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Opening the Scheduling Manager

1. Opening the Scheduling Manager

• From the admin portal sidebar, click 
Scheduling to open the Scheduling 
Manager. 

• The menu button in the top-left 
offers Back, Refresh Page, and 
New Window.

• Use the area dropdown to choose the 
area you are scheduling.

• Set Mode: Market is the default 
provider board and is where events 
are created.

• Service Type filter is used to filter the 
board by the providers’ Service Type.

• Set the date range with the date 
picker. The board opens on today 
through one week out.
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2. Reading the Schedule Board

• Every row is a provider, grouped by 
category, with days across the top.

• Each scheduled block is a colored bar 
showing a shorthand code plus the 
hours:

• (A) Available – blue,  

• (C) On-Call – orange,

• (S) On-Site – purple

• (D) Dedicated – green,

• (AD) Administrative – lime

• (U) Unavailable – gray,

• (T) Remote – red

• Hover over a colored bar to see a tooltip 
with the event's full details.

• A struck-through provider name means 
they are not currently dispatchable.

Reading the Schedule Board
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Creating an Event

3. Creating an Event

• Double-click empty space on a 
provider's row for the day you want.

• Pick the Event Type: Available, 
Unavailable, Administrative, On-Call, 
On-Site, Dedicated, or Remote.

• Dedicated needs at least one 
facility; On-Call allows optional 
stations.

• Confirm the Provider, then set 
Employee Traveling and a Travel 
Market if needed.

• Choose the Activity Type — On-Call, 
Shifted, Admin, PTO, Training. The list 
depends on the provider's market.

• Select the Dates, set the Start time and 
Duration in hours

• Click Save.

3

1

2

4

5

3

1

2

4

5

5
6

6



Editing Events

4. Editing Event and Handling Requests

• Click any existing event bar to reopen it in the 
Edit Event window. 

• Adjust the Event Type, Activity Type, Start and 
End times if needed, then click Save.

• Click Save to update the event and Delete to 
remove an event
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Handling Requests

5. Handling Requests

• Switch Mode to Requests to work 
through availability requests submitted 
by providers.

• Filter the list by Request Status 
(Pending, Approved, Declined, All) and 
Request Type (Available, Unavailable, 
All), or search by provider name.

• Check the rows you want and click 
Approve or Decline. Your comments are 
saved with the decision.
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EXTRA: What the Remote Event Type Does

6. What the Remote Event Type Does

• A Remote block simply puts the 
provider on the schedule for that 
window (much like On-Call, but for 
remote work).

• Any order with a delivery type of 
Remote will go to the providers who 
are on the Remote schedule.

• The provider still has to be qualified 
for the order:

• Associated with the ordering 
facility.

• Set up for the order's service 
type, showing they can perform 
it.

• From there, dispatching works exactly 
the same as on-demand orders, 
visible in Remote Manager.

• The one difference is that distance is 
not taken into account for remote 
orders.
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