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Northern Light Employee Tips

Health. March 11,2019

The following are some of the tips and tricks to help employees within Clairvia Web.

My Schedule Tips
> To access the My Schedule View:

e From the Toolbar, click Schedule, then hover over My Schedule, and then click Daily, Weekly, or
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HUGHES, JOHANNA RN 1 Day m(“” Ky 500 14¥

HAGG, ELIZABETH us 1 Day 0500 1530 600 1530

WEBSTER, MARY 5 Non Productive Unschaduled Absence 8 630 1530

CANWELL, MICHAEL CNANT 1 Dsy 0630 1200 630 1900

HATCH. JESSICA CNANT 1 Day 0630 1800 630 1500

KING, SHAWNA CNANT  1Day 0830 1800 830 1800

RODRIQUEZ, VIDAL CNANT 1 Day DE30 1800 830 1900

BYERS. GRACE CNANT  Tracking Sitter 630 1500 E_acute Rehsb . 02110
CRAVEN, SARAM CNANT  Tracking Sitter 830 1500 E_Flexbie Staff . 02014
BELL ERIN £ Non Productive R - Days b 820

GRAY, DANIELLE SNon Productive R . Days 700 800

LAPIERRE ERIN £ Non Procductive R - Days 7 800

PARKER, WANDA SNon Procuctive R -Days 700 800

CURLEY, JENNIFER /N 1 Day 0700 193 7 1630

| GINN, JULIE an 1 Opy 0700 1530 7 1630 E Flexibie Staff - 02014

Monthly Schedule.

> Daily Schedule View
e Red Text indicates someone who has floated to the unit.

> Weekly Schedule View
e C(lick the Printable View button in the upper right to display both the Weekly and Monthly
Schedules.

e The Weekly View is where Shift Swaps are requested and opportunities display.

e The view of this page can be personalized to show or not show Opportunities, Shift Swaps, and
Only My Schedule by checking the boxes in the upper left.
*  When the Show Opportunities option is checked, available opportunities will display in the
Opportunities pane on the left of the page.
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NOTE: Shift Swaps can only be requested from the Weekly View.
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Personalized Filter can be created by clicking Setup located in the upper | Fiter |_(_"_T‘_9} ____________ | _________
right corner of the screen. This is available in all views. Printable View |
NOTE: Access to Profiles and Employees is based on the end-

user security level. Below is the System Administer View. |

» Mo Greatea filter:

STEP 1:  Click Add.

Aeld Cooy
STEP 2: Name the Filters x
Filter IName: _[CUETO I Save | Reset |
Profiles | Tasks | Employees Filter Selections

[ E_EMMC OR - 5601
[ E_Endoscopy - 5396 ~ = All ~
= [ EMMC
: E_G5 - 02068 E_ICU/PICU - 02046

O
[ E_G6 Respiratory - 02117 @
~[J E_G7 OBGYN/Mursery - 020
» [ E_L&D - 2202 << Remave |
-~ [0 E_Merritt 3 Surgical - 02125
O
O

E_NICU - 02119
E_SPD - 5607 bt v

Select Close

STEP 3:  Under
Profiles, select the desired profile, then click Add to move it to the Filter Selection box.

STEP 4. CliCk TaSkS, and thel’l Select the desired Profiles | Task: Emplg'}rees |:| EMMC
. =[] E_ICU/PICU - 02046
Profile. --[] 1 Day
) . ) CJ All Tasks [ 0730 1600 NM
STEP 5:  Select the Shifts to be included in the Please select a profile ~~[] 0800 1630 ANM
filter, then click Add. E_ICU/PICU - 02046 [ ] 0700 1930 Charge RN

STEP 6: From the Employee Tab, select your - -
Profile, and then select your name LJAll Employees Filer Seieetons
E_ICU/PICU - 02046
from the list. IE_ = Al
=[] EMMC =[] EMMC
. . =[O E_ICU/PICU - 02046 =[] E_ICW/PICU - 02046
STEP 7: Click Add. [0 7z PLACEHOLDER - |:||:E|mp|oyees
Z_PLACEHOLDER
STEP 8:  Click Save. EI
NOTE: If you set a filter, it will remain active on each view within Clairvia. To remove the filter from

your view just change your Filter Setting to (none).
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Requests Detail Window

» To access the My Requests View: My Schedule 3
e From the Toolbar, click Schedule, and then click My Requests. My Requests |

> From the My Requests View:

26
(P) 0700 1830 RMN:ZZ_CJEWELLRN D) 0700 1830 RMN:ZE_CJEWELLRN

(A) 1200 0730 RN Train2 (A) 1500 2330 US:BKEEFER
(A) 1500 2330 US:BKEEFER (P 12900 0730 RMN:STIMMER

e Requests from the My Requests View:
* (D) = Denied: Displays as red text or
red highlight.
* (A) = Approved: Displays as green text
or green highlight.

Dretails (11} Details ()

Mar 26, 2019 ﬁ

Task Employee
0700 1930 RN m Z7_CJEWELLRN
15002330US 7))  BKEEZER

* (P) =Pending: Displays as blue text or light blue
highlights.

e Click the Details link in the calendar to open the
Requests Details window.

0700 1830 BN ZZ CJEWELLRN
* An envelope on a task from the Requests Details
indow indicates a scheduler note.
window indi uler My Requests
* Hover over or click the envelope icon to view the Task: Date: Status

message contents. 1900 0730 PICU RN: 02/28/2016:(A)

o The My Requests pane in the upper left of the window will 1900 0730 RELIEF CHG: 02/28/2016:(D)
display a list of all requests for the chosen time period. R - Nights: 03/10/2016:(A)

1900 0730 PICU RN: 03/28/2016:(P)

For questions regarding process and/or policies, please contact your unit’s Clinical Educator or Clinical
Informaticist. For any other questions please contact the Customer Support Center at:
207-973-7728 or 1-888-827-7728.




