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The Client Service calendar, accessed through the Clients Service Calendar sub-menu is a page
within the Brevity web application that displays the clients scheduled services based upon the
specification of both a time period as well as optionally the Life Skill Officers (LSO). The
scheduled information listed into the page can be both inquired upon through the service

schedule page and output to a printer.
Adding a shift Function Via the Schedule Board

The Service Schedule record can be accessed from within the schedule board by selecting the
Shift panel. Service Schedule can be created through the schedule board by selecting the Add
Shift icon.
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To create a Service Schedule record through the Schedule Board, observe the following steps:

1. Select the Schedule Board icon to open the schedule board page.

Scheduke Board

2. Input the name of the client into the filter field to return a list of matching records.
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Client Services

3. Select the Client Service icon to open a page that lists the clients service schedules. Select the

oNew button to open a New Service Schedule record page.

B2 1207202 B 120702 )
= id Name
O 119751 Stewart, NHeale - 2044 - CORE - Assiiance with personal domestic activiies - §
(] 119974 Stewari, Neabe - 2044 - SUPPOHT - Suppori conneciion - Mon, 12-Jul-2021
[ ] 119856 Stewart, Nealbe - 2044 - CORE - Assistance with self-care =
LI | 119855 Stewart, Neale - 2044 - SUPPOET -~

4. Within the Client field position your cursor and either input in free text the client’s name or

make your selection from the drop-down list.

Client | [|stewart, Nealie - 2044

p Stewart, Mealie - 2044
1 of 172 Shown

Client Funding

Pricelist | D

5. Within the Client Funding field position your cursor and either input in free text the

particulars of the funding record or make your selection from the drop-down list.
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Client Funding | J2 | Stewart, Neale - NDJS - 04/21 to 04/22

ﬁ Stewart, Neale - NDIS - 04/21 to 04/22
1 of 1 Shown
- Tk D

Pricelist

Upon selection of the funding record the Pricelist field will be updated with the pricelist registered

against the selected funding record.

6. Within the Service Type field position your cursor and either input in free text the

particulars of the service type or make your selection from the drop-down list.

Service types listed reflect those covered under the selected funding record

Senice Type* | D | SUPPORT - Support connection

SUPPORT - Support connection
SUPPORT - Specialist support coardination
SUPPORT - Individual employment support

Activity

7. Within the Activity field input a brief narration of the service that will be delivered to the

client.

Input is data optional
The narration entered will replace the service description this is by default reflected on the shift

panel within the schedule board and through the Brevity Care mobile application.

e
Stewart, Nealis - 2044 T:00 - 8:00 - 1.00 hrs
25040 hrs Connecting with |ocal Community SUFPORT - Support conng
FR - T
B35 - 40:38 - 200 hes (+35 min) B35 - 10:35 - 2.00 hes (#3238

CORE - Asislance with s=i1-care scbivilles CORE - Assistanoe with &=
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8. Within the Additional Roster Comments field input a brief narration of any additional
information that needs to be communicated onto the scheduled service. Input is data
optional

9. Within the A/H field select from the drop-down list how any afterhours time occurring

during the scheduled service will be calculated.

A/H Calculation* | Shift Start

—Select—
Shift Start
Shift End

Split Shift

10. Within the Billable field identify whether the client will not be billed for the related services.
The default assumed is that services will be billed, set the field to ‘no’ to indicate the
service as non-billable.

11.Update the Override values.

COwerride Availability € O '@
Override Qualifications O '@
Owvemide Qualifications Reason

V.

The following inputs and changes are data optional

Setting the Override Availability field value to ‘Yes’ will override any parameters that influence a

support workers availability for service assignment.

Setting the Override Qualifications field value to ‘Yes’ will override the qualification requirements

assigned to the service type.
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Override Qualifications Reason: This field is used to specify a narration as to why the

qualification requirement.

12. Within the start date field position your cursor and either input in free text the services
scheduled start date or make your selection from the date picker.

13. Within the Start time field position your cursor and either input in free text the services
scheduled start time or make your selection from the time picker. Please note that Brevity

defaults the value listed within this field to the current system time.

[ ‘1[]?[] |
A
10 20
v v
[10:00 vl

14. Within the End date field position your cursor and either input in free text the service
schedule end date or make your selection from the date picker, as shown @ step 12.

15. Within the End time field position your cursor and either input in free text the service
schedule end time or make your selection from the time picker, as shown @ step 13.
Please note that Brevity defaults the value listed within this field to the current system
time.

16. Update hours panel observe the following optional edits.

17.Select the Save button to create the Service Schedule record. You will observe the
service schedule screen will readjust itself, the service cost will have been calculated, the
roster tab is now visible which allows for assignment of a support worker and the
assignment of any additional tasks against the service.

18.To assign a LSO to the schedule service scroll down to the employee data grid within the

Roster tab.
Employees @
Employee Confirmed Complated Sedect Employee Sende

Mo data avallable In table

“Ana 1 o 0 ol 0 et
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19.Click the °Select Employee icon to open the Select Staff page.
20.Define the search attributes to identify the LSO’s available and select the Search Button.

You should ensure that you always make best efforts to allocated assigned workers to the

service.

Select Staff

o Ty il ity Tiew Emipityia Numa i

T Didlancn Kb Trgd (FTET ) LT [& S o NiiEce

21.From the LSO'’s listed highlight the one that will be assigned to the schedule service and
click the Select button to update the Employee data grid with the selected LSO.

Now prior to exiting the service schedule page please observe any scheduling alerts that will are
listed at the top of the page. An example of an alert is shown below, as well how it is reflected on
the Schedule Board.

SD — Brevity — Service Engagement Coordinator - Client Service Schedule — Feb_22docx.
Page 7 of 25 Version 1, February 2022



HEADWAY

GIPPSLAND INC.

Scheduling Issue

« Staff not available (shift clash) Neale, Stewart

A R —— ...
W
swiart, Neale - 2044 7:00 - 8:00 - 1.00 hrs 7:00 - 8:00 - 1.00 hrs
25.00 hrs SUPPORT - Support connaction SUPPORT - Suppor connew.
[_:.I S fff Neale, Stewart Heale, Stewart

7:00 - 8:00 - 1.00 hrs (-100 min)
MOBILE AFF ENTRY - CORE - Assistance with
parsonal domestic activities

Neale, Stewart

8:35 - 10:35 - 2.00 hrs (+35 min
PAOE  Ardebnnes wdit ~mil aneg potivit

s« Staff not avalable (ahaft r]z\]‘.: Meale, Stevwart

10:00 - 11:30 - 1.50 hrs (-3¢
8:35 - 10:38 - 2.00 bhrs (+38 min) SUPPORT - Individual employment su

22.Select the Save button to update the schedule.

23.Select the Close button to exit the page and return the Service Schedule List page.

Editing the Service Schedule

Editing the Service Schedule can be done through the client panel of the schedule board.

To edit the Service Schedule record, observe the following steps:

1. Select the Client Service Schedule sub-menu to open the Service Schedule List page.
2. Search for the Client name associated with the Service Schedule record from within the

Service Schedule List page.

You can utilise the dates to and from fields to narrow your service schedule search.

3. Highlight the service record to be edited and click on the Edit button to open it within the
Service Schedule page.
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Service Schedule List

B 119751 Stewart, Nealie - 2084 - CORE - Assistance with personal domestic activities - Mon, 12-Jul- 2021
[ 119874 X

SaEwan, Neslis - 2044 - SUPPORT - Suppan oonned on - Wan, 12-ui-2021

Selip SLWPPORT - Suppaft connéclion

Updating the Schedule Board

To update a Service Schedule record through the Schedule Board, observe the following steps:

1. Select the Schedule Board icon to open the schedule board page.

2,

Client Services

3. Select the Client Service icon to open a page that lists the clients service schedules

You can utilise the dates to and from fields to narrow your service schedule search.

4. Highlight the service record to be edited click on the Edit button to open it within the
Service Schedule page.
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{3 Bulk Cancel @ CIa™

B 12072029 [ R 2 nagle

119754 Stewart, Mealie - 2044 - CORE - Assistance wilh personal domestic achwilies - Mon. 12-Jul-2021

O 119874 Stewart, Mealie - 2044 - SUPPORT - Support connection - Mon, 12-Jul-2021 Individual

T — PRLE ARG AABE bericdsnes wsdk marsanal domeshic ackefies - Mon 42-Jul-2024

Bulk Cancellation of the Service Schedule
The cancellation of service schedule record can be done through the Client Panel on the
schedule board. It is to be observed that you can only cancel service schedules that are either

scheduled, pending, available or awaiting confirmation.

To cancel an individual or multiple of client Service Schedule records through the Schedule
Board you can adopt one of two approaches which is either through the client panel or utilising

the cancel service schedule function. For both these approaches observe the following steps:

1. Select the Schedule Board icon to open the schedule board page

2. Input the name of the client into the filter field to return a list of matching records.

Meale, Stewart 2085 o:30
T.00 hrs CORE
= $ b R

Neale,

AT

3. Scroll through to the required day within the schedule board highlight the client
schedule(s) to be cancelled and select Cancel Selected Shift icon (located at the lower

right of the schedule board).
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e —_

Ci S5 Jul - 11 Jul > -".‘.'____::,‘- day | week | fortni

WWed TIT Thu 8

230 - 11:30 - 2.00 hr= 30 - 11:30 - 2.0
“sonal CORE - Assistance with personal CORE - Assists
gomestic actmties jomestic act*

Neale, Srewart Neale, Srev

1640 - 47:40 - 1 00 hrs

s CORE - Assistanocs with persconal domestic
Bctivities
MNeale, Stewart

38 - 10=38 - 200 hes (+38 mdnj
CORE - Assistance with self-care activities

40000 - 11:30 - 1.50 hes (-25 min
SUPPORT - Individual emgloyment sugport
Anoms, Med

D=0 - 1400 - 0,50 Furs [+200 rmin
SUPPORT - Support connection

Elafy, Blafy

16:-40 - 17:40 - 1.00 nrs (=220 min)
CORE - Assistance with personal domestic
activities

Meale, Stewart

Changing the Time-of-Service Delivery

There are three approaches that can be taken with the adjustment of the start and end times on

a service schedule record and they are nthrough the Service Schedule sub-menu and E
either through the Client Panel or the Change Shift Time function on the schedule board. It is to
be observed that you can only adjust the start and ends times on service schedules that are

either scheduled, pending, available or awaiting confirmation.

Changing the Time-of-Service Delivery via the Service Schedule Menu

To change the time associated with either an individual or multiple of client Service Schedule

records observe the following steps:

1. Select the Client Service Schedule sub-menu to open the Service Schedule List page.
2. Search for the Client name associated with the Service Schedule record from within the

Service Schedule List page that will be subject to a change of service time.

You can utilise the dates to and from fields to narrow your service schedule search.
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3. Highlight the service record that will be reassigned either an adjusted start or end date. To
select multiple service schedules, hold down the CTRL button on the and select the

Service Schedule records listed within the data grid.

W zvoTenzn B ZaRTERR1 | | D neale

L] M St sarace Type Employaes Verakany -

Fov] e willy e l-Cad @ O i - W 2120 Sl PR - e G o WA T Bl i WacE

Riwial b

A - CORE - A

1220 Wewan, Nadli - 2044 - SUPPORT - ndvidaal dmmplosment supp o - Wed 290k 2020

BUPPOAT - Insdividid | smpl oy el 3up past

1 SRewan, heali - 2044 - CORE - Asslancs wilth parsanal 00meshc sdhilas - Wed, 21-Ju-2021 Seheg CORE - A Eistan tu Wil DErsonal diemes e achiles haae, Sewal  Wea

L3O Scheg CORE - Accistan co wilh Solfcars adndis Eetamia, Macs Tus

4. Select the Change Time button located within the ribbon bar to open the Select new Start

and End times page.

(=] Bulk Canc = ™ Change Day [#C

| Change start or end time |

Please note that if you select multiple service schedules that have different service start/end
times you will alerted with the following message. Select Ok to close the pop-up screen and
reselect the required services. If you proceed any changes made will be applied to the selected

services regardless of the service start/end times.

5. Apply your edits to the start and end dates within the Select new Start and End times
page by over-typing the times that are listed.
Note that the start and end times listed are based upon the start and end times listed within the

service schedule.

Select the Save button
o cise ]

6. You will be presented with a pop-up screen, select the Ok button to confirm the changes

to the service times.
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Are you sure you wish to update the from time and to time?

Please note that adjusting the time of client’s service schedule can result in service clashes,

which will be presented in the Schedule Board as shown as follows

16:40 - 17-40 DO s k. 16:40 - 17-40 oo

st Yadod " Taeds Bl e .
= Staff not avaalable (ahift clash) MNeale, Stewart

Neasle, Stewart

1640 - 17:-40 - 1 00 hrs
CORE AERI LI O

Neasle, Stewart

Changing the Time-of-Service Delivery via the Schedule Board

To adjust the time of a Service Schedule record through the Schedule Board you can adopt one
of two approaches which is either through the client panel or utilising the change shift time

function. For both these approaches observe the following steps:

1. Select the Schedule Board icon to open the schedule board page.

2. Input the name of the client into the filter field to return a list of matching records.

Meale, Stewart 2055 Q30
7.00 hrs CORE
= S B0 domes
MNeale,

AT

3. Scroll through to the required day within the schedule board highlight the client
schedule(s) to be amended and select the change schedule time Change Shift Start or
End time icon (located at the lower right of the schedule board) to open the Select new

SD — Brevity — Service Engagement Coordinator - Client Service Schedule — Feb_22docx.
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Start and End times page and observe the steps already outlined for adjusting the

scheduled start and end times.

< < 5 Susl - 11 S > = >  aay S| ror

D D OO

Chamge shift Start or Erned tiomse
—

Changing the Date of Service Delivery

There are three approaches that can be taken with the adjustment of the service schedule

delivery date and they are nthrough the Service Schedule sub-menu and Eeither through the
client panel or the Change Day function on the schedule board. It is to be observed that you can
only adjust the date on service schedules that are either scheduled, pending, available or

awaiting confirmation.

Changing the Date of Service Delivery via the Schedule Menu

To change the day associated with either an individual or multiple of client Service Schedule

records observe the following steps:

1. Select the Client Service Schedule sub-menu to open the Service Schedule List page.
2. Search for the Client name associated with the Service Schedule record from within the

Service Schedule List page that will be subject to a service date update.
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You can utilise the dates to and from fields to narrow your service schedule search.

3. Highlight the service record that will be assigned a new service date. To select multiple
service schedules, hold down the CTRL button on the and select the Service Schedule

records listed within the data grid.

L] Hame Stmn Service Type Empioyery Wenkadey -

VHRUD SR, b - 0 - CORE - Ao will B Gl ACRa i - W 21200 i T AT Bl

1R Sewan, Neai - 20 - SUPFORT - ndid da el ampladmt sugpot - Wed, 29k 2007 BUPROAT . I madsiiagl sm plos mianl 5uppoe

A Sewar, Meadis - 2044 - CORE - Asskiancs with gasenal dameshic actilias - Wed, 29-Ju-2029 Sehup CORE - &ssistance wilh personal domesic ackaies Haale, Sewa Fad

L mLD S CORE - Acpistan oo wilh S if-cans adhilhs Edamia, Macs Tus

4. Select the Change Day button located within the ribbon bar to open the Select Date page.

hange T mne [# Change Se

Change day

5. Within the Select Days page click into the drop-down list and select the number of days

that client service will be moved by.

Service schedules can be moved back by maximum of 14 days, to move the service back utilise
the days values preceded with a -
Service schedules can be moved forward by maximum of 14 days, to move the service forward

utilise the days values preceded with a +

Select the Sawve button

® crose I
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6. You will be presented with a pop-up screen, select the Ok button to confirm the change to

the service date.

ure you wish te move the shifts by 3 days?

Please note that adjusting the date of client’s service schedule can result in service clashes,

which will be presented in the Schedule Board as shown as follows

- | 000 - 49:30 - 1 50 fws (35 mmen) 8:386 - 10:386 - 2 00 hes
SUPPORT - Individual employment support CORE - Assistanos with self-care activil

Anoma, Alel Adamia, Mack

4000 - 44:30 - 1 50 nes ) ver £ HO00 - 44:30 - 150 hes (36 minj
SUPPORT - | al emglioyment suogoart SUFPORT - Individual empicyment

Amoane, Mt = Staff not available (skift clash) Amcena, Mial

AN - 4430 . T A0 hes

Changing the Date of Service Delivery via the Schedule Board

To adjust the date of a Service Schedule record through the Schedule Board you can adopt one
of two approaches which is either through the client panel or utilising the Change Day function.

For both these approaches observe the following steps:

1. Select the Schedule Board icon to open the schedule board page.

2. Input the name of the client into the filter field to return a list of matching records.

Meale, Stewart 2055 9:30
T7.00 hrs CORE
@ $ Em domes
Neale,
AT
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3. Scroll through to the required day within the schedule board highlight the client
schedule(s) to be amended and select the change date Change Day icon (located at the
lower right of the schedule board) to open the Select Days page and observe the steps

already outlined for adjusting the date of clients scheduled service.

< & Jul - 11 Jud > = aay [WEeK] rortri

Astamva, Mack Ancena, Wel

000 - 41230 - 150 hes (-3

ABBO - 14700 - 0 D0 Fes (200

S PO Support ceic 5 (+240 rmind
o c Asc NoG with pesmonal doneseic

4640 - 1740 -

actrvibes
Neale, Stewart

O0@O0

Change Day |

Changing a Life Skills Officer

Changing an LSO can be done through the Client Panel or the Switch Worker function on the
schedule board. It is to be observed that you can only adjust an LSO on service schedules that

are either scheduled, pending, available or awaiting confirmation.

You are to observe that this function also allows for the Removal of LSO from either an individual
or multiple of client Service Schedule records. Details are provided below on how that activity is

undertaken.
Changing a Life Skills Officer via the Service Schedule Menu

To change the LSO associated with either an individual or multiple of client Service Schedule

records observe the following steps:

1. Select the Client Service Schedule sub-menu to open the Service Schedule List page.

SD — Brevity — Service Engagement Coordinator - Client Service Schedule — Feb_22docx.
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2. Search for the Client name associated with the Service Schedule records from within the
Service Schedule List page that will be subject to update of the LSO.

3. Highlight the service record that will be assigned a new service date. To select multiple
service schedules, hold down the CTRL button on the and select the Service Schedule

records listed within the data grid.

L Fame St s Service Type Employess Viesidny -

F vl R, il - 0 - CORE - Ak i willh o - Wil il - Wl 2100k LA W G Rl

T Sewan, Meal - 208 - SUPPORT - individasl ammpkaem e jup ot - Wed, 29-Juk 2007 SLIPROET | el | s plos el 5 up ot

AN Sewar, Nealk - 2344 - CORE - Ass Elanca wilh parsonal 0amesbic adkiis - Wed, 23-Ju-2021 Sefum CORE - dssistance wilh persona domesic ackilies Haae, SHewan ad

W LR Sohug CORE - Azcistanics wilh o ufcane efidias Eraimia, Wacs Tus

4. Select the Switch Worker button located within the ribbon bar to open the Select

Employee to Assign Shifts to page

Fi Recalc T Fiter [ Mail Merg

Set Care Worker for selected shifts |

5. Within the Select Employee to Assign Shifts to page you can either select and reassign
the service to another LSO or remove the life skills officer from the service and leave it

unassigned.
Assignment
To either assign (if the service does not have a LSO rostered) or reassign a different LSO

(1) Within the Staff field, position the cursor and select the required value from the drop-down

list, the value selected will influence the staffing names listed within the data grid.

All Staff ~ W
All Staff

pr
Assigned Staff
® prdiie ] 259

(2) Within the availability field, position the cursor and select the required value from the drop-

down list, the value selected will influence the staffing names listed within the data grid.
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Works this day R4

Awailable
Works this day

(3) Within the search field, specify either the partial or full name of the support, the value

selected will influence the staffing names listed within the data grid.

N SNITS 10

——
day 8 D stewart _4_-"'/
—

(4) From the staffing names listed, within the data grid select the record that will be rostered to

one or more client services.

© -

Removing a Life Skills Officer

To remove a rostered LSO from the client’s service, select the Remove Employees button to be

presented with a pop-up alert.

—
Close w Seleci Remove Employees

__//

Select Ok to confirm the removal of the LSO and to exit the Select Employee to Assign Shifts to

page.
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Cancel

6. To complete the assignment of a LSO, click the Select button to update the rostering
information on the client’s service schedule and exit from the Select Employee to Assign

Shifts to page.
Deleting Employee from the Service Schedule
A rostered staff member can be removed directly from the client’s service schedule record.

To undertake this activity search for the service schedule within the Service Schedule List select
the Edit button to open the service schedule page. Scroll the page down to the Rostering tab
and within the Employee data grid select the Delete Record icon. To confirm the removal of the

record, select the Ok button.

Adjusting a Life Skills Officer Rostered Shift via the Schedule Board

To adjust the LSO that has been rostered to the Service Schedule record through the Schedule
Board you can adopt one of two approaches which is either through the client panel or utilising
the Switch Worker function. For both these approaches observe the following steps:

1. Select the Schedule Board icon to open the schedule board page.
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2. Input the name of the client into the filter field to return a list of matching records.

Meale, Stewart 2055 Q30
T.00 hrs CORE
@ $ Em domes
nNeare,

T

3. Scroll through to the required day within the schedule board highlight the client
schedule(s) to be amended and select the Switch Worker icon (located at the lower right
of the schedule board) to open the Select Staff page, Steps for interacting with this page

are outlined below.

— 43230 - 14:00 - 0.50 kes {70 min
SUPPORT - Support connection
Blaty, Blah

— 16:40 - 17:40 - 1.00 hws (+240 min,
CORE star with perscne

scrivities

MNeale, Stewart

16:40 - 17:40 - 1.00 ks {(-100 mi N

@000

Switch Worker

Updating the rostering information on the client’s service schedule is undertaken through the
Select Staff page. This page provides you with a number of different parameters that assists you
to filter and search for LSO’s that are either most suitably qualified or have availability for

allocation to the service.
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Once the parameters have been specified, click the Search Button to return a listing of matching
LSO records. Review any periods of scheduling, highlight the required record from the data grid

and click the Select button to update the clients service schedule.

Select Sl

- Admidi . B W —

......

T Sy - ——— Een b -

. e
HE

The following is a brief summary of the search attribute fields within the Select Staff page. Either
inputting a keyed value or selecting a coded value will influence the staffing names listed within

the scheduling data grid upon select of the Search button.

The scheduling data grid list your LSO’s periods of unavailability, these periods are denoted in
blue, selecting the period provides a pop up that lists a summary of the particulars of the service

delivery (service name and service time).

Stewart, Nealie - 2044 - 7:05 - 8:05 - 1.00 hrs

‘ Neale, Stewart - 2 hrs

GOSFORD 2250 & 2.506M | D005
SUPPORT SCHADS CASUAL

lician, Paul
CARLINGFORD 2118 i 83.00r | 00:80

SUPPORT SCHADS CASUAL
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Changing the Service Type

The approach that can be taken with changing the service type on the client’s service schedule.

This activity can only be undertaken through the client panel on the schedule board. It is to be

observed that you can only adjust the service types on schedules that are either scheduled,

pending, available or awaiting confirmation.

To update a Service Schedule record with a revised service type through the Schedule Board

observe the following steps:

1. Select the Schedule Board icon to open the schedule board page.

2. Input the name of the client into the filter field to return a list of matching records.

3. Select the Client Service icon to open a page that lists the clients service schedules.

You can utilise the dates to and from fields to narrow your service schedule search.

4. Highlight the service record(s) to be updated.
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5. Select the Change Service Type button to open the Select a New Service Type for

selected Shifts page.

6. Within the Service type field position our cursor in the drop-down list and select the

required service type value that the clients service will be updated with.

It is important to observe that where the client has multiple published funding records, the service

types associated with those funding records will be listed.

Senice Type
04i21 to 04122 - Acthity Based Transport (04_580_0125_6_1)

0125_6_1

Activity Based Transport (04_590_0

Stewart, Meale - NDIS -

Stewart, Meale - NDIS - 04421 to 0
e, ) D CORE -/ ance with self-care actvities
Stewart, Maale - NDIS - 04521 1o 04722 - SUPPORT - Indhidual employment suppart
Stewart, Meale - NDIS - 04521 1o 04722 - SUPPORT - Support connection

Stewart, Mealie - CASH - 0721 to 07122 - CORE - Assislance with personal domestic acthilies (01_004_0107_1_

SUPPORT - Spedialist support coordination

Select the Change button.

Select OK to confirm the change

Cancel
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Adjust the Activity Status of a Service Schedule Record

Under this topic we will outline the deactivation of the Service Schedule record through the
Service Schedule sub-menu. To Adjust the activity status of a service schedule record, observe

the following steps:

1. Select the Client Service Schedule sub-menu to open the Service Schedule List page.
2. Search for the Client name associated with the Service Schedule record from within the

Service Schedule List page that will be have its activity status updated.
You can utilise the dates to and from fields to narrow your service schedule search.

3. Highlight the service record that will be updated with tasking record click on the Edit
button to open it within the Service Schedule page.

4. To deactivate the Service Schedule record, select the Deactivate button.

pa* Individual

pe= L0 CORE - Assistance with personal domesic aciil

Wiy FPersonal care

A Calculation™® Highest Rate
Status™ Scheduled
Billable & Yes MNo

- e T B TR Wi

5. To activate the Service Schedule record, select the Activate button.

Dice Expenses B Recalc [ Schedule Ano'ner mmunic

6. Once done, select the Close button to exit the form
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