We Know Scheduling

RENEN @ it/ oo scheduie360.com/

£ ~ & | @ Schedule 360 | Employee Sc... %
File Edit View Favorites Tools Help

o Login
Schedule360

We Know Scheduling

Mobile Login
Lost Password?
Home About Features

Solutions FAQs

News Contact

COMMUNICATE EASILY

Schedule360 uses the latest Web and mobile technologies so you can easily
communicate with employees online or on-the-go!
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Using the browser address bar type www.Schedule360.com and press Enter on your
keyboard.
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0

#®100% ~

The credentials box will appear. Enter your username and password
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Welcome, Natalie Cordova, RN. There are new messages for you. Click on "Reviewed" button(s).

If you're not Natalie Cordova, RN dick here.
Select Check boxes for| Reviewed all

Credentials Status
[t [0
ACLS expires in 22 Days - Check for classesfrenewals. O

Unit Messages

Your Time Off request Paid Time Off on 09-AUG-15 has been APPROVED - Scheduling Coordinator: Posted on 06-08-15 09:48 EST O
Your Time Off request Paid Time Off on 08-AUG-15 has been APPROVED and Your set scheduled shift 7A - 7P, SAT, Aug 08, Main - M/S1, Main - MediSurg has been CANCELLED - Scheduling
Reviewed | []

Coordinator: Posted on 06-08-15 09:45 EST

The Message Board will appear if you have pending messages. After readingneestage
check the box to the right to mark it as reviewed.

Welcome, Natalie Cordova, RN. There are new messages for you. Click on "Reviewed" button(s).

If you're not Natalie Cordova, RN dick here.
Select Chedk boxes for| Reviewed all

Cradentials Status
e - [

ACLS expires in 22 Days - Check for classesirenewals. [

Unit Messages

Your Time Off request Paid Time Off on 09-AUG-15 has been APPROVED - Scheduling Coordinator: Posted on 06-08-15 09:48 EST 7
Your Time Off request Paid Time Off on 08-AUG-15 has been APPROVED and Your set scheduled shift 7A - 7P, SAT, Aug 08, Main - M/S1, Main - Med/Surg has been CANCELLED - Scheduling
Reviewed |

Coordinator. Posted on 06-08-15 09:48 EST

Text Captions: Then click Reviewed all to clear the messages from your message board
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LOGOUT
(e 1L LTS Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifts
Search for Op:
[Click an drap down to Search-> v\ [ Go || Reset |
<< Previous Month July - 2015 Next Month >>
Weekly Targets
Sun Mon Tue Wed Thu Fri Sat hre  36MVks
Jun 28 Jun 29 Jun 30 01 02 03 04
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
13 Hrs 06/28-07/04
12 Hrs
-
SEARCH
o5 06 Staff Meeting 07 08 o2 10 i1
SEARCH SEARCH SEARCH H
SEARCH e 07/05-07/11
2ms
-
SEARCH SEARCH
12 i3 14 15 1& iz i8
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 Hrs 07/12-07/18
12 Hrs
-
SEARCH A

Your monthly calendar will appear. Your calendar will display all scheduled shifts, events, and
approved time off. The tab interface allows for easy navigation inside Schedule360. Click the
Search button for any day of the week to search for available shifts that you are qualified for.

o B

(e 1L LE1g Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Direc Enter Requests | Posted Shifts

Search for Op
[Click an drap down to Search-> v\ | Go || Reset |

<< Previous Month July - 2015 Next Month >>
Week\ Targets
Sun Mon Tue Wed Thu Fri b

Jun 28 Jun 29 Jun 30 o1 02 03
i
[ SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
] uﬁ.'zs-mfm
&
s
r

SEARCH
05 06 Staff Meeting 07 08 09 10

1
Care Skilled
SEARCH =20 = [ SEARCH H
SEARCH l[';‘;;‘”“ SEARCH
07/05-07/11
7A-7P
. 24trs O

.
A
R
G
E
u Main - Med/Surg
r Ms1 SEARCH SEARCH
VIEW
ACCEPT
ABORT
12 13 14 15 16 17

1
R SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
E U71' 1207/ 18
§ “
8

Click Accept to self schedule into the available open shift
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Day Shift

Name: Cordova, Natalie
Shift Status: Open Shift
Date Time Unit Facility Status
Tue, Jul 07 TA-TP MS1 Main - Med/Surg QOpen

oy st ow [ por |

By selecting *Schedule Me Now' you will commit and confirm yourself to work this shift.

By selecting *Schedule Me with Conditions’, you may request from management your special
conditions in the text box below before you are willing to accept this shift. Management will notify
you with their approval or denial for your special request.

Day Shifi_Schedule Me with Canditions || Abort |

Name: N Cordova
Report: Targets Board
Required Actual Comment
Work Hours.
1 Week Schedule 36 24.00 Below Target
(Jul 05 1o Jul 11)

4 Week Schedule 48 45.00 Target Achieved
(Jul 05 to Aug D1)

Mon Hours

4 Week Schedule 12 0.00 Below Target
(Jul 05 to Aug D1)

Click Schedule Me Now to commit and confirm yourself to work the shift

LOGOUT g
[T LET g Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct| Directory | Enter Requests | Posted Shifts
A Search for Op g
| Click an drop down to Search-> /| ‘ Reset ‘
<< Previous Month July - 2015 Next Month >>
. Weekly Targets
Sun Mon Tue Wed Thu Fri Sat b 3ENVks
Jun 28 Jun 29 Jun 30 01 02 03
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 trs 06/28-07/04
™ 12 Hrs
-
SEARCH
05 06 Staff Meeting 07 o8 ] 10
SEARCH SEARCH H
SEARCH e 36 hrs 07/05-07/11
36 Hrs
-
SEARCH SEARCH SEARCH
12 13 14 15 16 17
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 Hrs 07/12-07/18
12 Hrs
-
SEARCH A

You are now confirmed to work the shift. To search for available shifts accross all days click
on the Advanced Search drop down.
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LOGOUT ~
A Search for Opening
Click on drop down to Search->
Charge
On c?,“ July - 2015 Next Month >>
Core - Unit Staff Only Weekly Targets
Care - Assigned only Tue ‘Wed Thu Fri Sat hre 36Mks
L
F o= Jun 30 o 0z 03 04
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 b 06/28-07/04
12 Hrs
-
SEARCH
05 06 Staff Meeting 07 08 03 10 il
SEARCH SEARCH H
SEARCH e 36 1rs UH/05-07/11
36 Hrs
-
SEARCH SEARCH SEARCH
12 i3 14 15 e i7 i8
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 s 071207118
12 Hrs
r
SEARCH “

The Advanced Search drop down wlisplay your available search option based on your
individual profile specifications. To search for special shifts such as Charge select the Charge
option. Click Core Unit Staff Only to search for available core shifts that you are qualified to

work.

o B

(e 1L LE1g Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Direc Enter Requests | Posted Shifts

Search for Op

- :
[Core-Unit StafrOnty 1| I | Il

<< Previous Month July - 2015 Next Month >>
Weekly Targets
Sun Mon Tue Wed Thu Fri Sat
hrs  36MWks
Jun 28 Jun 29 Jun 30 o1 02 03 04
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 s 06/28-07/04
12 Hrs
-
SEARCH
s 10 11
SEARCH SEARCH H
07/05-07/11
SEARCH
3EHS 36 s
-
SEARCH SEARCH SEARCH
12 13 14 15 16 a7 18
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
07/12-07/18
12Hs |
-
SEARCH ™

Click Go
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LOGOUT g
A Search for Opening!
| Click an drop down to Search-> /| ‘ Reset ‘
<< Previous Month July - 2015 Next Month >>
. Weekly Targets
Sun Mon Tue Wed Thu Fri Sat
hrs  36Wks
Jun 28 Jun 29 Jun 30 01 02 03 04
Core Core skilled
==E =[] SEARCH GSU - RN SEARCH SEARCH SEARCH
1 Unit Staff Unit Staff
® DAY DAY
G
;_ FA-T7P TA-TP 19 Hrs 06/28-07/04
& Main - Med/Surg Main - Med/Surg
- ms3 MS1 SEARCH
VIEW VIEW
ACCEPT ACCEPT
ABORT ABORT
0s 06 Staff Meeting 07 08 09 10 11
Core Hot Core
SEARCH GSU-RN GSU-RN
e Unit Staff Unit Staff
DAY DAY
- 7A-7P 7A-7P
- Care Skilled Main - Med/Surg  Main - Med/Surg
o B SEARCH MSs1 MS1 SEARCH 36 4re 07/05-07/11
1 Unit Staff VIEW VIEW "™ 36 Hrs
DAY ACCEPT ACCEPT
O BN ABORT ABORT
Main - Med/Surg
MS1
VIEW N
SEREE

Available Core shifts will display. Click Accept to self schedule into the available open shift

Day Shift

Name: Cordova, Natalie
Shift Status: Open Shift
Date Time Unit Facility Status
Thu, Jul 09 TA-TP Ms1 Main - Med/Surg Open

oy sl Smiie it | o |

By selecting "Schedule Me Now' you will commit and confirm yeurself to work this shift.

By selecting *Schedule Me with Conditions’, you may request from management your special
conditions in the text box below befere you are willing to accept this shift. Management will notify
you with their approval or denial for your special request.

Day Shifi_Schedule Me with Canditions || Abort |

Name: N Cordova
Report: Targets Board

Required Actual Comment
Waork Hours.
1 Week Schedule 36 36.00 Target Achieved
(Jul 05 to Jul 11)
Weekend Hours.
4 Week Schedule 48 48.00 Target Achieved
(Jul 05 to Aug D1)
Mon Hours
4 Week Schedule 12 0.00 Below Target
(Jul 05 to Aug 01)

Click Schedule Me Now to commit and confirm yourself to work the shift
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Name: Cordova, Natalie
Overtime Notification

09-JUL-15, TA - 7P - This shift puts you in excess of 425 hours in the current
workweek. Management will notify you with their approval or denial for this

overtime shift.

You are attempting to self schedule into an overtinshift. Click Accept Now to pend the
overtime shift to your administrator for approval.

LOGOUT |
(o112, ETl Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Direc Enter Requests | Posted Shifts
Search for Op:
[Click an drap down to Search-> v\ | Go || Reset |
<< Previous Month July - 2015 Next Month >>
Weekly Targets
Sun Mon Tue Wed Thu Fri Sat hrs  36Mks
Jun 28 Jun 29 Jun 30 o1 02 03 04
Core Care skilled
==E=LT1 SEARCH GSU - RN SEARCH SEARCH SEARCH
1 Unit Staff Unit Staff
& DAY DAY
E 7A-7P IA-7P 12 Hrs 08/28-07/04
< Main - Med/Surg Main - Med/Surg =l
- ms3 MS1 SEARCH
VIEW VIEW
ACCEPT ACCEPT
ABORT ABORT
05 06 Staff Meeting 1
Hot Core
SEARCH
SEARCH Uniﬂﬂff
DAY
T 7A-TP
4 Care Slull d m.. Med/Surg
a SEARCH SEARCH 36 Hrs 07/05-07/11
T Unlt Slaff ™ 36 Hrs
's_ DAY ACCEP'I
LLA=Z0 ABORT
Main - Med/Surg
MS1
VIEW b
SEERE

The shift is now pending admin approval. Once the shift is approved or denied you will be
notified via the message board. Click Accept to self schedule into the al&lopen HOT
shift. In Schedule360 shifts that are denoted as HOT are preapproved for overtime.
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Day Shift

Name: Cordova, Natalie
Shift Status: Open Shift
Date Time Unit Facility Status
Fri, Jul 10 TA-TP MS1 Main - Med/Surg Open

oy sl Smiie it | o |

By selecting "Schedule Me Now' you will commit and confirm yeurself to work this shift.

By selecting *Schedule Me with Conditions’, you may request from management your special
conditions in the text box below befere you are willing to accept this shift. Management will notify
you with their approval or denial for your special request.

Day Shifi_Schedule Me with Canditions || Abart |

Name: N Cordova
Report: Targets Board

Required Actual Comment
Waork Hours.
1 Week Schedule 36 36.00 Target Achieved
(Jul 05 to Jul 11)
Weekend Hours.
4 Week Schedule 48 48.00 Target Achieved
(Jul 05 to Aug D1)
Mon Hours
4 Week Schedule 12 0.00 Below Target
(Jul 05 to Aug 01)

Click Schedule Me Now to commit and confirm yourself to work the shift

LOGOUT g
[T LET g Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct| Directory | Enter Requests | Posted Shifts
A Search for Opening
| Click an drop down to Search-> /| ‘ Reset ‘
<< Previous Month July - 2015 Next Month >>
. Weekly Targets
Sun Mon Tue Wed Thu Fri Sat b 3ENVks
Jun 28 Jun 29 Jun 30 01 02 03 04
Core Core Skilled
==2=LT) SEARCH e SEARCH SEARCH SEARCH
1 Unit Staff Unit Staff
& DAY DAY
?- 7A-7P T o 06/28-07/04
s Main - Med/Surg Main - Med/Surg
- ms3 MS1 SEARCH
VIEW VIEW
ACCEPT ACCEPT
ABORT ABORT
05 06 Staff Meeting 07 08 09 10 11
SEARCH
SEARCH
PENDING.
E Care Skilled [revonc|
o B SEARCH SEARCH SEARCH ag pre V7/05°07/11
5 Unit Staff ™ 48 Hrs
hd DAY
r 7A-7P
Main - Med/Surg
M51
VIEW “
SEREE

The HOT shift was scheduled and does not require overtime approval.
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A Search for Opening A
| Click an drop down to Search-> /| ‘ Reset ‘
<< Previous Month July - 2015 Next Month >>
Weekly Targets
Sun Mon Tue Wed Thu Fri Sat
hrs  36MWks
Jun 28 Jun 29 Jun 30 01 02 03 04
SEARCH SEARCH SEARCH ‘SEARCH SEARCH SEARCH
12 Hrs 06/28-07/04
12 Hrs
-
SEARCH
05 06 Staff Meeting 07 08 02 10 i1
SEARCH
SEARCH 07/05-07/11
ashs
- | PENDING |
SEARCH SEARCH SEARCH SEARCH
12 iz 14 15 16 iz i8
SEARCH SEARCH SEARCH SEARCH SEARCH SEARCH
12 Hrs 07/12-07/18
12 Hrs
-
SEARCH
19 20 21 22 23 24 25
i
R SEARCH SEARCH SEARCH SEARCH SEARCH
& ™
£ 24 s O/19-07/25

To post & exchange a shift click the Post link on the shift you would like to swap.

Calendar | Schedules | Messages | Profile | Class | Ti

Jul 18 Main - Med/Surg
@® Post entire shift: 7A - 7P
(O Post a custom shift timings

ime Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifis

Reason for posting

(Optional): ‘
Notify the following partners via Email/Message Board
that I have posted this shift:

[ Adeline Abeyta
[ Cassandra Coca

Submit

The available staff that are qualified to work your posted shift will display. Select the person

you would like to post the shift to.
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LOGOUT
Calendar | Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifis
Jul 18 Main - Med/Surg
@® Post entire shift: 7A - 7P
(O Post a custom shift timings
Reason for posting
(Optional): ‘ ‘
Notify the following partners via Email/Message Board
that I have posted this shift:
[ Adeline Abeyta
Cassandra Coca
Submi
Calendar | Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifts
Cordova, N

Jul 18 Main - Med/Surg
® Post entire shift: 7A - 7P
(O Post a custom shift timings
Reason for posting

- |

Message from Webpage sy s s M Wy e

@3 Do you want to identify your partner's shift that you are
@) wiing to pick up in exchange f they accept your posting above?
Click on cancel if you only want to post this without exchange.

ClickOK to select an exchange shift from your-emrkers calendar.
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Calendar | Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifis

Click on the name to view their calendar for the shift exchange
Adeline Abeyta
Cassandra Coca
Theresa Esquibel

Select your ceworkers name to view their calendar

-

Calendar | Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifis

Your Posted Shift: Store: Main - M/S1  Date: Jul 18 2015  Shift: TA- 7P
Select your partners shift below that you would like to pick up in exchange for your posted shift above.

Return to = Partners
e Main - M/S1 <<Prev July,2015 Next>> pad
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
© Coca 7A- 7P © coca 7A- 7P ©C coca 7A- 7P O coca7a-77
5 1 T 8 9 10 11

Ococarn-7p | COMOEIASTY |COOEIASIE | O coca7n-sr | COMOGUASTS | COMSETARTD

12 13 14 15 16 17 18

© Coca 7A- 7P © coca 7A- 7P Ccocaza-7p | [Cordova7A=70
19 20 21 22 23 24 25

© Coca 7A- 7P Cordova 74 - 7P © coca 7A- 7P Ococara-7p | COMOIRIANIH

Select the exchange shift you would like to pick up from yourworker
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Calendar | Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifis
Your Posted Shift: Store: Main - M/S1  Date: Jul 18 2015  Shift: TA- 7P
Select your partners shift below that you would like to pick up in exchange for your posted shift above.
Return to = Partners
e Main - M/S1 <<Prev July,2015 Next>> pad
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
© Coca 7A- 7P © coca 7A- 7P ©C coca 7A- 7P O coca7a-77

5 1 T 8 9 10 11

Ocorarn-7e | CoOapARg® | EISEDARTE | Ococa7n-7e | CooiauAsy | ComGETARTR
12 13 14 15 16 17 18

© Coca 7A- 7P © coca 7A- 7P ®coca7a-7p | [ComovaFATIR
19 20 21 22 23 24 25

© Coca 7A- 7P Cordova 74 - 7P © coca 7A- 7P Ococara-7p | COMOIRIANIH

™

Click Submit

Calendar | Schedules | Messages | Profile | Class | Time Off | Summary | Release dates | User Acct | Directory | Enter Requests | Posted Shifis

Posting Summary
You have posted your 7A - 7P shift on Saturday Jul 18 at Main - M/$1 for C Coca to pick
up.

In exchange, you are requesting to pick up C Coca's TA - TP shift on Friday Jul 17 at Main
- M/S1.

Click on the submit button below to notify C Coca of this request via email and message
board.

After reviewing the Postingsummary click Submit
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The shift has been posted and your-eorker has been notified of the exchange request via
email and their message board. You are still confirmed to work your original shift until your
co-worker approves the exchange. Clitdke Schedules tab

The My Pocket tab will display. A Print Version is available. Click the My 4Week tab
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