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Humanity User Guide 
Activating Your Account 

1. Activation email 

To access Humanity for the first time, you will need to activate your account.   

You will receive an activation email from “Humanity” (Humanity’s parent company).   

Click on the link to activate your account: 

 

2. Create your password 

You will be taken to a website to create your password.  Your login going forward will be your email 

address and the password you create.  Continue through the prompts until you reach the “Dashboard” 

on Humanity.com.   

 

 



3. Confirm your email address 

Once at your Dashboard, you will see a prompt to confirm your email address.  Click on the “Send a 

confirmation email now” link. 

 

Return to your email inbox.  Once the confirmation email arrives, click on the hyperlink within the email 

to complete confirmation.   

 

4. Update your personal information 

Once you return to the Dashboard, click on the silhouette icon on the bottom left corner of the page.  

Then click “Profile”.  This will take you to your profile page.   

 

     

  



You can update your profile picture and enter your missing personal information from this page.  Please 

update all applicable empty fields.  Click “Save” or “Update” at the top or bottom of the page when 

complete. 

 

You have now completed creating your account and can begin using Humanity! 

  



Clocking In and Out 
To clock in and out for your shifts, you will open a web browser and go to www.Humanity.com.  You will 

click “Log In” in the top right corner.  Enter your email address and password you created.   

(Note: To bookmark our Humanity site for convenience, save the following link - 

https://bushveterinaryneurologyservice.Humanity.com/app/)  

Once logged in you will click “Clock In” (or “Clock Out”).  

 

You can also add a note to your time card entry for your manager (i.e. “Internet down and couldn’t clock 

in – arrived at 12:00p), 

Sign out when finished by clicking on your profile picture in the bottom left corner and then click “Sign 

Out.” 

  

http://www.shiftplanning.com/
https://bushveterinaryneurologyservice.shiftplanning.com/app


Viewing Your Schedule 
When you log in to Humanity, you can view your “Upcoming Shifts” on your Dashboard.  You can view 

your entire schedule and the schedule of your location by clicking on the “Humanity” tab on the left, 

under the Dashboard icon. 

 

There are several views you can select to view your schedule (i.e. sorted by Employee, by Position Type, 

by Visual View, and by List View), by clicking on the icons in the top right corner. 

You can view the schedule by Day, Week, 2 Week, and 4 Week increments.  You can scroll to view past 

and upcoming schedules by clicking the arrows next to the “Today” button.  Clicking the “Today” button 

will return you to the current schedule. 

 

The default view when you click on the Humanity tab shows you your schedule.  To view the schedule of 

your location or additional locations, click on the > symbol next to the Humanity tab or click “Advanced 

Filters” to expand the menu filters.   

 



The will menu will expand and provide you with several filter options.   

    My Schedule – View your schedule only 

 

    Schedule Overview – View schedule for your home location 

 

 

 

 

 

 

 

 

 

 

 

 

    Click on the name of a location (Leesburg, VA) to view entire schedule 

for that location 

Or click on a specific position (Closing Technician) across one or multiple 

locations to view availability  



Requesting Leave 
Important Note – Accrual Balances 

Humanity tracks your PTO accrual balances in increments of twenty-four (24) hour days.  Your PTO 

balance will look similar to this: 

Employee A (3 days, 8 hours) 

To calculate your remaining balance, you will calculate: 

3 days x 24 hours = 72 hours 

72 hours + 8 hours = 80 total hours of PTO remaining 

In the above example, if Employee A requests and is approved for 10 hours of PTO, the remaining 

balance will then become 2 days, 22 hours (70 total hours of PTO remaining). 

Your balance will reflect future requests that have already been approved, to prevent overages. 

If you prefer to see your PTO balance in hours only, this option is still available to you by viewing the 

“Current Period Leave Accruals” section of your online paystub on dominionpayroll.net.   

 

Please note, the accrual balance displayed in Humanity is for your PTO balance only, not Paid Sick Leave.  

This balance will be available on your paystub as shown above.  Per the company leave policy, full-time 

employees are entitled to four paid sick days per year for your own illness, with a doctor’s note.   

Humanity will not limit the number of sick days that can be requested during the year.  You will be 

responsible for making sure you do not submit for more than four days in a calendar year.  The 

administrative team will audit these records throughout the year. If you submit for sick time in excess of 

the allotted four days per year, that time will be deducted from your PTO bank.   

Requesting PTO 

**IMPORTANT NOTE – all time off requests must be submitted using the “Part of the day” option.  If 

you submit an “All Day” request, Humanity will try and deduct 24 hours for each day requested.  Any 

“All Day” requests received will be rejected and asked to be submitted as a “Part of the day” request. 

You will submit your time off requests and specify the exact number of hours you wish to take each 

day (i.e. 8a-6p, 8a-12p, etc.). 

  



To request Paid Time Off, click on the Leave tab on the left and then click “Request Leave” in the top 

right corner. 

              

Under “Leave Type”, click the drop down menu and select “PTO”.  Select “Part of the day”, select the 

date and enter the exact timeframe (number of hours) you wish to request PTO, in 15 minute 

increments.  If you are requesting multiple days off in a row, you will need to submit a request for each 

day. 

Example: 

Employee A works four days per week, 10 hours per day 

Employee A wants to take a full week off of work (Monday through Sunday) 

Employee A will submit four separate PTO requests for 10 hours each (8a-6p) and three separate Unpaid 

Time Off requests for the remaining three days 

This will show Employee A as requesting the full week off and wanting to use 40 hours of PTO. 

Paid Sick Time 

To request Paid Sick Time, you will follow the same steps as “Requesting PTO”, however you will select 

the Paid Sick Time option under leave type. 

Holiday Time 

Paid holidays will continue to be added to your paycheck by the administrative team once the pay 

period of the holiday week closes.  No action is needed by the employee to receive paid holiday time.   

Unpaid Time Off 

You can request “Unpaid Time Off” as a leave option, to indicate to your manager that you wish to have 

time off, but do not wish to use PTO.  This option should be used minimally to indicate a day or days off 

you wish to have around your regular work schedule.  This code should not be used as a regular 

substitute for PTO or for when you no longer have PTO available. 

 

 

  



Trading Shifts 
To request to trade a shift with a coworker, you can click on the paper icon next to the shift you wish to 

trade on your Dashboard or access the shift in the schedule.  

 

A pop up window will appear.  Click “Request Trade”. 

 

To ask an employee to trade a shift with you, click on “Trade Shift”.  To offer your shift to another 

employee, without taking on a shift in return, click “Release Shift”.   

 

Select the team member and the shift you are willing to pick up in exchange.  You can add a comment 

and then click “Send”.   

 

This will send a trade request notification email to your coworker.  They can then accept or reject the 

request.  Your manager will then give final approval for all schedule changes to take place. 


