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Skill Providers in QGenda Settings (for Schedule Owners) 

Updated: May 2025 

Purpose: To provide instructions on the steps to assign skill sets to providers so they display as eligible for applicable tasks 
when scheduling. 

Content: 
• Reason for Skilling Providers (page 1) 

• Skill a Provider (pages 1-2) 

• Copy a Skill Set to other provider(s) (pages 3-4) 
 

Reason for Skilling Providers: 
1. Skilling to tasks is not part of the auto-provisioning process that adds a new provider to your schedule group. 
2. As new providers join the practice, or existing providers have changes to the tasks they can be assigned to, their skill 

set must be manually entered/updated for tasks in QGenda, so they do not fall to the Ineligible section. 
a. When scheduling an ineligible provider, a warning message will display but can be overridden. 
b. Assigning the skill sets will prevent the warning and facilitate efficient scheduling. 

3. Schedule Owners are responsible to know the tasks and locations their providers are credentialed (“skilled”) to 
cover.  Schedule Owners will have access in QGenda under Settings to complete these updates. 
 

Skill A Provider:   
1. Providers in your schedule group must be “skilled” for tasks that they will be assigned to. 
2. Go to Qgenda.com 
3. Click the Settings icon in the blue band upper right. 
4. Select Staff icon from the left menu bar. 

a. A list of providers for all your schedule groups will display. 
b. Click on a provider’s name to open the user’s settings. 
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c. Select Skill Set from the options list on the left. 

  
  

5. View the provider’s current skill profile: 
a. Click Show All in the upper band to display all tasks within the schedule group. 
b. The task list can be filtered by schedule group using the Location column. 
c. Click to toggle off the other options if they are displaying. This provides a clearer view of the tasks. 
d. Buttons that are blue indicate the provider is skilled for that task on the selected days. 
e. Buttons that are clear indicate the provider is not skilled for that task or day. 

 
6. Change specific skills for the provider using the toggle buttons: 

a. Click ALL button to add all days for a single task. 
b. Click individual days (as applicable) to add or remove skilling for a task. 
c. Click ALL at the top of the column if the provider is eligible for all tasks displayed. 
d. Click Save and Continue at the top when all skilling selections are complete. 
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Copy Skill Set to other providers:   
7.  Skill sets may be copied to quickly apply to other providers in the schedule group that need the same skill/schedule 

profile. This will save time when there is a large group of providers that need skilling. 
a. Select the Staff icon from the left menu bar 
b. Use the Location filter if you are responsible for more than one group, then select the desired schedule 

group. 
c. A list of your providers in the selected schedule group will be displayed. 
d. Identify the provider to copy, and click their Copy button on the far right (you may need to scroll to the right) 

 
 
e. A new pop-up will display the provider list for the group selected. 

o Click all providers that the skill set should apply to. 
o Note: You can also select providers that are almost the same, then once updated with the group, 

go back and make minor edits to individuals as needed.  
f. Click Update existing 

o Do not check off any other checkboxes under the Included Selections area other than Skill Set. 
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8.  Skilling providers will place providers that display in the Ineligible section in the list (shown below in red) into the 

Available section (shown below in green).  This also eliminates the Warning pop-up (further below) when trying to 

assign a shift to an ineligible provider, and the need to override the warning to complete the assignment.

 

   


