
Ongoing Scheduling Coordination Workflow

Adjustment to Employee’s Schedule Visits due to absence

Employee not 
available for 

scheduled shift

Open Employee Profile 
> Employment tab, and 
add an “Unavailability”

Navigate to Facility 
List> Employee 
Scheduling Tab

Click on Employee facility 
shift that unavailable 

employee is assigned to

Sch/A/TL

Click “More 
Details” on 

that visit

Go to “Edit” tab in 
Visit Details 

window

Is the replacement 
Employee known?

Assign available 
employee shift 

(facility)

Use Employee finder 
to find available 

employee

Use Calendar View in 
Employee Finder to see 

Employee Availability and 
if Employee is already 

assigned a shfit

Yes

No

ADJUST EMPLOYEE 
SCHEDULE complete

Coordination of Client Availability

Client has last 
minute 

unavailability

Navigate to 
Facility Run 

that client is in

In Client Scheduling 
Tab: Click on client 

visit> “More Details”

In top right, cancel client 
visit and apply 

appropriate cancel code

Cancel Codes can be applied 
on vacant visits

Employees will be able to 
see this client cancellation 

reflected on mobile

SAVE
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