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Using the browser address bar type www.CDVASchedule360.com and press Enter.  
To sign in, click on the Login Button 

 

 
 
 

 
The credentials box will appear. Enter your username and password – Click Sign In 
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CALENDAR  
- After clicking Review All your monthly calendar will appear.  
-Your calendar will display all scheduled shifts, events, and approved time off.  
 

 
 

 
SHIFT REQUEST 
- The Advanced Search drop down will display your available search options based on your 
individual profile specifications.  
 (If applicable - To search for special shifts such as RNA select the RNA option.)  
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-Click ACCEPT on the desired shift to request it. 

 
 
 
-Enter any notes to be submitted with the shift request. 
-Click Request This Shift 

 
 
 
-The requested shift will now show as pending on your calendar until it is approved or 
denied.  
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-Once the request is approved or denied, you will receive confirmation to your Message 
Board.  If approved, the shift will turn Green on your calendar 

 
 
 

-To search for available shifts outside your regularly scheduled unit, select Unassigned. 
-After clicking GO, the next screen will allow you to select which unit(s) you would like to 
search within. 
-Select the unit(s) you would like to search, then select shifts as above. 
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SUMMARY TAB 
- The Summary tab shows all of your shift information. Information is shown by Current 
Week, Current 4-Week, and by a Custom Period. Custom reports can be created by selecting 
dates from the date fields. 

 
 
 

RELEASE DATES (WHEN SCHEDULES ARE CREATED AND AVAILABLE FOR VIEWING) 

 

 

 
Click the Release Dates tab.  The Schedules and Release Dates page will open. will display in a 
new window. The release dates will tell you when you will be able to begin requesting shifts 

for each scheduling period.  For the September 22nd to December 14th scheduling period 
staff will be able to begin requesting shifts on July 28th at 12:00am. 

 
 








