SLING - SCHEDULE OVERVIEW & CREATING SHIFTS

Sling is a team scheduling platform that is easy to manage. Allows drag and
drop to schedule staff in minutes. You can create templates to use over again.

The schedule will be used for shift assignments and total hour calculations.
You will need to work with your Operations Manager to determine total Para
hours per DVM day.
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The upper left side of the schedule allows for navigating of the schedule:

1. Arrow back - moves the schedule one week back
2. Arrow forward - moves the schedule one week forward
3. Week -This defaults to Week
4. Dates - Allows you to move quickly to another week
FULLSCHEDQ MvEDULE PENDING APPROVAL UNAWVAI
(0 weer = 26Jan- 01 Feb €
pay 1 January 2025
Week y B . .
Morith 20 30 N 1 2 3 4
g & 7 g 9 10 11
12 13 14 15 16 17 18
19 20 2 22 23 24 25
26 27 28 2 30 AN 1
2 3 4 5 6 7 8
v
/ SLING — SCHEDULE OVERVIEW & CREATING SHIFTS 1

LAST UPDATED: FEBRUARY 2026




The upper right of the “schedule” has severalicons as well as filter options
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2.

P w

S9N

THU 14

This opens the help center
This drop-down arrow will open a menu that among other things will
allow you to quickly get to Employees, Settings and Log out
Enters full screen mode
Allows you to copy shifts from one week to another
Allows you to print the schedule
a. NOTE: when you print the schedule will actually “Download as a
PDF” first and then you would print from there
Allows you to export the schedule as a CSV or XLS file
Shows you most recent activity
Opens a menu including the “Shift Templates”
Allows you to sort the schedule (Employees, Start Time or Position)

0.This will open or close Filters — it is recommended that you always have

the Filters open

.If thisis on the Stats will be visible (including total scheduled hours) — it
is recommended that you always have stats on while scheduling so you
can see Scheduled Hours
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Filtering the Schedule - this will allow you to filter by:
e Positions scheduled (i.e. Technician, Reception, etc.)

o NOTE: This will be very important when you are confirming you
are within your para hours as it will allow you to uncheck the
doctors, so their hours don’t add into the total scheduled
hours

e Employees scheduled

Week = (=] Filters -_LE
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earch... search...
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—— [P Prractice Manager - Dr. Jon Doctor <
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. Technician Gena Davis Q
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AVAILABLE Sk... ... Relief Doctor /

Creating Shift Templates
Building a schedule can be a tedious task. Instead of creating the same shifts,
again and again, create and use shift templates.

To create your shift templates, click the Options menu at the top right
corner of your schedule, then click View shift templates.

Edit time blocks and day#arts

View shift template
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This will open a panel on the right side of the schedule page. From there, you
will be able to create new templates or see any templates that you have
already created.

Trial expired

SHIFT TEMPLATES

Filters =F Create shift template

0

ABSENCES

No shift templates

Use shift templates to quickly add
preset shifts to your schedule.

The Shift Template window will open. Enter all the details
1. Name
2. Time-including Break/Lunch
o ALL Para shifts, including Practice Manager, MUST include a
break time
3. Position
When complete click Save to save the template

New shift template &

o NAME Early Reception
9 TIME @ v 7:00 AM E 5:00 PM B0min

LOCATION WellHaven Pet Health X
O oo B

NOTES @ Add a note
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Scheduling a Shift

Click on the day and person you want to schedule

Week 02 - 08 Feb Today
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The New shift window will open.

If you have a one-off time, you are scheduling you can complete the start
and end time.

Itis recommended that you click on Template to use your templates.

***Remember: the templates were created to make the scheduling process
easier!

New shift

CUsSTOM TIME OFF

DATE @ 03 February

n
O]
[l

TIME 8:30 AM 6:30 PM 60min

REPEAT Never

® O®

Location ()

POSITION

Add position

EMPLOYEE

Dr. Jon Doctor X

Add employee(s)

NOTES Add a note

PUBLISH

@M OO0

Cancel Save
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When you select Templates, you will be shown matching templates/shifts
for that employee based on the positions you selected when you created
them as an employee, which makes it easier to schedule. Select the shift
you want to schedule.

Shift from template X

CUSTOM TEMPLATES TIME OFF

Matching Dr. Jon's locations & pesitions

S

Other

s _
fremiE——

Surgery Tech/Asstant

Cancel Save

The shift will open. You can add notes, if necessary, then click Save.

New shift 20 =
CUSTOM TEMPLATES TIME OFF
DATE .l 03 February v
TIME @ v 8:00 AM 6:00 PM None

REPEAT @ Never

LOCATION WellHaven Pet Health X
POSITION @ Rooms Doctor X
EMPLOYEE @ Dr. Jon Doctor X

Add employee(s)

NOTES @ Add a note

PUBLISH @
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If you want to assign the same shift to the same employee multiple days the
same week you can use the “Repeat - This Week” option and then select the
days you want the shift scheduled then click Save

Edit shift 2o

Shift is not published

DATE 03 February

TIME @ 7:45 AM 6:15 PM 60min

REPEAT @ Never -

This week

REPEAT @ This week
REPEAT ON @

~—

Sun Mon Tue Wed Thu Fri Sat |

Cancel Save

For Relief Coverage: Do Not schedule the Relief Doctor “employee” until you
have a relief doctor booked. When scheduling a Relief Doctor make sure
you put his/her name in the NOTES area before you save the Shift.

u
&
i

New shift

CusTOM TEMPLATES TIME OFF

DATE 05 February

TIME @ . 8:00 AM 6:00 PM None

REPEAT @ Never

LOCATION WellHaven Pet Health X
e @
EMPLOYEE @ Relief Doctor X

Add employee(s)

NOTES @ l Dr. Jessie James

PUBLISH

Cancel Save
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9 Locations

Q.

40h
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36h

SCHEDULED HOURS

EMPLOYEES

Week

9 Locations

SCHEDULED SHIFTS

Dr. Jon Doctor

@wmwh

Dr. Steph Doctor

@rﬁ]hldﬂh

Relief Doctor

@ 10h / 10h

Jason Jackson

QMthh

Sally Smith

ewmwh

PR

Before you Publish the schedule make sure you verify the “Para Hours”

. The

schedule defaults on showing all employees. Click on the “positions” filter
to uncheck any of the “doctor positions” from the list so you can verify the
scheduled Para hours. You are also able to see the hours forecasted by
employee and by day of the week.

é_ 5 positions ; -3

5 POSITIONS
search...

B Practice Manager

|
. Reception
. Technician

[l veterinary assistant

D Doctor(s)

) H4—
Filters =gk

11 employees
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730 AM - 1230 PM = 5h
Technician = |

30 AM - 12:30 PM = 5h

Stats hilll Publish
Il Add-ons
0 48 366h 30min
ABSENCES SHIFTS SCHEDULED HOURS
SUN 8

30 AM - 12:30 PM = 5h

eterinary Assistant »
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7:45 AM - 6:00 PM - 9h 15min
Technician =

76h 45min
8 people

oh
0 people

Once all the shifts are scheduled and you are under your “target para hours”
you can publish the shifts so employees can see their schedule.

02 -08 Feb

= Positions & Employees

SUN 2

Today

MON 3

IE[H]AM 6:00 PM - 10h
1 RDDmS Doctor » WellHaven Pet Health

|700AM 5:00 PM = 10h
! Surgem Doctor » WellHaven Pet Health HH

~ars HE Stats hilll

Il Add-ons

276h 30min
SCHEDULED HOURS
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SHIFTS
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6:00 PM = 10h [
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5115 PM = Sh 30min
-nnician/Assistant - WellHave.. '
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Another window will open. Click Publish again.

Publish shifts

February 02, 2025 - February 08, 2025

SHIFTS 30
HOURS @ 276h 30min

Once all the shifts are published, they will now be fully colored instead of
outlined in color. Allemployees will receive an email with all of their shifts
that were assigned to them during the time that you just published.

SUN2 MON 3 TUE4 WED5 THU 6 FRI7 SAT8
Dr. Steph Doctor 7:00 AM-5:00 PM - 100 800 AM-6:00 PM = 100 500 AM-6:00PM - 10 8:00 AM - 6:00 PM - 100

@ 400 /40h Surgery Dostor+ Wellaven Pe Health | Rooms Doctor - Wellaven Pec Health Rooms Doctor - Wellaven Pecealth | Rooms Doctar - Wellaven Pet Health
Relief Doctor 00 AM - 6:00 PM = 100 B

@ 10n/10h Rooms Doctor - WellHaven Pet Health
Jason Jackson 9:30 AM-6:30 PM - 8 : in 30 AM-6:30 PM = 9h. :30 AM-6:30 PM - 8

Q 44n/ 44h Reception - WellHaven Pet Health Room: istant - WellHave... | Fioat - WellHaven Pet Health Reception « WellHaven Pet Health

Sally Smith 630 AM_3:30PM -8 30 AM_3:30 PM - 8 630AM_3:30 PM - 8 2 [ 630 am-330Pm-an
@wn/wn

Reception - WelHaven Pet Health eption - n Reception « WellHaven Pet Health Reception « WellHaven Pet Health

Steve Jones
9 38h 30min / 38h 30min

Suzie Swenson 645, M- 1on : n

(ss e SugeryTechnian/Assistant - Welaven... | Foat - Wellaven pec Heal R Fico: - welliaven pecHeatin
Tami Rushing £30 AM-6:30PM -0n

@ 2/ Float - WellHaven et Health

v
s SLING — SCHEDULE OVERVIEW & CREATING SHIFTS 9
LAST UPDATED: FEBRUARY 2026




	Creating Shift Templates
	Scheduling a Shift

