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LEGAL NOTICES 

This material is protected by United States Copyright Law and International Treaties. Unauthorized 

use of this material is prohibited. No part of the publication may be copied, reproduced, distributed, 

translated, reverse-engineered, or transmitted in any form or by any media, or by any means, 

whether now known or unknown, without the express prior permission in writing from HealthStream, 

Inc. and its affiliates, corporate parent(s), and subsidiaries (collectively, "HealthStream"). Copying, 

under the law, includes translating into another language or format. The technical data contained 

herein is intended for ultimate destinations permitted by U.S. law. 

Diversion contrary to U. S. law prohibited. This publication represents the latest information 

available at the time of release. Due to continuous efforts to improve the product, technical 

changes may occur that are not reflected in this document. HealthStream reserves the right to 

make changes in specifications and other information contained in this publication at any time 

and without prior notice. Please contact HealthStream Customer Support for the latest 

information. 

HealthStream disclaims all warranties with respect to this document, expressed or implied, 

including but not limited to those of merchantability or fitness for a particular purpose. To the 

fullest extent allowed by law, in no event shall HealthStream be liable, whether in contract, tort, 

warranty, or under any statute or on any other basis for special, incidental, indirect, punitive, 

multiple or consequential damages in connection with or arising from this document, including but 

not limited to the use thereof, whether or not foreseeable and whether or not HealthStream is 

advised of the possibility of such damages. 

Products of HealthStream may be covered by one or more U.S. or foreign patents. 

HealthStream™ logo and names of HealthStream products or services are registered trademarks 

or trademarks owned by HealthStream in the United States and certain other countries.
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Staff Quick Reference Guide 
Welcome to ShiftWizard! You will receive an email from ShiftWizard with your Username and 
Password once staff are loaded into the system. You may then go to the website for your facility and 
log in to your account. If in the future you need assistance retrieving your Username or Password, you 
can request it on the login page by clicking Forgot your User name/Password. Please follow the below 
steps to setup your account. 

I. Log in to your ShiftWizard Account 

II. Enroll in Universal Login 

Upon logging into in ShiftWizard you will be prompted to set up the universal login. 

Step 1 – Request Pin 

Enter your email address and phone number. Press the “Request Pin” button. 

Please be advised that once you have completed the universal login process, the email address you 
use will become your new 
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Login/User ID – You must use your hospital/company email 

 

 

Step 2 – Enter Pin 

Enter the PIN code sent to the mobile device specified in the previous step. 

  

 

Step 3 – Password & Security 

Enter a password and confirm. 

Please note: this new password will be the same password used for both the website and the mobile 
app. Password requirements are as follows: Must be at least 7 characters in length, must contain one 
of each: lower case letter, upper case letter, special character from this list (@$!%*?&), number 0-9 
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Step 4 – Upload Image (optional) 

To upload an image browse to select the file to upload and click the “Finish” button. (This option may 
be disabled based on your organizations settings) 

If you choose not to upload an image, simply click the “Finish” button. 

III. Review your Profile Information 

Once logged-in, please update your contact information by clicking on the Circle with your initials then 
clicking View/Edit Account under your name detail heading. 

 

Then click on the Employee Details tab. Please review and update the following information. 
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Name: Enter your name as it appears on your paycheck, capitalizing the first letters only. 

Address: Enter your address. 

Cell Phone: Enter a number to receive texts. Text Messaging: Enable. 

Home Phone: Enter a phone number to receive calls. This can be the same number as your cell. 

E-mail: Enter an email you monitor. Badge ID: Enter your employee number. 

Birthdate: Use the pop-up calendar to choose your birthdate. Click on the year to change. 

Education Level: optional 

Notes: A field visible to you and your manager. 

After making updates to your Employee Details, scroll down and select the green Save button. 

IV. Navigation within ShiftWizard 

To navigate to different pages within ShiftWizard please use the purple menu bar at the top of your 
screen. Simply click on the tab to see the different options and select what you want to view. If you 
have access to more than one department, you can change your view by using the purple drop-down 
on the far right 

 

  

 

V. Notifications 

Different notifications will appear by clicking on the bell icon at the top right of your screen. Here you 
will see notifications for items expiring, messages and shift swap notifications. Click on any of these 
notifications to view. 
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VI. Viewing your Calendar 

To view your calendar, click on the Purple Tab My Calendar. Shifts will appear in different colors 
depending on whether there is an approved schedule for the month you are viewing. Shifts that you 
have been approved to work are noted as green boxes on the calendar. The box will include the name 
of the shift as well as the role, times, and department you are expected to work. Other color indicators 
for calendar shifts are described below: 

GREEN- approved shifts 

RED- Needs or understaffed shifts that are available to work (click on them to request) 

YELLOW- shifts that you have requested that are not approved yet 

BLUE- open shifts during self-scheduling (click on them to request) 

* If you do not see the shifts that you expect to see, please ask your manager. The schedule may be 
closed for balancing prior to approval. 

VII. Requesting Vacation Days 

Click on the Purple Tab My Calendar. Using the arrows in the top left, navigate to the correct month for 
your vacation request. 
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Click the Green Plus Sign on the correct day. 

 

In the pop-up box that appears, choose the PTO Request icon, fill in the needed information, and click 
Save. 

  

VIII. Completing Self-Scheduling 

Log into your ShiftWizard account, you will view a screen with blue shifts (open shifts) indicating the 
shift type, location, and hours of the shift. 

 

To select the shift you want, simply click on the shift you wish to work. 
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The pop up will appear indicating the position, shift date/time/hours. The screen will also display your 
co-workers who are working that day. 

Your selected shift will now turn yellow. 

 

Once the schedule has been approved, the selected shift will turn green. 

** To remove yourself from this shift, simply click the same shift again. A pop up will appear on the 
screen asking if you are sure you want to remove yourself from the shift. You will be removed from that 
shift, and the shift will turn blue again. ** 

IX. Requesting Needs Shifts 

Once the schedule is approved, the “needs” shifts will be identified in red. 

  

Choose the day, position, and shift you wish to sign up for and click on the shift. 

The shift details page will appear. Simply select request shift to work the indicated “needs” shift. 
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The shift will then turn yellow indicating the shift has been requested, but not yet approved. 

Once the manager has approved the shift, it will appear in green on your calendar. 

X. Requesting Schedule Changes via the Shift Swap tool 

Requesting shift swaps in ShiftWizard is easy! Log in to view your calendar and select the shift you wish 
to swap. The staff shift details page will appear. 

 

 

 

 

 

 

 

 

You have four options for requesting a shift swap. 

 

The first two options post your shift publicly. 

Shift Swap: Able to post the shift publicly so other staff members may propose a trade. 

Give Shift: Allows you to publicly give the shift without other staff members having to trade. 

** Please note, you are still responsible for the shift until another staff member has taken it and 
manager has given approval. ** 

The second two options allow you to select a specific staff member to shift swap with. 

Gift Shift To: Allows you to select a specific staff member to give the shift to. Make notes if needed 
regarding the context of this shift swap. 

Shift Swap With: Allows you to choose the staff member and select shift you wish to trade. 
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Once you have selected your option of choice, the shift swap icon will appear on your calendar. It will 
change color to signify the status of your swap. 

Once you have submitted your shift swap request, the other staff member will log in and a pop up will 
appear notifying the staff member that someone has request a shift swap. 

Click on the shift swap icon under the notifications bell in the top right corner to access the shift swap 
center. 

Once there, select the other posted shifts tab. Here you will see a list of shifts for you to select.  

 

Once you select approve, the swift swap icon will appear on your calendar and the request will be 
sent to the manager. Once manager has approved, the shift swap icon will turn green indicating the 
shift swap is live and updated. 

XI. Request Assistance from Support 

Many of the functions in ShiftWizard are clearly demonstrated in short informational videos. 

You can access these from the purple tab Help- Learning Center. 



 

 

 

D00023 Staff Quick Reference Guide 13 

If you need individual assistance, please submit a support ticket. Navigate to the purple tab Help – 
Request Support. It can also be accessed from the login page under Request Support. 

Complete all fields and click Submit Request. Your facility will also have a designated ShiftWizard 
System Administrator that will help answer questions and offer assistance. 
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