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General Operations  

Each scheduler is located at a unique web address.  You can obtain you login web address from any 

administrator or supervisor.  You have already been assigned a Badge Number or Login ID.  If you are 

unsure of this you can also contact a supervisor.  You can write your information in the spaces below for 

safe keeping. 

 

Scheduler Web Address: ________________________________________________________ 

Scheduler Log-In Or Badge Number: _______________________________________________ 

Login Password: ____ Your initial password will be your Log-In _________________________ 

 

You can use almost any browser that you like to access the scheduler.  You are able to access the 

scheduler from your work computer, home computer and even most data enabled cell phones.  We 

recommend you use FireFox® browser if available.   

Note:  If you are using Internet Explorer please follow the following steps 

1.)  Start by running Internet Explorer 

2.) LŦ ȅƻǳ ŘƻƴΩǘ ŀƭǊŜŀŘȅ ƘŀǾŜ ǘƘŜ CƛƭŜΣ 9ŘƛǘΣ ±ƛŜǿ ŜǘŎ ¢ƻƻƭōŀǊ ǎƘƻǿƛƴƎΣ ǇǊŜǎǎ ǘƘŜ ![¢ ƪŜȅ ƻƴ ȅƻǳǊ 

keyboard. 

3.) Click on Tools -> Internet Options 

4.) Locate Browser History -> Settings -> And Select Check For New Versions Of Stored Pages 

Every Time I Visit The Webpage 

 

5.) Then Click Ok Twice. 

This will ensure that you have the latest updates with the scheduler at all times. 

  



Emergency Services Scheduler 
 

Brad Goodman Solutions Page 4 
 

Logging In 

Once you have obtained your log-in information, you can now open your browser to the scheduler 

address. 

 

 

Enter your Badge Number or pre-assigned Log-n Number. 

Next, Enter Your Password.  (If this is your first time logging in, then your password is the same as your Log-In or Badge Number) 

Then Click Sign In. 

 

You can click the Save My Badge Number box to have your browser remember your log-in via a cookie.  

/ƭŜŀǊƛƴƎ ȅƻǳǊ ōǊƻǿǎŜǊΩǎ ƘƛǎǘƻǊȅ ǿƛƭƭ ŜǊŀǎŜ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΦ    

 

 You will see a few items on the Log In Screen that may be useful.  Should you forget your 

password, you can click the Forgot Password Button.  If you need to contact someone at the main 

office of your service, that phone number is located in the bottom left corner of the log-in screen.  The 

RSS News feed will bring you the latest news directly to you.  Should you ever need to contact someone 

for Technical Support, the link is located in the bottom right corner. 

 

As an added security feature, should you have 5 un-successful log in attempts, the scheduler will 

automatically block your account from further attempts for a period of up to 5 minutes.  Please 

be patient as this is for your security and protection. 

 

  

RSS News Feed 

Technical Support 

Information 

Service Logo Service Information 

Login Credentials 

Lost Password Help 

Service Contact Phone 
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Main Menu 

Once you have logged in, you will see the Main Menu.  In the Top Right corner of the screen, you will see 

the Navigation Module.  This Navigation Module will be present on nearly all scheduler pages.  You can 

use this to perform the most commonly used features of the scheduler. 

 

  

  

  

  

Next, you will see the Main Menu Navigation panel.  You can click on any of the icons to load the 

information directly below the icon.  You can set which Main Menu page loads first in your user profile.  

 

We will go through each of these tabs in depth.  First we will look at the Schedule Tab.   

 

Click on the schedule icon in the Main Menu Navigation panel.  This will load the Schedule 

Menu.   

  

Return Home 

View Members 

Your Profile 

View The Calendar 

View Stations 

Help 

Log-Out 
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Main Menu (Schedule Tab) 

The Schedule Menu will have 3 separate sections.  Schedule Links, Upcoming Schedule, and Available 

Open Shifts. 

 

Depending on the operations of your scheduler and your user profile, you will see more or less icons.   

 

If your scheduler is using the Time Stamp feature to clock in and out of work, 

you will see the View Time Stamps link.  This feature will allow you to save the 

date and time of when you arrive to work.  Each work computer can be 

assigned properties that allow you to clock in and out using the scheduler.   

If your computer has access, then you will see the Record Time Stamp link.  If your computer does not 

then this feature is not available to you.  Try a different computer and let the Administrator know. 

You can view your time stamps at any time from any computer.  This will allow you to verify the time 

you signed in at, is the correct time.  Time cards and tardies may be kept with this system. 

Please reference the Time Stamp Section for further information. 

 

 Users have the ability to enter what days you are 

available to work.  Depending on the scheduler operations, only Part Time staff may be able to enter 

Availability or all users may be able to enter this time.  There is no limitation how far in advance you can 

enter your availability.   
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Main Menu (Schedule Tab) 

¢ƘŜ ƴŜȄǘ ŦŜǿ ƛŎƻƴǎ ŀǊŜ ŦƻǊ ǘƘŜ άCǳƭƭ ¢ƛƳŜέ ǎƘƛŦǘ ƻǊ ά{ǘŀŦŦέ 

personnel.  These icons will allow you to Request Time Off of 

work, Request a Shift Swap with another employee and View Your 

Presumptive Schedule.   Requests for Time Off (RTOs) can be 

entered into the scheduler.  You are able to track the status of the RTO and most likely have the RTO 

approved or denied faster than with paper systems.  Requesting a Shift Swap allows you and another 

employee to either completely swap shifts or have another FT/Staff personnel cover you for a period of 

ǘƛƳŜ όL9 ŘƻŎǘƻǊΩǎ ǾƛǎƛǘύΦ  ±ƛŜǿ ¸ƻǳǊ tǊŜǎǳƳǇǘƛǾŜ {ŎƘŜŘǳƭŜ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǾƛŜǿ ȅƻǳǊ ǎŎƘŜŘǳƭŜŘ ǘǊŀŎƪ 

either days, months, or even years in advance.  This tool is especially helpful to employees that have an 

irregular schedule. 

 

¸ƻǳ ŀǊŜ ŀ άCǳƭƭ ¢ƛƳŜέ employee if you work on a Shift letter (ie ABC or ABCD).  You are considered 

ŀ ά{ǘŀŦŦέ ǇŜǊǎƻƴƴŜƭ ƛŦ ȅƻǳ ǿƻǊƪ ƻƴ ŀ ǇŀǊǘƛŎǳƭŀǊ ǎŜǉǳŜƴŎŜ ǘƘŀǘ ƛǎ ƴƻǘ !./ ƻǊ !./5Φ   

 

Some services automatically rotate their staff from one unit to 

another.  The scheduler is designed to rotate positions up to twice per month.  To view the progression 

from one unit to the next, click on this link. 

 

The Message Board is accessible from both the 

schedule menu and also the Members tab.  The 

Message Board provides you with a communications 

area where specific items are handled by particular 

personnel.  For example, all over time requests go to one employee.  All truck maintenance issues go to 

another employee.  We will discuss this section further in the Message Board section.   

The next icon will allow you to print your time card for the current pay period, as well as see other pay 

periods.  Check this area to make sure any changes to your schedule are correct.   

The last icon in this group is the View the Entire Month calendar.  This is the same as clicking the 

Calendar icon from the Navigation Module in the top right corner of the screen. 
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Main Menu (Schedule Tab) 

 

The next section of the Schedule Menu is the users Upcoming Schedule.  This view will show you up to 

15 of your next shifts.  You can click on the date to see who you are working with that day as well as all 

the staff working that day.  If need any information on the unit you are working on for  shift, click the 

Unit title (ie Medic 10-CC) to see the address of the station, phone & fax numbers, and even a map to 

the location.   

You may see a unit number with a ςCC or ςSM next to it.  This is the designation for Crew Chief, 

or Senior Medic.  You may also see -1 and -2. (Medic 10 ς 1) The -1 is also the same as the Crew 

Chief or Senior Medic.  -2 is the same as the Partner. 

One of the big advantages to the scheduler is the integrated paging and texting system.  If you want to 

have your schedule sent to your email, pager, or SMS text device, you can click the Pager Icon next to 

ά{ŜƴŘ {ŎƘŜŘǳƭŜ ¢ƻ ¸ƻǳǊ tŀƎŜǊέΦ 

 

 

The last section on the Schedule tab is the Upcoming Open Slots.  Here you can find shift openings that 

are available.  You are able to see these openings and bid on the shift.  When the administrators begin 

filling the holes, they will see a variety of information about you including the percentage of shifts that 

you get as compared to the shifts you are used.  This is done to try and staff fairly and easily.   

To sign up, simply click on the date.  This will show you more information on the shift and from there 

you can decide to bid on the shift. 
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Main Menu (Paging Menu) 

Click on the Paging/Email icon in the Main Menu Navigation panel.  This will load the 

Paging and Email Menu.   

 

Pagers, email, and SMS text to your cell phone all work about the same.  The scheduler has a system in 

place to allow administrative staff to page multiple users at once.  This can also be enabled to allow you 

to page other users within your service. 

 

!ƭƭ ǳǎŜǊǎ ǿƛƭƭ ƘŀǾŜ ŀǘ ƭŜŀǎǘ ǘƘŜ ŦƛǊǎǘ ǇŀƎƛƴƎ ƛŎƻƴ άtŀƎŜ ¢ƘŜ {ǳǇŜǊǾƛǎƻǊέΦ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ŎƘƻƻǎŜ 

which supervisor you wish to page and a message will be delivered immediately to them. 

Depending on the setup of the scheduler, you may see some of the additional icons.  These are paging 

groups that are automatically created by the scheduler.  The scheduler also has a forum for building 

your own custom paging groups (IE Swat Medic team, rescue, etc).   

 

The Personal Paging section allows users to page selected users, rather than a pre-defined group.  This 

feature can also be turned On or Off for the Non-Administrative users.  To use this feature, simply click 

on the employeŜ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ǇŀƎŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ά{ŜƴŘ hǳǘ tŀƎŜέΦ  ¸ƻǳ Ŏŀƴ ǎŜƭŜŎǘ ƳǳƭǘƛǇƭŜ ǳǎŜǊǎ 

by holding down the Control or Ctrl key on your key board and click on each name you wish to page.  By 

holding down the Shift key you can select all employees between the first name and the second name 

you select. 
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Main Menu (Members) 

 Click on the Members icon in the Main Menu Navigation panel.  This will load the Members 

Menu.   

 

¢ƘŜ aŜƳōŜǊǎ aŜƴǳ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ǾƛŜǿ ȅƻǳǊ ǇǊƻŦƛƭŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ǿŜƭƭ ŀǎ ƻǘƘŜǊ ŜƳǇƭƻȅŜŜΩǎ ǇǊƻŦƛƭŜǎΦ 

LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǾƛŜǿ ŀƴƻǘƘŜǊ ŜƳǇƭƻȅŜŜΩǎ ƛƴŦƻǊƳŀtion, simply start typing in their first name, last name, or 

badge number in the text block.  Directly below the search block will show you all results.  In this case I 

typed in Adminis and it located the Administrator account.   Click on the correct employee and their 

profile will be shown. 

 

If you do not want your information in the scheduler then do not enter your information in it.  By 

default, only your primary work email will be loaded automatically.  You can edit your profile and 

ǎŜƭŜŎǘ άtǊƛǾŀǘŜ tǊƻŦƛƭŜέ ǘƻ ǎƘƛŜƭŘ ȅƻǳǊ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ƴƻƴ-administrative staff. 

 

The Certification and Credentials link provides you with a way to keep your certifications updated.  Your 

scheduler can be set up to require certain credentials for you to attend work.  Ie Paramedics must have 

an ACLS, BLS, and NRP to work.  See the Certification and Credentials section for more information. 

 

The Message Board is accessible from both the Members tab and the also the Schedule tab.  The 

Message Board provides you with a communications area where specific items are handled by particular 

personnel.  For example, all over time requests go to one employee.  All truck maintenance issues go to 

another employee.  We will discuss this section further in the Message Board section.   

 

Next you will see the Update Your Profile link.  This link will allow you to 

update your contact phone numbers, email address, and change your 

password.  You will also see a prompt to change your password every time you log-in until it has 

changed from your initial password. 
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Main Menu (Members) 

The next link will be shown if you are a Full Time (ABC or ABCD) or you are a 

{ǘŀŦŦ όbƻƴ !./5ύ ŜƳǇƭƻȅŜŜ ŀƴŘ ǘƘŜ ǎŎƘŜŘǳƭŜǊΩǎ ƭŜŀǾŜ ǎȅǎǘŜƳ ƛǎ ǘǳǊƴŜŘ ƻƴΦ  

The Leave system will keep a running total of your accumulation of leave hours and your RTOs that will 

use your leave hours.  If the leave system is turned on, you will have to select the type of leave hours 

you want to use when creating a new RTO.  If you do not have enough of that leave type, the scheduler 

will not alƭƻǿ ǘƘŜ ǘƛƳŜ ƻŦŦ ǊŜǉǳŜǎǘ ǘƻ ōŜ ǇǊƻŎŜǎǎŜŘΦ    .Ŝ ǎǳǊŜ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ ƭŜŀǾŜ ƘƻǳǊΩǎ ǘȅǇŜ ŀǎ 

this will cause a discrepancy between your balance in the scheduler and the balance your employer has. 

The last link on the Members tab is the View Station Assignments page.  This will show you a quick 

reference as to where all Full Time or Staff users are assigned.  If your service rotates from one unit to 

the next, you may notice that the assignments are ahead of the real-time assignments.  This is because 

the scheduler moves your current assignment from your present location to your next location when 

ŎǊŜŀǘƛƴƎ ǘƘŜ ŎŀƭŜƴŘŀǊΦ  ¸ƻǳǊ ŜƳǇƭƻȅŜǊ Ƙŀǎ Ƴƻǎǘ ƭƛƪŜƭȅ ŀƭǊŜŀŘȅ ƳŀŘŜ ǘƘŜ ƴŜȄǘ ƳƻƴǘƘΩǎ ŎŀƭŜƴŘŀǊΦ 
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Main Menu (News) 

Click on the News icon in the Main Menu Navigation panel.  This will load the News ad Updates 

Menu.   

The News & Updates section 

will contain service specific 

information posted by your 

supervisors.  This might 

contain continuing education 

information or other 

important notes. 

If you are an administrator 

then you will have the ability 

to add a new news article 

which will be shown in the top window.     

All users will have access to the User Links window which can contain links to pertinent web sites. 
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Main Menu (Vehicle Status) 

 Click on the Vehicle Status icon in the Main Menu Navigation panel.  This will load the Vehicle 

Status Manager Menu.   

¢Ƙƛǎ ƳŜƴǳ ƛǎ ŀƴ ŀǊŜŀ ǘƘŀǘ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǿƘŀǘ ǳƴƛǘ ȅƻǳΩǊŜ ǿƻǊƪƛƴƎ ƻƴ ǘƘŀǘ ŘŀȅΦ LǘŜƳǎ 

include Mileage, Fuel in the unit, Next Maintenance Due, and many other fields.  Fields can be turned on 

or off so your scheduler may not use all of the available fields.  Specific fields can be added easily as 

needed. 

 

The scheduler set-up determines if all users have the ability to edit the vehicle status.  If you 

ƘŀǾŜ ŜŘƛǘƛƴƎ ŀōƛƭƛǘȅΣ ǘƘŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ǇŜƴŎƛƭ ƴŜȄǘ ǘƻ ǘƘŜ ǘƛǘƭŜ ά±ŜƘƛŎƭŜ {ǘŀǘǳǎ aŀƴŀƎŜǊέ. 

 

The Vehicle Status Manager will show you which unit (Ie EMS1) is assigned to which truck (Ie 0202).  

Next you will see the service status of the unit.  Red is Out of Service, Green is In Service, and Blue is 

Reserve status.  The next two columns show who and when the last time the log was updated. 
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Main Menu (Weather) 

Click on the Weather icon in the Main Menu Navigation panel.  This will load the Weather 

Menu.   

The weather 

menu will load 

weather for your 

specific area.  

Weather is pulled from a weather reporting station based on the zip code of your units.  Weather is 

updated every 2 hours, even if conditions change more frequently. 
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Updating Your User Profile 

From the Main Menu, click on the Members icon.  Then click on the Update Your Profile link. 

 

 

This is your user profile.  We will talk about each field so you know how to update your profile as 

necessary. 

If you see this icon, click on it show additional help.  

 

Name: This field is set by the administrators and cannot be changed from this screen.  

See an administrator to update your name. 

Employee ID: This field is set by the administrators and cannot be changed from this screen.  

See an administrator to update your name. 

Display Name: This is the welcome name that you see on the Main Menu when you log in. You 

can change this to any title or nick name you like.  No one sees this display name 

but you. 

 

Pager Number/Email: The scheduler has a fully integrated paging system.  Pages, emails, and cell 

phone SMS text message are all the same to the scheduler.  Here you can 

choose up to two ways to be contacted.  Enter the best location to receive 
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pages.  If you have a phone with a SMS text plan, you would most likely want to 

ǳǎŜ ȅƻǳǊ {a{ ǘŜȄǘ ŀǎ ŎƻƳǇŀǊŜŘ ǘƻ ȅƻǳǊ ŜƳŀƛƭ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ŎƘŜŎƪ ŀǎ 

frequently. 

 If Using A Cell Phone SMS Text Service: 

 The pattern for a text message is your  

ώмл ŘƛƎƛǘ ǇƘƻƴŜ ƴǳƳōŜǊϐ Ϫ ώ¸ƻǳǊ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊΩǎ ŘƻƳŀƛƴϐ 

Ie If you have Sprint® then your paging address would be 

7041234567@messaging.sprintpcs.com 

IE Verizon® would be  

7041234567@vtext.com 

 

If your service ǇǊƻǾƛŘŜǊΩǎ ŘƻƳŀƛƴ όLŜ ϪǾǘŜȄǘΦŎƻƳύ ƛǎ ƴƻǘ ƭƛǎǘŜŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ 

View Examples link to see more service provider domains. 

 

 

IŜǊŜ ƛǎ ŀ ƭƻƴƎŜǊ ƭƛǎǘ ƻŦ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊΩǎ ŘƻƳŀƛƴǎΥ 

Alltel [10-digit phone number]@message.alltel.com 

AT&T Wireless [10-digit phone number]@mobile.att.net 

AT&T Wireless [10-digit phone number]@mms.att.net 

AT&T Mobility [10-digit phone number]@txt.att.net 

Boost Mobile [10-digit phone number]@myboostmobile.com 

Cingular [10-digit phone number]@mobile.mycingular.com 

Cingular [10-digit number]@cingularme.com 

Cricket [10-digit phone number]@mms.mycricket.com 

Nextel [10-digit telephone number]@messaging.nextel.com 

mailto:7041234567@messaging.sprintpcs.com
mailto:7041234567@vtext.com
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Sprint PCS [10-digit phone number]@messaging.sprintpcs.com 

T-Mobile [10-digit phone number]@tmomail.net 

Verizon [10-digit phone number]@vtext.com 

US Cellular [10-digit phone number]@email.uscc.net 

Virgin Mobile USA [10-digit phone number]@vmobl.com 

 

LŦ ȅƻǳ ǳǎŜ ȅƻǳǊ ŎŜƭƭ ǇƘƻƴŜΩǎ {a{ ǘŜȄǘ ƳŜǎǎŀƎƛƴƎ ŀŘŘǊŜǎǎΣ ōŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŀ ǘŜȄǘ ƳŜǎǎŀƎƛƴƎ 

plan through your service provider that can accommodate the amount of texts you may receive.  

Ask someone in your service how many you might need if you are unsure.  Brad Goodman Solutions and 

your service provider do not take responsibility any charges you might endure due to using this feature. 

 

If Using An Alphanumeric Text Pager: 

The pattern for an alphanumeric pager is your  

ώмл ŘƛƎƛǘ ǇŀƎŜǊ ƴǳƳōŜǊϐ Ϫ ώ¸ƻǳǊ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊΩǎ ŘƻƳŀƛƴϐ 

Ie If you have Metrocall® then your paging address would be 

7041234567@page.metrocall.com 

Here is a longer list of service providers: 

All-Page Pagers [10-digit pager number]@airmessage.net 

Arch Pagers [10-digit pager number]@usamobility.net 

Metrocall [10-digit pager number]@page.metrocall.com 

RCS [10-digit pager number]@rcsepager.com 

 

If your service provider is not listed, then feel free to contact me to have it 

added to the list. 

 

If Using An Email Address: 

Enter your email address just as you normally would in the block. 

mailto:7041234567@page.metrocall.com
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(Ie brad@bradgoodmansolutions.com) 

 

No matter what type of address you enter, a few rules always hold true:  Your address will 

ŀƭǿŀȅǎ ƘŀǾŜ ŀ ŘƻƳŀƛƴ ǿƛǘƘ ƛǘΦ  5ƻƴΩǘ ŜƴǘŜǊ ȅƻǳǊ мл Řƛgit phone number and expect it to work.  

Your address will never have special characters like spaces, apostrophes, quotation marks, question 

marks etc, with the exception of the @ sign. 

Entering your paging address incorrectly can cause the paging system to stop functioning all 

together.  If you are not sure then ask a supervisor for assistance. 

 

 

 

 

Cellular Phone Number: Enter your primary cell phone number in this block.  This will be how 

administrators and other users can contact you.  If your profile is set to 

άtǊƛǾŀǘŜέ ǘƘŜƴ ƴƻƴ-administrative users cannot see this information. 

 

Home Phone Number: Enter your home phone number in this block.  This will be how administrators 

and other users can contact you.  If your profile ƛǎ ǎŜǘ ǘƻ άtǊƛǾŀǘŜέ ǘƘŜƴ ƴƻƴ-

administrative users cannot see this information. 

Other Phone Number: Enter any alternate number in this block.  This will be how administrators and 

ƻǘƘŜǊ ǳǎŜǊǎ Ŏŀƴ ŎƻƴǘŀŎǘ ȅƻǳΦ  LŦ ȅƻǳǊ ǇǊƻŦƛƭŜ ƛǎ ǎŜǘ ǘƻ άtǊƛǾŀǘŜέ ǘƘŜƴ ƴƻƴ-

administrative users cannot see this information. 

Default Main Menu Tab: This is the window that will be opened automatically when you go to the Main 

Menu.  If you want to always see your schedule when you log in, then select the 

ά¸ƻǳǊ {ŎƘŜŘǳƭŜ aŜƴǳέΦ   
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Password: Here you can change your password.  There are no restrictions on what your 

password can be nor how long or uppercase etc.     

    

However, it is HIGHLY recommended that your password contain at least 8 

characters and a combination of upper and lower case characters.  Depending 

on the strength of your password, you will see different messages: 

Short Password:    Stronger Passwords Have More Characters 

Weak:     Weak Password Strength 

Medium:  OK Password. Medium Strength Password 

Strong:   Strong Password 

To have a Strong password, try a combination of both Upper and Lower cases, 

Include numbers, and include a special character (!, @, #, $, %, ^ , * etc) 

 

Status: This will show you your current role to the scheduler.  Options are Part Time, 

Full Time, and Staff.    Full Time is an ABC or ABCD shift employee and Staff is a 

any one who works a non ABC or ABCD shift. 

Access Level: This will show you your access level.  Options are Administrator and Non-

Administrator. 

 

Pager Reply Address: If you send a page from the scheduler, it has to originate from an address.  

Depending on the setup of the scheduler, all pages might need to come from 

one particular address (Ie scheduler@bradgoodmansolutions.com) 

 If not, then pages will look like they came from your pager reply address.  This is 

beneficial so that employees can reply to the message and the message will be 

delivered directly to your pager reply address.  

 If pages are forced to come from one particular address then any replies will go 

to that address which is typically not monitored or checked. 

mailto:scheduler@bradgoodmansolutions.com
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YTD Hours (Year): This will show the users Year To Date (YTD) worked hours from the start of the 

current year to the end of the year.  This will contain the hours the scheduler 

has you scheduled for, not what your payroll has paid you for. 

Submit: If you have made any changes, click the Update Your Information button to save 

all changes. 
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Part Time Availability 

From the Main Menu, click on the Schedule icon and then Submit Your Availability. 

To enter the days you are 

available to work, select a 

date from the calendar.  If 

you need to advance ahead 

or behind a month, use the 

arrows to do so. 

Once you have selected a 

ŘŀǘŜΣ ǘƘŜ ǊŜŘ ά{ŜƭŜŎǘ ! 5ŀǘŜ 

hƴ ¢ƘŜ /ŀƭŜƴŘŀǊέ ǿƛƭƭ ŎƘŀƴƎŜ 

to your selected date.   

 

Next, enter  

Start Time You Are Available 

How Many Hours You Can 

Work 

You can also use the shift 

άvǳƛŎƪ tƛŎƪǎέ ǘƻ ǎŜƭŜŎǘ 

commonly used times. 

If you need to include a note 

with your availability, enter that in the Notes section. 

hƴŎŜ ȅƻǳ ƘŀǾŜ ǾŜǊƛŦƛŜŘ ŀƭƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŎƻǊǊŜŎǘΣ ŎƭƛŎƪ ǘƘŜ ά!ŘŘ !Ǿŀƛƭŀōƛƭƛǘȅέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜΦ 

 

Q:  What If I Enter My Availability Incorrectly?  

A:  Availability can be edited and removed at any time up until the calendar has been created. 

 

Editing Your Availability: 

Below the add availability boxes, you will see a full list of every date that you have entered you are 

available. 


