
Nursing/Home Support Scheduling Workflow v.7

Start
Navigate to 

Client’s Tab> 
Facility List

Navigate to 
Employee 

Scheduling Tab

Is it known which 
employee(s) will be 

scheduled to the 
shift/visit?

Use Employee 
Finder

Suitable 
Employee 

Found?

Leave visit 
vacant

No No

Assign 
employee to 
the shift/visit

Yes Update visit

Finished 
Scheduling 
Employee 

Shifts?

No

Choose a 
Facility

Edit vacant 
shift/visit

Yes

Navigate to 
Schedules Tab > 
Scheduled Visits

Use bulk editing tool to assign 
employee into vacant client visits 

within that employee shift

Ensure correct filters are on 
to find the client visits in the 

Bulk Visit Editing Tool

Done 
Scheduling

Yes
Last minute 
employee 

unavailability?

Click on Employee Facility 
shift that unavailable 

employee is assigned to

Click “More Details” on 
that visit, go to “Edit” Tab 

in Visit Details window

Is the 
replacement 

employee 
known?

Use Employee Finder 
to find available 

employee

Assign available 
employee shift 

(facility)

Navigate to 
Schedules Tab > 
Scheduled Visits

Use bulk editing tool to assign 
employee into vacant client visits 

within that employee shift

Ensure correct filters are on 
to find the client visits in the 

Bulk Visit Editing Tool

Done 
Scheduling

Yes

No

Yes

No


	NursingHome Support Scheduling Workflow v.7.vsdx
	Page-1


