ComVida Information
Web site is https://ssl.adaptiveems.com/cvcems4/ access from any computer. We have set up a link through our Web site www.mvacl.ca on the staff page.
Company ID is MVACL
User Name is your first initial and full last name all in small letters, if there are duplicates use first two initials and last name. i.e.= jdoe  or jhdoe
Password is madawask
You are greeted with a Message Board; we will be using this page to relay important information. 
“Personal Information” will be highlighted and is the only page you have access to. Click on “Personal Information”, then select “Monthly” from the left had side.  
Please go to your monthly page and change your password.  Click on “Tools”, select   ‘Change Password”. 
The pages at the left hand side of the screen are Address, Skills, Monthly, Annual.  You are responsible for keeping your address, phone numbers and email information updated, this is the only page you can make changes to.   Click on the appropriate “Edit” button.
My Address

My Month
You are able to print off your monthly calendar.
 (
Remember this is a 24 hour clock
)You are not able to change a scheduled shift. Follow the same procedure as usual; handing in requests for time off or swap and drop requests for management approval. You can then check your schedule to see if these have been approved. 
 (
It will show the location shift code, the start and end times and the total hours. Stats are highlighted in blue.
) (
Example ACTD14 = A+ 9:30-5:30 8 hrs
)   

By clicking on the day of a shift, the Shift times will be shown on the line below. 
Shift Legend
	ACT= A+
	ING= Inglis
	KIL = Killaloe
	SAN = Sandhill

	LIB = Liberty House
	MUR = Murray Dr
	PIN = Pinecrest
	QUE = Queen

	SM = Candy Store
	LL = Lite Lunch 
	
	

	D = Day shifts 
	A = Afternoon Shifts
	N = Evening Shifts


Example: INGD07 = Inglis Day shift (the 07 is for a payroll code)

The Advance Available shifts and the Offer to Cover procedure do not change. However you can check your schedule faster to see if you have received any of the requested shifts. 
We have marked everyone as Available;  Your name will show up as Available for that day until you make the change in ComVida.
Your options are either Off, NA or Available.  
How To Steps:  go to the day you are changing, on the top of the screen click Tools, “Shift Handle”, select  the shift code under new shift and click “OK”.
 (
Confirm the date is correct
)My Year
 (
Click “OK
) (
The blue box highlights the day selected. 
) (
Choose one 
) (
You can change your available shifts on this page as well (see above for instructions).
)
Legend for the Annual Calendar
	.	scheduled shift
	@	swap	
	_	Available

	3	16:03		
	A	Additional 
	d	drop

	E	Emergency Leave
	F	Float
	L	Leave

	NA	Not Available
	S	sick
	s	suspended

	V	Vacation
	W	WSIB	
	X	off


						


July 30/10
image1.png
Madawaska Valley Association for Community Living

FE—

Personal Information -CVC

Tuly 010
bddess * Focheduing
MVACL S5 - Tools | | Reports | Help | Exit
Monthly App: J# i
Annual

Current Address:

City: Barry's Bay Country Canada
Province: ON Postal Code: K01 1BO

Phone Numbers: Email Addresses:

— | Phonex. Type: Primary EmailL

Type: Primary
613 756-3817

info@mvacl.ca

Phone2: Type: Alternate Email2: Type: Alternate

Phone3: Type: Alternate

Edit Phane Numbers Edit Email Addresses





image2.png
Madawaska Valley Association for Community Living

Scheduling

Personal Information -CYC-

QUEDD4

MVACL S5 Tools | Reports | Help | Exit
TGAs TGAs NGADS QUEDD? NGA0s
QUEALD QUEALD QUEALD QUEAD7
IiGeas
4 E 6 z 8 9 10
INGate QUEDDS QUEDDS QUEDDS Avail QUEDD4 ACTADL
INGALE INGALE NGA1S QUEDD4 ACTD13 INGALE
QUEADE QUEADE QUEADE NGA1S INGALE
QUEADE QUEADE
1 12 i3 14 is 16 17
iNGeas QUEDD? QUEDD? QUEDD? Avail Avail ACTAD3
IGeas IGeas NGADS QUEDD? QUEDD? INGA03
QUEALD QUEALD QUEALD QUEAD7 ACTD14
IiGeas QUEAD7
IhGeas
18 19 20 21 22 23 24
iNGate QUEDDS QUEDDS QUEDDS QUEDD4 QUEDD4 AcTADL
INGALE INGALE INGALE INGa1e ACTD13 INGALE
QUEADE QUEADE QUEADE QUEADS INGALE
N Avall QUEADS
[Operaoriiotes | 22 2 z 2 2 2
e QUEDD? QUEDD? QUEDD? QUEDD? ACTAD3 b
A IGeas QUEALD QUEALD QUEAD7 INGA03
QUEALD NGADS NGADS IGAas
LIBDas LIBAL4 avall

m Activ

p Tnglis

Casual
Casual
Casual

/
/
/

ACTD14
QUEADT  np

Add

09:30 17:30 8.00 =

14:00 2230 850
15:00 22330 7.50 -
Edit Delete





image3.emf

