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Quick Start Guide: 

Resource Management 

In this guide you will learn how to manage your resources in the HCCRC 
Scheduling System by creating and editing resources, creating and editing 
entries for resource default availability, temporary adjustments, standard 
alternates and sub-location closures, as well as managing annotations and 
gender restrictions.  
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Navigate to the Resource Module 
Before starting, please note that resource management (add, delete or edit resource 
information) can only be performed by specific user roles in the Scheduler System. These user 
roles include: 
 

• Super Admin 

• Resource Manager 

• Scheduler 

• Front Desk 
 

If you are not one of the specified user roles listed above, you will not have the ability to manage 
resources in the Scheduler System. However, all users have the ability to view resource 
information. 

 

After successfully logging into the Scheduler System, click on the module labeled Resources. 

 
 

The Resources Module displays a page with all resources in your Scheduler System. Resources 
are organized in a sortable table with 4 different fields: Resource Name, Resource Type, 
Resource Sub-Location and Status.   
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The Filter By dropdown list can be used to view active resources only, inactive resources only, 
or both active and inactive resources.  

Adding New Resources 

To create a new resource, click the Create New Resource button while on the Resource 
module. 
 

 
 

This will take you to the Create New Resource page where you select the resource type, sub 
location and enter a resource name.  Note that you can reference existing resource names to 
save typing parts of the new resource name.  Sub location will also be automatically appended 
at the end of the new resource name.   
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Once information about the new resource is entered, the new resource can be saved as an 
inactive resource (not yet ready for scheduling) or an active resource (ready for scheduling).  
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More Actions on Resources 
To activate resources, view resource details regarding availability, make, create, delete or edit 
resource availability information, as well as manage annotations and restrictions, click on the 
More Actions link for the resource of interest… 
 

 
 

The More Actions page allows a user to edit the resource name or sub location, or activate an 
inactive resource by clicking the check box.  

 
 
This page also has a few expandable sections: 
 

Default Availability is when a resource is available.  Default availabilities can be added, edited 
or deleted inline.  Existing default availabilities are also displayed.  
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Temporary Adjustments are periods within the calendar year when the resource availability 
differs from the Default Availability. The most common use cases are when staff resources 
may have a vacation or room resources are temporarily out of order. A Temporary Adjustment 
will override the Default Availability. Click to expand the Temporary Adjustments section to 
view or manage the period(s) of time when a resource’s availability is temporarily adjusted. 
 

Note that there is a question for “Does this temporary adjustment span overnight”.  By 
default, it is set to No.   This means that if 7am to 3 pm is entered for a 3-day time period, 3 
separate temporary adjustments are created.  If this question is set to Yes, then the same 
entry would result in one continues temporary adjustment from 7am on day one to 3pm on 
day three.   
 

 
Alternate Resources is a subset list of resources that can be substituted if the selected 
resource is not available upon scheduling. Click to expand the Alternate Resources to view or 
manage this subset list. 
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Resource Restrictions, specifically gender restrictions can be entered for Room type resources. 
Once a resource is defined to have a gender restriction with another resource, the system will 
alert/restrict scheduling different gender patients into these resources.  Resource restrictions 
can be managed by expanding the Resource Restrictions section.  
 

 
 
Annotations can be designated for each resource by expanding the Annotations section.  Note 
that previously selected annotations are highlighted in green.  Newly selected annotations are 
highlighted in gray.  Once an annotation is chosen, it will be highlighted across the various 
annotation sections.  Click Save to save annotations for a resource.  
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Bulk Activate Resources 
To activate more than one resource at a time, a user can use the Bulk Activate button from the 
Resource page.  

 
The resource table will display only inactive resources with check boxes.  Use the check box to 
select resources to activate.  Click Bulk Activate to activate these resources.  

 
 
Create and Edit Sub-Location Closures 
Sub-Location closures are temporary adjustments for sub-locations. This is useful when you 
need to close all of the resources in a particular sub-location due to a holiday or work stop. 
Instead of creating a temporary adjustment for each of the resources in the sub-location, you 
can create a single entry to mark ALL resources unavailable for scheduling for a specified time 
period. 
 

To view sub-location closures, click on the Sub-Location Closures button found on the Resource 
Module Page. You will be navigated to a list containing all of your Sub-Location Closure entries. 
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To add Sub-Location Closures, click on the Add Sub-Location Closure button… 
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Select or enter your closure Start Date, End Date, Sub-Location, and Reason… 
Click the Save button and confirm your Sub-Location Closure entry. 
 

 
 

To delete a Sub-Location Closure, click on the Delete link along the row of the Sub-Location 
Closure entry. 
 

 

mailto:support@harvardcatalyst.zendesk.com

