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Clairvia Employee Reference Guide — Making Requests

Click on the Clairvia Web Access link. Select the icon Web Solution Clairvia Anon P163. Select Open to
launch the application. Enter your User Name and Password. Click OK and the Employee Dashboard will

==

The server palocacvweb01 is asking for your user name and password. The
server reports that it is from PPHS-DOMAIN.
Warning: Your user name and password will be sent using basic
authentication on a connection that isn't secure.

= [ser name |

‘ \E‘ [ Password |

[T Remember my credentials

How to Submit a Request

1. From the Employee Dashboard or the Menu Bar select Schedule > My Requests. The My Request
calendar view will open.

2. Select the schedule date range from the drop down list of a specific date from the calendar ICON.

Select the desired date range by selecting the cell(s) on the calendar.

4. The cell(s) will turn yellow and your selected date(s) will appear in the Select Dates Date: Status

window with Code N in parentheses, highlighted in blue.

w

My Requests

View: | Weekly | Calendar | By: [ Employee | Task | \ Show v | Projected Paid Hours Skill Coverage
T Sunday | Monday | Tuesday
Mar 19 - Apr 29 2017 v RE
Ll oSS Im Mar 18 Mar 20 Mar 21
Select Dates
Date: Status
D312712017:(N)
Detsils (8) Detsils (1) Detsils (1)
Mar 26 Mar 27 Mar 28
Detsils (3) Detsils {12) Detsils (10}
Apr2 Apr3 Aprd
Select Tasks Apr9 Apr10 Apr1i
- 1Day
# 3 Night
+ - Availability

+ Mandatory-Mta/Edu
# - Non Mandatory-Mtg/Edu

& PTO/Bensfit Apri6 Apri7 Aprig
= ZZTA Import

5. Navigate to the Select Tasks window right below and select the appropriate task. The task
background will turn blue if available. If the tasks are no longer available it will highlight as grey
when selected. You are only able to select tasks from the task fields that are expandable.
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Select Tasks
= 1 Day
5
ADMIN TIME

0700 1530 SUP RN
0700 1930 CHG RN

[ 3 Night

- Availability

6. Once the appropriate task has been chosen, click the Select button at the bottom of the Select
Tasks window. The request will move to the Submit Requests Task: Date: Status window with
Code N in parentheses. Multiple days/cells can be highlighted if desired.

7. Requests will now show as dark blue on the schedule, indicating a Pending status. The scheduler
will be notified to review the request(s).

My Requests
View: [ Weekly | Calendar | By: [ Employee | Task | | Show~ | Projected Paid Hours  Skill Coveraae
n = Monday I
I 4 Mar 18- Apr 29 2017 |$§EI e P
My Requests
Task: Date: Status Note

0700 1930 RN: 032720M7:(F)

| Details (8) i Details {11}
Mar 26 Mar 27

Adding a Note to a Request or Editing Request Detail

1. Click on a dark blue Pending Request. The request will turn yellow and the Request Details box
opens.

My Requests

View: | Weskly | Calendar | By: [ Employee | Task | | Show~ |  Projected Paid Hours - Skill Coverage

- = Sunday Monday |
My Requests.
Task: Date: Status Note
0700 1930 RN: 03/27/2017.(P)
Datarts (8) Details (11) |
Mar 26 Mar 27 1
| ——
et (3) eta 1)
Apra Apr3 J
Request Details iARCS sl /
Request Status: Pending ~
Note to Scheduler:
Note from Scheduler:
Employee:
Test. Emp 10 Apr16 Apr 17 i
Date Submitted:
01/09/2017 4:16:46 PM
Start Date:
032712017
End Date:
AT Apr23 Apr24 i
Assignment:
v
Task:
Clear | Edit | _ Delete |

1. In the Request Details window the details of the request will show, for your review. Once done
reviewing select the Edit button below the window.
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2. The Note to Scheduler will open where you can send a note to your scheduler about the selected
task. When finished with the note select Save.

3. Alittle envelope will now show next to the request in the My Requests Task: Date: Status window.
Indicating there is a note attached to the request.

My Requests
Task: Date: Status Note
0700 1930 BRN: 0227/2017:(F) =

How to Delete a Request
1. Underthe My Requests Task: Date: Status select the request that you would like to delete.
2. Inthe Request Details window the details of the request will show, for your review. Once

done reviewing select the Delete button below the window to delete the request.
3. The ‘Delete Window’ will pop-up to confirm. Select Ok to delete.

My Requests

View: | Weekly | Calendar | By: [ Employee | Task | | Show= | Proiected Paid Hours Skill Coverage

= - Sunday Monday | Tuesday |

L MacctD A0 01T = Mar 19 Mar 20 Mar 21 Mar 22
My Requests
Task: Date: Status Note

Wednesday

0700 1930 RN: 03/27/2017:(F) =

o —_— —_— ——
Mar 26 Mar 27 Mar 28 Mar 29

Datais (3)
Aprz

...
sis (13) ‘
"

& Are you sure you want to delete these requests?

£
EH

[BK] [caneel ]

4. The task will be removed from your Requests.

Blue indicates a Pending request.
Orange indicates a Wait Listed request.
Green indicates an Approved request.
Red indicates a Denied request.

Float requests show the profile abbreviation beside the task.

*Please note that only Pending and Wait Listed requests can be edited or deleted.
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If additional request questions, refer to Clairvia Web Help

< Cerner
Home JELENITEN Assignment Manager Tools Help

Clairvia provides an extensive help section located on the Menu Bar. The Help section covers a wide
variety of topics.

Open the Help Window

1. Select Help from the Menu Bar.

2. The Help window will open and defaults to the Table of Contents.

3. Navigate to the icon book, For Employees. This section will provide employees with tasks they
most commonly complete.

4. Search for a specific topic or select from a blue hyper-link topic.

You am ham: For Employees

Tatis of Coments Badk B IOOCTR 2. For Employees
_}]':M‘;Il‘:'.'ﬂw [ Yo arw e Fee A Usens v
';‘;“;m*:“'"m 1. For All Users This section covers the features of Clainva I
o Erco who alse have roles as adminisirators and s!
1 A .
Bicorigurng e Souton tr Asmoasatve || This section covars Clamvia Wb features that work the same way for sl users Togics in this section include
Hl Asmgrment Managsr for Denteal Liner 2 .
e s = | clairvia Web and Dates s
B e ™
B e o o | How Cairvia Wb displays dates depends on the date settings of your Clainia Wb server and HAREEGT BRI
[Runosrstancng Aspory your computer. For exampla, if you are using a Windows computes, your Regon and Language m i
Dectony of Regons ty Mame satlings will control how Clainia Weab displays dales and which dale separalors, such as dashes Lindesatanding Aequasts

and slxshes, are used
Based on your mehal dale setings, Clanya Web supports the following shorl dale famats.

7 resgl) ;
Ungdestanding the Reques Date Details Wi
htakong Regunsis

« Two-digit day, two-digit month, and two-digt year (dd/mmyy and dd-mm-yy) wmm“m,m S

= Twoudigil day, two-digil month. and four-digit year (dd/mmiyyyy and dd-mm.yyyy) Ee.!eum.&mmus
Imikieg Begunaly
= Twodigit month, two-digit day, and two-digid year {mmiddiyy and mm-dd-yy) Erinting Requests
" . . Wiewing Your Regust Detads
Two-digit month, two-digit day. and lour-digit year imm'dd/yyyy and mm-od-vyyy) Undes " My B P
w Twno-digit yaar, ho-digit monih, and two-dige day (yy/'mmidd and yy-mme-ded) SWApDng Shifls

Uniedntanding Opn Shefts. Shift Onganunties. &

= Fourdigit yeat, two-digit month, and fwo-digit day (yyyy'mmidd and yyyy-mm-dd) Vieying hﬁﬂm&m
Ll f i h

< > The solubion dooes nol suppont shorl dales thal require the use of text in mmem/ddfyy format, such as

Mari01/14_ In cases where Clairvia Wb writes out the month and year, il uses he format Month W“w
% Year such as December 2013, Emad notification messages and Interface Manager configurations Employes Acpess by Repors
% noex s thir dabe format 56t on your Clamaa Wab senier
D Semich T Refared Toplcs
- Dates in Clairvia Web & B |
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