GRAPEITREE

M EDICAL STAFFING

Facility Portal Manual

Facility Portal is your #1 tool, providing you and your team with full control
and everything you need to efficiently manage your shifts. This easy-to-use,
all-inclusive portal is where you will manage your facility shifts, credentials,
GrapeTree Healthcare Professional documentation, and run reports.
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MEDICAL STAFFING

Facility Portal
Overview

Facility Portal makes scheduling work simple.
Whether you manage one or multiple facility
calendars, get the insights you need with
ease. GrapeTree's Facility Portal, powered by
Symplr, gives you the power to:

:'s'ymplr- CTM

Dashboard Assignments Shifts HCPs Reports Profile Confirmatic

New Shift + New Assignment +
« Add per-diem shifts and assignment
needs.

Facilities

« View and manage all open, filled, and

cancelled shifts. Unconfirmed Shifts & . Schec
. . OSSC"I(C:\‘ 3;.;0"
« Search and filter shifts by status,
specialty, facility, start date, or ;;0' Hours
hrs as of today

assignment.

« Search and filter healthcare
professionals by certification,
orientation status, work history, or
name.

Facility 4 Location

| J

Calendar | New Shift + New Assignment +

[ l

Calendar (8 | New Shift 4 New Assignment 4

( ]

Calendar 8| New Shift 4+ New Assignment +

[ I

Calendar 2| New Shift 4+ New Assignment 4

! l

Calendar @ | New Shift+ New Assignment +

- Complete performance evaluations for
GrapeTree healthcare professionals.

« View professional documents for
healthcare professionals shared with
your facility.

« Access and run reports —including
your PBJ report.

Click to Open Facility Portal

Showing 1 to 5 of 5 entries
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https://bit.ly/3ZUqKpr
https://bit.ly/3ZUqKpr
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Getting Started SRR

Account Set Up

GrapeTree will send an invitation to your primary email on file for you to create a Facility Portal
account. Click the link in the email to set up your username and password. If you do not see the email
invitation, please check your junk/spam folder.

1 Create a username. This can be your email address or a custom username.

2.  Set your password. Your password MUST meet all of the complexity rules listed. Each rule will
check off in green as you meet the criteria.

3.  Click the "Save Credentials” button. This will take you to the Facility Portal home page.

Welcome to
GrapeTree Medical Staffing

Plaass croabe your login oredentials

Usermame

Password

Confirm Password

Save Credenbals e
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Getting There

For your convenience, the GrapeTree website has a link to the Facility Portal login page. In the menu,
hover over the Healthcare Facilities dropdown, the Current Clients dropdown, and then click on the
Post a Job link.

S5 CONTACTUS

GRAP E?T REE® ABOUT HEALTHCARE PROFESSIONALS HEALTHCARE FACILITIES SUPPLIER PARTNERS m

Get Started with GrapeTres

Qur Services »

Current Clients > -m
G ra peTree Client Hub

Medical Staffing
Agency

Bookmark Facility Portal

We recommend bookmarking the Facility Portal login page on your web browser so that you always
have quick access to manage your shift orders. Use the links below for additional instructions on
adding a site to your bookmark toolbar based on which web browser you use.

+ Google Chrome -« Mozilla Firefox + Safari <« Microsoft Edge

Logg i ng I n 8 CTM Facility Portal X + v =, o] 5%

€« > C 8 ctms.contingenttalentmanagement.com/grapetree/FacilityPortal/login.cfm o~ @ |2 @ :

Input the username and
password that you specified
when creating your account and

click the “Log In" button. After > symplr CTM
successfully logging in, you will Facility Portal
see your Dashboard. i
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https://support.google.com/chrome/answer/188842
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://www.grapetree.com/
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The Dashboard Tab R

The Dashboard tab will show you an overview of all scheduled (filled), open, and cancelled shifts your
facility or facilities have posted with GrapeTree. Whether you are managing one facility or multiple,
the Dashboard is a great spot to gain quick insights and take actions.

1 If you are managing schedules for multiple facility locations, you can select or remove locations
in the Facilities section to view more custom overview data. If you don't see one of your facilities
listed or there are facilities listed that you do not manage the schedules for in the dropdown, your

Client Account Manager can add or remove locations from your list to help you better manage
your work.

2.  Onlogin, your dashboard's date range will automatically display data for the current week. Expand
the dropdown to customize the date range and view more specific data.

3.  The boxes at the top of the page conveniently show numbers for all open, filled, and cancelled
shifts for the facilities within the date range selected.

a. The shift boxes are interactive. On click, they will take you to a detailed list view of the shifts
that meet the criteria.

v
> symple CTM
.
Dashboard Assignments Shifts HCPs Reports Profile Confirmations Help Guide: Logout
+ New Shift + New Assignment

Facilities Date Range

( %] =) x) | x Current period (Sun, Oct 4, 2026 - Sat, Oct 10, 2026) o
( %]

Unconfirmed Shifts &' Scheduled Shifts & Open shifts & Canceled Shifts &
e 0 as of today 62 as of today 29 for date range 8 for date range

Scheduled Hours
@ 605 s e o1 tocsy

Search:
Facility 4 Location Account Manager staffing specialist Scheduled Shifts ~ Open Shifts ~ Canceled Shifts ~ Scheduled Hours ~  Unconfirmed
(& =] Jessie Warburton Jessie Warburton 5 view 10 view 0 44 s 0
jessie warburlon@grapetree.com jessie. warburton@grapetree.com
7125642814 (2814) 7125842614 (2614)
(= = Jessie Warburion Jessie Warburton 24 view 9view 4 4view 236 hrs 0
Jessie warburlon@grapetree.com Jessie- warburton@grapetree.com
7125642614 (2814) 7125842614 (2814)
(= =] Jessie Warburton Jessie Warburton 6view 10 view 44view 64 s 0
Jessie warburlon@grapetree.com Jessie-warburton@grapetree.com
Ve
> symplr CTM
.
Dashboara  Assignments  Shifts  HCPs  Repos  Profile  Logout
<+ New Shift ‘Show/Hide Columns. Apply Default View Save as Default View Quick Filter
Dashboard > Seheduied Shifts for Selected Facilties
Bulk Actions ~ | 0 0 2 selected | Select Page | Select Al
O sninz status  Type  Client Job Date shift Name Cen  speciaty Floor ~ BilRate  Requests HCP Assignment # state  City Zip Code Created Mogified
O [#sserros | WEGIZHR  Per Diem 09/28/2023 | 2P10P (2) ONA LTC (-] 0912/2023  09/12/2023
ECalendar | 8 Confirmed 202 pm 202pm
© Cancel
O [#sserro || WG  PerDiem 09/30/2023 | 2P-10P (2) CNA LTC :] 0912/2023 | 0911212023
8 Calendar | 8 Confirmed 202pm 202pm
© Cancel
Showing 1 10 2 of 2 Shifts T - A
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The Dashboard Tab Continued Ceoien I

4. Below the shift boxes, you will see a list of the facilities you have selected. The columns will show
a breakdown of which locations your scheduled, open, and cancelled shifts are posted at, along
with the total number of scheduled hours at each facility for the selected date range.

5.  Click the dropdown arrow next to a facility name to access quick actions for that location.

a. The Calendar button will take you to that facility’s specific calendar.

b. The New Shift button allows you to quickly add a shift at that specific facility.

€. The New Assignment button allows you to quickly add a local or travel assignment for that
specific facility.

Dashboard ~ Assignments  Shifs HCPs Reports  Profile  Confimations  Help Guide  Logout

+NewShit | = New Assignment

Facilities Date Range
( x] ( x] x| x Current period (Sun, Oct 4, 2026 - Sat, Oct 10, 2026) v
( x|
Unconfirmed Shifts & Scheduled Shifts & Open shiits & Canceled Shifts &
0 as of today 62 as of today 29 for date range 8 for date range

Scheduled Hours
@ 605 nrs 2 ortoszy

Search
Facility 4 Location Account Manager staffing Specialist Scheduled Shifts ~ Open Shifts ~ Canceled Shifts = Scheduled Hours ~ Unconfirmed
[ a ‘ N ] Jessie Warburton Jessie Warburton 5 view 10 view o 44 nrs 0
jessie warburton@grapetree.com jessie. warburton@grapetree. com
7125842814 (2814) 7125842814 (2814)

l a ‘ = ] Jessie Warburton Jessie Warburton 24 view 9view 44 view 236 hrs 0
jessie warburton@grapetree.com jessie warburton@grapetree. com
7125842814 (2814) 7126842814 (2614)

[ a ‘ % ] Jessie Warburton Jessie Warburton 6 view 10 view 44 view 64nrs 0
jessie warburton @grapetree.com jessie warburton@grapetree. com
7125842614 (2814) 7125842814 (2614)

[ a ‘ - ] Rachael Swearingen Rachael Swearingen 17 view [ [ 136 hrs 0
rachael swearinger com rachael @ com
7123360800 (2872) 7123360800 (2872)

a =] Rachael Swearingen Rachael Swearingen 10 view [ [ 125 hrs 0

Facility 4 Location

0= [-)
e_@ Calendar

=+ New Shift

°=— = Mew Assignment

[
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Facility Calendars SRR

Clicking on a facility’s Calendar button on the Dashboard will bring you to a color coded calendar
view of all shifts submitted to GrapeTree for that specific facility.

Quick Tip: For a printer friendly view of a facility’s calendar with specific shift and healthcare
professional details, check out the Schedule Report.

Shifts are color coded on the calendar:

Grey

Shift has been completed.

Shift is filled. Click it to see the healthcare professional’'s name & shift details.
Shift is open, and we are working to fill it.

Shift has been cancelled.

Shift has been cancel requested.

Assignments will show as a continuous colored bar across the top of each calendar day.

vis
> symplr CTM
;
Dashboard Assignments Shifts HCPs Reports Profile Logout

Grapeful Living Senior Center

+ New Shift + New Assignment
No fiters are applied @

< September 2023 >

sun Mon Tue Wed Thu Fri sat
28 29 30 3 1 2

3 a 5 (3 7 8 9

=
10 1 12 13 14 15 16
2C Z . . ///
H m [ ¥
2
I ”
S
17 18 19 20 21 22 23 -
Click on any shifts or date to see its details
24 25 26 27 28 29 30

FACILITY PORTAL MANUAL




.- I
Navigating the Calendar eeent e

1 Shifts can be filtered by shift type, assignment type, status, floor, certification, and specialty

using the filter icon at the top right of the calendar.

2.  Click in the white space on a day on the calendar to open a popup with tabs for all shift types and
assignments for that day.

a. Click on the shift type tab headers to see breakdowns of the listed shifts or assignments.
b. Click on a shift or assignment ID number to see more details on that shift or assignment.

3. Quick Tip: Clicking on a healthcare professional’s name within

a shift on the calendar will allow you to view their credential

h H C P T qb y y g Shifts Assighments Both
Shift Type Assignment Type
Al v Al v
Status Floor
| inciude Al | |include Al
i Certification 7= Specialty Uy
,’symplr' (@)Y | include Al | |inciuge A |
Dashboard ~ Assignments  Shifis  HCPs  Reports  Profle  Logout
Y Apply Filter Reset
Grapeful Living Senior Center
+ New Shift + New Assignment
No filters are applied
4 September 2023 >
Thu Sep 28 2023 x
sun Mon Tue Wed Thu Fri sat
2 2 30 3 1 2 Assignment ed Openfd
1
sniD 5967710
% 4 5 6 7 8 9 ol Facility Q Location
" . —
Shift Type
Per Diem
BB Certification G, Specialty
CNA e
10 & 12 13 14 15 16 & Worker
1 Carceled |
Assignment: 32776
7 18 21 2 23
SR S R T
Assignment Status: [
& Facility
— Assignment #32776
2 2% 2 o % 2 E <
- Assignment Type
LTA
Assignment Details ~ Notes
B Certification
s Cancelled By & #09/03/2023 to 10/28/2023
= = = - o= Facility Facility Job Date
© 2rP-10P (2) = CNA
Shift Certification
Qe LTA
Specially Type
OVoid || [ Edit
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Adding Shifts EEREL

From the Dashboard, click the “New Shift” button under the facility that you would like to add shifts for.
Alternatively, click the “New Shift” button in the top left side on any page and select which facility you
would like to add the shift for in the Facility box.

Adding a Single Shift

1 In the dropdown menu for a location, click the “New Shift” button.
2.  Select the certification(s) for the shift (multiple can be selected).
3. Select the job date.
4

Select the specialty of the facility you are adding the shift for. If you are entering a Crisis or STAT
shift, select the corresponding specialty variation from this menu. Do not select Emergency Pay.
5.  Select the shift time in the “Default Shifts” dropdown or enter a “Start Time” and “End Time".
a. If you select one of the default shifts, the “Shift” dropdown and shift start and end times will
auto populate based on your selection.

b. If you input your own start and end times, select the corresponding shift in the “Shift”
dropdown: 8 hr Days (Shift 1), 8 hr Evening (Shift 2), 8 hr Nights (Shift 3), 12 hr Days (Shift
4), or 12 hr Nights (Shift 5).

6.  If you want to request a certain healthcare professional to work the shift, type their name into the
“Requested HCPs" field. The GrapeTree team will check with them to see if they are able to work
the shift. Please note that once the shift is posted, any healthcare professional can fill it.

7. Do not adjust the “Type” or “On-Call” fields. They should show as Per Diem and No.

Leave “Floor” blank to allow partial shift adjustments (example: a professional books 8 hours of a
12 hour shift, and the remaining 4 hours are posted for another professional to fill), or select “Shift
Adjustment Approval Needed” if you prefer to manually approve all partial shift adjustments.

9.  Click the “Save Shift” button to post the need.

Create Shift

Facility [

| g—

Job Date [
10/08/2026

Default Shifts Start Time End Time

Select shift e I

Quantity Requested HCPS &

1 Same Day

On-Call

v

Notes (optional)

Post-Save Action: None ~ Save Shift
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Adding Multiple Shifts

1 Complete steps 1-8 on the previous page for adding a shift and shift details.

2. To add multiple shifts with the same criteria for the same day, select the number of shifts from
the first “Quantity” dropdown and “Same Day” in the second dropdown.

3.  To add multiple of the same shift for consecutive days, select the number of days in the first
“Quantity” dropdown and “Consecutive Days" in the second dropdown.

4.  To add multiple of the same shift for specific days, select “Specific Dates” in the second
“Quantity” dropdown and then click in the “View and Select Dates” box. In the calendar popup,
use the + and - buttons to specify how many shifts you would like to post on each day. Once you
have completed your selections, click “Update.”

5.  Click the “Save Shift” button to post the needs.

Immediately after shifts are added to the calendar, automated text message campaigns are triggered
to send to all healthcare professionals in the area to notify them of the opportunity. Your GrapeTree
Client Account Manager will also be notified so that they can work to fill the open need.

Create Shift

Facility ) Certification =
E ‘
Job Date Specialty O
09/28/2023 - O View all
Default Shifts Shift Start Time End Time
Select shift ¥, 8 hr Days (Shift 1) v T <] T ©
Quantity Requested HCPs &
1 . Same Day v
Type On-Call Floor
Per Diem v Yes | No b7
Notes (optional)
Quantity Reset
2 v Same Day v
Quantity
< Oclober2024 >
3 v Consecutive Days v
Quantity
1 v Specific Dates v
Selected Dates
10/24/2024(1).10/31/2024(2] 6 Selected
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Editing Shifts

Shift and assignment details can be edited if the shift or assignment is open and has not been filled.

1. Select the shift on the
2. Click "View."

3

4,

5.

Shift #5967700 [open’ (Need Requested)

Shift Details = Notes

calendar that you would like to edit.

Click "Edit" in the popup view of the shift.

Once all edits are made, click “Save Shift.”

B

Facility

© 945P-6A (3)
Default Shift

= CNARN

| Certification

8 09/28/2023

Job Date

© 8 hr Days

Shift

Qj LTC STAT Response
Specialty

© Void

Edit Shift #5967700 |Open (Need Requested)

MEDICAL STAFFING

Make any edits to the shift details or healthcare professional requests in the new popup.

Facility [ Certification =
‘IT_— | * | “mm [*RN]
Job Date [ %)
09/28/2023 ‘ LTC STAT Response(LTC STAT) A | O view all
Default Shifts Shift start Time End Time
9:45P - 6:00A v 8 hr Nights (Shift 3) v 09:45 PM 06:00 AM
o Requested HCPs &
Type On-Call Floor
Per Diem v Yes ‘ No | v
Notes (optional)
y

FACILITY PORTAL MANUAL
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Cancelling Shifts

Cancelling an Open Shift

If an open shift or assignment is no longer needed, you have the option to cancel it.

1 Select the shift on the calendar that you would like to cancel.

2.  Click "Void."
3. Inthe “Void Reason” dropdown, select “No longer needed or Census Dropped” option.
4. Click "Void Shift."
5.  The shift is now cancelled and will show on your calendar in red. No further actions are needed.
13 4 15 16
S EEET (T BT U Sep 282023 i
Open [J
! - Shit 1D 5967700
20 21 22 23
- T Campieted De | Do
B Facility @ Location
Shift Type
2 —_— Per Diem
27 28 29 30 - L
BA Certification G, Specialty
CNA, RN LTC STAT Response
1 Open
Void Shift - #5967700 |
I X Cigge |
(— [— [—
=3 shift # 5967700 L
Facility
1 &85 09/28/2023 © 945P-6A (3) e
Job Date Shift
= CNA, RN Q5 LTC STAT Response
Certificafion Specialty
Void Reason I No longer needed or Census Dropped * _e
Notes (up to 2000 characters)

® Void Shift Cancel
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Cancel Request a Filled Shift N NT

If you wish to cancel a shift that a healthcare professional has already filled, you will instead send a
shift cancel request. Your GrapeTree Client Account Manager will review the request to approve and
remove the shift.

1 Select the shift on the calendar that you would like to cancel.

2.  Click “Cancel.”

3.  Inthe “Void Reason” dropdown, select “No longer needed or Census Dropped” option.

4.  Click “Cancel Shift."

5. Click “Send Request.”

6.  The shift will show on your calendar in purple, meaning you have submitted a cancel request for

the shift.
If you have requested to cancel a shift in error, you can remove the cancel request in the Shifts Tab.

Keep in mind, our system will not allow any cancel requests to come through for shifts that have been
filled with less than a 24-hour notice from the start time of the shift. This will require a call to be made
to your Client Account Manager, or the 24/7 Staffing Department at 712-336-0800, select option 2.

Scheduled )
13 14 15 16
==
ShiftID 5967710
8 2:00P - 10:00P
o8 Facility Q Location
20 y 23 *
] & d Shift Type
R
E7 Certification ¥, Specialty
CNA LTC
& Worker
27 28 29 30
& CNA WQJLTC, LTC STAT Response, LTC Emergency Pay, Asst. Living, Assisted Living STAT Respofise,
Sopen Assisted Living Emergency Pay
Cancel Shift - #5967710
7 Shift ID: 5967710 - Cancellation Notification
[0 shitt # 5967710 &
Facility
& 09/30/2023 © 2P-10P (2) Shift Start Time: 09-30-2023 02.00 PM
Job Date Shift Current Time: 09-29-2023 10:38 AM
= CNA gLC
Certification Spedialty

A\ This Shift must be cancelled by GrapeTree Medical Staffiing. Would you

like to send a cancellation request?
Void Reason No longer needed or Census Dropped v \—e

Notes (up to 2000 characters) y
Close Send Request —e
o ® Cancel Shift Cancel
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Adding an Assignment

From the dashboard, click the “New Assignment” button for the facility you would like to add a local or
travel assignment for. Alternatively, click the “New Assignment” button in the top left side on any page
and select which facility you would like to add the shift for in the Facility box.

I N

In the dropdown menu for a location, click the “New Assignment” button.
Select the start and end date for the assignment.

Select the certification(s) for the assignment (multiple can be selected).
Select the specialty of the facility you are adding the shift for.

Select the shift time in the “Default Shifts” dropdown or input your own in the “Start Time” and
“End Time" fields.

a. If you select one of the default shifts, the “Shift” dropdown and shift start and end times will
auto populate based on your selection.

b. If you input your own start and end times, select the corresponding shift in the “Shift”
dropdown: 8 hr Days (Shift 1), 8 hr Evening (Shift 2), 8 hr Nights (Shift 3), 12 hr Days (Shift 4), or 12 hr Nights (Shift 5).

Enter the number of days and hours per week for the assignment.

If you would like to request a certain healthcare professional to work the assignment, you can
type their name into the “Worker” field. Our team will check with the healthcare professional to
see if they are interested in picking up the assignment.

If you would like to post more than one assignment with the same details, adjust the “Assignment
Quantity” dropdown.

Do not adjust the “Type” dropdown. Please leave it as the default option, “Local Travel LTA.”
Additionally, leave the “Floor” dropdown blank.

Click the "Save Assignment” button to post the need.

Creale Assignment

Facility Start Date [ End Date
[x 3| 09/29/2023 1 Week v| 10052023

Certification /= Specialty U1

O view all

Default Shifts shift Start Time End Time
Select shift 8 hr Days (Shift 1) v

Days Per Week Hours Per Week Worker &
3

Assignment Quantity Type
1 Local Travel LTA

Notes (oplional)

(up to 2000 characters)

‘Save Assignment
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MEDICAL STAFFING

The Assignments Tab

The Assignments tab allows you to view and add your local and travel assignment needs. Clicking on
the Assignments tab will open a search filter box for viewing your assignments.

Viewing Assignments

Leaving all fields blank on the search form and clicking the “Search” button will show a historical list of
all assignments that have been added to all facilities tied to your account. This list can be sorted by any
of the columns by clicking on the column header. To view a filtered list instead, click the “Show Search
Form"” button to open the search box back up.

1a. Leave the “Assignment #" field blank to search all assignments, or type in the assignment number
to view a specific assignment. If typing in an assignment number, no other fields need to be filled
out before clicking “Search.”

1b.  Use the form fields to filter down your search results. Any field can be left blank, so you can get
as detailed or as broad as you would like with your search.

2. Toggle the “Auto-Save/Load Last Search” button if you would like to view the same search
criteria each time you visit the Assignments tab.

3.  Click “Search” to view the assignments that meet your criteria.

Clicking on the column headers will sort the list of assignments as desired.

Search and Filter
ASSIGNMENTS

Save this search as Save Search |

Assignment #

Assignment Start Date

start/ End Date

Assignment End Date

Facilities 3

Shifts ‘ All Shifts ‘

Assignment Status
| An statuses |

Assignment Type

status / Type

All Types v

Certfication = Specialty &
Accreditation ‘ | ‘

Q search

:‘s'ymplr‘ CT™Mm

Dashboard ~ Assignments  Shifis HCPs  Reports  Profile  Logout

+ New Assignment  [REIENECSIE IS

ShowHide Columns. Apply Default View || Save as Default View Quick Filter

0—(Assignmem# Facility Hep Type Status ~ StartDate o EndDate ~ Duration ~ Shift Certification ~ Specialty State  City Zip Code )
#32785 LTA EETE 10022023 10272028 26days | 6A2P (1) CNA LTC
£ Calendar
© Void
LTA 09/0472023 | 10/07/2023 | 34 days 2P-10P (2) CNA LT
& Calendar
LTA 09/03/2023 | 10/28/2023 | 56 days 2P-10P (2) CNA LT
[ Calendar
LTA 09/03/2023  10/26/2023 56 days 2P-10P (2) GNA (5o}
[ Calendar
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The Confirmations Tab RERRR

The Confirmations tab is where you will sign off on assignment agreements. From here, you can review,
approve, or request changes to the assignment details.

How to Complete a Confirmation

1 When an assignment agreement is ready to be confirmed, you'll receive an email containing a
direct link to the Confirmations tab. If you prefer, you can also log into the Facility Portal and
select the Confirmations tab in the menu.

a. You'lland on the Pending tab by default. This is where any confirmations requiring your
signature will appear. You can use the Accepted and Declined tabs to view previously
completed or rejected agreements.

2.  Locate the assignment you want to review and select “View & Accept Confirmation.”
3. Awindow will open displaying the agreement details.
a. If everything looks accurate, select the “Sign Confirmation” button in the top-left corner.

b. If something needs to be updated, simply close the window and click the “Reject
Confirmation” button on the main Pending screen to notify us that revisions are needed.

4.  After clicking “Sign Confirmation,” you'll be prompted to provide your signature. You can sign
using your mouse, trackpad, or touchscreen device. Once signed, click “Accept Confirmation” to
finalize.

5.  After you sign, the agreement automatically moves to the Accepted tab. You can revisit this
section anytime to reference your confirmed agreements.

::S'ymplr' CTM

Dear Nancy *Nurse,

Dashboard ASS\QVII‘HEHIS Shifts HCPs REDDHS Profile Confirmations He\p Guide Logoul
Signature needed to confirm this assignment: —
Assignment Confirmations
+ Name: Nancy TEST Nurse TEST
Confirmation ID: 4

+ Assignment: CNA - LTC - 2025-11-18 to 2026-01-11

Pending Accepted Declined

Facility Summary

B B i B = : GrapeTree Medical S\amng‘ Inc. Confirmation #4
} CllICk the ll_nk bBlOW to S‘gn the BSSIgntnT Confirmation. @ View & Accept Confirmation @ Reject Confirmation 11/18/2025 8:00 AM - 01/11/2026 4:30 PM
View Confirmation CNA-LTC

@— S sign Confimation

i

:‘S'ymplr CT™M

4 Dashboard ~ Assignments ~ Shis  HCPs  Reports  Profile  Gonfirmations  Help Guide  Logout

Facility Information

Name: GrapeTree Medical Staffing, Inc.
585

Assignment Confirmations
one: 555-
Accepted | Declined
Healthcare Professional Information

Facility Summary

Full Name: Nancy TEST Nurse TEST

Certification: CNA,Medication Manager CNA
GrapeTree Medical Staffing, Inc. Confirmation #4

; 2 @ View Confimation 1111812025 8:00 AM - 01/11/2026 4:30 PM
Assignment Information CNA-LTC
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The Shifts Tab RapElTRE

The Shifts tab allows you to view and add your per-diem shift needs. Clicking on the Shifts tab will
open a search filter box for viewing your shifts.

Viewing Shifts

Leaving all fields blank on the search form and clicking the “Search” button will show a historical list of
open shifts that have been added to all facilities tied to your account. This list can be sorted by any of
the columns by clicking on the column header. To view a filtered list instead, click the “Show Search
Form” button to open the search box back up.

1 Click the blue “Requests” dropdown at the top of the pop-up to minimize it.

2a. Leave the “Shift #” field blank to search all shifts, or type in the shift number to view a specific
shift. If typing in a shift number, no other fields need to be filled out before clicking “Search.”

2b. Use the fields to filter down your search results. Any field can be left blank, so you can get as
detailed or as broad as you would like with your search. We recommend removing “Open” from the
Shift Type field to view all shifts.

3. Toggle the “Auto-Save/Load Last Search” button if you would like to view the same search
criteria each time you visit the Shifts tab.

4. Click "Search” to view the shifts that meet your criteria.

5.  Clicking on the column headers will sort the list of shifts as desired.

Save this search as Save Search | ~

¥ Requests

Shift #

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

Begins within n-hours
Job Start Date

v

Any Time v

Facilities [§]

Shift Type Shift Name Assignment / Per Diem

Shift Details Al Shift Types v | Incuge Al Include All -

status  Shit Staws e jon Status
| Include An | v

Certification 7= Specialty U
Accreditation ‘ | |

) A

Auto-Save/Load Last Search

LAV snhow Search Form ShowHide Columns Apply Default View ||~ Save as Default View Quick Fiter

Bulk Actions ~ | 0 of 1000 selected | Select Page | Select Al
e—( O shins Status Type Client Job Date v Shift Name Cert  Specialty Floor BillRate  Requests ~ HCP Assignment#  State  City Zip Code )
O [ #sse9098 EEEW  PerDiem 04/30/2023 145P-10P(2) RN LTC
B Calendar | 8 Confirmed
© cancel
o EPR  Per Diem 04/20/2023 145P10P(2) RN LTC :]
B Calendar | & Confirmed
® Cancel
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Bulk Cancelling Shifts conshien

From the Shifts tab, you can bulk cancel open shifts that are no longer needed.

Please note, filled shifts must be cancel requested one by one.

Check the box next to each open shift you would like to cancel.

Click the “Bulk Actions” dropdown, and then select “Void Shifts.”

Confirm that the details listed for the shifts selected for cancellation are correct.

In the “Void Reason” dropdown, select “No longer needed or Census Dropped” option.
Click the “Bulk Void” button.

A bulk void notification will display showing that you have successfully voided the shifts. If you
receive a failed notification and still need to void the shift(s), please call your Client Account
Manager for further assistance, or call our 24/7 Staffing Department at 712-336-0800 and select
option 2.

o pw NS

Bulk Void Shifts

A\ You are about to VOID the following shifts

Void Reason No longer needed or Census Dropped

Notes (up to 2000 characters)

Select All Shifts

#50677 #596770 #5967700
09/28/2023 09/28/2023 09/28/2023
945P-6A (3) 9:45P-6A (3) 945P-6A (3)

3 of 3 shift(s) selected

® Bulk Void
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Removing Cancel Requests Weo sl sTareine

From the Shifts tab, you can bulk remove cancel requests that you have sent. This will keep the shift
on your calendar, and the healthcare professional that has filled the shift will still have the shift on their

calendar.

1 In the search box, select “Cancel” in the “Request Type” dropdown.

2. Scroll down to the “Status” field and select both “Open” and “Filled” status types.

3. Click the “Search” button.

4.  Check the box next to each shift you would like to remove your cancel request from, meaning it
will remain on your calendar and the GrapeTree healthcare professional who has filled it will show
up for the shift.

5. Inthe “Bulk Actions” dropdown, click “Clear Cancel Requests Shifts.”

6.  Inthe popup, review the cancel requests that you are going to clear, and then click “Remove
Cancel Request” to restore the shift on your calendar.

+ New Shift

~ Requests

Gilent Requests RequestTyps  RequestedAfier
cancel v

HCP Requests & Request Status Requested After

VMS Requests & Suppler

Exclude These Warnings

Shift#

Begins within n-hours

Job Start Date v =] Any Time
Facilities (2
Shit Type Shift Name Assignment  Per Diem
Shift Detalls Al Shift Types v Include All Include All

staus St Status Confirmation Status
*Open | *Filled I v
on Q searcn
Load Last Searcn

Bulk Remove Cancel Request Shifis

A You are about to remove cancel request for following shifts

Select All Shifts

#5971239 #5971109 #5071114
1012512023 101272023 10/21/2023
10P-6:30A(3) 2P-10P (2) 2P-10P (2)

: = =
Cancel Shifts

Clear Cancel Request Shifts 3 of 3 shif(s) selected

Confirm Shifts

<
<]
<]

Void Shifts.

Remove Cancel Request
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The HCPs Tab rarelrne

The HCPs tab allows you to view healthcare professionals (HCPs) who have been shared with your
facilities. Clicking on the HCPs tab will open a search filter box.

Viewing Healthcare Professionals

Leaving all fields blank on the search form and clicking the “Search” button will show a historical list of
all healthcare professionals who have been shared to any facilities tied to your account. This list can be
sorted by any of the columns by clicking on the column header.

1 Use the form fields to filter down your search results. Any field can be left blank, so you can get
as detailed or as broad as you would like with your search.

2. Werecommend selecting the “Oriented” option in the Facility Status field.

Toggle the “Auto-Save/Load Last Search” button if you would like to view the same search
criteria each time you visit the HCPs tab.

4. Click “Search” to view the healthcare professionals who meet your criteria.

5.  Clicking on the column headers will sort the list of healthcare professionals as desired.

GRS Save this search as Save Search | ~
HCPS

% Wildcard Searchable Fields (for example- %@gmail com)

Work History ‘ v

)

o
Eacility Status “ *Oriented |

First Name Last Name

Name % First Name Last Name

Certification & Specialty

Q Search

Auto-SavefLoad Last Search

v
> symplr CTM
.
Dashboard Assignments Shifts HCPs Reports. Profile Logout
—_—
Show/Hide Columns. Apply Defautt View Save as Default View Quick Filter
e—(Name Certifications Specialties Facility Status Last Scheduled + Next Scheduled Shifts Worked Evaluations )
—
LPN LTC = 09/02/2023 None [25) [1)
LTC STAT Response 12:00 am View
LTC Emergency Pay - Ty
LTC STAT Response 12:00 am Add
LTC Emergency Pay - Wor Ty
CNA Home Health ~ | ST | 09/01/2023 None (0]
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View a Healthcare Professionals Credential Documents

0

MEDICAL STAFFING

Leaving all fields blank on the search form and clicking the “Search” button will show a historical list of
all healthcare professionals who have been shared to any facilities tied to your account. This list can be

sorted by any of the columns by clicking on the column header.

—h
o

Click on a healthcare professional’s name from the list.
Click the "Credentials” tab.

Click “View Documents” on the credential you would like to view.

P W DN

Click the document version you would like to see from the dropdown.

:‘sfymplr- CT™M

Dashboard Assignments Shifts HCPs Reporis Profile Logout

Show Search Form

Show/Hide Columns. Apply Default View | Save as Default View

Name Certifications Specialties Facility Status Last Scheduled + Next Scheduled Shifts Worked Evaluations
LPN LIC - e 09/02/2023 None (23] (1]
LTC STAT Response T y | 1200am View
LTC Ed P . B
mergency Pay e
LTC STAT Response Add

[T Oenied R
T EmergEney Fey T T

::s'ymplr CTM

Dashboard ~ Assignments  Shifis ~ HCPs

Reports  Profile  Logout

& Nancy Nurse

o

Credentials Work History Evaluations
v Professional Licenses
License Number License Number
— R —

Certificate & State or Country
LPN-FL

Certificate & State or Country
LPN - 1A
Expiration Date: & 2023-07-31

© View Documents Expiration Date: g 2024-05-15

©_View Documents

be

License Number Documents

043108808 B BON 221216 pdf

Certificate & State or Country B 221216.pdf

LPN-IL

Expiration Date: & 2025-01-31 © View Documents Expiration Date: i 2023-05-31 © View Documents

w Background Checks
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Name
Background IA

Requirements Completed
04/26/2022

Expiration Date: Nof Available

v Medical/Vaccinations

Name
Tuberculosis

nnnnnnnnnnnnnnnnnnnnnn

© View Documents

Name
Background IL

Requirements Completed
12/09/2021

Expiration Date: Not Available

Name
Health Examination

Prmirnmante Samninind

© View Documents
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Performance Evaluations LALELIIE

When You'll Receive an Evaluation Request

Your feedback helps us monitor performance, address concerns quickly, and keep sending qualified
healthcare professionals to your facility. After a GrapeTree healthcare professional works a per diem
orientation shift at your facility, the person who requested the shift will receive an evaluation email
from RefAssured at 8 am the following morning. If the evaluation isn't completed, RefAssured will send
follow-up reminders.

Performance evaluations are completed through the RefAssured platform, not the Facility Portal. No
login is required.

From: RefAssured <hello@refassured.com>

Sent: Thursday, May 14, 2026 2:59 PM

To: Me
Subject: Performance feedback for [Name]

Email Details R RefAssured

* From: RefAssured (hello@refassured.com) Hi [Your Name]

We are conducting a performance evaluation for [Worker Name]. Your
feedback will help support their professional development and ensure we
continue delivering the right talent for your team

* Subject Line: Performance feedback for [Name]

Please take 2-5 minutes o share your feedback. All responses are confidential
and will not be shared with [Worker Name].

How to Complete the Evaluation

Your input has a big impact — thank you for helping us support our talent

Open the email from RefAssured.
Click the button in the email.
F|“ Out the evaluat|on form (2—5 m|nutes) If you prefer to not provide feedback, please open the survey and click on the decline link

at the bottom of the page
Submit the form.

Best,
Team RefAssured on behalf of GrapeTree Medical

pwoN

R RefAssured

Not the right person to fill out the evaluation?
Forward the email to the team member who worked most closely with the healthcare professional.

Don't see the email?
Check your spam or junk folder, and add hello@refassured.com to your safe senders list.

Have other feedback to share?

For feedback outside of orientation shift evaluations, whether a worker exceeded expectations or
didn’t meet your standards, contact your dedicated Client Account Manager.
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The Reports Tab AR

The Reports tab allows you to pull custom reports for the facilities you manage. Available reports
include Sign-In Sheet Reports, Schedule Reports, and Payroll Based Journal (PBJ) Reports.

Sign-In Sheet Reports

The Sign-In Sheet Report allows you to see what time healthcare professionals have clocked in and out
for their shifts and meal breaks.

Select “Sign-In Sheet Report” from the Report Type dropdown.
Add the facilities that you would like to include in the report.

Select the date range that you would like to see data for.
Click “Download CSV.”

pwop S

Reports Filter

Report Type | - Select Report — v‘

-- Select Report -
Sign-In Sheet Report

Schedule Report
Payroll Based Journal Report

Reports Filter

Report Type I Sign-In Sheet Report
L

Facilities

M..

Shift Date
[ October 1, 2023 - October 7, 2023

Shift Status

Cenfirmation Status
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Schedule Reports

The Schedule Report allows you to pull a list of shifts that are open, filled, and/or cancelled on a
facility’s calendar. These reports are especially helpful for printing out a facility’s schedule for the week
or month in a calendar or list view.

1 Select “Schedule Report” from the Report Type dropdown.

Select the view type: List View, Monthly Calendar, or Weekly Calendar.
Select the report month or week from the dropdown.

Add one or multiple facilities that you would like to run a report for.

AW N

Fill out the remaining fields as needed to filter your view. We recommend selecting “Open”
and “Filled” shifts in the Shift Status field if you plan to print out a facility schedule to remove
cancelled shifts.

6. Toggle the “Open in New Tab” option to on.

a. If running the report in list view, you have the option to export your report to an Excel file
instead by toggling the “Export to Excel” option to on.

7.  Click “Run Report.”

Reports Filter

Report Type ‘ -- Select Report -

-- Select Report -
Sign-In Sheet Report
Schedule Report

Payroll Based Journal Report

Reports Filter

Report Type Schedule Report v

View Type Weekly Calendar v

Report Week

This Week v

Facilities *

= d

Certification Specialty

Shift Status Confirmation Status

Floor

|
Open in new tab ()

®© 0 000

e— Export to Excel () Open in new tab
Run Report o
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Schedule Reports Continued N NT

See examples of each Schedule Report type below.

Monthly Calendar Weekly Calendar

Monthly Facility Schedule Report | print Weekly Facility Schedule Report | print
Grapeful Living Senior Center October 2023 L .
P 9 S Grapeful Living Senior Center 10/01/2023 - 10/07/2023
Sun Mon Tue Wed Thu Fri Sat =
Sun 01 Mon 02 Tue 03 Wed 04 Fri 08 Sat 07

6:00A-2:00P

5 3 7 " 7
00P 0A-2:00P 2:00P-10:00P i RNLPNLT
(RNLPNLTC) [l (RNLPNLTC) %
0A-2:00P 2:00P- - -
(CNALTC) (RN.LPN LTC) 6:00A-2:00P
(RNLPN LT
6:00A2:00P Py
(CNALTC)
6:00A-2-00P 6 00P

s 10 1 12 13 14 600A-200P
Z00P-1000P | 2.00P-10:00P | 200P-10-00P 0P-10:00P || 2:00P-10:00P (RN.LPN LT
®NLPN LT | @naenie) | muienire) | ®aien g PN LTC) )
6:00A- 6:00A-2:00P 00A-200P
RNIPNITG) | enaLTey (CNALTC) Shift Status:

@ Filled (Unconfirmed)

HNENLIC) @ Filled (Confirmed)

21 @ Cpen

20
@ Canceled (Confirmed)

2:00P-10:00F
(RN,LPN LT

1
00A-Z:00P
{RNLPNLTC)
6:00A-2:00P
{CNALTC)

P
(RN.LPNLTC)

(CNALTC) (RN.LPN LT
c)

18 18
00A-Z:00P
(CNALTC)

2:001
(i 1C) (RNLPN
6:00 P 00A- P B600A-
{ N LTC) (RN.LPN LTC) (CNALTC)
00A- P

(CNALTC)

29 30 31
6:00A-2:00P 6:00A-2-00P 6:00A2-00P
®NLPNLTE)  fl RniPnLTe) [l enaLTE)

00A-2:00P 6:00A-
(CNALTC) (RN,LPN LTC)

Shift Status: @ Filled (Unconfirmed) @ Filled (Confirmed) @ Open @ Canceled (Confirmed)

List View

FACILITYNAME FACILITYID FACILITYADDRESS TEMP STATUS JOBSTARTDATE ORDERID SHIFT DEPT SHIFTHOURS NOTE CONFIRM SALESREP STAFFINGSPECIALIST
- - - - Canceled (Confirmed) 10/01/2023 5969938 6:00A - 2:00P (1) RN,LPN-LTC 8
. - - - — Canceled (Confirmed) 10/01/2023 5969971 6:00A - 2:00P (1) CNA-LTC 8
- - - - Qpen 10/02/2023 5969939 6:00A - 2:00P (1) RN,LPN-LTC 8
. - - - — Qpen 10/02/2023 5969972 6:00A - 2:00P (1) CNA-LTC 8
- . - - Open 10/03/2023 5969340 6:00A - 2:00P (1} RMN,LPN-LTC 8
. - - - — Open 10/05/2023 5969941 6:00A - 2:00P (1) RN,LPN-LTC 8
- - - - Open 10/05/2023 5969958 2:00P - 10:00P (2) RN,LPN-LTC 8
. - - - — Qpen 10/06/2023 5969942 6:00A - 2:00P (1) RN,LPN-LTC 8
- . - - Qpen 10/06/2023 5969973 6:00A - 2:00P (1) CNA-LTC 8
. - - - — QOpen 10/07/2023 5969943 6:00A - 2:00P (1) RN,LPN-LTC 8
- - - - Open 10/07/2023 5969959 2:00P - 10:00P (2) RM,LPN - LTC 8
. - - - — Open 10/07/2023 5969960 2:00P - 10:00P (2) RN,LPN-LTC 8
- - - - Open 10/07/2023 5969974 6:00A - 2:00P (1) CNA-LTC 8
. - - - — Qpen 10/08/2023 5969944 6:00A - 2:00P (1) RN,LPN-LTC 8
- - - — Qpen 10/10/2023 5969945 6:00A - 2:00P (1) RN,LPN-LTC 8
. - - - - Cpen 10/10/2023 5969961 2:00P - 10:00P (2) RN,LPN - LTC 8
- - - - Open 10/10/2023 5969975 6:00A - 2:00P (1) CNA-LTC 8
- - - - — Open 10/11/2023 5969962 2:00P - 10:00P (2) RN,LPN -LTC 8
- - - - Qpen 10/11/2023 5969976 6:00A - 2:00P (1) CNA-LTC 8
. - - - — Qpen 10/12/2023 5969946 6:00A - 2:00P (1) RN,LPN-LTC 8
- . - - QOpen 10/12/2023 5969963 2:00P - 10:00P (2) RN,LPN-LTC 8
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Schedule Reports Continued N NT

Schedule reports can be printed in full-color so you can easily identify whether a shift on the calendar
is open, filled, or canceled. Follow the steps below for the best experience printing your schedule

reports.

1 Click the “Print” button at the top of the page.

2. Make sure your preferred printer is selected, or select to save as an Adobe PDF.

3. Select if you would like to print in portrait or landscape layout.

4.  Select to print in color.

5.  Expand the “More Settings” dropdown

6.  Adjust the "“Margins” and “Scale” dropdowns if needed to make your view fit best on the page.
7. IMPORTANT: If printing in color, you must check to enable “Background graphics.”

8.  Click "Print.”

216724, 40 PM
4 sheets of paper
Monthly Facility Schedule Report

Grapeful Senior Living Spirit Lake a estination £ GT-HPCOLOR (HPLs ~

2118/24, 405 PM Gontingent Staffing - Facity Portal
Grapeful Senior Living Milford
sun

Mon . Wed Thu
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Payroll Based Journal (PBJ) Report o

The Payroll Based Journal Report assists you in running payroll hours. Please only run this report after
your invoice from GrapeTree has been received for the timeframe you are selecting to ensure the data
reflected is correct.

1 Select “Payroll Based Journal Report” from the Report Type dropdown.

2.  Select the facility you would like to pull a report for.

3. Select the year and shift date period.

4.  Select the Output Type “XLSX" to export as an Excel file.
5.  Click “Run Report.”

Reports Filter

Report Type -- Select Report -

- Select Report -

Sign-In Sheet Report
Schedule Report

Payroll Based Joumnal Report

Reports Filter

Report Type Payroll Based Journal Report v
Facilities *
Year Shift‘Date Period
e 2023 W October w
Employee ID Source Output Type

Default v XLSX v ‘—o

The default selection uses the Employee |D from the HCF profile if it is

populated. If not populated, the unique HCF record ID is used.
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The Profile Tab R

The Profile tab allows you to change your username and password.

Change Username

1 Expand the “Change Username” dropdown.
2.  Enter the new username you would like to use and your current password.

3. Click “"Save Username.”

::sfymplr‘ CTM

Dashboard ~ Assignments ~ Shifis  HCPs  Reporis  Profile  Logout

~ Change Username

0 7
E NewUsemame

w Change Password

Change Password

Your new password must meet all the complexity rules listed on the page. You cannot reuse your
previous 10 passwords when changing your password.

1 Expand the “Change Password” dropdown.
2.  Enter your current password.

3.  Enter your new password.

4.  Confirm your new password.

5.  Click “Save Password.”

::S‘ymplr' CTM

Dashboard ~ Assignments ~ Shifts  HCPs  Reports  Profile  Logout

v Change Usemname

Change Password

Current Password

New Password

Confirm Password 40
You can not reuse the last 10 passwords.

®© O

Must be at least 8 characters long

Al least one upper case letter (A—Z)

Al least one lower case letter(a-z).

At least one digit (0 — 9)

At least one special character from I@#$%8&"()\
Password confirmation maiches

‘Save Password

FACILITY PORTAL MANUAL








