icon.

Check with your Randstad
representative if you have a concern

regarding the Team(s) you've been
assigned to.

need help?

Please contact your Randstad
representative for more information.
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CSP Credits & Deductions
CSP Customer Care
Dollar Tree demo

Forklift

Forklift - FLEX

Inspector

human forward.



