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UKG TeleStaff Manage
and Administer
Bidding

Instructor Led
Training




Course Topics 1. Understand Bidding
* Bidding Dashboard

* Queue Bids
* Preference Bids
e Bid items

Welcome to the UKG TeleStaff™ Bid
Administrator Training.

2. Navigate the Bidding Tool
This session covers the following * Bidding Dashboard features
topics: * Bidding window

* Bidding for self and others

3. Manage Bids

* Close the bid
* Export bid results

4. Prepare new bid
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The People of Telestaff

* Herbert Tarbutton is an end user who uses TeleStaff to view their personal schedule,
as well as view the schedule of their colleagues, initiate trades, request time off, and
so on. Herbert bids to select a work location and shift as well as annual vacation time.

Haku Smith uses TeleStaff to manage scheduling-related tasks for employees. Haku

approves time off, fills daily vacancies, and manages extra duty opportunities. Haku

also uses the bid to bid for a work location and annual vacation time, as well as help
manage the bid for his employees.

e Sabrina Smith is the TeleStaff expert for the organization. Sabrina is responsible for
reviewing all new features and determining which should be implemented. Sabrina
also maintains and manages the bid.
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Bid Overview




What is Bidding?

Bid Feature

Centralized tool to manage bid processes.

Employees directly bid for desired
positions or leave, creating a more
flexible scheduling environment.
Employees are given more control over
their schedules and have improved
tracking capabilities during the bidding
process.

Enforces organization rules by ensuring a
fair and transparent bidding process.
Each type of bid provides distinctly
different, user-friendly processes for
recording bids within the system with
assurance that bids are managed in
accordance to established organization
procedures.

Benefits

Saves time.

Eliminates errors, accurately enforcing
policies.

Automates data entry.

Centralize bidding tool; all records and
results easily exported to saved files.
Provides transparency and ensures
fairness throughout the entire bid
process from beginning to end.
Quicker results and greater flexibility for
the employees including smartphone
compatibility.




What is Bidding?

What scheduling items may be optioned for a bid?

1. Vacation/PTO

* Creates leave work code on the calendar on awarded dates
* Single dates
 Range of dates

2. Position

e Creates a new assignment
* Area
e Shift
e Shift with shift mask

3. Work opportunities
* Roster bid for overtime/extra duty opportunities
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Bid Strategy — Queue

Consists of a list of sorted bidders, often defined by hierarchy

Bid one at a time.

viKG ® H e §(0) (e E . b Smith, Sabrina

Dashboard Calendar MultiDay Roster MylInfo People~ Reports Bidding Setup Sign Out

@ Auction: Employee Vacation Bidding

Bt~ &~ ‘Search ‘O.v

Edit | Bidding results will be finalized by this Friday at 3pm

[J All bidders ,
-

[CJ 1. Tarbutton, Herbert S. ® Active E

[=} 1st 52 items
Jan 04 - Jan 10
Jan 11 - Jan 17
Jan 18 - Jan 24*
Jan 25 - Jan 31
Feb 01-Feb 07
Feb 08 - Feb 14
Feb15-Feb 27*
Feb 22 - Feb 28
Mar 01 - Mar 07
Mar 08 - Mar 14

Mar 15- Mar 21

el =] ] o

Mar 22 - Mar 28
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Bid Strategy — Preference

Bidders designate their bid items choices by indicating a first choice, second choice, third
choice, concurrently.

Bidders bid simultaneously.

W I(G @ 222] ﬂ .'@ ':"ﬁ E ?’ >* Smith, Sabrina

Dashboard Calendar Multi-Day Roster Mylnfo Peoplew Reports Bidding Setup Sign Out

@ Auction: Positions

oA
Bt &~ ‘Search ‘Qv‘

Edit | Bidding period will close next Tue at 5pm
(7] All bidders N
:

[]* Unit1-a 3items

==}

1st 1/Unit 1 -a/EMPLOYEE #1

1st: 1//Unit 1 -a/EMPLOYEE #2

3. Tarbutton, Herbert S. ® Active
07/29/2020 13:58 - 12:38 1st: 1//Unit 1 -a/EMPLOYEE #3

[=]- Unit1-b 2items

1st: 1//Unit 1 -b/EMPLOYEE #1 Enter Bid

1st 1/4/Unit 1 -b/EMPLOYEE #2 Enter Bid

[=]* Unit1-C 2items

1st: 1//Unit 1 -C/EMPLOYEE #1 (PM) Enter Bid

1st: 1//Unit 1 -C/EMPLOYEE #2 Enter Bid

Unit2 -a 2items

E 4
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Permissions

Permissions determine user access.

The bidding administrator has the following authorities to manage the bid:
* Auctions: Manage

* Auctions: Setup

* Auction: By-pass Manager

W Security

* peguired field

Login Policy

Authority General (7] Permissions
Focus Filter

_ Name * Settings

Focus Filter Assigniment

Full Access 114 Selected

neral
} Genera Attachment: View
) orgamization Leyel| *
7 Shifts Auction: Basic
&l L

> Codes Auction: By-pass Manager

el Auction: Manage
} Workflows

Auction: Setup
7 Rules
dit; View

> Roster Calendar/Roster: Add Code
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Dashboard Overview

Bidding dashboard lists each bid and its details.

: 7 [
® H & o < B M *
Dashboard Calendar Multi-Day Roster Mylnfo Peoplev Reports Biddinfj Setup

Y W .\ Indicates place in
A to administer th e
ccess 1o adaminister the line to bid
(?) Bidding .
bid

[=]- vacation Bids

Employee Vacation Bidding | Manage

Auction Status: & Open Remaining bidd ersm

Description: Please contact Sabrina Smith if you have guestions for Vacation bidding.

Supervisor Vacation Bidding | Manage

Auction Status: @ Open , Your Status: @ Bid later People ahead ﬂ

Remaining b|c:cersﬂ

Description: Please contact Sabrina Smith if you have questions for Vacation bidding.

- Position Bids

Positions | Manage
Auction Status: @ Open , Your Status: @ Bid later People ahead

Remaining bidders ]
Description: Results will be announced next week Wed at noon
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Bid Window Overview

Manage bid view

e Bidders list is created

) [ i c {0 ) H Smith, Sabrin
ul(G Dashi 1t Pt :.HI", X -I' ..’l - -' Bidding = iR

7} Auction: Employee Vacation Bidding

Sl &~

.
Items available for

bid. The ability to bid
is activated when a
bidder is selected.

List of bidders.
Select the arrow
to bid for the
employee.

e g N e R N N N Nt N N
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Employee View

Simplified access and view

W I< G ® a?a :@ E} 'fl Tarbutton, Herbert S.

Dashboard Calendar Roster MyInfo Reports Bidding Sign Out
-\
() Bidding
Employee Vacation Bidding

Auction Status: @ Open , Your W) Bid now People ahead [J] N aVv | gate to yo ur Ot h er
Description: Please contact Sabrina Smit have questions for Vacation bidding. . .. . .
GKG 5 R bids, such as Position bid.

Dashboard Calendar Roster MylInfo Reports BE

Positions
Auction Status: @ Open , Your Status: @ Bid later

Description: Results will be announced next week Wed at noon . . Lo
@ Auction: Employee Vacation Bidding

TURN

Bidding results will be finalized by this Friday at 3pm
[5]- 1st 52items

Jan04-Jan 10
Jan11-Jan17

Jan 18 - Jan 24*

o Bid items, such as
Feb 01 Fe007 vacation date range. Select Bid to
Feb 8- feb 14 choose the item

Feb 15-Feb 21*
Feb 22 - Feb 28

Mar 01 - Mar 07
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Bid Phases

Three bid process phases: bid, win and award.

Select bid items to view details

—
U |<G ® 2| o o e = F x* Smith, Sabrina
Dashboard Calendar Multi-Day Roster MylInfo People~ Reports Bidding Setup Sign Out

(J 2. Edwards, Howard ® Active B
07/29/2020 13:58 - 12:38

@ Auction: Employee Vacation Bidding

S-it-|&- ‘ Search
All bidders -
Auction ~ | ltems ~

1. Tarbutton, Herbert S. & Complete
I Jan 25 - Jan 31 (Tum 1) = O 1st

D 'l EIdE Donald @ CDmmETE‘ 2. Edwards, Peter & Complete
3. Kane, Ruben @Complele
01/02/2020 11:55

TURN 2 CLOSED

Edit | Bidding results will be finalized by this Friday at 3pm

0

Jan 04-Jan 10 @ Sold Out
Jan11-Jan17 | Awards: 1 | Remain: 2/3 |
Jan 18 - Jan 24+ | Awards:1 | Remain: 2/3 |

Jan 25 - Jan 31 5 Sold Out
Results

I Betts, Alvin (Tun2)

u Edwards, Peter (Turn 2)

“ Tarbutton, Herbert S. (Tum 1)

Audit Quantity

0

Static Maximum invoked

4. Stott, Kelsi @ Complete

ppleton, Ned @ Complete
. Alvarado, Woody @ Complete

. Bone, Julian @ Complete

. Tate Dillan & Complete

4. Wisey JamesL @ Complete

. Levine Omar @ Complete

n l~'1i';' 18- Mﬂ‘," 24 Tum1) . Mercer, lvan @ Complete

Feb 01- Feb 07

Feb 08 - Feb 14 | Awards: 1 | Remain: 2/3 |
Feb15-Feb 21* | Awards: 1]
Feb22-Feb28

. Betts, Alvin @ Complete
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Let’s Bid!




15

Queue Style Bidding

(?) Auction: Employee Vacation Bidding

Bid details are displayed until the
arrow next to the active employee is
selected.

L2} Auction: Employes Vacation Bidding

ﬂ.'11~|:.,'

Selecting the arrow updates
the page to allow bidding
for the selected employee.
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Dynamic and Static Issues

Accept Issues

Issues may serve as a warning or a Jan 25 - Jan a1 <4
disclaimer to the employee

A vacation may be cancelled at any time per the department's policies of operational
needs

Issues may prevent the employee from
bidding

Issues may be overridden by a bid
administrator

Accept Issues

Feb 17 -Feb 23

d\ Exceeded accrued hours for this work status
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Exercise 1 — Bid for Employees

17 Confidential e For Internal Use Only



Start a New Turn

Bids may have multiple turns or rounds.

B~ ~|&~

All bidders

Auction - | ltems -

Tarbutton, Herbert S. &) Complete
Start new turn

Edwards, Peter (2 Complete Back to previous turn

Kane, Ruben & Complete Close auction

Reset auction...
Stott, Kelsi & Complete

Award winners...
Appleton, Ned & Complete

Docmlun anistioe

Alvarado, Woody & Complete Confirm

. Use caution when modifying auction turns.
Bone, Julian & Complete i

Are you sure you would like to modify the auction turn?

Cancel
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Exercise 2 — Start a New Turn
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Edwards, Eddy

Wilsey, James L.

. Albers, Ronald C.

Castro, Albert L.

Magee, Gilbert A.

Morgan, Samuel L.

Gonzalez, Efren

Set Bid Times Demonstration

E Assign Bid Times

List Preview
Last bid time: 01/21/2020 09:00

20

Tarbutton, Herbert S.
Mahaffey, Bill K.
Edwards, Eddy
Wilsey, James L.
Albers, Ronald C.
Castro, Albert L.
Magee, Gilbert A.
Morgan, Samuel L.
Gonzalez, Efren
Zavala, Anthony
Leftige, Dave H.
Navarro, Joseph M.
Lozano, John
Martinez, Ronald V.
Vasquez, Miguel R.

Barraza, Juan S.

01/13/2020 08:00:00
01/13/2020 08:30:00
01/13/2020 09:00:00
01/13/2020 09:30:00
01/13/2020 10:00:00
01/13/2020 10:30:00
01/13/2020 11:00:00
01/13/2020 11:30:00
01/13/2020 12:00:00
01/13/2020 12:30:00
01/13/2020 13:00:00
01/13/2020 13:30:00
01/13/2020 14:00:00
01/13/2020 14:30:00
01/13/2020 15:00:00

01/13/2020 15:30:00

No bids before *

01/13/2020 08:00

Start Time

End Time

Expires In

Interval

Bidder/Interval

‘ 08:00

s

Break Times

‘ 08:00

30.0

Break Times

Break Times

Break Times

Break Times

Break Times

Break Times
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Set Bid Times cont.

Bid times are assigned and visible to each employee

Notification sent

Contact Log
2] Auction: Vacation (@) Information: No Respanse Required

i r a ripti e ] i i !
L= | - S ' -
- | - E
essage e B t | You are now an active Sml 2019-12.27 201912.27
7897 ler in auction: Sabrina A
cation

23:58:00 23:50:00

(?) Bidding

Employee Vacation Bidding
Auction Status: @ Open , Your Status: @ Bid later [10/07 08:00]

People ahead |l
Description: Please contact Sabrina Smith if you have any questions for vacation bidding.
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Exercise 3 — Set Bid Times
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Skip Turns

Bid administrator skips for employee via Bid administrator skips for employee via
Bidders Actions menu Bidders Actions menu

(@) Auction: Employee Vacation Bidding

- . U
@ Jﬂl LI C-[ 1On: Em pIGFEE Va{: a-[ 10N B |d d In g Bidding results will be finalized by this Friday at 3pm

[=]- 1st 52items

Jan 04- Jan 10

Jan11-Jan17

{} v Search Jan 18 - Jan 24*

Jan 25- Jan 31

Feb 01 -Feb 07

Skl[] Bidder's Turn Feb 08 - Feb 14

Feb15-Feb 21*

Restore Bidder's Turn Feb 22 - Feb 28

Mar 01 - Mar 07

Remove from list Mar 08 - Mar 14

Bidder properties Confirm Turn Skip x

Bid

4

You will forfeit all unsaved bids made this turn.
Skipping your turn does not eliminate you from I h
Skip Turn fCancel | Save

the entire auction. /“—l
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Exercise 4 — Skip Turn as Bid

Skip Turns Exercises Administrator

Exercise 5 — Skip Turn as Employee
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Correct Mistakes @

viKG &) res E oy > Smith, Sabri

a® i
Dashboard Calendar Muilti-Day Roster Mylinfo Peoplew Reports Bidding Setup Sign O

® Auction: Employee Vacation Bidding

TURN 2

- |
Search Edit | Bidding results will be finalized by this Friday at 3pm

jol
]

Skip Bidder's Turn

. e @ @ s.‘.ib "® o E| ’, * Smith, Sabrina
Restore Bidder's Turn UI(G Dashboard Calendar Multi-Day Roster MylInfo Peoplew Reports Bidding Setup Sign Out

Remove from list

Bidder properties @ Manage Bid ltems

Jan 04 - Jan 10

Descriptions t
‘W Accept Warnings

Jan 18 - Jan 24* Jan 25 - Jan 31 Accept all
Jan 25 -Jan 31

Award items...

Remove awards...

A Remove bids...

Alvarado, Woody Tarbutton, Herbert S. &
Feb 01 - Feb 07 A Non-Retractable

Bone, Julian A Remove

Feb 08 -Feb 14

Tate, Dillan
Feb 15- Feb 21* Feb 15 - Feb 21% Accept all

Feb 22 - Feb 28

VOV V V VIV VvV VIV

Levine, Omar

Tarbutton, Herbert S. [ E

A Non-Retractable
A Remove

viKG

@ Auction: Employee Vacation Bidding

Dashbo|

Honor ryles for win Cancel | OK

‘ Search ‘ Q -~ ‘

Be|ltv &~ ‘ Search

All bidders

Bidder properties
e —. ¥/ 1. Tarbution, Herbert S. @ Complete

Remove awards... Jan25-Jan 31 (um 1)

Remove bids... 2. Edwards, Peter @ Active

Appleton, Ned 2 Wong Dubon
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Exercise 6 — Retract a Bid and Restore a

Turn
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Close the Bid

URN 1
di

Edit | Bidding results will be finalized by thi PR ETI TURN 1 CLOSED

= search Edit | Bidding resulis will be finalized by this Friday at 3pm

Auction = | ltems = ) All bidders

Auction = | ltems -

Start new turn (1 1. Tarbutton, Herbert 5. @ Complete
Back to previous turn . Edwards, Peter @ Complete -0 st

. |_| . ;

Reset auction... (] Jan11-Jan17
Stott, Kelsi & Complete

Award winners...

Resolve auction...

T |
View Resolve M e vi<G ® H (O T ] >

Dashboard Calendar Multi-Day Roster Myinfo People~ Reports Bidding

W

Confirm x

You are about to close the auction. No bidding

-"';‘\- . .
will be allowed. (2) Bidding

Are you sure you would like to close this auction? [=]" Vacation Bids

Employee Vacation Bidding| Manage
E Auction Status: 09 Closed
Description: Please contact Sabrina Smith if you have questions for Vacation bidding.
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Exercise 7 — Close the Bid
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Award the Bid

I Auction « | ltems ~

Start new turn

Close auction
Reset auction...
Resolve auction...

View Resolve Manager...

viKG

(%) Manage Bid ltems

Back to previous turn

Place new Work Code an Calendar

Jan 25- Jan 31

Tarbutton, Herbert 5. |
A Non-Retractable
& Editing Won tem

Pending Awands ()
Place new Work Code on Calendar
Place new Work Code on Calendar
Place new Work Code on Calendar

Place new Waork Code on Calendar

Place new Work Code on Calendar

@ Calendar- Advanced | List | Threshold

Place new Work Code on Calendar

EI January 2021 = My Calendar Tarbutton, Herbert S.
Sun Mon Tue Wex Thu
27 28

6

18

25
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Fri
31 Jan 1

NEW YEARS EVE NEW YEARS DAY

7 8

Select All | Weeks (5-53)
Sat

2

Seniith, Salbri

alg

Accept al

x

Haomor rules for wins




Exercise 8 — Awarding the Bid
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rchive the Bid D B b =

File Home Insert Page Layout Formulas Data Review View Help £ Search 1% Share 7 Comments

E|r\:| X Calibri === E" General  -| | [ Conditional Formatting> | EH Insert ~ > - i &

o E@v = o $ ~9% 9 @Formatasﬁble' ¥ Delete ~ &~ /o'
aste are .

1 A P Protected ~ | 58 =3 [ Cell Styles ~ [ Format - &~
Clipboard Alignment RMS MNumber Styles Cells Editing

ca7

A C D E F G H | J. K

RscMaster SrcAuclte SrcAucltemNamCh Status Ordinal RscMasterNameCh BidderMa BidTime BidMinuts TurnBidCc TurnWincC 7

228 372 Jan 25- Jan 31 DONE 1 Tarbutton, Herbert S. 1]

2300 369,372 Jan 04 - Jam 10,Jan 25- Jan 31 DOMNE 2 Edwards, Peter

236 374,398 Feb 08- Feb 14,Jul 26- Aug0l DONE 3 Kane, Ruben

238 376,410 Feb 22- Feb 28,0ct 18- Oct 24 DONE 4 Stott, Kelsi

2400 386,377 May 03 - May 09,Mar 01 - Mar 07 DONE 5 Appleton, Ned

239 414,369 Nov 15- Nov 21,Jan 04 - Jan 10 DONE 6 Alvarado, Woody

243 420,369 Dec 27- Jan 02*,Jan 04 - Jan 10 DONE 7 Bone, Julian

243 370,376 Jan 11- Jan 17,Feb 22- Feb 28 DONE 8 Tate, Dillan

Expﬂrt Bld Bidders Ccsvy 254 371,386 Jan 18- Jan 24% May 03 - May 09 DONE 9 Levine, Omar

261 373,375 Feb01- Feb 07,Feb 15- Feb 21* DONE 10 Mercer, lvan
Export Bid Results CSV

ltems =

Remove bids...

(=R R = R R SRRV R S

L il i i i
il =i i = = = = ==

260 396,372 Jul12 - Jul 18,Jan 25- Jan 31 DONE 11 Betts, Alvin

AutoSave ) resultsExport (3).csv - Bxcel Seiver, Brooke 58 Eal

Fl | I b}f ru | ES e File Home Insert Page Layout Formulas Data Review View Help £ search “t Share 7 Comments

f’lj A Calibri == General -| | [l Conditional Formatting ~ EH Insert - 3 - 27' g
Fl” b}f bldder i - u = - $-%9 [iZ Format as Table ~ T Delete ~ | - O~ v

] f A =53 @ Protected - : [ Cell Styles ~ [fﬁ Format~ | &~

Clipboard Alignment [F} RMS Styles Cells Editing |deas

Al RscMasterNoln

A D | J K
.RscMasteiSrcAuclter Person Item i W Qty Sourc Turn Payroll 1D En
239 369 Alvarado, Woody Jan 04 - Jan 10 4/20/2020 14:53 4/20/2020 14:53  4/21/2020 9:43 15
243 369 Bone, Julian Jan 04 - Jan 10 4/20/2020 14:53 4/20/2020 14:53  4/21/2020 9:43 19
230 369 Edwards, Peter  Jan 04 - Jan 10 4/20/202012:19 4/20/202012:19  4/21/2020 9:43 5
249 370 Tate, Dillan Jan11- Jan 17 4/20/202012:21 4/20/202012:21  4/21/2020 9:43 27
254 371 Levine, Omar Jan 18- Jan 24* 4/20/202012:21 4/20/202012:21  4/21/2020 9:43 29
260 372 Betts, Alvin Jan25- Jan 31 4/20/2020 14:54 4/20/2020 14:54  4/21/2020 9:43 36
230 372 Edwards, Peter  Jan25- Jan 31 4/20/2020 14:52 4/20/202014:52  4/21/2020 9:43 5
228 372 Tarbutton, HerbelJan 25 - Jan 31 4/20{/202012:19 4/20/202012:19  4/21/2020 9:43 3
261 373 Mercer, Ivan Feb01- Febo7 4/20/202012:21 4/20/202012:21  4/21/2020 9:43 35
236 374 Kane, Ruben Feb 08- Feb14 4/20/202012:20 4/20/202012:20  4/21/2020 9:43 11
261 375 Mercer, Ivan Feb 15- Feb21* 4/20/2020 14:54 4/20/202014:54  4/21/2020 9:43 35
238 376 Stott, Kelsi Feb22- Feb2s 4/20/202012:20 4/20/202012:20  4/21/2020 9:43 13

e il = i i il i e i i
R A et e R R S A i e R AL




Exercise 9 — Export Bid Results
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Preference Bidding and
Advanced Bidding Topics




Preference Overview

vKG &) = E & Lo e El R 3 Smith, Sabrina

Dashboard Calendar MJII_-)a-,' Roster My Info People- Reports Bidding Setup Sign Qut

(2) Auction: Positions

LEENES i

Edit | Bidding period will cloge next Tue at 5pm

All bidders
0

1. Edwards, Eddy & Active
07/29/2020 13:58 - 12:38 = unit1-a 3 items

1st: 1//Unit 1 -a/EMPLOYEE #1

dst: 1//Unit 1 -a/EMPLOYEE #2

[E" Unit1-b 2items Enter ChOICES by
1st: 1//Unit 1 -b/EMPLOYEE #1 refe rence
AI I bid d e rs m ay bid 1st: 1//Unit 1 -b/EMPLOYEE #2 p

E Unit1-C 2items

CO n C u r re nt I y dst: 1//Unit 1 -CEMPLOYEE #1 (PM)

dst: 1//Unit 1 -C/EMPLOYEE #2

= Unit2-a 2 items

1st: 1//Unit 2 -a/EMPLOYEE #1

dst: 1//Unit 2 -a/EMPLOYEE #2

- Unit2-b 2items

dst: 1//Unit 2 -b/EMPLOYEE #1

dst: 1//Unit 2 -b/EMPLOYEE #2
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It

viKG

Reset the Bid

Set a new effective date

Resetting the bid allows bid administrators
to reuse a bid for a future bid.

Dashboard Calendar Mu

Reset Formula ID based names

Redefine dates people bid in the manage
bidding area.

Clear bid records [ status

TUFE.L'-. 1 ':L'D SED A\ Bid records will be permanently lost

Edit | Bidding pericd will close next Tue at Spm

Remove nothing - Keep bids, wins and awards

Remove awards - Keep bids and wins

Aucticn -

Remove wins and awards - Keep bids

Remove bids, wins and awards - Keep nothing

Start new turn

Back to previous turn

Reset auction turn to 1

Jpen aucticn
Reset all auction bidders’ turn to 1
Award winners... EE#1 @ Sold O

Synchronize Bids with Dynamic Quantities

Resolwe auction... 0 Sold Out

View Reaclve Manager... ' 0 sold Out
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Exercise 10 — Resetting the Bid
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Update and Validate Bid Items

ltems may be removed from the bid either temporarily or permanently.

Common for a position bid, possible for dates in a vacation bid.

Remove bid items for bidding by hiding the items within setup.

[ ]
., A . .
viKG ® £ & &0 E] » | *k Smith, Sabring
Dashboard Calendar Multi-Day Roster MylInfo Peoplew Reports Biddingl Setup Sign Out
Setup

@ Auctions

7 LRSI +Add | £ Edit BicClone [ Delete | B Audit Search
Auctions

Groups

Plans Name 1 Contents |1

Quantities

Employee Vacation Bidding

54 [tems
Workforce TeleStaff

Positions 19 ltems

Supervisor Vacation Bidding

54 ltems
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Update and Validate Bid Items

uKG

@ Auction: Positions

vKG

() Auction: Positions > 1st: 1//Unit 1 -a/EMPLOYEE #2,1st: 1//Unit 1 -a/EMPLOYEE #3,1st: 1//Unit 1 -a/SUPERVISOR,1st: 1//Unit 1 -b/EMPLOYEE #2,1st: 1//Unit 1 -C/EMPLOYEE #1 (...

v
v ke L

S [ o < g
Dashboard Calendar Multi-Day Roster My Info Peoplew Reports Bidding Setup

Smith, Sabrina
Sign Qut

Select none |

7@ 1st:1/Unit 1-a/EMPLOYEE #2

& 1st:1//Unit 1 -a/EMPLOYEE #3
[E04 unit1-b

<4 1st: 1//Unit 1 -b/EMPLOYEE #1

< 1<t 1//nit 1 H/FMPI QYFF #2

38

‘Add - || Select ~

Auction: Positions
[=-04 Unit1-a
# 4 1st: 1//Unit 1 -a/SUPERVISOR
4 1st: 1//Unit 1 -a/EMPLOYEE #1
¥ 4 1st 1/Unit 1 -a/EMPLOYEE #2
# 4 1st: 1//Unit 1 -a/EMPLOYEE #3
& Unit1-b
% 1st: 1//Unit 1 -b/EMPLOYEE #1
¥ @ 1st1/Unit 1 -b/EMPLOYEE #2
4 Unit1-C
4 1st 1//Unit 1 -C/SUPERVISOR
¥ 4 1st1//Unit 1 -C/EMPLOYEE #1 (PM)
¥ % 1st1/Unit 1 -C/EMPLOYEE #2

* Required field.

Multiple records being edited:

Name Formula ID

Static Maximum *

‘ e | <None>

XK

Description

Award Type *

‘ [ ] ‘ Position v K

Description Formula ID

Qualifications

[ <None> v

Visible Conditions

Default bid value

‘ L Is visible

& Unit2-a

< 4 1st:1//Unit 2 -a/EMPLOYEE #1
) ¢ 1st: 1//Unit 2 -a/EMPLOYEE #2
% Unit2 -b

¥ 4 1st; 1/Unit 2 -b/SUPERVISOR
</ 4 1st: 1//Unit 2 -b/EMPLOYEE #1
< 4 1st: 1//Unit 2 -b/EMPLOYEE #2

Confidential e For Internal Use Only

EX

Biddable Conditions

L] Is not biddable

Blank values | @D Mixed values | @ Matching values

Maximum child bids

Minimum child bids

(2) Auction: Positions

& b e B

Dashboard Mult-Day Roster Mylnfo Peoplew Reports Bidding

Smith, Sabrina
Sign Out

Bl a

TURN1

Edit | Bidding p e next Tue at 5pm

1. Edwards,Eddy ® Active

Unit1-a 4items

TR
1t 1//Unit 1 -8/EMPLOYEE #
TR
1t 1//Unit 1 -a/EMPLOYEE #3
Unit1-p 2items
1t 1//Unit 1 -b/EMPLOYEE #1
1t 1//Unit 1 -b/EMPLOYEE 2
Unit1-C 2items
B unit2-a 2items
2o/ EMPLOYEE #1

P

[E Unit2b 3items

Enter Bid

Other Auctions ~




Exercise 11 — Make a Position Visible
But Not Biddable

(2) Auction: Positions

Reset the Bid Exercise | o
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" ) -":D

Description and Instruction Fields

v KG

T anction Positions

7) Auction: Positions
TURN 1 CLOSED

i E Edit | Bidding

[ Allbidders

O 1. Edwards, Howard & Complete
09/14/2020 15:24

O Tarbutton, Herbert 5. &) Complete
Unit 1 -a/SUPERVISOR @ Sal

09,/14/2020 15:24
Unit 1 -a/EMPLOYEE #1 @ So

O Edwards, Mabel & Com
09/14/2020 15:24
Unit 1 -a/EMPLOYEE 22 @ So

BID Wini Ordier

Results will be announced nest week Wed at noon

Biddirsg period will chose newt Toe st Spm

Position Bid

Positions | Manage

Auction Status: () Closed , Your Status: & Bid now [09/14 15:24] Peaple ahead I
Remaining bidders [

Description: Results will be znnounced next week Wed at noon

Confidential e For Internal Use Only
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Exercise 10 — Resetting the Bid
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Create or Redraw Bidders list

T
. . p— )
® = B & fo B ' Smith, Sabrina)
. u I<G Dashboard Calendar Multi-Day F.;s:er MyInfo Pecplew Reports Bidding Setup Sign Qut
BT~ &~ ‘Search ‘Q‘

(7) Create List

Create list..

Show users off bid list Person (45) |1 List |1 Opportunity Factors |1

Edwards, Eddy BID Positions 0

Edwards, Howard BID Positions 02

Tarbutton, Herbert S. BID Positions 03

Edwards, Mabel BID Positions 04

Edwards, Peter BID Positions 05

Edwards, Priscilla BID Positions 06

Smith, Haku BID Positions 07

Smith, Sabrina BID Positions 08

Clark, Kay BID Positions

Bell, Yvette BID Positions

Kane, Ruben BID Positions

Cooke, Leslie BID Positions

Stott, Kelsi BID Positions

Appleton, Ned BID Fositions

Tip: Select Audit to search by person to determine why an
employee either does or does not appear in the bidders list.

Bone, Julian BID Positions

BID Positions

BID Positions

Audit Person BID Positions

Tarbutton, Herbert 5.

#4 List 11 List Target |1 Opportunity Factors |1

v

1 BID Positions BID Positions Q.PASS: AND BID - All Ranks

2 BID Positions S.PASS: ASC BID - Sort (03)
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Exercise 13 — Redraw Bidders List

43 Confidential e For Internal Use Only



Bidders Properties

@ Auction: Positions

2 -

Search

+

Skip Bidder's Turn
Restore Bidder's Turn

Remove from list

Bidder properties

Edit bid values...
Award items...
Remove awards...

Remove wins...

TURN 1
Edit | Bidding period will

Auction = | ltems «

[0 unit1-a

Ist: 1/Unit 1 -

close next Tue at Spm

a/SUPERVISOR

Ist: 1//Unit 1 -

a/EMPLOYEE #1

Ist: 1/Unit 1 -

a/EMPLOYEE #2

Ist: 1/Unit 1 -

a/EMPLOYEE #3

44

Bidder Properties

Bid Time

Max Wins

04/21/2020 10:40:51

Time Limit

Zl ASAP (expedite)

minutes Dizahled
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Exercise 14 — Bidder Properties
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Manage an Active Bid




iy

Preference Bi

vKG

@ Auction: Positions

®

OB & o o a BT Xk

Dashboard Calendar Multi-Day Roster MyInfo Peoplew Reports Bidding Setup

Smith, Sabrina
Sign Qut

ﬂ It~ E ‘ Search

2

All bidders

3. Tarbutton, Herbert S. @ Active
04/20/202011:49

TURN 1

Edit | Bidding period will close next Tue at 5pm

Auction ~ | ltems ~

[=]" Unit1-a 4items

1st: 1//Unit 1 -a/SUPERVISOR

1st: 1//Unit 1 -a/EMPLOYEE #1

1st: 1//Unit 1 -a/EMPLOYEE #2

1st: 1//Unit 1 -a/EMPLOYEE #3

[=]- Unit1-b 2items

1st: 1//Unit 1 -b/EMPLOYEE #1

1st: 1//Unit 1 -b/EMPLOYEE #2

[=]- Unit1-C 3items

1st: 1//Unit 1 -C/SUPERVISOR

1st: 1//Unit 1 -C/EMPLOYEE #1 (PM)

1st: 1//Unit 1 -C/EMPLOYEE #2

Other Auctions

Enter Bid

Enter Bid

Enter Bid

Enter Bid

Enter Bid

Enter Bid
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Preference Bidding

Exercise 15 — Bid!

DE =

=]~ Unit1-a 4items
1st: 1//Unit 1 -a/SUPERVISOR Enter Bid
1st: 1//Unit 1 -a/EMPLOYEE #1 1
1st: 1//Unit 1 -a/EMPLOYEE #2 2
1st: 1//Unit 1 -a/EMPLOYEE #3 3
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Close the Bid

Closing the bid prevents further action by bidders.

TURN 1 Other Auctions ~
Edit | Bidding period will close next Tue at Spm

Auction = | ltems =

Start new turn

Back to previous turn _
Close auction @ Confirm %

Resetauction... @ You are about to close the auction. Ne bidding

Award winners... EE #2 will be allowed.

Resolve auction... EE #3 Are you sure you would like to close this auction?

View Resolve Manager..

[y cancel m

() 1st: 1//Unit 1 -b/EMPI OYEE #1

[=]- Position Bids

Positions | Mgpage
Auction Status§® Closed Jyour Status: ® Bid now [08/05 12:48 - 08/12 11:28]

Description: Results will be announced next week Wed at noon
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Exercise 16 — Close the Bid
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Resolve the Bid

Auction ¥ | Iltems

Start new turn

Back to previous turn

Close auction
Confirm Resolve

Reset auction...

Resolve auction... Manager.

View Resolve Manager...

Resolve manually

Award winners... This auction will be submitted to the Resolve

UKG

(2) Auction: Positions

a K]
Dashboard  Calendar Muft-Day Roster Myinfo Peoplew  Rep Bidding  Setup

Smith, Sabrina

Sign Out

@ Complete
2020 11:49

Edwards, Howard @ Complete
2020 11:49

Tarbutton, Herbert S. (& Complete

0/2020 11:49

Edw Peter @ Complete
2020 11:49

Edwards, Priscilla @ Complete
2020 11:49

Smith, Haku & Complete

N Iz £
UI(G Dashboard Calendar Multi-Day Roster Mylinfo Peoplew Reports Bidding Setup

Resolve: Positions

wsumirenanng]  ME

Positions 04/21/2020 12:26:34
12:26:46 Resolving turn 1
12:26:51 [Edwards, Eddy] won item [1st: 1//Unit 1 -a/SUPERVISOR].
12:26:51 [Edwards, Eddy] is at the auction win limit
12:27:03 Resolving turn 1
12:27:03 [Edwards, Eddy] is at the auction win limit
12:27.03 [Edwards, Howard] won item [1st: 1//Unit 1 -a/EMPLOYEE #3]
12:27.03 [Edwards, Howard] is at the auction win limit
12:27:11 Resolving turn 1
12:27:11 [Edwards, Eddy] is at the auction win limit
12:27:11 [Edwards, Howard] is at the auction win limit
12:27:11 [Tarbutton, Herbert S.] won item [1st: 1//Unit 1 -a/EMPLOYEE #1]
12:27:11 [Tarbutton, Herbert S.] is at the auction win limit.
12:28:59 Resolving turn 1
[Edwards, Eddy] is at the auction win limit
[Edwards, Howard] is at the auction win limit
[Tarbutton, Herbert S.] is at the auction win limit.
[Edwards, Mabel] won item [1st: 1//Unit 1 -b/EMPLOYEE #2]
[Edwards, Mabel] is at the auction win limit,
12:29:03 Resolving turn 1
12:29:03 [Edwards, Eddy] is at the auction win limit
12:29:03 [Edwards, Howard] is at the auction win limit.

129002 [Tarhittan Uarhart @ lie 2t tha austinn win limit

2020 11:49

Smith, Sabrina & Complete
2020 11:49

Bell Yvette @ Active
/2020 11:49

ne, Ruben @ Active
2020 11:49

oke, Leslie &3 Complete
2020 11:49

Stotr, Kelsi &
2020 11:49

Agpleton, Ned @ Complete
2020 11:49

g period will close next Tue at S5pm
Items

El O unit1-a
0 sold out

1st.1//Unit 1 -2/SUPERVISOR | @ Sold Out
Resuhs
Xl 4»pleton, Ned
S Betts, Alvin
[ESll Cumberbatch, Benedict
Edwards, Eddy (Tum 1)
=] Edwards, Howard

=] smith, Haku

Audit Quantity

0
Static Maximum invoked

st nit 1-2/EMPLOYEE #1 @ Sold Out
Results
= Bone, Julian
=1 Clark, Kay
=1 Eawards, Priscilla
IEXH Hull, Joseph
Tarbutton, Herbert S. (Tum 1)
EEA Betts, Alvin
I3 smith, Haku
8] Edwards, Mabel
=1 Johnson, Doug
=1 Kane, Ruben
= Larson, Bree
Audit Quantity
0

Static Maximum invoked

MPLOYEE #2 @ Sold Out

I Blundell, Jayden
I O'sullivan, Chance

Won
1

Remain
0




Exercise 17 — Resolve
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Award the Bids

Auction ~ | ltems «

Start new turn
Back to previous turn
Close auction

Reset auction...

Award winners...

Resolve auction...

View Resolve Manager...

uKG
%) Manage Bid ltems

Duars |

A it 1-a/Employee 11

it 4-4/Supenvisar

Create new Ansignment for Amprdes

Smith, Sabiina A

Acceptall [v

3/
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® People: Tarbutton, Herbert S
* Required field

Profiles | Assignments

Skills & Certifications

Dashboard Calenda

Category  Messages

& do

Multi-Day Roster MyInfo Peoplew Reports

Paybacks  Probation

(7
a

Logged  Preference

Biddin

*

Setup

Reports

Smith,

Return 1o List | Cancel

Sabrina
Sign Out

Assignments
Apply Filter

Test if status is Active on
<‘>| 04/22/2020
+ Add v || = Delete
Assignments

+ 1st /.../Unit 2 -b/EMPLOYEE #2
e. 1st /.../Unit 1 -a/EMPLOYEE #1

General

Start Date
01/01/2021

End Date
mm/dd/yyyy

Conditions

Starting Rotation

Suppressed

1]

Assignment Details

Days Rotation

s on Roster

1st

1stitution/Agency/Region,

Institution

L Department XYZ

& Region 1

& Station 1

& Unit1-a

Station/Unit

& /./Unit 1 -a/ EMPLOYEE #1

Positior




Exercise 18 — Awarding
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What'’s the Next Step?
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