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Self-Service in Vinnustund 
To begin
· Go to Landspitali website in Internet Explorer (www.landspitali.is or www.lsh.is)

· Click on Orri / Vinnustund on the right side on the frontpage, under "Verkfærin mín" if you are inside the hospital
· Click on Starfsmenn on top of the frontpage if you are outside the hospital and choose ORRI / Vinnustund.
· Choose between Íslenska or English as a language

· Insert your user-name (notandanafn - lsh-xxxxx) and then your password (aðgangsorð)
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Inside the system
· Choose LSH Sjálfsafgreiðsla starfsmanna  (Self-service for employees)
· Choose VinnuStund (the name of the system means WorkHour)
Choices
· Employee – information about settings in the system for each employee and timebank.
· Time – shows time of shifts and clock-ins and -outs, total time and overtime, absence etc. for chosen timeperiod.
· Schedule – look at schedules for you or your department, put in request for shifts or days of leave if the schedule is open for wishes (óskir).
· Leave – Status of earned vacation time, how much vacation time taken and request of vacation time.
· News – about the system, downtime etc.

· Absence – how many hours of absence and why for chosen timeperiod
· Extra shifts – request extra shifts
Time
You are requested to overlook your time in Time before it is sent to salaries at least two times each month. Before the 2nd of each month and before the 17th of each month. If you don´t understand something or some info should be corrected, contact your manager or Head Nurse.
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Add clock-ins or clock-outs if forgotten 

· Click on the Clock-in time on the right date > put in the right arrival or departure time  > Save (vista). 
· If you have forgotten to clock-out and you clock out and in the next time you come to work, you have to change both the date and the clock-out time. 

· If both the Clock-in and Clock-out time is missing > click on [image: image1.jpg]


 behind the shift time > choose the date, write the time and choose appropiate choice for absence or “Unnið, stimlun vantar” (Worked, clock-in missing) > Save (Vista).
· Clock-in or out time does not show until both in and out clock time is documented. 
· If you can´t change your clock-in time, then your manager probably have already sent your information to salaries. Then you have to talk to your manager. 

· You can never erase a clock-in but the corrected clock-in is shown in special column.  
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Choose between Íslenska and English
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Absence
· Absence for a part of a day: click on [image: image2.jpg]


 behind the right date and shift > then another window opens and there you can put in the right time and choose type of absence from the list. > Save (vista).

· If more than one hour is missing from your shift time, you have to change the time and choose an explanation is requested.
· Example:

· If you go home early with the manager permission, choose “Leyfi heimilað af yfirmanni til skamms tíma” (Leave accepted by the manager for short period of time).
· If you go home early from the morning shift because you have a nightshift the same day, fill in the time and choose “Hvíld fyrir eða aftir vakt til að lágmarkshvíld náist” (Rest before or after shift to get minimal rest).
· Absence for one day: click on [image: image3.jpg]


  behind the shift > choose absence or reason from the list > Save.
· Absence for more than one day: click on [image: image4.jpg]


 over the timetable, in the right upper corner > choose dates from and to > choose right reason for absence from the list > Save.
Notes (A)
· If you would like to send your manager a note or explanation for overtime on other wards, you have changed shift with another co-worker or absence or something other> click on [image: image5.jpg]


> Click on [image: image6.jpg]


 Message (skrá athugasemd) > write the message > Save.
· Blue           No message
· Green   You have written a message
· Red   The manager have not read the message.
Request for a leave
· Employees can request a leave in the system
· Choose Leave> Leave wishes > Write > Choose what kind of leave > date and time from and to > Write explanation or message > Save.
· Then the manager sees the request and will either accept or refuse it, depending on the situation in the ward.

Request shifts or non-working days in Schedule

· Employees can request shifts or days off in the system > Schedule > New request. 

· Choose a Schedule that has the status “Óskir” (Self-schedule) and appropriate dates. If you write no name you get the schedule for all employees.
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· You see shifts that others have make wishes for (vaktaóskir).

· Choose New request.
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· Choose Shift (Vakt) or Day-off (Frí).
· Day-off is preferably used for special days such as birthdays.
· Tegund vinnu = Regular shift or others.

· Choose day and time

· Save (=Vista or Nýskrá)

· Close Window (Loka glugga).
· To set a wish for another shift or day off, open New request again and repeat.
Request for that overtime is changed to vacation time
· If you wish to change overtime to vacation time you can send a request about that. 
· Leave> Leave status > click on ,,Move overtime to leave”  > click again on , ,,Move overtime to leave”> write how many hours of overtime you want to change to vacation time.
· You have to do this between the 1st – 15th or 16th to 30/31st of the mont because it is not saved between periods.
Change minimal rest times to salaries
An employee can request to have 1/3 of hours that he missed rest between shifts (8 or 11 hours) to salaries:

Leave > Leave status > click on  “Turn resttime to salaries”  (“breyta leyfi í laun”) > click on the pencil behind the times when you did not get your rest and you would like to change to salaries. You have to do this for eact time that you did not get rest. If your manager approves, you get the time in salaries the next payday. 
Printing
· Time> Choose time from and to > Go to File > Print > Click on Preferences > Basics > Landscape > OK > Pring. 

What an employee cannot do
· Employee cannot make or changed shifts or choose all kinds of absence. Contact the ward clerk or manager for more information. 
Help
· The handbook for the system is in the upper right corner.

Translations list
Reason for absence or overtime

	Icelandic
	English

	Frítökuréttur, úttekt 
	Acquired Rest time taken. 

	Fræðsla, námskeið að ósk starfsmanns, erlendis 
	Course taken at the request of the employee, in another country.

	Fræðsla, námskeið að ósk starfsmanns, innanhúss 
	Course taken at the request of the employee, at Landspitali (in-house)

	Fræðsla, námskeið að ósk starfsmanns, utan húss 
	Course taken at the request of the employee, in Iceland but not at Landspítali (out-house).

	Fræðsla, starfsþjálfun að beiðni stofnunar, erlendis 
	Course or training at the request of Landspitali, in another country.

	Fræðsla, starfsþjálfun að beiðni stofnunar, innanhúss 
	Course or training at the request of Landspitali, at Landspitali (in-house)

	Fræðsla, starfsþjálfun að beiðni stofnunar, innanhúss 
	Course or training at the request of Landspitali, in Iceland but not at Landspítali (out-house).

	Fundir/námskeið trúnaðarmanna á vegum stéttarfélags 
	Meetings/course ... planned by a union.

	Hvíld fyrir eða eftir vakt svo lágmarkshvíld náist 
	Rest before or after shift so minimal rest time is taken.

	Kauplaust leyfi, tekur ekki með sér ávinnslu orlofs 
	Leave without pay, no vacation time aquired. 

	Leyfi heimilað af yfirmanni til skamms tíma s.s. vegna læknisferða eða jarðarfarar 
	 Time-off, permitted by manager, for a short time because for example doctors appointment or death of close relatives.

	Námsleyfi erlendis samþykkt af sviðsstjóra
	Educational leave in another country, permitted by Chief of Division.

	Námsleyfi innanlands, samþykkt af sviðsstjóra, formlegt nám og faglegar ráðstefnur
	Educational leave in Iceland, permitted by Chief of Divison for formal course or school or conferences.

	Orlof, úttekt
	Vacation taken

	Úttekt á söfnuðu fríi í stað greiðslu yfirvinnu, hámark 40 stundir á ári.
	Days off instead of getting paid for over-time, maximum 40 hours per year.

	Veikindi
	Sickness

	Veikindi barns
	Sick child of employee


Special explanations (Merking stofnunar)
	Bundin vakt hjúkrunarfræðinga á skurð-og svæfingadeildum
	In-house back-shift of nurses in OR and Anaesthesia

	Unnið heima
	Working at home

	Unnið, stimplun splittað, ein stimplun vegna samliggjandi vakta.
	Working, clock-in split because of adjoining shifts

	Unnið, stimplun vantar
	Working, clock-in missing

	Verkefnavinna fyrir deild (skipulagseiningu)
	Projecet work for ward or department

	Verkefnavinna fyrir framkvæmdastjórn / yfirstjórn
	Projecet work for Chief Executives

	Verkefnavinna fyrir sviðsstjórn
	Project work for Chief of Divison

	Verkefnavinna innan gæðamála
	Projecet work for Quality projects

	Verkefnavinna, óskilgreint skammtímaverkefni
	Project work, undefined short project

	Verkefnavinna vegna kennslu við HA
	Project work, teaching at University of Akureyri

	Verkefnavinna vegna kennslu við HÍ
	Project work, teaching at University of Iceland

	Verkefnavinna vegna kennslu við Tækniháskóla Íslands
	Project work, teaching at University of Reykjavik, Technical Division

	Verkefnavinna vegna rannsókna á LSH
	Project work, research in Landspitali

	Verkefnavinna vegna stéttarfélags
	Project work, for the unions

	Vinna vegns sjúkraflugs
	Work because of Air-transportation of a patient

	Yfirvinna vegna afleysinga/leyfa
	Over-time due to of temp / leaves

	Yfirvinna vegna deildafunda
	Over-time due to of departmental meetings

	Yfirvinna vegna nema
	Over-time, due to students

	Yfirvinna vegna tímabundins álags
	Over-time, due to temporary strain

	Yfirvinna vegna undirmönnunar
	Over-time, due to under-staffing

	Yfirvinna vegna veikinda
	Over-time, due to sickness
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Add time if needed





A- write a note to your manager








Document  long vacation time 





Add clock-ins or outs if forgotten














Seek assistance with the system Vinnustund at the Help-desk in phone number 1550

