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Logging In

Already have an account?

1. Headto grapetree.com for a quick login link. Hover over the Supplier tab and click on Supplier Portal Login
in the dropdown menu. Once you have entered your username and password, you will be directed to the
portal homepage. If you do not know your login, click “Forgot Credentials” under the login button.

S5 cONTACT Us . (712) 336-0800

GRAP E?T REE® ABOUT  HEALTHCARE PROFESSIONALS ~ CLIENTS  SUPPLIERS ~ EMPLOYEE CENTER m

WHAT YOU NEED TO KNOW ABOUT CORONAVIRUS (CO

About Supplier Partnerships
Supplier Partner FAQs

Supplier Request & Dispute Form

IMPROVING HEALTHCARE

First-time logging in?

1. Clickon the link in your email sent to you by GrapeTree to create your account. If you cannot find the
link, reach out to your Supplier Account Manager. After your account has been created, enter your login
credentials to be directed to the portal homepage.

Bookmark the Supplier Portal Login Page on Your Web Browser

We recommend bookmarking the Supplier Portal login page on your web browser so that you always have quick
access to manage your healthcare professionals. Click the links below to learn how to add a site to your bookmark

toolbar based on the web browser you use.

Google Chrome «  Microsoft Edge
Mozilla Firefox «  Internet Explorer
Safari
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https://www.grapetree.com/
https://ctms.contingenttalentmanagement.com/grapetree/vms/login.cfm?CFID=14598795&CFTOKEN=29fd1ce684f6c832-B0C4EB96-5056-A922-23CB7E6CA993CB37
https://support.google.com/chrome/answer/188842?co=GENIE.Platform%3DDesktop&hl=en
https://support.mozilla.org/en-US/kb/bookmarks-firefox
https://support.apple.com/guide/safari/see-your-favorite-websites-sfri22092/mac
https://support.microsoft.com/en-us/microsoft-edge/add-a-site-to-my-favorites-in-microsoft-edge-eb40d818-fd1f-cb19-d943-6fcfd1d9a935
https://edu.gcfglobal.org/en/internetexplorer/adding-and-managing-favorites/1/

I IMPROVING HEALTHCARE

M EDIGCAL STAFFING

Managing Healthcare Professional
Profiles

The HCP Tab is where you will add and manage your healthcare professionals. Quick Tip: The acronym “HCP” stands
for healthcare professional, an all-encompassing term that is used for nursing assistants and nurses. Within the HCP
Tab, you will see all your healthcare professionals listed in a table, along with key information about them from
their profile. You can filter this table by column, or use the search bar at the top of the page to quickly find a certain
profile.

Adding a Healthcare Professional
1. Clickon the HCPs Tab.
2. Click on the blue"Add HCP"button at the top of the page.

A Main Assignments Shifts HCPs Reports O Kelly Keeler, ABC Staffing ~

© Add HCP Quick Filter

Name, Sub v Phone city State  Cert Specialty Requests ~ Work Types ~ Status ~ Type  Region Modified ~ Last Contact
[5ue, Joe (195689) ] Miford 1A CNA, Med Trained CNA Med Aide  LTC Asst. Living @) PRN Y - Supplier 1)130/1;/2552 t)%m;/zﬁz

ABC Stafiing

|9 Actions || & Calendar | @ Journal || = Credentials || 8 Documents |

] LPN LTC Asst. Living @) PRN Active Y - Supplier 08/23/2022  08/23/2022

[ Smith, Jane (195688) 10:27 am 10:27 am

ABC Staffing

| % Actions || # Calendar || @ Joumal || = Credentials || & Documents |

] Home: 123-456.7890 Ottumwa 1A RN LTCAsst Living () PRN Y - Supplier 08/23/2022  08/23/2022

[ Nurse, Nancy (195686) 10:53 am 10:53 am

ABC Staffing

| % Actions || & Calendar || B Joumal || = Credentials || & Documents |

] cNA LTC (0] PRN Y - Supplier 08/23/2022  08/23/2022

[ Doe, Josephine (195692) 11:00 am 11:00 am

ABC Staffing

| Actions | | # Galendar || @ Journal || = Gredentials || & Documents |

] CNA,Med Trained CNA LTC Asst. Living (@) PRN Y - Supplier 08/23/2022  08/23/2022

[ Doe, John (195687) 1027am  1027am

ABC Staffing

| Actions || & Calendar | @ Journal || = Credentials || B Documents |

MANAGING HEALTHCARE PROFESSIONALS 4
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Adding a Healthcare Professional Continued...

3. Add the healthcare professional’s name, email address, and ZIP Code. No other information is needed, as
GrapeTree will always connect with your agency and will not reach out to your healthcare professionals.

a. [IMPORTANT: When adding their email address, you will need to add your agency name in the email.
Entering the healthcare professional’s email in this format is key for them to be able to view shifts within
their area. Add their email address in the format email+agency@domain.com.

b. Keep the"agency”portion of the email consistent through all your healthcare professionals’accounts.
You can choose an acronym or a shortened version of your agency name, as long as it remains the
same for all healthcare professionals.

Example Agency: ABC Staffing Services, Inc.

HCP Email: nancy.nurse@gmail.com + Shortened Agency Name: ABC

Example Email Address: nancy.nurse+ABC@gmail.com

€. Thisis the username they will use to log in to their account.

4, Clickthe"Save changes”button to create the healthcare professional’s profile.

Add new HCP

& Personal Information

First Name * Middle Name Last Name *

Nancy Nurse

Nickname

= Contact Information

Home Phone Email Address

123-456-7890 = nancy.nurse+ABC@gmail.com

Contact Address © Add Address

Address Address2

MANAGING HEALTHCARE PROFESSIONALS 5
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Adding a Healthcare Professional Continued...

5. Find the profile you just created in the list, but do not click on their name.
6. Clickthe"Actions”button beneath their name.
7. Clickthe“Send Invite to Workforce Portal” button.

8. The healthcare professional will receive an email with a link to set up their Workforce Portal where they can
view and request shifts.

¥ Quick Actions for Nancy Nurse (ip: 195686)

Workforce Portal

& Temp Profile Created

Portal Access: m

| <A Send Invite to Workforce Portal
1

MANAGING HEALTHCARE PROFESSIONALS 6
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Adding Compliance Documents

In the HCPs Tab, find the name of the healthcare professional you would like to add documents for in the list
by either scrolling or typing their name into the Quick Filter search bar.

1.

2. Click the“Credentials”button under the healthcare professional’s name.

“slympk- CTM A Main  Assignments Shifts HCPs Reports @ Beca Will -
h
o == )
Work Last
Name ¥ Phone City State Cert Specialty Requests Types Status Type Region Modified Contact
Home: CNA  LTC,LTC STAT i) PRN,Local PRN Y- 10/28/2024  10/28/2024
[ Nurse, Nancy (297384) l Response LTC Contract Active  Supplier 11:11 am 11:11 am

Emergency Pay, Asst.
Living, Assisted Living
STAT Response Assisted
Living Emergency
Pay,Crisis

| % Actions || & Calendar“ 8 Joumal |

= Credentials |:! Do:uments|

Sub

Showing 1 to 1 of 1 entries (filtered from 41 total entries)

Previous - Next

Manually add any missing compliance items. Credential lines that will need to be manually added include
state licenses, state backgrounds, and state testing and forms. Click the “Select Credentials”link and type in
the name of the credential that needs to be added, then click it.

Click the "save” button in the top left of the page. Repeat steps 3 & 4 for each missing credential.

:‘S‘Vmph" CTM M Main  Assignments  Shifis ~ HCPs  Reporis @ Beca Wil
h
Info | Calendar | Credentials | Documents
Credentials | Recruiting Solution Credentials | EHR/EMR Software | Practice
Settings
Fier by Gategory: [—————————— Credential Checkiist & =
Assign "New Hire" Mobile Reqs
4 fsave Red Title: out of compliance Red Days:expiring within 60 days  Blue: required for compliance
PROFESSIONAL LICENSES
ADD PROFESSIONAL LICENSE
Cert & State (C = Compact) or Country Days Clm Ver Exp. Dale cﬁém Score MNurmber ek Docs Del |
c o0 L 1 i ]| | | | O
VIEW/EDIT PROFESSIONAL LICENSES
Cest & State (C = Compact) or Country Days Clm Ver Exp. Dale “g%‘”‘nmi';“ Score Nurmber ‘g’:g Does Del |
CNA State License IL =
Required for CHA certication for IL 565 | [oswzposst] [ 5] | ——) ol @
NON-PROFESSIONAL CREDENTIALS
ADD CREDENTIAL
Select Credential Days Clm Ver Exp. Dale “‘E‘L"‘:ﬁgﬂs Score Note/um. ek Docs Del |
k] ool i ]| ) | | O
Days Clm Ver Exp. Dale Rg‘;‘:.':;’;‘;‘s Score Notedum. ?)‘:g Does Del |
TRECOETGHIKLANOPQRSTUVWIVZ Topa0 -
+_Background Chacks Al s O [ 110 ]| N ] oD@
At -
n
* Backaround M SaarcH[ B nasar | Rcvee oo [ 1T ]| ] | o B2|é@
+ Abuse Background NE resulis: 42 g
w J mn T 1 [orzzrz02a7] | [ ] . al
N/ A (- ~ Al T AR ») -
MANAGING HEALTHCARE PROFESSIONALS /
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Adding Compliance Documents Continued...

5, Clickthe [_J button inthe“Docs”column for one of the compliance documents.

:'s'ymplr-CTr\/l M Main  Assignments  Shits ~ HCPs  Reports @ Beca Wil -
.

Info | Calendar | Credentials | Documents

Credentials | Recruiting Solution Credentials | EHR/EMR Software | Praclice

Settings
Filter hy cﬂtegcry: I I Credential Checklist g Select Client for Credential Checklist
Assign "New Hire" Mobile Regs
Red Title: out of compliance Red Days:expiring within 60 days Blue: required for compliance
PROFESSIONAL LICENSES
ADD PROFESSIONAL LICENSE
Cert & State (C = Compact} or Country Days Cim Ver  Exp.Date Co’?z‘m Score Number etk Docs Del |
~|[State v || vle oo ] ] || || | | O

VIEW/EDIT PROFESSIONAL LICENSES

Gert & State (G = Gompact) or Country Days Gim Ver  Exp Date m Score Number Check Docs Del |

] IL I 1 I 1 L 1 [ 1 ] 'QJ
Required for CMA cerlification for IL... J L I 1 1 T I T 0 ()"

6. Click the“Choose File"button to open up your computer’s File Explorer. Find the compliance document that
corresponds with the correct credential line that you are uploading for, and select it.

7. Click the"Upload File” button.

:‘s’ymplr-CTNl #Main  Assignmenis  Shifts ~ HCPs  Reporis @ Beca Will -
.

Info | Calendar | Credentials | Documents

Documents

Upload a Document

File: Note:

o Choose File |No file chosen
Recommended File Types: .pdf, jpg, .gif, .Xis, 4
-doc, Ixt (DO NOT USE file types psd, .bmp, {Maximum notes size 255 chars)

or _tif You will NOT be able to use these with
submissions) Maximum File Size: 5 MB

@

Search

Document Type Document Name Notes User Date Uploaded v

Mo data available in table

Showing 0 to 0 of 0 entries Previous Next

MANAGING HEALTHCARE PROFESSIONALS 8
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Adding Compliance Documents Continued...

8. Enterthe date the requirement was completed and/or the expiration date for the compliance item.
9, C(lick"save’
10. Repeat steps 5-9 for each credential line.

:‘s‘ymplr- CTM A Main Assignments Shifts HCPs Reports © Beca Wil -
h

Info | Calendar | Credentials | Documents

Credentials | Recruiting Solution Credentials | EHR/EMR Software | Practice
Settings

Filter hy Cﬂmgcw: I I Credential Checklist g Select Client for Credential Checklist
Assign "New Hire" Mobile Regs

Red Title: out of compliance Red Days:expiring within 60 days BIUe: required for compliance

PROFESSIONAL LICENSES

ADD PROFESSIONAL LICENSE

Cert & State (C = Compact) or Country Days Cim Ver  Exp Date Cnﬁm Score Number Check Docs Dat |

~ ] [State v ]| vje O | ]| || | O
VIEW/EDIT PROFES SIONAL LICENSES
Gert & State (G = Gompact) or Gountry Days Cm Ver  Exp Date “a”‘.;:":&"s Score Number Check Docs Det |

CNA State License IL [T = (7 - g -
e Required for GNA cermcation for 1L =——{[osr17/2026 7] | | I) | | | [verfed 1| o [ @

!

11. Send an email to GMSCompliance@grapetree.com to let us know that the healthcare professional’s file is
ready for review.

Please include the following information on the healthcare professional:

«  First & Last Name

- Certification

-+ Years of Experience

- Zip Code

- Targeted First Shift Date

MANAGING HEALTHCARE PROFESSIONALS 9
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Viewing Open Shifts

The Shifts Tab is where you can view all available open shifts, suggest your healthcare professionals for a shift, and
approve shift requests.

1. Select the Shifts Tab in the menu.

2. A popup box will appear on your screen to search and filter the shifts. If the box does not appear, click on the
blue “Show Search Form”button.

3. [nthe”Status’row, select the “Open”status.

a. 1o see shifts that are filled or voided, change the status filter to “include all," or select the specific status
you would like to view.

4, Adjust the filters to show certain dates, certifications (CNA, LPN, RN), specialties (Assisted Living, Long-Term
Care), or facilities as needed.

5. Clickthe blue search button to view the open shifts that meet your criteria.

Search and Fitter Save this search as Save Search  ~
SHIFTS

(When populated with one or more shift numbers, all other fields are ignored.)

Begins within n-hours

Job Start Date Any Time

Facilities ‘

Shift Type Shift Name Assignment / Per Diem
Shift Details All Shift Types v Include All Include All

Status ‘\ *Open |

Certification /& Specialty @
Accreditation ‘ ‘

HCPs &

States

-

Auto-Save/Load Last Searct

VIEWING OPEN SHIFTS 10
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Viewing Open Shifts Continued.

On the results page, click on the “Job Date” column to filter the table so that the shifts with the closest start
date display at the top of the page.

6.

Utilize other column filters as desired to find the type of shift you are looking for.

i AMain  Assignments  Shifts = HCPs  Reports @ Kelly Keeler, ABC Staffing ~
Show/Hidd Columns. Apply Default View Save as Default View Quick Filter
Shift # Status  Type Client Job Date * Shift Name Cert Specialty HCP Confirmed  Assignment# State Created Modified Requests
#4812223 PerDiem | Pleasant View Care Center 08/04/2022  2P-10P (2) CNA LT Run Query A 08/0212022 080212022 | @ =
228 pm 2:28 pm
#4312351 Per Diem | Park Place Long Term Care Unit 08/04/2022 6P-10:30P(2)  CNA LT Run Query A 08/0212022 | 080212022 | @
240 pm 2:40 pm
#4813027 PerDiem | Lutheran Living Senior Gampus 08/04/2022  6A-2P (1) Med Aide | LTG STAT Response Run Query A 08/0212022 | 0810212022 | @
428 pm 4:28 pm
# 4813042 Per Diem  Newton Health Care Center 08/04/2022 6A-2P (1) CNA LTC Run Query 1A 08/02/2022 | 08/02/2022 o
443 pm 443 pm
# 4813695 Per Diem  Saint Luke's Transitional Care Center 08/04/2022 B6A-2P (1) CNA LTC Emergency Pay Run Query  08/04/2022 1A 08/03/2022 | 08/04/2022 0
5:15 am 6:51 am 5:23 am
#4813792 Per Diem | Azria Health Prairie Ridge 08/04/2022 2P-10P (2) RN LTC STAT Response Run Query 1A 08/03/2022 | 08/03/2022 o
LPN 7:37 am 7:37 am
# 4814341 Per Diem | Azria Health Prairie Ridge 08/04/2022 6P-10P (2) CNA LTC Emergency Pay Run Query | 08/04/2022 1A 08/03/2022 | 08/04/2022 o
11:23 am 9:04 am 11:32am
# 4815601 Per Diem | Good Shepherd Geriatric Center, Inc 08/04/2022  2P-10P (2) CNA LTC STAT Response Run Query 1A 08/03/2022 | 08/03/2022 o
11:35 am 11:43 am
#4817172 PerDiem  Risen Son Christian Vilage LTC 08/04/2022  6P-BA (3) CNA LT Run Query A 08/03/2022 | 08032022 | @
2:18 pm 2:18 pm
#4817795 Per Diem  Manning Accura Healthcare 08/04/2022 | 6A6P (1) RN LTC STAT Response Run Query 1A 08/03/2022 | 08032022 | @
LPN 3:47 pm 4:38 pm
& 404307 ¥R Per Diem  Twiliaht Acres 08/04/2092  BA-2P (1) CNA 1TC Run Ouerv 1A 08/03/2022 | 08/03/2022 [ s
« g
Showing 1 to 50 of 1,000+ Shifts Previous - 2] alals 20 | Next

WING OPEN SHIFTS
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Suggesting a Healthcare
Professional for a Shift

After searching for open shifts, you can suggest one of your healthcare professionals to work any of the open shifts.
You can always click the blue “Show Search Form”button to change the search parameters and find more open
shifts.

1. Click the blue shift number from the Shift # column on the left-hand side of the screen to view details about
the shift and suggest one of your healthcare professionals to work that shift.

A Main Assignments Shifts HCPs Reports © Kelly Keeler, ABC Staffing ~

Show Search Form Show/Hide Columns Apply Default View Save as Default View Quick Filter

Shift # 4 status  Type Client Job Date Shift Name ~ Cert Specialty HCP Confirmed  Assignment# State  Created Medified Requests
1 # 4809960 m Per Diem | Lutheran Living Senior Campus 08/26/2022  2P-10P (2) CNA LTC Run Query 1A 08/02/2022  08/02/2022 [0]
10:24 am 10:24 am
# 4809961 m Per Diem | Lutheran Living Senior Campus 08/26/2022  2P-10P (2) CNA LTC Run Query IA 08/02/2022 | 08/02/2022 Q
10:24 am 10:24 am
# 4800962 [EZZ PerDiem  Lutheran Living Senior Campus 08/26/2022 2P-10P (2)  CNA LTS Run Query 1A 08/02/2022  08/0212022 [0}
10:24 am 10:24 am
# 4809963 m Per Diem | Lutheran Living Senior Campus 08/26/2022  10P-6A (3) CNA LTC Run Query IA 08/02/2022 | 08/02/2022 Q
10:24 am 10:24 am
# 4809964 m Per Diem | Lutheran Living Senior Campus 08/26/2022  10P-6A (3) CNA LTC Run Query 1A 08/02/2022  08/02/2022 Q
10:24 am 10:24 am
# 4809965 @ Per Diem | Lutheran Living Senior Campus 08/26/2022  10P-6A (3) CNA LTC Run Query IA 08/02/2022 | 08/02/2022 @
10:24 am 10:24 am
# 4800967 [EZZ PerDiem  Lutheran Living Senior Campus 08/26/2022 6A-2P (1)  CNA e Run Query IA 08/02/2022  08/0212022 [0}
10:24 am 10:24 am
# 4809968 m Per Diem | Lutheran Living Senior Campus 08/26/2022 6A-2P (1) CNA LTC Run Query IA 08/02/2022 | 08/02/2022 Q
10:24 am 10:24 am
# 4809969 @ Per Diem | Lutheran Living Senior Campus 08/26/2022  6A-2P (1) CNA LTC Run Query 1A 08/02/2022  08/02/2022 Q
Showing 1 to 50 of 1,000+ Shifts Brevicis - 5 3| 4 5 2 Next

SUGGESTING A HEALTHCARE PROFESSIONAL FOR A SHIFT 12
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Suggesting a Healthcare Professional for a Shift Continued...

2.
3.
4.
5.

On the next screen, click on the “Select HCP"link in the “Requested Temps” row.

Type in the healthcare professional’s name in the search box that appears, and select their name from the list.

Click on the "Request Shift”button below their name.

The request will then be sent to GrapeTree Managed Solutions to book them into the shift.

a. IMPORTANT: If the shift start time is within 12 hours, reach out to your Supplier Account Manager to let
them know you have requested the shift so that they can be sure to book the healthcare professional
in. To get GrapeTree’s approval for a last-minute shift with a start time over the weekend, reach out to
our 24/7 After-Hours Staffing Department at (712) 336-0800 ext. 2704.

PRN Order

Shift ID

4809960

Client Name

Lutheran Living Senior Campus

Status.

Open

Temp

Temp Confirmation

Shift Date

08/26/2022

Shift

2:00P - 10:00P (2)

Certification and Specialty

CNA-LTC

Floor

Pay Rate

NFA

Requested Temps

£~ 3 Select HCP

Filters

SUG

m-nm.,\

Date Temp Cc
8/2/22 Luther
10:24A Seniol

New Journal Entry

tNancy

SABCDEFGRIIKLMNORQRSTUVWXYZ Top200
™™= Nancy Nurse (RN) [ABC Staffing]

Type

Results: 1

Save Journal Entry

GESTING A HEALTHCARE PROFESSIONAL FOR A SHIFT

PRN Order

Shift ID

4809960

Client Name

Lutheran Living Senior Campus

Status

Open

Temp

Temp Confirmation

Shift Date

08/26/2022

Shift

2:00P - 10:00P (2)

Certification and Specialty

CNA-LTC

Floor

Pay Rate

N/A

Requested Temps

& Nancy Nurse (RN) [ABC Staffing] - 195686

Request Shift

Journal History

Date Temp

Client Type Note

User

8/2/22
10:24A

Lutheran Living - Order Source:
Schiar G Order Created (Client Access) Eacility Portal

Kelsey *Bohm

New Journal Entry

Save Journal Ents

w
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Reviewing Requested Shifts

There are two ways to review shifts that your healthcare professionals have requested to work, the Shifts Tab and the
HCP Tab. We will explain both ways so that you can decide which will work best for your agency.

Method 1 - The Shifts Tab

First, we will go over using the Shifts Tab to view requested shifts. This method may be helpful for agencies with
many healthcare professionals to manage.

1. Select the Shifts Tab in the menu, and a popup box will appear on your screen to search and filter the shifts. If
the box does not appear, click on the blue “Show Search Form”button.

2. [IntheVMS Requests row (you may need to scroll down to see this row), you can select a date in the
"Requested After”box to show shifts requested after a certain date, or leave it blank to view all requests.

3. Inthe Supplier Approval Status box, select “Not Approved”from the dropdown menu to view unapproved
requests. You can review the shift requests you have already approved by selecting “Approved, or select "All”
to view all approved and unapproved shifts.

4, IntheVMS Approval Status box, select the appropriate option from the dropdown menu to see either open
suggestions GrapeTree has not approved or rejected shifts that GrapeTree was unable to book. You can also
leave this option blank to view open or rejected VMS approvals.

5. Clickthe blue search button.

Save Search  ~

Job Start Date

Facilities (2]

Shift Type

Shift Name Assignment / Per Diem

Shift Details Al Shift Types v Include Al Include All v

Status *Open

Certification 1 Specialty Y

Accreditation

HCPs &

States

VMS Requests  Requested After Supplier Approval Status VMS Approval Status

Not Approved v Al

REVIEWING REQUESTED SHIFTS 14
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Method 1 - The Shifts Tab Continued

7. Toapprove arequest, click the “View”link under the Requests column on the far right-hand side of the
screen.

a. Clickthe blue“Approve Request”button in the popup screen. This will notify GrapeTree that you have
approved your healthcare professional’s request for the shift, and GrapeTree will book them in to the
shift if it is still available and the healthcare professional’s file is compliant.

8. Toregject arequest from the Shifts Tab, click on the blue shift number under the Shift # column on the left-
hand side.

a. Ihehealthcare professionals who have requested the shift will be listed in the "Requested Temps” row.

b. Toreject the request, click on the box next to the healthcare professional’s name to check it and then
click the "Remove Checked” button.

Shift # 4804668 Requests

08/19/2022 1054
2 Sue, Joe (ID 195639) =

CNA, Med Trained CNA, Med Aide
H VMS Open Request B Not Approyed by Supplier

8 + Approve Request

A Request Warnings:
o Orientation

o e A Main Assignments Shifts HCPs Reports © Kelly Keeler, ABC Staffing

PRN Order

Shift ID | 4804668

Client Name | Longhouse-Northshire Care Center
Status | Open
Temp

Temp Confirmation

Shift Date | 08/23/2022
Shift| 2:00P - 10:30P (2)
Certification and Specialty CNA-LTC

Floor
Pay Rate | N/A
Requested Temps

i SelectHCP

REVIEWING REQUESTED SHIFTS 15
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Method 2 - The HCP Tab

The second way to review shift requests is by using the HCP Tab. Keep in mind that both methods will allow to you
approve or reject shift requests, so please use the option that works best for you.

1. Clickon the HCP Tab in the menu.
2. Thenextscreen will have all of your healthcare professionals listed in a table view.

3. Filter the table to show healthcare professionals who have requested shifts at the top by clicking on the filter
button in the Requests column.

4, C(lickonthe Calendar button underneath the healthcare professional’s name.

fArMain  Assigjments  Shifts ~ HCPs  Reports @ Kelly Keeler, ABC Staffing ~

QAdd HCP  [eTISRTEY

Name, Sub Phone city State  Cert Specialty Requests y Work Types ~ Status ~ Type ~ Region Modified ~ Last Contact
[ Sue, Joe (19p689) ] Miford 1A GNA Med Trained CNA Med Aide  LTC Asst. Living () PRN Y - Supplier D180/1391/2DZ2 0180/1;/2022
am am

ABC Staffing

| % Actions || & Calendar | 8 Journal || = Credentials || & Documents |

<

- Supplier 08/23/2022  08/23/2022

[ Smith, Jane (195658) ] LPN LTC Asst. Living (@) PRN
1027am 1027 am

ABC Staffing

| ¥ Actions || & Calendar | B Journal || = Credentials || & Documents |

<

] Home: 123.456.7890 Otumwa 1A RN LTC Asst. Living (@) PRN - Supplier 08/23/2022  08/23/2022

[ Nurse, Nancy (195686) 10:53 am 10:53 am

ABC Staffing

| % Actions || & Calendar | @ Journal || = Credentials || & Documents |

<

- Supplier 08/23/2022  08/23/2022

. CNA LTc (0] PRN
[ Doe, Josephine (195692) ] 11:00 am 11:00 am

ABC Staffing

| % Actions || & Calendar | B Journal || = Credentials || & Documents |

<

CNA Med Trained CNA LTC Asst. Living (@) PRN - Supplier 08/23/2022  08/23/2022

[ Doe, John (195687} ] 10:27 am 10:27 am

ABC Staffing

| % Actions || & Calendar | @ Journal || = Credentials || & Documents |
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I IMPROVING HEALTHCARE

M EDIGCAL STAFFING

Method 2 - The HCP Tab Continued

4. a. Afterclickingon the calendar button, it will take you to their calendar where you can see shifts they
have completed, booked, and requested.
b. Shifts that have been completed are color-coded in gray.
C. Ifthe healthcare professional has completed a shift, but has not submitted their timesheet, there will be
ared clock icon indicating that the timesheet needs to be submitted. 8 _6:00A-2:00P
d. Shifts that the healthcare professional has been booked in to work are show in blue.
e. Shifts that the healthcare professional has requested to work are colored purple.

f. Ifyou would also like to see shifts that have been cancelled by the healthcare professional or the facility,
tap on the filter icon in the top right, check the Cancelled Shifts option, and then click "Apply"”

5.

Click on a purple shift bar on the calendar to review the request.

4]

g ere A Mpin
ok

4]

Assignments  Shifts ~ HCPs  Reports @ Kelly Keeler, hBC Staffing ~

Joe Sue - CNA

< August 2022

Sun

P

Mon Tue

Wed

Thu

Filters are applied

Select All Filters

« Open Shifts

@ 8HrDay
€ 8HrEve
@ 8 HrNight
®B D 12 HrDay
7 8 9 10 1 12 13
EQ 12 HrNight
@ Completed Shifts
® Requested Shifts
(e Cancelled Shifts
14 15 16 17 18 19 20

o —1 Xcose  [EE
21 22 23 24 25 26 27
7 Open
28 29 30 31
(50 =] Fiiopn ]
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I IMPROVING HEALTHCARE

M EDIGCAL STAFFING

Method 2 - The HCP Tab Continued

6. 1o approve the request:

a. Clickthe circle button next to the approve request button to check it

b, Clickthe Approve Request button. The button will then fade once the request has been approved.
7. Todeny the request:

a. Clickthe circle button to check it.

b. Clickthe Cancel Request button at the bottom of the screen.

Once you approve a shift request, the healthcare professional will be suggested to GrapeTree to fill the shift. When
GrapeTree books the healthcare professional into the shift, the shift bar will turn blue on the calendar. If you need to
review the details of a booked shift, click on the blue shift bar for more information.

Joe Sue - CNA . )
Filters are applied
< August 2022 >
Tue Aug 23 2022
sun Mon Tue Wed Thu Fri sat
1 2 a3 o 5 s Requested [J
ShiftID 4804668
8.5 2:00P-10:30P Request is Pending
~12 miles
7 8 9 10 1 12 13
o Facility Q Location
Longhouse-Northshire Care Center  Spencer, IA, 51301-3237
B2 Certification &, Specialty
CNA LTC
12 15 16 17 18 19 20
0.2510:45A-11:00A  [clf8 255:45A-2:00P ©
.25 5:45A-2-00P <}
7 22 23 24 25 2 27
28 29 30 # X Close ‘ X Cancel Request
F30pen ———J200 ——— Jii0pen ] —
\\/ T 1
REVIEWING REQUESTED SHIFTS 8
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M EDIGCAL STAFFING

Viewing Open Long-Term
Assignments

The Assignments Tab is where you can view all available long-term assignments. You can apply filters to view only
the long-term assignments that fit your criteria, or leave the search form blank to view all open, filled, and voided
assignments.

1. Select the Assignments Tab in the menu, and a popup box will appear on your screen to search and filter the
long-term assignments. If the box does not appear, click on the blue “Show Search Form”button.

2. |nthe Status / Type row, select “Open”from the dropdown to view available long-term assignments.

3. Inthe Accreditation row, you can select certain certifications (CNA, LPN, RN) or specialties (Assisted Living,
Long-Term Care).

4. Clickthe blue search button to see all long-term assignments that fit your criteria.

5. Ifyouhave a healthcare professional interested in one of the long-term assignments, call your Supplier
Account Manager to discuss the details of the assignment or to book your healthcare professional in.

Search and Filter
ASSIGNMENTS

Save this search as Save Search | ~

umbers, all other fields are ignors

(When populated with one or more assignment n ed)

Assignment Start Date

Start / End Date

Assignment End Date

Faciltes 1| |

Shifts | All Shifts ‘

Assignment Status Assignment Type

Status / Type

‘\XOpsn\ x ‘ All Types ~

Certification & Specialty @y
Accreditation | (oona | (%LPN] (xRN N (= Asst Living (AL)) (<176 « |
e

HCPs8 | | -

Auto-SavelLoad Last Search

VIEWING OPEN LONG-TERM ASSIGNMENTS 19
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M EDIGCAL STAFFING

Running Reports

Another function of the Supplier Portal is running reports for your records. To run a report, click on the Reports Tab
(A) in the menu bar. Here you will see all of the different types of reports the system can run. In this manual, we will
review the steps to run the most popular reports - timesheet reports (B), schedule reports (C), availability reports (D),
and long-term assignment reports ().

it A Main Assignments Shifts HCPs Reports O Kelly Keeler, ABC Staffing ~

Staffing Schedule | HCP Schedule | Client Schedule | HCP Profiles | Client Profiles | Journal Activity

Schedules Profiles Other/Management
Staffing Schedule HCP Profiles Journal
« By Day Filled Orders « HCP Profiles « Journal Activity
+ By Day Filled and Open Orders + HCP Profiles by Certification + Journal Activity Summary
« By Day Open Orders « HCP Profiles with Notes & Journal
« HCP Profiles with License Expire
« Compliance Report Other Reports
G\HCP Schedules « Evaluations Report « Evaluation Aggregates Report
« HCP Schedule + JCAHO Report
+ HCP Availability
o/ Client Profiles
« Client Profiles Management
Client Schedules « Client Profiles with Journal History

) . ) » 52 Week Report
« BltentSdhedule « Client Profiles with HCPs Worked « 12 Month Report

« Client Marketing Report

Long Term Reports Accounting

+ By Start Date + Accounts Payable R

eport
« By End Date » Timecard Summary —°
G— « By Scheduled Date Range

« By Entered Date

RUNNING REPORTS 20




I IMPROVING HEALTHCARE

M EDIGCAL STAFFING

Timesheet Reports

1. Inthe ReportsTab under the Accounting column in the Other/Management section, click on the “Timecard
Summary”link. Refer to page 15 (B) for a visual. You will be taken to a screen where you will select your filter
parameters for the report.

2. Select the specific facilities you would like to view data for.

a. Youcannot leave the facilities box blank, you must select the facilities you would like to see data for in
order to run the report.

3. Under Shift Date, you can select the Last Period, This Period, or set a Custom Range of dates.

4. Under HCP you can select a specific healthcare professional to view data for, or leave the box blank to view
all.

5. Under Status, select either Unapproved or Approved.

a. IheUnapproved option will show any timesheets that have been submitted, but have not been
processed yet.

b. Selecting Approved will show any timesheets that have already been processed.

6. Afterselecting your parameters, click the blue Filter button to apply the filters to the table.

e # Main Assignments Shifts HCPs Reparts O Kely Keeler, ABC Staffing ~

Hanagément
Staffing Schedule | HCP Schedule | Client Schedule | HCP Prgfiles | Client Profiles Journal Activity
=. Sebec] MUHIpe Faciites

el [rgie L= Fama

Timd Anpeoval List _
$Astn Frrercard lruge Facdity HEP EE bt Diite L] [+ ] Eepak Hemari Ui loer 1net 1)
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Timesheet Reports Continued

7. Clickthe blue View button on the far-left side of the table to view a quick summary of a timecard. This will
show the shift date, the clock-in and clock-out times, and the meal break length.

8. Toview the full timecard, click on the View Timecard Image link. This will show all details of the shift including
the client facility, the healthcare professional’s details, shift details, time entry details, and the approver’s
signature.

9. Toview the table in a spreadsheet format, select the blue Export CSV button to download a file that can be
opened in Excel.

If you feel like there is a timecard with an error after reviewing the data, please fill out our dispute form at
bit.ly/supplierdispute.

A Main Assignments Shifts HCPs Reparts O Kelly Keeler, ABC Staffing ~

Contingant Talent
Hanagément

Staffing Schedule | HCP Schedule | Client Schedule | HCP Profiles | Client Profiles | Journal Activity
T Apgaroval Lisd m
egren Temsiawd |)|.‘.‘-\.. 1 ri-\.lﬂr -p AR Dt - Ot Masak [L Y 1JanT e LES ] 4]
e L L
n ey EYEE PR T L d e
RO N o i ALl 4
= - — .
. N — Ecumen North Branch AL o
—— E'.:',';'
$hift Detas
..... Tima Ertry Detais
= T = = ]
| == | E ] N I || ]
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I IMPROVING HEALTHCARE
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Schedule Reports

If you are interested in seeing which of your employees are working within a time frame and what facilities they are
working at, you can run an HCP Schedule Report.

1. Inthe Reports Tab under the Schedules column in the HCP Schedules section, click on the "HCP Schedule”
link. Refer to page 15 (C) for a visual. You will be taken to a screen where you will select your filter parameters
for the report.

2. Select adate range from the “Report Period” dropdown menu.

3. [Ifyouwould like to view this data as an Excel spreadsheet, be sure to check the box next to “Excel Format”to
download the file.

4, Click"Run Report”A list of your healthcare professionals that work within the date range you selected will
appear along with the shifts they are scheduled for and which facilities those shifts are at.

‘r"ﬁ A Main Assignments Shifts HCPs Reparts @ Kelly Keeler, ABC Staffing ~
Staffing Schedule | HCP Schedule | Client Schedule | HCP Profiles | ClientProfiles | Journal Activity
0— Report Period:| 8/21/2022 - 8/27/2022 (This Period) v
Custom Period:Start « [s/21/2022 r@mO
End « r@®

Certification: Seleo! Cerifcations

Specialty: Select Speciaities

Order Status:[Filed  +|
SortByiName ]

Hep Type:jm Selection -

HCP(s):|all
Doe, John (CNA,Med Trained CNA)

Doe, Josephine {CNA)

Nurse, Nancy (RN)

Smith, Jane (LPN) it
HCP Status:|all -~

Reactivating

Special Request

Motivate

Holding -

Where|No Selection ~|is [al ~

Show HCP Phone & Address Information
O Show Availability

[ Show Facilities (Preferred & DNR)

[ Show All HCPs

O Show Order Note

Include Lunch Deduction

Include Printer Page Breaks

Font Size:[8 pt (Default) v

Grid:[Grid (Default) v | R St 0711733 - 0733133
e ZExcel Format = ———r
=
Back to Report Manager -
WCP Schasbute 07/17/33 - 87,33/33]
L E— S
: ] p—
. WP Sahwate 07/17/21 - 07733733
[ 17— =3 —_ gix e - e — e — . ——
e e
I )
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Availability Reports

If you are interested in booking your healthcare professionals into more shifts through GrapeTree, you can run an
HCP Availability Report to view your healthcare professionals’availability.

1. IntheReports Tab under the Schedules column in the HCP Schedules section, click on the HCP Availability
link. Refer to page 15 (D) for a visual.

2. The next screen will have a table that shows you where each employee is working and what days they are
available within the selected date range.

3. Use the filters at the top of the page to customize the date range you would like to view.

4. To see healthcare professionals who are not scheduled to work during the allotted timeframe, you can check
the“Show All Active Temps”box in the top right.

5. Click the"Show Availability” button and a list of your healthcare professionals will populate along with the
dates and times they are scheduled to work within your selected timeframe.

T hien A Main Assignments Shifts H{Ps Reporis O Kelly Keeler, ABC Staffing ~

Centinga
Hansgd

From: ~ Certifications:

«[8723/2022 »y@ (35] Select Cerfifications Show Shift Times

= Specialties: Show Client Abbreviations
«[8/29/2022 r@m® Ssledt Specialies B2 show All Active Temps

Client Preferred Facilities:
All -
ABCM Rehabilitation of Independence East Campus
ABCM Rehabilitation of Independence West Campus
Albia Oakwood Specialty Care

Algona Manor Care Center hd

Show Availability

Show Notes
Oprinter Friendly
Cesport to Excel

P Permanent Available - Number represents available shifts from HCP's Permanent Availability
D Daily Available - Number represents available shifts from HCP's Calendar
B Booked Shift
DNW Do Not Work - From HCP's Permanent Availability or Calendar
Tue Wed Thu | Fri | Sat Sun|Mon
8/23 | 8/24  8/25 8/26 8/27 B/28 | 8/29

Temp

Doe, John (CNA,Med Trained CNA) Perm
LTC Asst Living

iDoe, Josephine (CNA) Perm

TC

INurse, Nancy (RN) Perm

LTC Asst, Living

|HM 122-455-7880

Smith, Jane (LPN) Ferm

LTC Asst. Living

Sue, Joe (CNA,Med Trained CNA,Med Aide) Perm
LTC Asst Living

5 HCPs found

If you have any additional questions about the Supplier Portal, please reach out to your Supplier Account Manager.
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