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The Draft Mode feature allows schedulers to create a working 
schedule only they can see. They can make any edits as needed 
before giving visibility to providers on the web platform, mobile app 
and microsites. 

To access this Draft Mode, go to: 

Settings  >  Setup Information  Draft Mode

[continued on the next page]

Setting Up Draft Mode 

Click On to enable Draft Mode. 

Two fields will appear that will allow you to 
customize a notification message that providers 
and/or schedulers receive when this schedule is 
manually published. 

When you are finished, click Save at the lower 
left corner of the screen. 

If you are turning off Draft Mode, any 
assignments that are unpublished need to be 
published in order to disable it.

NOTE:  The following scheduling methods are currently not supported in Draft Mode: Split Shift, Shared Calendars 
and Nested Calendars. Additionally Tally Reports are currently not available for unpublished assignments.

NOTE:  Before learning about Draft Mode, it is strongly 
recommended you review the guide on Manual Scheduling, as this 
guide will go over the manual scheduling process.

https://tigerconnect.com/wp-content/uploads/2021/08/TCPS-Manual-Scheduling.pdf


Scheduling with Draft Mode (Complete View) 

When this feature is enabled, any assignments 
created in your schedule will appear on the schedule 
with a grey vertical bar ( | ), indicating that they are 
unpublished.
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Published assignments will appear on the schedule 
with a pink vertical bar ( | ).

Scheduling with Draft Mode using Empty Assignments (Complete View) 

If your group using the Empty Assignments feature, which allows the display of any unassigned Jobs on your 
schedule, please review the process below.

Unpublished assignments using Draft Mode appear concurrently with an 
unassigned Job using Empty Assignments.

After publishing, the empty assignment gets filled with the published 
assignment. 
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Manual Scheduling 

When you use the Manual Scheduler with Draft Mode, assignments will appear in the scheduling window in Draft 
and Published tabs. 

Making any changes in the Draft tab will enable you to schedule those assignments in Draft Mode. Switching to 
Published will schedule those assignments directly to published.

REMINDER:  If you have not already, it is strongly recommended you review the guide on Manual Scheduling.

Scheduling with Draft Mode (Year View) 

Any dates with unpublished assignments 
will appear on the schedule with a grey 
box. Dates appearing in yellow only 
contain published assignments. When 
using the Switch button at the upper right 
corner to choose a Provider and Job to 
schedule, that Provider’s scheduled days 
will appear highlighted in light blue. 

Click on any date highlighted in grey to 
see more details.

NOTE:  Dates appearing in yellow does not mean that day is fully scheduled, only that it contains assignments that 
are already published. Additionally, dates appearing in grey may contain a mix of published and unpublished 
assignments. 

To view all the assignments for the day and verify what is a draft or published, use the Complete View located on 
your dashboard under Scheduling > Manual Scheduler > Complete.

https://tigerconnect.com/wp-content/uploads/2021/08/TCPS-Manual-Scheduling.pdf
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Publishing Assignments 

When you are ready to publish an assignments, you have two options for publishing with Draft Mode.

1 Publish an individual assignment by clicking on the provider’s name next to that assignment, and clicking 
Publish in the window that appears. A confirmation window will appear showing the details of publishing this 

assignment, including whether or not you want to notify the provider assigned to this Job or any other schedulers.

2
Publish all assignments. To access this menu 
selection, go to: 

Scheduling  >  Draft Mode  >  Publish

Dashboard Setting

From here, click All Jobs or a specific Job, the date 
range and whether providers and/or schedulers are 
notified when this is published. Click Publish to 
confirm and a window will appear reviewing your 
selections. Click Publish in this window to finalize this 
action.

Undo Publish 

If you published an assignment(s) in error, you can undo this by going to: 

Scheduling  >  Draft Mode  >  Undo Publish (see image above) 

Click Undo Publish next to the date(s) you want to undo. This will revert assignments to draft mode, which will 
remove visibility of those assignments in the desktop app, mobile app and microsites.


