
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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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:

•	 Add per-diem shifts and assignment 
needs.

•	 View and manage all open, filled, and 
cancelled shifts.

•	 Search and filter shifts by status, 
specialty, facility, start date, or 
assignment.

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

•	 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

https://bit.ly/3ZUqKpr
https://bit.ly/3ZUqKpr
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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. 

Getting Started
Account Set Up

1

2

3

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

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.

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

1.

2.

3. 



5FACILITY PORTAL MANUAL

Input the username and 
password that you specified 
when creating your account and 
click the “Log In” button. After 
successfully logging in, you will 
see your Dashboard. 

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

Bookmark Facility Portal

Logging In

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.

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 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.

The Dashboard Tab

1

3

2

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. 

On login, 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.

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.

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

1.

2.

3. 

a. 

a
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The Dashboard Tab Continued

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. 

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

4.

5.

4

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

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.

a. 

b. 

c. 

a

b

c

5
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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:

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

Facility Calendars

		  =  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.

Grey

Blue

Gold

Red

Purple
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Navigating the Calendar

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.

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. 

Quick Tip: Clicking on a healthcare professional’s name within 
a shift on the calendar will allow you to view their credential 
documents quickly and easily without searching for them in 
the HCPs Tab.

1.

3.

2.

Click on the shift type tab headers to see breakdowns of the listed shifts or assignments. 

Click on a shift or assignment ID number to see more details on that shift or assignment.

a. 

b. 

1

a

3

b

2
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Adding a Single Shift
In the dropdown menu for a location, click the “New Shift” button. 

Select the certification(s) for the shift (multiple can be selected).

Select the job date.

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. 

Select the shift time in the “Default Shifts” dropdown or enter a “Start Time” and “End Time”. 

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. 

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.

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

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.

1.

2.

3.

4.

6.

7.

8.

9.

5.
If you select one of the default shifts, the “Shift” dropdown and shift start and end times will 
auto populate based on your selection.

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).

a. 

b. 

Adding Shifts

1
3

5

2

4

6

7

9

8
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Adding Multiple Shifts

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

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.

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.

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.”

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. 

1.

2.

3.

4.

5.

5

2

3

4

2 Same Day

3 Consecutive Days
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Select the shift on the calendar that you would like to edit. 

Click “View.”

Click “Edit” in the popup view of the shift.

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

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

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

1.

2.

3.

4.

5.

Editing Shifts

4

5

1 23
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Cancelling an Open Shift
If an open shift or assignment is no longer needed, you have the option to cancel it. 

Cancelling Shifts

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

Click “Void.” 

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

Click “Void Shift.”

The shift is now cancelled and will show on your calendar in red. No further actions are needed.

1.

2.

3.

4.

5.

1 2

4

3
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Cancel Request a Filled Shift

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.

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

Click “Cancel.” 

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

Click “Cancel Shift.”

Click “Send Request.”

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

1.

2.

3.

4.

5.

6.

1 2

3

5
4

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.
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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.

6.

7.

8.

9.

10.

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. 

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.

1.

2.

3.

4.

5.

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

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).

a. 

b. 

Adding an Assignment

1
3

5

6

8

2

4

7

10

9
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Viewing Assignments

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.”

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.

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.

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

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

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.

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.

1a.

1b.

2.

3.

4.

The Assignments Tab

1a

1a

2 3

4
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How to Complete a Confirmation
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.

You’ll land 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.

Locate the assignment you want to review and select “View & Accept Confirmation.”

A window will open displaying the agreement details.

If everything looks accurate, select the “Sign Confirmation” button in the top-left corner.

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.

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.

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

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.

1.

2.

3.

4.

5.

a.

a.

b.

The Confirmations Tab

2 3b

5

3a

1

4
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Viewing Shifts

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

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.”

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. 

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.

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

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

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.

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. 

1.

2a.

2b.

3.

4.

5.

The Shifts Tab

1

2b

2a

3 4

5
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Bulk Cancelling Shifts

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.

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. 

1.

2.

3.

4.

5.

6.

1

2

4

5

3
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Removing Cancel Requests

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

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

Click the “Search” button.

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.

In the “Bulk Actions” dropdown, click “Clear Cancel Requests Shifts.”

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

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.

2.

3.

4.

5.

6.

1

2

6

3

4

5
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Viewing Healthcare Professionals

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.

We recommend 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.

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

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

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. 

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.

1.

2.

3.

4.

5.

The HCPs Tab

1

2

3 4

5
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View a Healthcare Professionals Credential Documents

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. 

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

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.

2.

3.

4.

2

3

4

1
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Performance Evaluations

•	 From: RefAssured (hello@refassured.com)

•	 Subject Line: Performance feedback for [Name]

1.	 Open the email from RefAssured.

2.	 Click the button in the email.

3.	 Fill out the evaluation form (2–5 minutes).

4.	 Submit the form.

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.

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.

When You’ll Receive an Evaluation Request

Email Details

How to Complete the Evaluation
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Sign-In Sheet Reports

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.”

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

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. 

The Reports Tab

1

2

3

4

1.

2.

3.

4.
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Schedule Reports

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. 

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. 

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

Click “Run Report.”

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.

2.

3.

5.

4.

6.

7.

1

2

3

4

5

6

a
7

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. 

a. 
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Schedule Reports Continued

See examples of each Schedule Report type below. 

Weekly CalendarMonthly Calendar

List View
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Schedule Reports Continued

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

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

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

Select to print in color.

Expand the “More Settings” dropdown

Adjust the “Margins” and “Scale” dropdowns if needed to make your view fit best on the page.

IMPORTANT: If printing in color, you must check to enable “Background graphics.”

Click “Print.”

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.

2.

3.

5.

4.

6.

7.

8.

Grapeful Senior Living Milford

Grapeful Senior Living Spirit Lake

Grapeful Senior Living Spirit Lake

1

3

2

6

7

8

4

5

Grapeful Senior Living Milford
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Payroll Based Journal (PBJ) Report

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

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

Select the year and shift date period. 

Select the Output Type “XLSX” to export as an Excel file. 

Click “Run Report.”

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

3

2

5

4

1.

2.

3.

4.

5.
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Change Username

Change Password

Expand the “Change Username” dropdown. 

Enter the new username you would like to use and your current password. 

Click “Save Username.”

Expand the “Change Password” dropdown.

Enter your current password.

Enter your new password.

Confirm your new password.

Click “Save 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.

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

The Profile Tab

1

1

2

2

4
3

3

5

1.

2.

3.

1.

2.

3.

4.

5.






