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Beyond Manual Scheduling:

How Shift Templates Transform
Your Recruiting Process

201 Level Training
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About Me:

April Wood

Customer Success Training Specialist

Over 10 years of experience in Training &

HR for Staffing & Corporate Settings

| have hiked to a glacier

Je



The Agenda

1 Manual shift scheduling challenges Use cases & benefits
2 Shift schedule templates solution Quiz Time!

3 Implementation steps




The Daily Scheduling
Challenge

» Lack of visibility into shift specifics
across job postings and reports

* Multi-location shift complexity
management

* Excessive time spent on manual
shift data entry

» Client complaints about unclear

shift details on invoices

* Recruiter focus diverted from

candidate quality assessment



Pain Points

10+ minutes PER job order

Repetitive Data Human Error No Specific

Entry Location



Impact on Business

©00

Time to Fill Churn Dissatisfaction Wasted Time
Vague schedules trigger Higher turnover from Reduced client Recruiter time diverted
extra conversations, shift reality/expectation satisfaction from from candidate quality

unnecessarily delaying mismatch inconsistent coverage and relationships

placement



The Solution

Shift Schedule Templates enable you to create standardized shift information once, use it

repeatedly across companies or job orders, eliminate manual data entry errors, and maintain

consistent candidate communication.

myDashboard G

Dashboard Tasks

Shift Configuration

Create and edit shift schedules, enabling seamless application to job for accurate invoicing.

Shifts

Shift Name Description Start Time End Time
Halp me! 5 0100 PM
EE 01.00PM 0130 PM

Break Hours

100

000

O £Zx

Days Weekly Total Hours Active
Mo, We, Fr

Mo, Fr

None

None




System-level vs.

company-level
templates

Key Capabilities

&

Complete shift Seamless sync
information storage between Bold and
Back Office

The Game-Changing Impact

Office-specific access

controls




System Setup

Before you can start creating templates, you'll need to ensure the Back Office sync is enabled. This

is a one-time setup that your system administrator will handle:

Search Type

User Info
peliame
UserName

Branch

onment
wEmailingUnp SupportCode
wHyphenatedDir

Time Entry

idBillingAmount

| Billing STalentFeature

L) invoic EnableTe: TalentFeature

EnableUsersy

Temp Order
dbo.inv_ProcessOverdueCus!
DH Order
False
Contact
Kenexa’ tKas K
nced
Kene
Quick Place
Kene
itch Branch

Current Branch Settings

Eral
Implementation Eagan
Staffing Chester
Staffing Clinton
Staffing

Staffing

WORKTRON



Access

Before you can start creating templates, you'll need to ensure the users who will complete this have

appropriate access

Back To User Accounts

User Access for

Basic Configuration
@8 Modification Access 88 Admin
Features

Sourcing

B8 Management

Back Office

Email Integrations Operational Reports

@8 Sales Reports

B8 Export Reports

BEINSIGHTS - Analyze Reports

a8 Offices

Dark Deploy Do Not Enable

om24/7

O INSIGHTS

B8 CHANGE

AESOP

©8 24/7 Analyze Reports

PIXEL Analyze Reports

Vendor Management System

Custom Reports

B8 Automation




System-Level

Create and edit shift schedules, enabling seamless application to job for accurate invoicing.

Templates

Start Time Weekly Total Hourg

05:00 AM

0100 PM

This allows your most
frequently used shifts to be
created for all clients and only
unique shifts showing up for

the client requiring it.

Je



Company-Level
Templates

This approach keeps your
template library clean and
organized, with only relevant
shifts showing up for each

client.

1600 Pennsylvania Avenue

United States of Americt
Geo: 090010010, County: DIST
COLUMBIA, City: WASHINGTON

Custom Job Order Templates i

‘Group Name

Custom Filled Job Requirement Groups

‘Group Name

shift Schedules

Create New Order Template (C]

Create New Requirement Group @&



Adding Shifts to Jobs

Time saved:
9+ minutes
per job order

X




Shift Visibility in BOLD

Client Profile

Client Name:

Address:

myDashboard  Jobs

Talent

Timesheet Invoices [NeGINISGLIEEN Documents Back Office  Analy:

Search Add New Company Add New Contact

Secret Service Agent

Enclave - MainWashington, DC

Filled

o Dick Richardson

1600 Pennsylvania Avenue
Washington

DC

20500

United States of America

B x

Billing: Dick Richardson

1600 Pennsylvania Avenue
Washington

DC

20500

Address:

d.richardsol nclave.gov

Division:

Department:

Cost Center:

Add Emails:

Billing:

In Bold, under the Shift Schedule section of the job details page

SubVendors QuickPlace  Automation @2 ow

Req ID:

Job ID:

Job Owners:
Job Branch:
Sales Rep:

Job Origin:
Pixel Bot:

Shift Schedule

Job Notes

)
# Nonotes here!

gc62257310

44233432 Back Office Order ID:
Gabriel Coleman

(staffing-US) Worktron

None

Manual Entry
No Bots

Add Widget ®
Create Clone [©)

Je



Shift Visibility in Back Office

Search Type Search Criteria Current Order

P AVIONTE [l :Cilh T e

Main Menu
= Front Offi

d Origin
d Type

Credit Card
Discount
Split Plan

Users

Type User

Entered By gabriel.coleman
Assignment
Name JobTitle AssignmentID Reg/Salary Pay Rate Eill Rate Performance StartDate EndDate EndReason

Harrigan, Frank Secret Service Agent 2427 $10.00 X /10/2025 /10/2026

In Back Office, under the More Info tab of the order details



10:40 T -
) ® ) ofeo /'E B - < WORK Job Details
S h Iﬁ VI S I b I I Ity fo r Ta I e n t o . 1 [3) schedule - Worker Committed Change

Bulldozer Operator

_ 6548 Streetland Way
6548 Streetland Way, St. Paul, MN, 55101

2 Shifts - Fr, Sa | (2 4/25/25
7.5 hrs %
2 ® 3:00PM - 10 M 7. S Manual Time Entry

Job ID

Job Title Bulldozer Operator .
Job Title Bulldozer Operator

Skill Bul er Operator .
Skill Bulldozer Operator

Pay Rate
Pay Rate

Show 2 shiftsMust Accept All or None

Valley Park &

Regions Hospital §

Shift Schedule

) CHs Field

Minnesota DOWNTOWN
( ' 5 O

Break Hours

Start Time

3:00 PM 30 prr 05

& Maps ntana!

You are more than 0.5 mile from your work location.

& Interested & Not Interested

User-controlled shift visibility—talent-facing only when needed!



Best Practices

ADDITIONALTOOLS

Consistent naming conventions
@ Use a consistent naming convention that makes
templates easy to find

C;%f Include client name in company-level templates

Specific descriptions
@ Be specific in descriptions to help your team select
the right template

Quarterly template reviews
B Review and update templates quarterly to ensure
accuracy

% Plan ahead for seasonal shifts
Create templates for seasonal shifts in advance




Use Cases & Benefits



Pain Points

10+ minutes per job order

Repetitive Data Human Error No Specific

Entry Location



< 1 minute per job order

Apply Template
Time saved: 9+ minutes
per job order



Status, Job Type , Company ~ | Saved Filters» | [M] '

Status ~ JobType .. Company .. DateOpene, Branch ~ Position .~ JobBoardl, RequiredPq, Open Positig. Shift « - Hiring Manaq,. Filled Ratio ., Position Bud,. Target Pay R.. TargetBillR, Target Salar. Days Ope¢
Open Internal Perm  Erik Test Co Feb 25, 2025.. Connect test Lakeville, MN 1 1 Ist Schedule M 0 $15.00 $0.00 $15.00 63
Open Contract Erik Test Co.. Feb 25,2025.. Connect 2022 testcalls Lakeville, MN 1 1 Ist 0 $25.00 $15.00 $25.00 $0.00 63
Open Contract Erik Test Co Feb 25,2025.. Connect 2022 testing testi Lakeville, MN 1 1 Ist Schedule M 0 $25.00 $20.00 $25.00 $0.00 63
Open Contract The Avengers Mar 6, 2025 Minneapolis  With Templa.. Scranton,PA 1 1 Ist Maria Hi 0 $21.00 $18.00 $21.00 $0.00 54
Open Contract The Avengers Mar 6, 2025 Minneapolis No Templat. Scranton,PA 1 1 2nd Maria Hi 0 $30.00 $25.00 $30.00 $0.00 54
Open Contract Connor's LE Apr14,2025.. Connect 2022 LEGO Assem.. Milwaukee, 1 1 3rd Shift 12 hr Connor Kilp 0 $22.40 $16.00 $22.40 $0.00 15
Open Contract Connors LE Apr 14, 2025 Connect 2022 Assembly Ist.. Milwaukee 1 1 Assembly First Shift Connor Kilp 0 $15.00 $0.00 15
Open Contract Wickard Acc.. Aug 30, 202 Connect 2022 Test Accoun.. Eagan, MN 2 1 CS Afternoon 50 $0.00 $0.00 $0.00 $0.00 242
Open Contract Wickard Acc.. Aprl4,2025.. Connect 2022 Test Accoun.. Eagan, MN 2 2 CS Afternoon 0 $0.00 $0.00 $0.00 $0.00 15
Open Contract Wickard Acc.. Apr 14,2025 Connect 2022 Test Accoun.. Eagan, MN 2 2 CS Afternoon 0 $0.00 $0.00 $0.00 $0.00 15
Open Contract Erik Test Co.. Marl0, Connect 2 test Lakeville, MN 1 1 Demo Demo Demo 0 $15.00 $0.00 50
Open Contract Feb 18, 2025 Minneapolis  Forklift Driver Lakeville, MN 1 1 First 0 $50.00 $45.00 $50.00 $0.00 70
Open Contract Apr 15, 2025 Connect 2022 JC TESTER Texarkang, A... 1 1 Justin PM 0 $0.00 $0.00 $0.00 $0.00 14
Open Contract Aprl4,2025.. Connect 2022 Industrial Eagan, MN 10 10 LH 1Ist Shift Frank Johns.. 0 $36.40 $28.00 $36.40 $0.00 15
Open Contract Frank's Fram.. Aprl4,2025.. Connect 2022 Industrial Eagan, MN 10 10 LH Day Shift - 12 hour Frank Johns.. 0O $31.25 $25.00 $0.00 15
Open Contract ZZDynamic Apr 15, 2025 Minneapolis Distribution Eagan, MN 1 1 M-F Ist ZZSarah ZZM.. 0 $0.00 $0.00 $0.00 $0.00 14
Open Contract Apr 18, 2025 dsf test sn Testing that .. Austin, AL 1 1 MC Google Testing ZZMichellez 0 $25.00 $33.25 $0.00 n
Open Contract Google Apr 18,2025 .. dsftestsn Testing that .. Austin, AL 1 1 MC Testing ZZMichellez 0 $25.00 $33.25 $0.00 n

Open internal Perm  Ministry of M. Feb 27,2025 .. Connect 2022 Transporter Seattle, WA 13 12 Magical Transportation Rubeus Hag.. 7.69 $1,300.00 $0.00 $0.00 $1,300.0

o
*

Open Contract Wedding Ve.. Apr 15, 2025 Connect 2022 Hathaway StMarys,GA 5 5 Party Shifts - MS

Hot Contract Erik Test Co.

Connect 2 Lakeville, MN Test

test missing .

Open Contract Erik Test Co..

Test

] /2 nm 500 o

Connect 2022 test test test _Lakeville. MN

&l Items: 845 (Showing Items: 1 - &



Job Detail Report

shift . Job Start Dg.. JobOwner. JobStatus., JobType . Position Report Filters

Job Employ, Job Office ., Company Q. Company . Required Po,. Open Positi. Company R, Hiring Mana,.

ABC Staffing Mini Apples Mini Apples Sharp Electr.. Jamies Test May 5, 2025 1 0 Jamie Flores Heather Mar.. Jamie Flores Filled Contractto.. HR Manager
All -
Connect 2022 Connect 2022 Connect 2022 Frank's Fram.. LH Day Shift May 1, 2025 10 10 Lauren Hoen Frank Johns Lauren Hoen Open Contract Industrial M¢
Connect 2022 Connect 2022 Connect 2022 Frank's Fram.. LH Ist Shift May 2,2025 10 10 Lauren Hoen Frank Johns.. LaurenHoen Open Contract Industrial m¢ Company
Connect 2022 Connect 2022 Connect 2022 Frank's Fram.. May 22,2025 10 10 Lauren Hoen 45431950 Frank Johns.. Lauren Hoen Open Contract Industrial M(
Job Owner
All -
Job Type
All -
Sales Rep
All -
Job Status
All -
Date Type
Job Start Date -
Date From

Date Range

Next Month



o - Avionte | Customer

Search Type Search Criteria

D AVIONTE settomesewrch ] Y

Main Menu Start Page | Search | Summary | Billing Setup = Order Options
= Front Office
P
a Employee Invoice Option Statement Letter
- - Include Finance Charges
‘1 Order Invoice to Department Corporate

rease Balarnce A
“s Assignment Finance Charge Percent

ey
a3 Agency Invoice Style Avionte Default Invoice Finance Charge Grace Period
- Back Ofice Automatically Email Monthly Statements

Time Entry
' Day Of Month To Send
i Payroll

of Biling
L) 1moice
@
J) Paycheck
? Weekly Process
—h imooat Exnost
P Search
® Summary
W Detail
P Message
WP Sales & Service
&P Order Options
@ Assignment
P Extra
W Documents
= P BackOffice Setup
P Credit
- e

WP AR Balance ActionType

Email Statements To

Billing and Scheduling
Billing Period

Print Invoice Billing Cycle

ves
Show Daily Hours No Payment Terms Net 10 Days
No

Show Time Card Max Invoice Amount

Message
Work History

In Back Office, Separate Invoices using ShiftName



Error Reduction

* Significant reduction in
scheduling complaints

* Decrease in schedule-
related no-shows

* Near elimination of

billing disputes



Client & Talent Impact

The improvement in client and talent experience can be substantial:

Consistent communication

Higher client satisfaction

\
\

Improved talent retention




Your Transformation

gCadide M s

- BT FRe TERY
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Time spent creating job orders (before and after)
Error rates in scheduling communications

Candidate no-show percentages

N A\ =

Client satisfaction scores related to scheduling

accuracy

Measuring

5. Number of job orders managed per recruiter
Success
We recommend establishing a baseline for these metrics

before implementation and then measuring again at 30, 60,

and 90 days post-implementation.




Implementation Timeline

‘ Back Office sync & system ‘ Begin using templates for new ' Measure results and refine
templates job orders templates as needed
Week 1 Week 3 Week 4-12

Company templates & training
Week 2



FAQs

* Break Hour Field Functionality Clarification
 The break hour field is intended for paid break hours; the break hours in this area do NOT
reduce the total working time calculated by Avionte when entered
* Only a total amount of paid break hours can be inserted at this time; no additional
enhancements for this area are currently planned
 When entering break hours, the arrows to add break hours in the field are at 1 hour increments;
however, you can enter decimals to indicate break times shorter than 1 hr (15 min =.25 hrs, 30
min = .5 hrs)
« Shift Name is visible in the following locations:
» Shift Schedule widget of the Job Details Screen
* More Info Tab of the Order Details Sub Menu ltem
« Standard Reports: Active Consultant, Job Detail, Open Position
* INSIGHTS Reports: Comprehensive Job, Comprehensive Placement

* Not visible on Dashboard Widgets



FAQs

When are shift details visible in Back Office?

* When the Job Order with a shift schedule added is created
Will recruiters be required to confirm the shift schedule when assigning a candidate to a Job
Order?

* No, the Shift Schedule is attached to the Job Order and cannot be edited at the individual

assignment level

Are we able to change the schedule for a candidate currently on assignment?

* No, to add or update a schedule a new Job Order and assignment would need to be created
Are we able to add variable shifts? (ie: M/W/F this week, Tue/Thur next week)

* No, the Shift Schedule is a regular and recurring schedule (ie: M-F, 7-3:30)



Bonus Tips!

 When implementing Shift Schedule Templates — take a look at any Talent Tags related to Shifts
and update to allow for easier matching between Shift need and Talent availability or
preference!
« Admin Users can view Talent Tags by navigating to Table Editor > Talent Tags
» Multiple Shift Schedule Templates can be attached to ONE (1) Job Order Template
* If you have a Client that needs Forklift Operators for Three shifts, you can create One Job Order
Template and attach 3 Shift Schedule Templates and select the appropriate shift from the

dropdown when creating the Job Order

* This will simplify the number of Job Order Templates you need for your Client!



Knowledge Check

What are the two types of shift templates available in Bold?

Jo



Knowledge Check

Which information is saved in a shift template?

Jo
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