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How to change the language

Here is how to change the language in which the platform is displayed:

1. Access your profile by clicking on your initials or picture at the bottom left.

2. Click the Edit button in the My information tab.

1@potaltest com
gery

Julie Boulanger
G

3. Click on the Language menu to select the language in which you would like the interface to
appear.

nnnn

4. Click on Save

Cancel !

How to maintain your phone #

Entering phone #s in PetalMD may have various usage.
1. To enter it, the member must go to his profile

2. He must click on Add a phone #

(+) Add a phone number

3. Choose the type of # from the proposed list



Mobile ~
Work

Mobile

Pager

Home

Code Pager

Speed dial

4. Enter the phone #

5. Available options for each phone #
Share this number with your schedule groups
Display this number on your on-call lists

Display this number on your contacts lists

A. Share this number with your schedule groups: this option will make the # available in the schedules of
your scheduling group, when you have assignments being identified to display the phone #.

B. Display this number on your on-call lists: this option will make the # available in the hospital
dashboard when you have assignment in it.

C. Display this number on your contacts lists: this option will make the # available in the contact menu,
for all members of your scheduling groups and for all users of the hospital dashboard, if your scheduling
group is part of a dashboard product in your hospital.

The 3 options can be selected for the same phone #, each of them is not exclusive.
6. Note displayed on the on-call list: you have the opportunity to leave a note on each of your phone #s if
you wish to provide information to hospital dashboard users who may be trying to reach you.

7. Prioritizing phone #: Click on this symbol to change the display sequence of your numbers. The
sequence should be the one followed by users trying to reach you.

i



How to change my naotification preferences

Notifications indicate that there is activity on PetalMD. You can receive a notification by email,
an alert through your PetaMD mobile app or you can see them directly in the platform. Every
user can configure their personal notification parameters through their profile.

1. Access your profile

2. Access My notifications

My informations My notifications My payments

3. Select the notifications that you would like to receive by email or on your mobile

: 3
Notification preferences g
MOBILE  EMAIL

MESSAGING
Notify me for new messages.
SHIFTS
Notify me for transfer and exchange requests.
MARKETPLACE
Notify me for new shifts on the marketplace.
ABSENCES
Notify me for absences requests that concern me.
EVENTS
Notify me for a meeting invitation, cancellation o modification
WEEKLY DIGEST V]

¥

Send me a digest of my schedule for the week to come.



How to change display settings

Personalize your personal calendar display by configuring tabs located at the top right of your

screen.
Monthly Week — Display

e Click on Monthly to display the view for a specific month
o Click on Week to display the weekly view

o Click on Display to modify your personal calendar display preferences
— Display

o Choose if you would like your week display to start on Monday or Sunday

Week starts on

@®) Monday Sunday

Choose which types of tasks/events you would like to display in your personal calendar

Item type

[=] check/uncheck all

Events
D Declined events
Shifts

D Marketplace

o Choose which groups you would like to display in your calendar and which color should be
attributed to each group

Calendars

Check/uncheck all

Personal
ADV-DEMO-EN-JP R4
ADV-DEMO-FR-AA v

CARDIO-DEMO-SS | R



How to transfer a shift

It is possible to transfer a shift to one or many of your colleagues through PetalMD's calendar.
Offer a shift
1. Go to the Calendar section.

2. Click on My calendar.
BBl personal calendar
b colancir
-

My absences

Shift trades

3. Click on the shift you want to transfer.

20 o 2
. 9:00 DOFPLER E

4. Click on Transfer

Offer on the marketplace

5. The list of members in your group who have the skills to do the selected task will appear on
the screen at this time. It will also be shown to the right of each member if they are "Available",
"Busy" or "Absent". Click on the persons to whom you wish to offer your task.

GenSurgPMD s | GensurgPMD
OnCall OnCall
(7] Dec.28,2017  (® 08:00-08:00 [0 Jan.4,2008  © 0800-0800
Selecta member among theelgble Selecta member among the ligble
@ soresoinck © esvvenoucne
. Jeanne Boucher NiC e Julie Boulanger
° Julie Boulanger ’ ° Roger Green
@ rosercreen " [

IQ — © vonrim
@ ovorypum © sssonscarien
© sonscarten © suoysiver
0 Stacy Silver o Meg White

6. Then, click on Continue.



7. This panel allows you to validate the transfer offer you wish to make.
A. ldentification of the task that will be transferred.

B. Ability to transfer only part or all of the task. If only part of the task is transferred, this section
is activated and the start or end time of the section of the task to be transferred is changed. The
task division only allows a division into 2 parts.

C. Identification of the member to whom the transfer request will be sent with the possibility to
modify it by clicking on the arrow opposite the name of the selected member.

D. Possibility to leave a comment on the transfer offer that the receiving member of the request
will be able to view.

Teangfer & shalt Translar & shift
NELED Shults LS Shits
CALL CAaLL
dgw, 20, 2017 1700 - R0 (7] wow, 28, 207 T 1700 - (800
= OaCal = OnCall
Recspesn R
. Gresn b} A . D] Groen 3
Transfer part of T 50 B ) Tanster part of the shift
\I-I""_ w1 by lumagr 31w beesr pa gva) Ber
Fommets arl L End tire
17 Do 18
Commint on T offe
[+ Mene's The shift | was Raking ho you
\-l"'"ab-nul

Thanks!

8. Then, click on Send
Your pending job will now be identified by the following icon.

17:00 CALL pary

If the shift was offered to many members

Transfer offer sent

Shift offered by you

oncall
[1) Jan.4,2018 (D 0800-08:00

Q@
o -
@ -

In transfer to



Withdraw my offer
1. Click on the pending proposed task and then on Withdraw.
Tl ‘ ‘ Close

NEURO Shifts
Transfer offer sent

Shift offered by you

CALL
[7) Nov.28,2017 (D 17:.00- 08:00
= oncall

In transfer to

David Green

© Withdraw w

2. Confirm by clicking Withdraw

Do you really want to withdraw this offer?

Withdraw !“

Cancel

Receiver of the transfer offer
1. The receiver of the offer gets a notification and sees this pending task on their schedule.

26 Holiday 27 28

22:00 OncCall 8:00 OnCall

800 OR

2. Click on this pending task to see the details of the proposed transfer offer.

Shifts GenSurg PMD. shifts. GenSurg PMD. Shifts.
eived Transfer offer received
Shift offered by Greg Brown Shif offered by Greg Brown Shit offered by Greg Brown
oncall onCall OnCall
[T Dec.28,2017 (D 08:00-08:00 [T Dec.28,2017 (D 0800-0800 [7) Dec. 26,2017 (D) 22000800
3 split shift
Thisis the shift e discussed. Thasks! Thisis the shift e discussed Thasks!
Intransfer to Intransfer to

Staws: CLINIC

A. You can Accept or Decline this transfer offer.



If offered to many physicians, the first person to accept a transfer wins the bid.

@) Accept % () Decline () Accept () Decline h!

B. You can also click on the View my calendar link to see the status of your schedule for this
day to help your decision making.

< Back

My calendar

< DECEMBER 2017 >

18 19 20 21 22 23 24

25 26 @) 28 22 2 N

2200 | GenSurg-PMD <
09:00 | OnCall

If there's an approval process for the transaction

If you have accepted the transfer offer but a third party has to approve the transfer, you will see
this before the transfer is official.

Transfer offer in progress. This request
follows the administrative process in place.



How to trade a shift

It is possible to trade a shift to one of your colleagues through PetalMD's calendar.
Trade a shift
1. Go to the Calendar section.

2. Click on My calendar.

Petal
o]

My calendar

My absences

3. Click on the shift you want to trade.

29
8:00 ICU

8:00 OncCall

13:00 CLINIC

4. Click on Trade

Trade

Transfer

Offer on the marketplace

5. The list of members in your group who have the skills to do the selected task will appear on
the screen at this time. It will also be shown to the right of each member if they are "Available",
"Busy" or "Absent". Click on the one or many members with whom you wish to trade shifts.

Trade a shift Trade a shift
GenSurg-PMD Shifts GenSurg-PMD Shifts
Oncall OnCall
Assigned to James Black Assigned to James Black
Jan.29,2018 (O 08:00-08:00 (7] Jan.19,2018 (O 08:00-08:00
Select a member among the eligible Select a member among the eligible
@ Greg Brown Other group

e Francis Grey N4
@ Roger Green CLINIC

e Anthony Plum Vv
e Francis Grey N2

e Jason Scarlet CLINIC
@ Anthony Plum Available

e Stacy Silver OR1
e Jason Scarlet OR2

@ Meg White N4

cancel cancel

6. Then, click on Continue.



7. Two options are available:

A. Send a Trade request by proposing the task to be taken in return. Only if sent to one

member.

Trade for Trade a shift Trade a shift
Pick a shiftin ret tional >
‘ ok a shift i return (optionel) GenSurg-PMD shifts GenSurg-PMD shifts
Select shift to exchange in return
Oncall
< JANUARY 2018 Assigned to James Black
M T w T F s s [7] Feb.2,2018 (© 08:00-08:00
12 3 4 5 6 7
Recipient
8 9 10 11 12 13 14 e Francis Grey >
s @ o8 19 0 2
Trade for
22 23 24 25 26 27 28 oncall 5
Jan. 15,2018 08:00- 08:00
29 30 31 o ©
Comment on the offer Optional
08:00 | GenSurg-PMD ¥
08:00 | OnCall QE? Here's the trade we discussed

Thanks!

ﬁ

B. Send a Trade request to one or more members letting the receivers offer you a shift in return.

Trade a shift Trade a shift

GenSurg-PMD Shifts GenSurg-PMD Shifts
OnCall OnCall

Assigned to James Black Assigned to James Black

[7] Feb.2,2018 (© 08:00-08:00 [7] Jan. 16,2018 (O 08:00-08:00
Recipient Recipients

@ Francis Grey > 3 selected members >
Trade for Comment on the offer Optional
Pick a shiftin return (optional) 4

Comment on the offer Optional

Here's the trade we discussed.

Thanks!|

cancel “ cancel “

8. Click on Send.

Your pending job will now be identified by the following icon.

17:00 CALL 5



If the shift was offered to many members

¢ Back ‘ E ‘

Answers status

@ Meg White endi
e Francis Grey endi
@ Anthony Plum

Withdraw my offer
1. Click on the pending proposed task and then on Withdraw.

Tr ‘ ‘ close | TIJ ‘ Close iy ‘ Close
GenSurg-PMD shifts GenSurg-PMD Shifts GenSurg-PMD Shifts
Trade offer sent Trade offer sent Trade offer sent
Shift offered by you Shift offered by you Shift offered by you
OnCall OnCall OncCall
[T Jan.29,2018 (O 08:00-08:00 [7] Feb.2,2018 (© 08:00-08:00 [7] Jan.19,2018 (D 08:00 - 08:00

In exchange of
Here's the trade we talked about. Thanks! Here's the trade we discussed. Thanks!

Awaiting a response
Awaiting the response of Awaiting the response of Sentiosmembers

Francis Grey Francis Grey

OnCall
[1] Jan. 15,2018 (D 08:00 - 08:00

© withdraw © withdraw (© withdraw

2. Confirm by clicking Withdraw

Do you really want to withdraw this offer?

Withdraw l"

Cancel

Withdrawal of the offer is possible as long as no proposal has been received.



Receiver of the transfer offer
1. The receiver of the offer gets a notification and sees this pending task on their schedule.

15 1

8:00 51 E

2. Click on this pending task to see the details of the proposed trade offer.
According to Option A of the offer that comes with a traded task selected by the initiator.

‘ Close
GenSurg-PMD Shifts
Trade offer received

Shift offered by James Black

OncCall

Assigned to James Black

[7] Feb.2,2018 (© 08:00-08:00

Here's the trade we discussed. Thanks!

In exchange of
You

oncCall
(1) Jan.15,2018 (O 08:00-08:00

Status Feb. 2,2018: Available

View my calendar

(%) Accept (%) Decline

You can simply Accept or Decline this trade offer.

@ Accept w @ Decline (jj Accept @ Decline h

According to Option B of the offer that does not come with a traded task selected by the
initiator.

Close | Propose a shift Propose a shift
GenSurg PMD shifts | GensurgPMD shifts | GensurgPMD Shifts

Select shift o exchange in rewrn

Trade offer received OncCall
< JANUARY 2018 > . B
Shift offered by James Black M T w T F s $ [7) Jan.29,2018 (© 08:00-08:00
onCall 2 @ 4 s 6 7
d Recipient

8 9 10 1 12 13 14 ol
[5) Jan. 29,2018 (D 08:00-08:00 0 James Black
15 16 17 18 19 20 21
Here's the rade we taked sbout Thanks! Trade for
22 23 24 25 26 27 28
OnCall
s hange of 29 30 [7) Jan.2,2018 (© 08:00-08:00
You 8:00 | GenSurgPMD
enSurg
0800 | oncall v

&




Possibility for the receiver to withdraw their proposal or modify it if the receiver is the one who
has proposed the shift as long as it has not been accepted or rejected by the initiator.

Close
GenSurg-PMD Shifts
Trade offer proposed
Shift offered by you

OnCall
(7 Jan.2,2018  (® 08:00-08:00

In exchange of
James Black

OnCall
(3 Jan.29,2018 (O 08:00-08:00

Here's the trade we talked about. Thanks!

() Decline
The initiator can accept or reject the proposal if it comes from the receiver.
i}

GenSurg-PMD Shifts Gensurg-PMD Shifts

‘ Close Tl | ‘ Close

Trade offer proposed Trade offer proposed

Shift offered by you
Shift offered by Francis Grey

Oncall
OnCall

Assigned to Francis Grey

Jan.2,2018 (© 08:00-08:00

[7) Jan. 19,2018 (D 08:00- 08:00

In exchange of

In exchange of Sent to 3 members
vou Meg White
oncall
OnCall [1] Jan.12,2018 (O 08:00-08:00
Jan. 29,2018 () 08:00-08:00
@) Accept () Decline
Here's the trade we talked about. Thanks! Francis Grey
OnCall

[7] Jan. 20,2018 (O 08:00-08:00

(7) Accept () Decline

(¥) Accept (%) Decline © Withdraw

If there's an approval process for the transaction

If you have accepted the transfer offer but a third party has to approve the transfer, you will see
this before the transfer is official.

Transfer offer in progress. This request
follows the administrative process in place.



How to print schedule

To print your schedule, access your desired group calendar, and then click on Print at the top
right of your screen.

A
=y Print

Members Monthly = Display

Highlight changes since | [i:] —

The tab Work schedule print out will then appear and allow you to select a specific period for
which you would like to print your schedule. You can personalize the calendar to print by
clicking on Advanced options.

Work schedule print out

Export format

Schedule Calendar

Excel

@) Between these dates (inclusive):
Start date
[iz) Mon Sep. 25,2017
End date

) sun oct. 01,2017

QOr select a planning period

Highlight changes since

Wed Sep. 27,2017

Advanced options

Cé!l.cul “

You will then be able to:
o Display certain planned members only
« Display certain types of tasks only

« Display specific information (residents names, physicians names, weekends, on-call phone
numbers and absences)

o Display only one week per page
e Choose your print format (Portrait - Landscape, Letter 8 1/2 x 11 - Legal 8 1/2 x 14)



Plannable member(s)

Searcl v
Kind(s) of task(s)

Searcl h's

Elements to display:

|:| Residents
|:| Teachers
Weekends
|:| Oncall phone numbers

|:| Absences

|:| Show only one week per page

Letter (8 1/2 x11) Legal (8 1/2 x 14)

To go back to the main menu and print your calendar, click on back at the top. Then, click
on Print at the bottom of the screen. This will produce a PDF document, ready to be printed out.



Schedule Planning



Overview

1- Introduction

The following pages provide an overview of ergonomic, aesthetic and functional
features.

2- Navigation

Navigation is done through tabs; they are located in the dark band, completely at the top
of the page.

Advanced

The Script tab is for customer using our advanced option. It is the listing of all steps to
execute to build the schedule. It also offers the option of going directly to the last
executed step. The scroll is enhanced to keep the header of the script section visible.

O Go to the |ast execu

Pl csion taos
What ThetaskLAB few (3 m
Among All eligib e doctors



3- Actions and filters

Actions
All the options are found above the filters. Note that Publish feature is at the top right of
the screen.

Filters
The filter section is collapsable. When closed, a visual indicator informs you whether the

plan view is filtered or not and lets you remove all the applied filters by simply clicking
on the red circle with an x.

4- Equity

The style of the equity table provides details about the gap between the target and the
number of assigned shifts (see legend for details):

 * Dotted line

~ _~ Value below the target

Circle

Value above the target

Filled Circle

Value on target

Green

Exact value or very close to the target
Red

Far from the target value

No circle
No set target, informative counter only

OO@O



Advanced
Titles indicate the effect of each equity counter on your automated assignment steps:

Black
No impact, informative counter only.

Green
Influent. The equity counter will influence assignments without preventing the
automated step from exceeding targets to assign all open shifts.

Blue

Limiting. The equity counter prevents automated steps from exceeding the targets to
assign all open shifts.

EQUITY

Phys. HOLIDAYS ROUNDS ATWORK
Anderson (AA) @ O 15
Brown (BB) O @ 22
Clark (CC) {0 @ 10 f
Davis (DD) {0 () £10;
Evans (EE) O @ 11'
Fisher (FF) {0 () {9
Grant (GG) O @ 8
Hill (HH) [0’ {0’ {5}

> Ineligible Physicians (8)
Y Tota K [ 30 90

Target 2 30 201



5- Colours

In the assignment table, each type of non-availability has its own colour:

Purple
Absence entered by members or an administrative staff

Black
Shift in another group

Advanced

Red
Strong availability constraint defined in the group configuration

Yellow
Preference availability constraint defined in the group configuration

ASSIGNMENT

OFFICE on Oct 27,2015/ PM (13:00 - 17:00)

Phys. Avail. Blocked Prob. Equity

v Assigned Physicians (1)

D Hill (HH) VAC
v Eligible Physicians (7)

D Anderson (AA) WRK

Brown (BB) ‘

Clark (CC)

Davis (DD)

Evans (EE) SYS

Fisher (FF)

GGG a0

Grant (GG)

In the plan, the assigned member colour tiles now give you more accurate information:



Green
Member is assigned without any issues

Purple
Member has an absence in their calendar for this shift or is temporarily unavailable

Black
Member is already assigned to a shift in another group

Red
Member is already assigned to another shift of the group that has been defined as
blocking

Advanced

Red
Assignment breaks a strong constraint defined in the group configuration

Yellow
Assignment breaks a preference constraint defined in the group configuration

26 27 28 29 30 31 1

o
B B O

a B

B o

0-4 BB 0-4

6- Required members per shift



The plan cells have coloured backgrounds in cases of over-assignment (more
members than required):

White background, dashed
1 border
Minimum requirement is not met

White background, no dashes

0-3 Minimum requirement is met and

e the maximum requirement is not
exceeded

Red background
The number of members assigned
exceeds the maximum requirement

Gray requirement tile, with

T number
Number of missing member to meet

the minimum requirement



Multiselection

Multiselection saves time and increases your efficiency in using the planning tool
whether it is to assign a member to several assignments or to change the parameters of

several shifts in a single operation.
To use it, simply hold down the Shift key ("{t") on your keyboard while you select items.
The items you can select are:

« time slot cells for a set of individual ranges
« Shifts labels for complete weeks of a particular shifts

ICU 1

OR1 1

-

OR2/PM

CLINIC/AM

Then make the assignments or changes in the same way as for a single selection.
Although, in the Tasks tab, the buttons will be in the right-side column.



How to assign a shift

In the Plan tab, there are different ways to assign shifts:

e Drag and drop
e Arrows

As a planner, you can ignore planning "problems"”. Once you have verified and considered
any possible availability issues or constraints and taken appropriate action, you have the
final word; the application will not block you from making an assignment. Warnings are
simply there to assist you in the decision-making process.

Drag and drop

To assign a member to a shift, the member's name can be dragged and dropped onto a
cell. To proceed, simply click and hold the member's name from Equity table (right column)
and move it to the cell where you want to add them and drop. The member's initials will
appear in the cell.

r----1

'
L Boulanggs (JBou)

Using the arrows

First, you must select a date and a shift by clicking on the corresponding cell. The selected
cell, in which the assignment is to be made, will turn blue.

OnCall

Icu

To assign a member, click on the arrow (which will go from gray to green) to the left of the
desired member’s name in the Assignment table found in the right column.

ASSIGNMENT

OR1on Aug 5,2015 /DAY (8:00- 17:00)

Phys. Avail. Blocked 1

~ Eligible Physicians (4)

D Black (JB)

<
o
ﬁ Silver (SS)


https://support.petalmd.com/hc/en-ca/articles/115004138486-How-to-assign-a-shift#drag
https://support.petalmd.com/hc/en-ca/articles/115004138486-How-to-assign-a-shift#green

Publication of the schedule

The planning stages are over and the schedule is complete. To share it with the members of your
group, you must publish it.

Availability Tasks

£ Period list AUGUST 2015 Legend = Reports || Publish

Publishing the schedule

Publishing the schedule is a very important step in the planning process as it sends out the
various assignments to the resources' individual calendars. Only at this point can they see the
schedule and adjust it to their needs by transferring or exchanging tasks.

Also, publishing the schedule shares with planners of other groups any assignments you may
have made to a physician's schedule that is also in that other group.

Publishing a period to the members of your group is as simple as clicking on a button.
The Publish button is located at the top right of the screen.

Publish &

&

A window will open. There you can select the group members to receive an email informing
them that the period is now published. Then, to proceed, Click the green Publish button.
Member's schedules will automatically be updated.

Publication confirmation (]

Select the group members who will receive an email upon period publication

Al B Checkall Uncheck all
Scheduled members Other members

V| JB(Black) V| FG(Grey) /| Hannalane

/| JBo (Boucher) V| AP (Plum) V| John Smith

/| JBou (Boulanger) V| JS(Scarlet)

V] GB (Brown) ] SS(Silver)

V| RG(Green) V| MW (White)

After, the Publish button will indicate that the period is published.

&



Shifts management

SHIFTS MANAGEMENT
1. Click on Scheduling menu

Qe
o

2. In the panel, to the right of the menu, select the Shifts section

Scheduling .
Cardickogy demo Shiwa
CARDIO-DEMO-5S e

Periods

Members

LIST OF SHIFTS

1. The shift list exposes, for a scheduling group, all existing shifts for the current and future
periods.

2. You can use the search field to find a shift quicker.

CARDIO-DEMO-SS
Shifts management

Shifts Display sequence Configuration Simple blocking Daily blecking

13 active and future shifts m
Shift name Personal moments () Show moments (7) Phone numbers (7) Actions
CARD_CALL O O O '
PCI_CALL O O O e
ON_SERVICE O O O e
SMGH_SWEEP O O O s
SMGH_ECG O ] (] '
SMGH_HOLTER 0 0O O s
GRH_CONS O O O Q|
CATH_LAB_1 O O O 7w
CATH_LAB_2 O O O s
TEE O O OJ )
SM_ECHO O O O L W
STRESS_1 O O OJ |
STRESS_2 0O O O LW




3. 3 options available directly from the shifts list.
A. Personal moments: only available with Standard and Advanced plan.

Allows members to edit the
hours of their assignments
themselves.

Personal moments (§)

B. Show moments

Always show times when
printing schedules.

Show moments (D

C. Phone numbers

Allows you to display phone
numbers for these shifts, for
members who put numbers
in their profile and who
agreed to share them on
group schedules.

Phone numbers @

CREATE A SHIFT
1. Click on Create a shift button

Description
shift name 40 characters max. Start period
2018 AprikDec v
Shift
e Configuration
Normal v

Personal moments (1)
Description
Show moments (1)

Show phone numbers (1)

Time slots and time blocks

Block Mon. Tue. Wed. Thu, Fri Sat. Sun.
: + + - + + + +
: + + - + + + +
: + - = + i+ 1 +



2. Enter the Shift name. Maximum 40 characters.
3. Select the Shift type:
A. On-call: used for shifts that are on call or for responsibilities that need to be joined.
B. Normal: used for clinical tasks with physician's attendance.
Shift type

Normal

>

Normal

On-call

4. Description: optional field. The information in this description will only be displayed when a
shift is selected in the personal or group calendar, in the right pane with all the details

5. Start period: identify from which period this shift should be added. The available periods are
the actual and the one in future. So if for example, the current period is selected, the shift will be
added to it and all future existing periods.

6.Time slots and time blocks selection:when selecting the time slots, depending on the
selection made, the blocking of some other boxes will be done automatically, to avoid
configuration errors. The logic that applies is as follows: for a selected time slot, the opening of
time slots included in the selected one becomes impossible. For example, when opening the day
boxes, the AM and PM boxes become unavailable because they are inclusive of the day.

Important: the hours on a time slot are only indicative. This 1is
the time slot that manages

the entire configuration on a shift. So it is important that the
hours you select on a time

slot make sense with it. Try to avoid: If you select an AM slot
and change the hours for

8:00 AM to 5:00 PM, the impact of the shift blocking will only
apply to the AM shift and not

to the whole day.

Time slots and time blocks

Block Mon. Tue. Wed. Thu. Fri. Sat. Sun.

AM

............................ L .. | ——— m L ————— L | R —

PM

s | s
[ rosis i | ot ies | vt v | ot i | e wies|
" ewe | swvw | wwoe | sove | ewowe |
I T BT BT T
IEECETI BT IECETN T IO

EVENING

e+ L+

24H




7. By clicking on a time slot open in blue, it is possible to modify the default configurations:

A. Holidays management: does this shift need to be open or
closed during holidays
or is it only a time slot for holidays?

B. Selecting the All day option will default from midnight to midnight, with no possibility to
change these times. If you have 24 hour shift and midnight is not the start time, do not use this
option.

C. Start time: start time of the shift

D. End time: end time of the shift

E. Minimum requirement / Maximum requirement: are the minimum and maximum number
of physicians that can be scheduled for this time slot.

F. Units: the unit is the accounting of a shift in the equity counters.

G. Apply a:

- Only this time slot: change applies only to this slot for this day

- All open time slots: change applies to all open time slots of the same type.

Edit a time slot - Monday - Afternoon

Holidays management Apply to

Include A4 o
@) Only this time slot

All open time slots
All day (00:00 - 00:00)

Start time End time

AL N AL N
13 5 :loo O 17 J:loo O

Minimum requirement  Maximum requirement

— v [+ = |+
* Apply to all combined time slots

Units

0.5 / shift




8. Multiple blocks: the multiple blocks simplify the allocation of assignment. A multiple block
is composed of various time slots on more than 1 day, which allows to assign the same resource
in one click via the planning tool. There are multiple blocks available, but if you cannot find the
multiple block configuration that fits your needs, do not hesitate to make a request to our
customer support team.

5SDAY

+

FRI_WKEND

+

a

Important: Multiple blocks are not available with the Basic plan

9. Click on Apply to save the change in the right time slot. During the application, the modified
values should be the ones you just modified.

10.When the configuration is complete, click Save to complete the creation of this shift.

11. While saving the new shift, a box opens to allow you to directly manage the skills of
members who can to this shift. You can make the changes immediately or make them later via
the skills section.

test: Skills management

It's now possible for you to assign teams and/or members for this shift

Select the teams that can perform this shift

This will assign default members. It will be possible to modify them later.

|:| Check/uncheck all

|:| All permanent MDs |:| Cardio team |:| PCI Team
Select resources who can perform this shift

Check/uncheck all

A Al 0 Kim Ba Rinne

B Almanfud P Klein Ca Schwarz
C Babapulle Q Kuang Da Skanes
D Chamberlain R Leddy Ea Smith

E Cheung 5 Leong-5it Fa Syed

F Chopra T Manlucu Ga Tang

H Desai U McNamara Ha Theal

Define later m




12. Once completed, you will have a diagnosis confirming the creation of the new shift and it
will be in the list of shifts.

) The shift was created successfully. X

Important: Don't forget to go in the configuration tab when you add a new shift to configure the
rights you will give to your group for this shift.

EDIT ASHIFT
1. Click on Pencil corresponding to the shift to modify.

./\

2. The information in the Description section can all be changed:

A. Shift name

B. Shift type

C. Description

D. Start period: the chosen period will mark the first period from which the change applies
E. Personal moments: only available with Standard and Advanced plans

F. Show moments

G. Show phone numbers

Description
Shift name 40 characters max. Start period
CARD_CALL 2018 AprilDec v

Shift 1
ifttype Configuration

On-call %
Personal moments (1)

Show moments (1)

Show phone numbers (1)

3. The already existing slots cannot be deleted, however, the information of the slots can be
modified by clicking on the blue cell. New time slots can also be opened, according to the
applicable logic of the time slots which cannot be inclusive one in the other. If you want to
completely change the structure of a shift, please delete it and create a new one.

Time slots and time blocks

Blok.

FRIWKEND

-3
B
g
B
g
g8

il

nef
dH}
El3(
4
i



4. When the changes are complete, click Save to confirm saving the information.

5. While saving, the skills management panel opens to allow you to make adjustments to who
can do this shift. If no change is required, click on Define later or Save, without having change
anything.

CARD_CALL: Skills management

It's now possible for you to assign teams and/or members for this shift

Select the teams that can perform this shift
This will assign default members. It will be possible to modify them later.

|E| Check/uncheck all

[ ] All permanent MDs Cardio team [ ] pciTeam

Select resources who can perform this shift

|E| Check/uncheck all

[ ] Aai [ ] okim Ba Rinne

B Almanfud |:| P Klein |:| Ca Schwarz
C Babapulle |:| Q Kuang |:| Da Skanes
D Chamberlain [ ] RLeddy [ ] Easmith

[ ] Echeung [ ] sLeong-sit [ ] FaSyed
|:| F Chopra |:| T Manlucu |:| Ga Tang

H Desai [ ] umMeNamara [ ] HaTheal

Define later




DELETE A SHIFT
1. Click on the trash of the line corresponding to the shift to delete.

]

2. If the trash can not be aC(ﬁ_sed, assignments still exist on this type of shift.

Cannot delete a shift with
assignments

Last period with affections
2078 Aapnk-Dec

4

A. By positioning your mouse on the trash, you will get the information of the last period with
assignments.

B. If you really want to delete the shift, you will have to remove all the assignments on this one
from today's date and for the future. Only after this action will the deletion become available.

3. If the trash is available (blue) and you delete the shift, you will have to confirm the deletion by
answering Yes to the confirmation message. The shift will therefore be removed from the list of
shift for current and future periods.

Do you want to delete test 12347 Mo



Members and skills

This module lets the scheduler manage the skills of the members, of whom can do what.

ACCESS

1. Go to the Schedule Management menu.

fQO.‘I Scheduling

2. Click on the Skills.

n Scheduling =

Service durgence du CHUL
URGEN-CHUL

Periods
Shift trades
Absences
Equity
Members
Skills

Settings

3. To view or make changes to the skills of members, go to the Members and skills tab.

Members and skills Members and teams Teams management

Members and skills
All ADMIN CALL CLINIC
All

David Bélair (QA PetalMD)
(DBQP)

activation Bélair (DB1)
Landing Belair (PB2)
Landing? Belair (PB3)

Jonathan Chaput (PetalMD)
(JCP)

James Gagne (PetalMD) (JGP) /' v v v



4. Display grid shows member skills with a green checkmark , While the lack of skills for

a member displays a gray X

Members and skills
All AB_Jour AB_SOIR DE_Jour

All

Geneviéve Bécotte (GB)
Anne-Catherine Bergeron (ACB)

Daniel Bernier (DB)

Simon Berthelot (SB)

Isabelle Bertrand (IB)

Mathieu Blanchet (MB)

A. The list displays members of the current period and members of future periods.

B. The list displays the shifts of the current period and the shifts of the future periods.



EDIT

1. To make changes to the skill, click the Edit button

2. In edit mode, the table view will be modified to allow you to make changes.

Members and skills

Al AB_Jour AB_SOIR DE_Jour
Al ]
Geneviéve Bécotte (GB) (] ]
Anne-Catherine Bergeron (ACB) (] )
Daniel Bernier (DB)
Simon Berthelot (SB)
Isabelle Bertrand (IB) (] J
Mathieu Blanchet (MB)
Philippe Boisclair (PB) (] )
Rachel Bruneau (RB)

A. Click on a blue checkmark to remove a skill from a member.
B. Click on a white box to add a skill for a member.

C. Click on a white box ALL, on the first horizontal line under the shifts names, to add a shift as
a skill to all members of the group.

D. Click on a white box ALL, on the first vertical column after the name of the members, to add
all shifts as skills to a member.



FILTERS

Click the Filters button to reduce the information on the page.
? Filters

IMPORTANT NOTE

By default, if your group has more than 25 shifts, access to this table will be pre-filtered on the
first 25 shifts so that the navigation is more efficient and effective. You can then modify the
filters to display the information that is relevant to you.

You have the option to apply filters on 2 axes, members and shifts. Once the filters have been

selected, click Apply.

v Member(s) (30/30)

Teams

Check/uncheck all

TNuit

aaahaa

Zoufif

Members

Check/uncheck all

Geneviéve Bécotte
Simon Berthelot
Philippe Boisclair
Stéphane Coté
Christian Godin
Elizabeth Lalande

~ Task types (11/11)

Tasks

Check/uncheck all

AB_Jour
DE_Soir
G_Soir

Volant_Jour

Filter data

2Nuits

AaaAaaA

Anne-Catherine Bergeron
Isabelle Bertrand

Rachel Bruneau

Annie Desroches

Pierre Hamel

Daniel Laperriére

AB_SOIR
G2_Jour

Nuit_1

Volant_Soir

3Nuits

acces_realm

Daniel Bernier
Mathieu Blanchet
Rémi Coté
Isabelle Genest
Nancy Labrecque
Sébastien Larose

DE_Jour

G_Jour

Nuit_2

Cancel




When filters are applied, the Filters button displays a red indicator.

Y/ Filters €9

When all the information is visible, the red indicator is not there.
To get only the members of a specific team or a specific subset of shifts, it is important to

uncheck the teams and the members and then select one or more teams, or for the subsets and
shifts, uncheck subsets and shifts, and then select subsets.

Note

When the data is filtered, the use of the boxes in the ALL row and column will be applied only
to that that can be viewed.

IMPORTANT NOTES

The change in skills has a direct influence on the current period and all future periods.

o Impacts to member eligibility:
o Remove a skill: the member can no longer be considered in exchanges and transfers for
this task.
o Add a skill: the member will be an eligible resource in exchanges and transfers.



How to add and remove members

Add a new member to your group

1. From the Scheduling section, access the Members section

Equity

[H]
)

Members

2. Click on Add a member at the top right of your screen

O
0 Add a member

3. Enter the member's general information

Add a member

@ niomation

Member informations

A. If the member already exists on PetalMD, this account will be proposed to you.

B. If you choose the account type Assistant or Administrator, the specialty and license number
are not required.

C. You must confirm that the member is added to your group is related to your healthcare
practice.

D. Click on Next to continue the configuration.



4, Access

Add a member Cancel

o Informations e Access

Access

Scheduled member

Yes No
Scheduling start date Optional
Membership and scheduling end date Optional

Previous

A. It is important to identify if the member that you are creating will be a planned member.

B. The Start date of planning identifies from which date onwards the member will be eligible
to shift assignment. This tab is optional and if no date is entered, the member will be eligible to
shift assignment the moment they are created on PetalMD.

C. The End date of planning and lost of group access is an optional tab and will determine
which day onwards the member will not be eligible anymore to shift assignment. If no date is
entered, the member will receive assignments for all future periods.

D. Initials are required in the case of a planned member. The chosen initials will be displayed in
the planning tool. A validation will be made to make sure all members initials are unique in the

group.

E. Click on Next.



5. Roles and Permissions

Add a member Cancel

o nformations 9 Access e Role and permissions

Access
Choose member permissions for this group

Regular member Administrative member Group planner

Personal calendar access Group calendar access Schedule creation
Group calendar access Initiate shifts transaction for Personal calendar access
group members
Exchange and transfer of his Group calendar access
shifts Editing shift
Initiate shifts transactions for
Posting shifts on marketplace Absences entry for members group members

Absences entry Receiving notifications Editing shift

Approval and processing of Absences entry for members
shifts transactions

Previous

Three choices are available

Al. Regular member for a planned member: will allow access to personal information and the
group’s scheduling information. The member will be able to perform activities allowed by the
group's planner on their own tasks. They will be able to add absences and create personal events.

A2. Regular member for a non-planned member (equivalent to a read-only member): will only
allow access to the group's calendar, without permissions to perform changes, and access to other
tools, out of the schedule, such as the messaging, documents and contacts.

B. Administrative member: this can be for a planned member or not but, most of the time, this

role is attributed to non-planned members for post-publication scheduling management. It allows
the member to perform adjustments to the other members' calendars through the group calendar,

input absences for others or move shifts with regards to the group's configuration. Members with
these permissions will also be notified of all shift trades.

C. Group planner: This permission can be given to more than one member, however, it is not
suggested to access the planning tool more than one member at a time. Panned or non-planned
members can play this role. It allows access to the planning tool and to manage schedules after
their publication. Another difference between this role and the administrative member's is that
the latest won't be able to approve or process shift changes.

Once the right role is selected, click on Next



6. Teams (optional)

Add a member Cancel

o Informations e Access e Role and permissions o Teams

Teams (optional)

Choose teams for : Francis Robichaud (PetalMD)
This will assign default tasks.

No teams

Previous Next

A. The attribution of teams can determine which shifts will be assigned to the member.
B. Beyond that, teams can also be subgroups that can be displayed in the planner tool.

C. If the attribution of one or more teams is associated with competencies for specific tasks, they
will be reflected in the next tab, Skills.

D. If your group doesn't include teams, you can directly go to the next section by clicking
on Next.

7. Skills

Add a member Cancel

0 Informations e Access e Role and permissions o Teams e Skills

Skills (optional)

Choose the tasks that can be done by : Francis Robichaud (PetalMD)

It will be possible to define and modify the skills afterwards.

| | Checkall / Uncheck all

A. Choose which shifts can be assigned to this member



8. Click on Save to add the member to your group

A. Once the member is saved, it will become part of the group
B. After registration, an activation email will be sent to this new member.
C. If itis a planned member, it will be added to your current and future period, unless their Start

date of planning is in the future. In that case, the member will be available to shift assignment
for periods including that date.

Remove members from your group

You have two options to remove members

1. In the members' list, click on the Remove icon

©

A. If the member is not assigned to a shift on the date of the removal or in the future, they will be
removed from the group. If it is a planned member, they will not appear in the future periods as a
member available for assignment.

B. If it is a planned member and they are assigned in the future, you will be informed of the
number of assignments they have and the date of the last one.

2 choices apply

1. Delete all future assignments and go back to the members' list to remove them.

2. In editing mode, click on the pencil and input an ending date following their last assignment.
This will remove the member only at this date and provide you from assigning him to shifts after

this date.

When removing a member, you won't be notified of unpublished assignments, they will
automatically be deleted with the member's removal.



Hospital Dashboard



How to select layouts

To optimize the hospital dashboard's usage, it is possible to contact PetalMD to create
personalized filters. They allow similar shifts to be grouped together and it accelerates access to
the right information for users. Once these filters are created, they are accessible to all members
of the hospital dashboard.

To modify display, click on this menu:

Parents-Enfants ~
Parents-Enfants
Obstétrique-Gynécologie
Pédiatrie

£ Médecine

®  Médecine interne

Médecine spécialisée

Once your selection is made, the list of shifts is instantaneously updated.

Console hospitaliére -
Toutes les tiches v (XTI Vue individuelle  [5<] Ecrire un message
CONSOLE-HOSPIT - 9

Avjourdhui | < || > | 21-27 Févr. 2017 == Affichage

Afficher les changements depuis u

Liste des taches oim. 21 wn. 22 Mar. 23 ver 24 seu. 25 ven. 26 sam. 27
CHIRU-GROUPE 1 8:00 - 8:00 8:00 - 17:00 8:00 - 0:00 8:00 - 12:00 11:00 - 13:00 8:00-0:00
Urgence chirurgie 24h B. Tremblay V. Tousignant A. Lachance A. Lachance A. Lachance A. Lachance
D 8100120.00 12345 123456 ., 2R2 4R3
: } - F. Chapoux (R2)
| G. Lamontagne V. Harvey V. Smith (E)
F. Chapoux
12:00 - 20:00 12:00 - 0:00
A. Lachance D. Harvey
GYNE- GROUPE 1 8:00 - 8:00 8:00 - 0:00 8:00 - 0:00 8:00-0:00 8:00 - 0:00 8:00- 0:00 8:00 - 8:00
Gynécologie 24h B. Tremblay V. Tousignant B. Bilodeau B. Bilodeau B. Bilodeau A. Lachance B. Bilodeau
ONCO-EQUIPE 8:00 - 0:00* Q 8:00 - 0:00 8:00-0:00
Oncologie 24h G. Lamontagne 8:00 - 0:00 D. Harvey V. Tousignant
123456 D. Harvey 800-0:00
Zin o C. Lavoie
1R4 B8E
PNEU 24H Q B 9:00 - 12:00 9:00 - 12:00 9:00-12:00
Pneumologie 6h a 18h 9:00 - 12:00 A. Lachance A. Lachance D. Harvey
A. Lachance )
CARDIO-GROUPE 1 8:00 - 0:00 8:00 - 0:00
Cardio clin. externe C. Lavoie V. Tousignant
Lun au Ven AM- PM




Who's on call now dashboard

A new Now toggle allows all dashboard users to see who is currently covering a shift.

1. You can toggle between the Now and Weekly dashboards by using the following button. Your
preference will be kept and reused every time you log back into the system:

Week MNaow =~ Display

2. The first column shows who is currently covering a shift. This assignment is based on
the Current time while the Next assignment shows who's the next person that will be affected
to a particular shift kind. You can also visualize when the next person's shift will start.

PETAL Hospital dividual view 2w e =
Dashboard Global On-Call List Dashboard view [ ETNRE Write amessage (5
Now Week Now — Displ
Shifts list Current Next assignment

EMERG-DEMO-EN

In 13 hours
Emergency - Night
EMERG-DEMO-EN In 5 hours
Emergency - Day
PLUS-DEMO-EN-AA 08:00 - 08:00 In 21 hours
Cardiology - On-call V. McNamara
PLUS-DEMO-EN-CL 08:00 - 08:00 In 21 hours
Gastro - On-call H. Syed
PLUS-DEMO-EN-EU 03:00 - 03:00 In 16 hours
Nephro - On-call U. Manlucu
PLUS-DEMO-EN-CSL 08:00 - 08:00 In 21 hours
0bGyn - On-call J. Desai
PLUS-DEMO-EN-KV 08:00 - 08:00 In 21 hours
Respirology - On-call C. Almanfud
PLUS-DEMO-EN-SS 08:00 - 08:00 08:00 - 08:00 In 21 hours
General Surgery - On-call F. Smith C. Ali

PLUS-DEMO-EN-CSL 08:00 - 08:00 08:00 - 08:00 In 21 hours
Cardiology - Rounds J. Desai K. Gula

CARDIO-DEMO-SS Unpublished schedule for this group Unpublished schedule for this group

General Surgery - Rounds

3. Any shift trades that occur among members in a medical service will be updated on the
dashboard in real time. If a user remains on the dashboard view and the hour changes, the current
and next assignments will automatically be refreshed to show the new assignments.

4. When a user leaves PetalMD, the last toggle selection will be kept for further sessions. For
instance, if you sign out while the Now dashboard view is selected, it will be the next presented
view when you log back in.



Who's On-Call - How to search

By clicking on the Hospital Dashboard icon, you will access the console schedule.

To search an on-call physician, you only have to type their name in the search bar.

< > Sep.25-0ct. 11,2017

Shifts to which this physician is assigned will then appear on the screen, for the current week.

> Sep.25-0ct.1,2017

won. 28 26 wea 27 28 29 30 1
0- 030 03.00- 030 [ o 030003 03.00- 03 ¢ o

Afterwards, you can navigate to other weeks by clicking on the arrows at the top of your screen
and see their agenda for previous or upcoming weeks.

< > Sep.25-0ct. 1,2017



