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Within the Clairvia Web Solution, there may be times when it is desired to print a personal schedule. The
steps below outline the process for printing a schedule. It is important to note that since the schedule is
web based, and able to be synced with calendar apps such as iCal and Google Calendars, printing the
schedule may not be necessary. Please use caution when printing a schedule since it is only accurate as
of the current date and time, and will not be updated with potential schedule changes such as Shift
Swaps and Awarded Opportunities.

Printing a Personal Schedule m
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» Choose either Daily, Weekly, or Monthly Schedule My Requests Weekly Schedule

from the options listed. Monthly Schedule
» From the Schedule Page, click Printable View on the View By Profile
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e The schedule, formatted for easy printing, opens in new browser window or tab, depending on
which browser you are using.

> Click the browser Print button, or from the browser File menu, select Print.

IMPORTANT: A printed schedule is only accurate as of the current date and time. Please refer to Clairvia Web
concerning potential schedule changes such as Shift Swaps and Awarded Opportunities.

» To print the View by Profile page Daily Schedule
e Click the Schedule link from the toolbar, then hover over My Schedule. sl e L
Maonthly Schedule

e Choose the View by Profile option. View By Profile

e From the View by Profile page, click the Printable view Icon, located next to

the profile selection dropdown. =
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» This opens the schedule as an Adobe PDF file. rofie: [ E_ V]
e Click the Adobe Print button or press CTRL+P on the
keyboard.

IMPORTANT: A printed schedule is only accurate as of the current date and time. Please refer to Clairvia Web
concerning potential schedule changes such as Shift Swaps and Opportunities.

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.




