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EVS AND PORTER ROLES

This tip sheet provides an overview of how supervisors can to assign roles to EVS and Porter staff in
Capacity Management.

1. Log into Capacity management. O Cancel & millennia.cernercom  «A

Done

2. Ensure that the appropriate facility @ Fle Lounch Personalzstion Help
is selected using Location Tool Bar. BedBoard |

3. Navigate to Custodian (3 )
Status List or Transporter | Cerefware Lapacty Management
status List Gadget.
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4. Find a Custodian or Transporter Name and double-click on the red dot next to the name to
change status to available.

[ CarcAware Capacity Management
File Launch Personalization Help

Unit Coordinator/RN | Custodial Services!E\fsl House Supenvisor/Bed Managemen
(l ‘Heghe cIcal Lentel
I

e

d Custodial Services List M
GBI Gross, Eliza - E
i Status Provider Mame Time (Status) A
] Sherman, Judith I20PM 4THG E
@ McCoy, Laura Z13IPM 4THE E
=] Shockley, Barbara I25PM ATIE E
@ Gross, Eliza 1214 PM AITHE E
@ Roach, Mark 324 PM 4TH6 E
@ Smith_1 nis 329 PM ATHG E
Note: When the Red dot changes to Green dot this is indicating status as Available.
5. Click on the very first column on the left (Hamburger Menu) and select Assign Zone.
(] Gale, Daniel Mo Zones Assigned
¥ 2 Lewis, Allison (Rick) 520 PM 4/6116 No Zones Assigned
@* Assign Zone ;
Meal, Donald Mo Zones Assigned
Upshur, Terry Mo Zones Assigned
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6. Select a zone and click Add. 51 Assign Zones Far Lewts, Allison (Rick) =
7. Add more Zones if needed. Ay
. Zone Mame Description Zone Active Time  Zone Inactive Time
8. Click OK to save selected Zones. e s = J15
ES Day 10 ES Zome Day 10 - EDY D000 23:39
ES Day 11 ES Zone Day 11 - ED 00:00 2359
ES Day 12 ES Zome Day12 - SD5 00:00 23:59
ES Evenings 1 ES Zome Evenings 1 D0:00 2359 f
ES Evenings 2 ES Zon E\.' ings 2 00:00 23:59 8
ES Evenings 3 ES Zone ings 3 00:00 359
F& Furninne d nnnn 2354

Click Add -)
Selected Zones

ZoneMame  Description Zone Active Time  Zone Inactive Time -
E5Evenings 2 ES Zone Evenings2  00:00 23:59 ?

Note: The Individual is now ready to receive jobs on their device.
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