Navigate to
Client Tab >
Facility List

Add new facility to
represent
Employee run

In Facility Information>
General: Name Facility/
Run e.g. “Day Program —
Queens — Brecken
House”

Facility Set-Up (applies to Nursing, Home Support, Day Program, Institutional Respites) v.9

Add appropriate
group to Employee
run

In Information>
Other Fields: Check

"| off Include Patient

Schedule

In Coordination Tab
> Add Availability
for the Employee

run. “Recurrent
End Date” should
be blank

In Services Tab: Create a
service i.e. Employee
Facility Shift (pick from
3)

In Employee Scheduling Tab, add visits to
correspond with Employee Run, e.g.
Mon-Fri days, 2-10 evenings, etc.
Create as arecurrence. Ensure the “Split
Recurrences” box is selected
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