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Logging On 
► To log on to WFM RIA: 

1. Open Web browser. 
2. Enter the web address provided by your System Administrator. 
3. Enter your user name in the User Name field. This field is case sensitive. This would be your DOE network 

ID/email address 
4. Enter your password in the Password field. This field is case sensitive. This would be your current DOE 

network password 
5. Click Sign In. 



 

  
 

  
  

 

 

Logging Off 
To log off from CyberShift: 
1. Open the Self window. 
2. Click the down arrow next to the user name and click Sign Out. 



 

 

 
  
  
  
  

 
 

 

 

 

CyberShift Dashboard 
The CyberShift dashboard allows users to quickly view and access a vast array of information related to several 
functional areas including: 
1. Web Clock 

2. Time & Attendance 
3. View accruals 

4. My Reminders 
By clicking on the arrow on the upper right of each widget will open the titled link. Dashboards designs are 
based on user need and may be different based on the type of supervisor i.e. Standard user, Supervisor, Payroll 
Secretary. 



 

 
  

 
     

 

 

Navigation Bar 
A navigation bar is available at the top of the window that enables users to quickly navigate between the 
functional areas. A simple click on a Blue school house will bring you back to the Home dashboard from 
anywhere in the application. The blue person on the far left, will open the full menu. For example, once the Self 
Icon is selected, you can then select Time & Attendance to open your timesheet. 



 

 

   

 
 

 

 

Shortcut Links 
On the functional area pages, shortcut links are available right beneath the Navigation Bar. These links allow 
users to quickly access specific functionalities within the CyberShift WFM system. A simple click on a shortcut 
link will launch the related page in the main workspace. For example, if Daily Schedule is selected from the 
Scheduling main page, the Scheduling page will be replaced with the Daily Schedule page. 

Once a user has completed a task on the displayed form, another shortcut link or functional area within the 
navigation bar can be selected -allowing the user to perform a task in another functional area, or from the 
Home page. 



 

 
  

  
   
  
   

 

Making an Absence Request 
► To request an absence through the Absence Calendar: 

1. Log into CyberShift. 
2. Select Absence from the Self Menu bar. 
3. Click Absence Calendar. 
4. Place the cursor over the target absence request date. Click the (+) plus icon to start the absence request. 



 

 

  
  

 

    
    

  
 

   
 

  
   

 
   

 
Select Request in the Absence Type. 
By default "Me" is selected in the Employee field. 

Once off Absence (Single day absence) 
1. Enter the first character of the required code in the Code field -it will auto-populate based on the entry. 

Make a selection from the entries. Click the Wand icon to launch a question wizard to assist with 
selecting the correct code for the absence request. This wizard displays a series of related questions. 
The code is automatically selected based on the user’s response, 

2. The Code Description field is populated based on the selection made in the Code field. 
3. Below the code description, any associated follow-up questions and the employee responses are 

displayed to help the approver. 
4. Select Duration if the requested absence is less than a complete shift. Enter the duration in HH:MM 

format. 
5. Select Full Day if requesting a Full Day Absence. 



 

 
   

  
 

      

 

  

  

 

 
  

 
   

   
    

  
   
   
    

 

 

6. The Accrual Details field will populate with the details for the selected Absence Code. 
7. Select Once Off if the frequency of the absence being scheduled is for just one day.

CLICK SAVE TO SUBMIT THE REQUEST 

Date Range Absence (Two or more consecutive days) 
1. Select Date Range if the frequency of the absence being requested is more than one day. 

2. The Start field is read only and will auto-populate with the start date. 

3. Enter the end date in End On field. 

CLICK SAVE TO SUBMIT THE REQUEST 

Daily Absence (Reoccurring absence based on number of days) 

Select Daily if the frequency of the absence is requested on daily increments. 

1. Select Every to confirm that the request is continuous and occurs at the defined interval. For example, 
if the requested absence should occur every 3 days, select Every and enter "3" in the days field. 

2. Select Every Weekday if the absence is continuous and should occur every day defined as a 

3. weekday. 
4. The Start field is read only and will auto-populate. 
5. Enter the number of occurrences in the End After field after which the absence schedule should end. 
6. Enter the end date in the End On field on which the absence should end. 

CLICK SAVE TO SUBMIT THE REQUEST 



 

 
 

    

 

   
  
   
    
   

 
 

 
 

 
  

 
  

 
 

  
  

 
   

   
   
  

Weekly Absence (Reoccurring absence requested for the same day/s in a date range) 

Select Weekly if the frequency of the absence being requested is on a weekly basis. 

1. Enter the number of weeks for which the requested absence should recur in the Recur every field. 
2. Select the days of the week on which the scheduled absence should occur. 
3. The Start field is read only and will auto-populate the start date. 
4. Enter the number of occurrences in the End After field after which the absence schedule should end. 
5. Enter the end date in the End On field on which the absence should end. 

CLICK SAVE TO SUBMIT THE REQUEST 

Monthly Absence (Reoccurring absence requested for the same day each month in a 
date range) 

Select Monthly if the frequency of the absence being scheduled is on a monthly basis. 

1. Select Day/of every to indicate that the requested absence is recurring and will be scheduled on the 
defined day of the month and recur for the defined monthly interval. For example, if the requested 
absence should occur on the 15th of the month, every 3 months, select the Day radio button and enter 
"15" in the day field and then enter "3" in the month(s) field. 

2. Select The /of every to indicate that the requested absence is recurring and will be scheduled on the 
defined day of the month and recur for the defined monthly interval. For example, if the requested 
absence should occur the third day of every 2ndmonth, select The /of every and select third from the 
first option list, select day from the second option list, and enter "2" in the months field. 

3. The Start field is read only and will auto-populate with the start date. 
4. Select No end date if there is no end date for the absence being requested. 
5. Select End After to indicate that the absence scheduled should be as per the interval and end after the 



 

   
  

     
 

 

 
 

 
    

 
 

    
   

    

      
    

  
 

  

    

    

   

 

defined number of occurrences. Enter the number of occurrences in the End After field after which the 

absence schedule should end. 
6. Select End On to indicate the date on which the absence should end. Enter the end date in End On field 

on which the absence should end. 

CLICK SAVE TO SUBMIT THE REQUEST 

Yearly Absence (Reoccurring absence requested for the same date on an annual basis) 

Select Yearly if the frequency of the absence being requested is on a yearly basis. 

1. Select Recur every to indicate that the requested absence will recur on a yearly basis. Define the 
recurrence by entering a value in the year(s) field. 

2. Select On to indicate that the requested absence will recur on the specified month and day, every year. 

3. Select On the to indicate that the requested absence will recur on the defined day, of the defined 
month, at the defined yearly interval. For example, if the requested absence should occur the third day 
of January each year, select On the and select third from the first option list, select day from the 
second option list, and select January from the third option list. 

4. The Start field is read only and will auto-populate with the start date. 

5. Select No end date if there is no end date for the absence being scheduled. 

6. Enter the number of occurrences in End After field after which the absence schedule should end. 

7. Enter the end date in the End On field on which the absence should end. 



 

  
 

   

 

 

  

 

 

 

Attaching a document to your absence request 

1. To attach a file, click Browse to locate the file to attach. Select the required file and click Open. 

2. Click Upload to attach the file. 

3. Enter any additional information in the Comment field and click Save. 

4. The request is submitted. 

Click Cancel to discard the request. 



 

  

 
 

  
 

 
  

  
 

  
  

 

 
 

 

Payroll Summary 

The Payroll Summary feature allows you to quickly review, edit and approve time records for single or multiple 
employees. 

► To view Payroll Summary: 

Log into CyberShift. 
Select Time & Attendance from the Navigation bar. 
Click Payroll Summary. 
By default, payroll summary displays the time records for the entire week associated with the date selected for 
the employee. Records can be filtered based on the options provided in the first row of the Payroll Summary 
screen and by using the Additional Filter. Employees can view their Clock Data and Summary Totals by 
clicking the options on screen. 

The following filters are available: 



 

 
 

 
  

  
  

 

 
  

 
  

 
 

   
  
  

 

 

  
 

Time Entry 
Entering time is similar to using a paper timesheet and requires that you know the actual of hours you 
worked. 
With CyberShift, you enter time according to your individual requirements. For example, you may be 

required to enter time daily, weekly or bi-Weekly. Regardless of how often you enter time, you always need 
to provide date information to the application. 

Time Sheet 
Time sheet provides a quick way for employees to view and record their work activity details for the 
selected week. The work activity can include details such as code, cost center, position, shift, work order 
and work items for the selected week. 

► To view the Timesheet: 
1 Log into CyberShift. 
2 Select Time & Attendance from the navigation bar. 
3 Click Enter Time in Time Pairs. 

To edit records in Timesheet, click the field and enter the first letter -the field auto-populates the results based 
on the entry. 

If the time records are not correct (for example, if you arrived late, left early or worked a different schedule), 
edit the appropriate fields with the correct times and click Save. 



 

  

 
 

 

  

  

 

 
  

 

 
 

 

Weekly Schedule 
The Weekly Schedule provides a schedule of work start and end times, by day, for a single employee or a team 
of employees for the selected week. 

► To view the Weekly Schedule: 

Log into CyberShift. 

Select Scheduling from the Self Menu. 

Click Weekly Schedule. 

The Weekly Schedule provides the following details: Employee: The schedule of the logged-in employee or 
team leader is displayed Week of: Displays the current date by default Show All: Displays all the Weekly 
Schedules of the employee. Hide All: Hides the Weekly Schedule. 

To select a different date, click the date field and select a date from the calendar. 



 

 
   

 
 

 

  

   

   

 

   

 

     

  

  
 

  

 

View Accruals 
An employee can check the number of hours remaining in their accrual account for various absence events. The 
current balance shown only reflects those absences that have actually been taken, and will not reflect scheduled 
absences that have not yet occurred. Knowing the amount of accrued hours an employee has available can help 
them make better decisions regarding absence requests. 

► To view employee accrual balances: 

1. Log into CyberShift. 

2. Select Absence. 

3. Click View Accruals. 

4. The report provides the following information for each accrual: 

Accrual Description: Displays the description associated with each listed accrual code 

Opening Hours Balance: The balance at the start of the accrual period (the last time the balance was 
affected) 

Current Hours Balance: The current available balance (minus any future dated approved requests) 

Accrual Date: The start date of the accrual period. 





Accessibility Report





		Filename: 

		RIA_Employee_Quick_Reference_Guide_v17.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 1



		Passed: 29



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

