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Provider Placeholder Scheduling for Takes Own Call (for Schedule Owners) 

Updated: 5-2025 

Purpose: To provide process steps to assign a placeholder in shifts where providers take their own call. This “scheduled” 
placeholder allows for the practice to enter a comment in the placeholder if a provider is covering for another on 
designated days as well as making the Notes + available to the Access Team to enter comments during the shift.  

Content: 
1. Schedule a Placeholder (pages 1-2) 
2. Apply the Placeholder to an Extended Time Range (page 2) 
3. Add a Note to an Assigned Placeholder (pages 2-3) 

 
Schedule the Placeholder: 

1. In the Admin Tab - access a task where providers take their own call. 
2. Click in a shift where providers take their own call. 
3. The provider list will open. 

a. Find the Placeholder ‘See On-Call Note’ 
b. Click Publish box. 
c. The Placeholder will be pre-set with the typical time configured for the tasks shift. 
d. Click Submit 

In the example below – the placeholder is for a full day. 

  
 

4. If adding the Placeholder to part of the shift – adjust the time to cover the hours when providers take their own call. 
a. In the example below – Fri begins the weekend shift and a single provider covering the weekend is assigned. 
b. Thus, the task time was set to start at 4:30pm-8:00am for the scheduled provider. The same time is auto 

applied to the Placeholder. 

 
 

c. However, the providers still take their own call on Friday from 8a until 4:30p, so a Placeholder is needed 
during the day shift hours of 8a to 4:30p. 

• Select the Placeholder 

• Click Publish 

• Adjust the time on the placeholder to 8:00a-4:30p 

• Click Submit 
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• The scheduled shift will now display both the Placeholder for the day shift and the scheduled provider. 

 
  

Apply the Assigned Placeholder to an Extended Time Range: 
1. Select the Placeholder to apply the assignment to an extended time frame. 

a. Full days: (example 8a-8a) click in the shift with that assigned Placeholder. 
b. At the bottom of the pop-up see the Apply To:  

• Select from the calendar the start date and the end date. 

• Select the days to schedule this Placeholder to by clicking on the days to exclude. Blue indicates the days 
to which it will apply. 

In the example below – the full day placeholder will be scheduled through the end of the year for 
Mon/Tues/Wed/Thurs 

 
 

c. Partial days: (example Fridays 8a-4:30p) click in the shift with that assigned Placeholder. 
d. At the bottom of the pop-up see the Apply To: 

• Select from the calendar the start date and the end date. 

• Select the days to schedule this Placeholder to by clicking on the days to exclude. Blue indicates the days 
to which it will apply. 

In the example below – the partial day placeholder will be applied through the end of the year for Fri only. 

 

 
 

Add a Note to an Assigned Placeholder  
1. When a Provider that takes their own call is scheduled for time away and has a covering provider, the change must 

be noted in the Placeholder Note so that the covering provider is called. 
2. Click on the Placeholder for the shift where a covering provider will take call for another. 
3. The provider list will open with the assigned Placeholder. 

a. In the Notes box, enter the name of the covering Provider and the provider they will cover call for. 
b. Click Submit 
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4. The Note will display as a Bubble with 3 dots. 
a. Hover over the bubble to read the Note. 

 
 

b. The same Icon will display on the Landing page.  
i. Hovering over the Note will display the text, it is also displayed in the Schedule Notes Column. 

ii. Additionally, see that the Note + is now accessible to the Access Team for any updates they need to 
make for that shift. 

 
 

 
 


