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Using the browser address bar type www.Schedule360.com and press Enter on your 

keyboard. 

 

 
The credentials box will appear. Enter your username and password. 
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The Message Board will appear if you have pending messages. After reading each message 

check the box to the right to mark it as reviewed. 

 

 
Text Captions: Then click Reviewed all to clear the messages from your message board 
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Your monthly calendar will appear. Your calendar will display all scheduled shifts, events, and 

approved time off. The tab interface allows for easy navigation inside Schedule360. Click the 

Search button for any day of the week to search for available shifts that you are qualified for. 

 

 
Click Accept to self schedule into the available open shift 
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Click Schedule Me Now to commit and confirm yourself to work the shift 

 

 
You are now confirmed to work the shift. To search for available shifts accross all days click 

on the Advanced Search drop down. 
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The Advanced Search drop down wil display your available search option based on your 

individual profile specifications. To search for special shifts such as Charge select the Charge 

option. Click Core - Unit Staff Only to search for available core shifts that you are qualified to 

work. 

 

 
Click Go 
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Available Core shifts will display. Click Accept to self schedule into the available open shift 

 

 
Click Schedule Me Now to commit and confirm yourself to work the shift 
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You are attempting to self schedule into an overtime shift. Click Accept Now to pend the 

overtime shift to your administrator for approval. 

 

 
The shift is now pending admin approval. Once the shift is approved or denied you will be 

notified via the message board. Click Accept to self schedule into the available open HOT 

shift. In Schedule360 shifts that are denoted as HOT are preapproved for overtime. 
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Click Schedule Me Now to commit and confirm yourself to work the shift 

 

 
The  HOT shift was scheduled and does not require overtime approval. 

 

 

 

 

 



 

9 | P a g e 
 

 

 

 

 

 
To post & exchange a shift click the Post link on the shift you would like to swap. 

 

 
The available staff that are qualified to work your posted shift will display. Select the person 

you would like to post the shift to. 
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Click Submit 

 

 
Click OK to select an exchange shift from your co-workers calendar. 
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Select your co-workers name to view their calendar 

 

 
Select the exchange shift you would like to pick up from your co-worker 
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Click Submit 

 

 
After reviewing the Posting Summary click Submit 
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The shift has been posted and your co-worker has been notified of the exchange request via 

email and their message board. You are still confirmed to work your original shift until your 

co-worker approves the exchange. Click the Schedules tab 

 

 
The My Pocket tab will display. A Print Version is available. Click the My 4Week tab 

 

 

 


