Lightning Bolt Manual
Overview
This document provides a comprehensive guide to Lightning Bolt’s scheduling system.
Additional support can be found on the Lightning Bolt Support Page (requires login).
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Holidays, Personnel, and Assignments
Holidays
Holidays are used to determine what assignments (shifts) are being staffed on holidays.
For example, you may have a Clinic assignment that is normally staffed Monday through Friday. However, that
clinic may be closed on one of those days if it happens to fall on a holiday. Adding Holidays tells the system to treat
this day differently. You may also have assignments that only exist on holidays. For example, an assignment called
Holiday Call may only be staffed on holidays.
Defining holidays also allows you to run reports including or excluding holiday shifts, or reporting only on holiday
shifts.

Adding New Holidays
Navigate to the top menu bar and click Administration > Setup. Then click the Holidays tab.
To add a new holiday, click the + Add new holiday button.
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Once you click + Add new holiday, an additional screen is displayed allowing you to add the details of the holiday,
including the Name and an optional Description. The holiday name is referred to in the Assignments section and
the Tallies section.

Then, add the Recurrence. The recurrence is used to determine which day or days a holiday exists or is observed.
If the holiday does not have a set recurrence pattern, select None for the recurrence pattern and select specific
dates the holiday exists. If your organization observes holidays only on weekdays rather than the actual date of
the holiday, you may want to use this recurrence method. You need to remember to add the holiday dates every
year to make sure they continue to exist. You can also choose the dates for multiple years at once if you can
forecast the dates the holiday is observed.
The Yearly recurrence pattern can be used to define holidays that recur on the same day every year. For example,
if your organization always observes New Year’s Day on January 1st, you can choose that in the holiday definition.
Yearly recurrences can also be set up for specific days of the month (for example, the 4th Thursday of November
for Thanksgiving).
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Personnel
Any person that needs to be scheduled or able to view or modify the schedule, needs to be added to the Personnel
section.

Adding New Personnel
Navigate to the top menu bar and click Administration > Setup. Then click the Personnel tab.
To add a new person, click the + Add new personnel button.

The Personnel Information needs to be completed.

Display name and Compact name are displayed on the schedule, and are required to be unique. If you enter a
name that is already in use, the system notifies you of the error and not allow you to Save until a unique name is
entered.
Personnel Type differentiates groups of personnel and is used to define permissions of User Access Roles, only if
needed. We recommend choosing from one of the existing types. If you’d like to add a new personnel type, please
reach out to your Application Consultant or the support team and they are able to assist.
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Note: By adding new personnel types without updating the User Access Roles prevents those new types to be seen or
interacted with in the system until the User Access Roles have been updated.
The system can send schedule and request notifications to the Notification Email entered in this field. Multiple
emails can be entered in this field by comma separating them.
Adding phone numbers for personnel allows others to reach them through the iPhone or Android app, or from the
computer as long as they are formatted to include the area code.
The next set of options dictate the scheduled status of the person. The On the schedule checkbox is used to
determine whether or not this person is a scheduled provider. If you are adding a schedule administrator, or
someone that just needs view access to the schedule, this box is unchecked and the following 3 fields are ignored.
For scheduled personnel, the On the schedule box needs to be checked. That then activates the following 3 fields.
First active date indicates the first date the provider can be listed on the schedule, and the provider cannot be
listed on the schedule prior to that date.
Last active date indicates the last date the provider can be listed on the schedule, and the provider cannot be
listed on the schedule after that date. A provider cannot have any scheduled shifts past their last active date, so if
they’ve already been scheduled you may need to remove them from the schedule in order to set the last active
date.
Auto or manual schedule indicates whether or not this provider is auto-scheduled or manually scheduled when
creating a new schedule.
Personnel Groups allow you to group personnel and then use those for scheduling rules.
The Assignments section allows you to indicate what the provider is able to be scheduled on, if they are eligible to
work it. They need to be made eligible for any assignments they can be scheduled on. If there is an assignment
that the provider is scheduled on, but not often, they still need to be made eligible. Rules can be used to control
how often the provider is scheduled on those assignments.
After completing the Personnel Entry sections, you can Save changes, Save and add another, or Save and Clone.
Save and Clone allows you to copy the details of a personnel record for a new person, excluding the top Personnel
Information section. This function saves time if you are adding a new provider that has a similar profile to an
existing provider.
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Personnel Changes in Bulk
Assignment Eligibility and Personnel Group membership can be modified in bulk.
Navigate to the top menu bar and click Administration > Setup. Then click the Personnel tab.
Select two or more personnel to update by clicking on the checkbox to the left of each person’s name, then use
the Bulk Action menu to update assignment eligibility or personnel group membership.

A window appears to add (or remove) eligible assignment(s) (or personnel groups). Use the arrows move the
assignments or groups to the left or right box. When finished, click the Save Changes button.
If Add eligible assignment(s) is selected, the left box shows all assignments belonging to the current department.
If one of the selected personnel is already eligible for the assignment, the assignment is not added again for that
personnel.
If Remove eligible assignment(s) is selected, the left box shows all assignments that the selected personnel are
eligible for. If one of the selected personnel is not eligible for an assignment, no action is made for that personnel.
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Personnel Filters
The Personnel list can be filtered to show different personnel based on certain criteria.
Navigate to the top menu bar and click Administration > Setup. Then click the Personnel tab.
Choose the filters (in any combination), then click Apply to update the list. The available filters are:
●

●
●
●
●
●

Active/Inactive: This filter is applied to Active by default. Active personnel are scheduled personnel that
do not have a last active date set, or the set last active date is in the future. Inactive personnel are
scheduled personnel that have a last active date in the past. Not Scheduled personnel are always listed as
Active.
Personnel: This filter allows you to choose individual providers to filter on.
Personnel Type: This filter allows you to filter on certain personnel types.
Groups: This filter allows you to show personnel belonging to the selected groups.
Assignments: This filter allows you to show personnel that are eligible for the selected assignments.
Scheduled Type: This filter allows you to filter for all personnel that are either Auto Scheduled, Manually
Scheduled, or Not Scheduled.
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Expiring or Deleting Personnel
Scheduled Personnel cannot be deleted, instead, they need to be expired. A common reason for expiring a
provider is if they have retired or otherwise left your group. Expired personnel are still visible on past schedules
and reports, but you cannot add them to any schedules past their last active date. Personnel that are Not
Scheduled (administrators, approvers, etc.) can be deleted.

Expiring Personnel
Navigate to the top menu bar and click Administration > Setup. Then click the Personnel tab.
Click on the name of the person you’d like to expire to start editing them.
In the Personnel Information section, locate the Last Active Date field and uncheck the N/A checkbox, then click
the field to open the date selection pop-up.
This indicates the date that person is last scheduled, and the earliest the last active date can be set. If the last
active date needs to be set earlier than this date, the person first needs to be removed from any schedules. Setting
the last active date also prevents the system from auto-scheduling that person past that date.

Setting a last active date for a personnel does not remove their login access. You can delete an account through
Accounts and Permissions. Please refer to the ‘How do I delete an Account’ section.

Deleting Personnel
Personnel that are Not Scheduled can be deleted by clicking the Red X to the right of their name.
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Assignments
Assignments are work shifts, tasks, rotations, or activities that need to be covered.
You can access the Assignments section by going to Administration > Setup. Then click the Assignments tab.

Calendar View
Calendar View is used as a visual to see when assignments occur and their staffing level. It can also be used when
adding new assignments or making changes to the assignment details.

Navigation and Tools in the Calendar View:
●
●
●
●

●

+ Add Assignment: This button allows you to add a new assignment.
Calendar Navigation: The <> arrows can be used to navigate between weeks or months.
View Option: This allows you to switch between a week view [To Weekly View] and a month view [To
Monthly View]. The default view setting is weekly and aligns to the current date.
Assignment Summary: The left panel lists all of your assignments, regardless of recurrence pattern.
○ The assignments can be edited from this list by selecting the radio button next to an assignment,
then clicking the Edit button.
Assignment Calendar: This is the calendar representation of your assignments, including the number of
people staffed on each assignment and what days the assignments exist based on the recurrence patterns.
○ The assignments are displayed on days that they exist.
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○

The numbers in parentheses represent the minimum and maximum number of people that can be
scheduled based on the requirements set in the recurrence pattern. If you do not see the demand
pattern listed, that means the assignment requires exactly one person to be scheduled.

List View
The assignment List View can be accessed by navigating to Administration > Setup. Then click the Assignments >
Go to List View. You can navigate between the List View and the Calendar View using the button in the top right
corner.

Adding an Assignment
Assignment Parameters

Navigate to the top menu bar and click Administration > Setup. Then click the Assignments tab.
From the calendar view, click + Add assignment, then enter the name of the new assignment and click Add Details.
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From the Edit Assignment screen, you can now add additional details about your assignment:
●
●

●

●
●

Assignment name the name of your assignment. This is what appears in all setup sections, including
Assignment Groups, Tallies, and Scheduling Rules.
Description is an additional description field that does not show up anywhere other than in the
Assignments section in Setup. It’s recommended to leave the Description the same as the Assignment
name.
Assignment Type differentiates groups of assignments and is used to define permissions of User Access
Roles, only if needed. We recommend choosing one of the existing types. If you’d like to add a new
assignment type, please reach out to your Application Consultant or the support team and they can assist.
○ Note: adding new assignment types without updating the User Access Roles prevents those new types to
be seen or interacted with in the system until the User Access Roles have been updated.
Location the location of the assignment. If your group does not currently use locations, we recommend
leaving this as none.
Additional Note This can be used to add additional information about an assignment. It shows up in the
Assignment Information column in List Views if that column is selected, as well as in the Slot Details
window in Viewer or the Mobile App.
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Click Show advanced options to see additional ways to configure the assignment.
●

●
●
●

●
●
●
●

●

Automatically scheduled: determines whether or not the assignment is automatically scheduled. There
are some cases when you won’t have assignments automatically scheduled, for example, Vacation, Sick, or
other assignments that may only be entered as requests.
Highlight required slots if not covered: this checkbox has no use and can be ignored.
Highlight optional slots if not covered: this checkbox has no use and can be ignored.
Assignment Times can be modified while auto-scheduling allows the scheduler to automatically adjust the
assignment time if there is something conflicting with the assignment. This also requires the assignment
pairs to be Compatible without Overlap.
Number of units can be used to set the number of units, primarily if that is required for Request Rules.
Otherwise, units can be set in the tallies section for reporting purposes.
This assignment is an all-day event sets the time of the event to be 12am-12am and exists all day for 24
hours on the day that it is assigned.
Start Time the time the assignment starts
Stop Time the time the assignment ends. If your stop time is before your start time, the system assumes
that the assignment is overnight. For example, an assignment listed with a 5pm start time and an 8am stop
time and scheduled for August 12th appears as 5pm-12am on August 12th, and then 12am-8am on
August 13th.
Restore advanced option defaults resets the advanced options to their default values.
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Recurrence Patterns
The next step to creating an assignment is defining the recurrence pattern. The Recurrence Pattern indicates the
staffing required for that assignment, as well as what days the assignment exists. Scroll down on the Edit
Assignment page, and click Add pattern under recurrence patterns to the left of the calendar.

Staffing allows you to set the required minimum and the required maximum number of people on a given day. The
minimum is the number of people the system tries to auto-schedule, and the maximum is the maximum number
allowed. It’s important to make sure realistic assignment demands are being set for the system to schedule
properly. If your practice wants to have 3 people on an assignment, but due to staffing constraints there are
usually only ever 2 people scheduled, it’s recommended to set the minimum to 2 (the minimum number that is and
can be filled) and set the maximum to 3. Rules can be used to define a priority for filling that last slot. For
assignments that are not auto-scheduled, the minimum is grayed out and set to 0.
Daily
●
●
●
●
●

Daily: the assignment exists every day of the week
Every weekday: the assignment exists Monday-Friday
Every weekend: the assignment exists on Saturday and Sunday
Every Friday, Saturday, Sunday: the assignment exists Friday-Sunday
Every “X” day: the assignment exists based on a pattern of rotating days. For example, set to every 2 days,
the assignment exists every other day starting with the recurrence pattern start date.
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Weekly
●

Every “X” week(s): the assignment exists on the days of the week selected below every X week(s). For
example, 1 week(s) the demand exists every week on the selected days whereas 2 week(s) the demand
exists biweekly or every 2 weeks on the selected days.

Monthly
●
●
●

Every “X” month(s): the assignment exists on the day of the month specified repeating every X month(s).
On “day X”: specifies the day of the month by date.
On “the first” “Sunday”: specifies the day of the month by the recurrence of a particular day of the week.

Yearly
●
●
●

Every “January”: the assignment exists on the month specified, repeating every year.
On “day X”: specifies the day of the month by date.
On “the first” “Sunday”: specifies the day of the month by the recurrence of a particular day of the week.

Specific Dates
●

This allows you to add a recurrence pattern on specific dates that don’t necessarily follow a defined
pattern.

You also have the option to Include Holidays, Exclude Holidays, or Restrict to Holidays Only.
●
●
●

Include Holidays means that if the days of your recurrence pattern falls on a holiday, the assignment also
has a pattern on that holiday.
Exclude holidays means that the assignment has no recurrence on holidays.
Restrict to Holidays Only means that the assignment only exists on the selected holidays, which also fall
on the recurrence pattern.

Starting date and Ending date are the dates that the recurrence pattern is in effect for that assignment. You
cannot ever have multiple patterns over the same date range for the same day. You can, however, have multiple
patterns for the same date range if they are on different days (for example, one pattern might be Monday that
requires one person and another pattern might be Tuesday that requires two people). Click submit to save that
recurrence pattern. Please be sure to enter the correct recurrence pattern start date for any recurrence that
does not happen every week or month (i.e. every 2 weeks or every 2 months, etc.), to ensure it starts on the
correct date and follows your desired pattern.
You are taken back to the Edit Assignment view and your recurrence pattern appears in the calendar below.
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Expiring or Deleting Assignments
Assignments that have been scheduled can’t be deleted. If an assignment has never been scheduled, then it can be
deleted by clicking the Red X in the Assignments List View. For assignments that have been scheduled, expiring an
assignment involves setting the last active date of the recurrence pattern.
Navigate to the top menu bar and click Administration > Setup. Then click the Assignments tab.
From the Calendar View, click on the assignment that you’d like to expire to open the Edit Assignment page. From
there, you need to make sure that all of the recurrence patterns for that assignment have an ending date set.
To set the ending date, click on the checkbox next to the recurrence pattern, then click Edit. From there, click the
N/A checkbox next to Ending (mm/dd/yyyy) and set an end date for that assignment. If the assignment has been
scheduled past that date, the system gives you an error and asks you to move the end date further out to where
the assignment has not yet been scheduled. Click Submit, and then Save on the assignment page.

Once the end date of the assignment has passed, the assignment no longer appears in the Assignment Summary
column. To go back to an expired assignment and add an active recurrence pattern, click the checkbox next to List
Expired Assignments and click Refresh. Click the radio button next to the assignment you want to reinstate and
then click Edit. Add a new recurrence pattern rather than reinstate an old one.
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Assigning Eligibility to Personnel
Once you have set up your assignments and personnel, it’s time to set up your Personnel Eligibility. Eligibility
allows you to tell Lightning Bolt which assignments a provider can or cannot work.
Personnel eligibility is important for two main reasons. First, it helps the auto-scheduler determine which
assignments it is allowed to place a provider on, and which assignments it cannot. Secondly, personnel eligibility
helps determine exactly which changes can be made to the schedule after it has been published. It is best to make
your personnel eligible for all of the assignments that they can potentially work, even if they are not
auto-scheduled there. We can use rules to dictate what assignments they get auto-scheduled on, but they still
need to be made eligible for the assignment so that an administrator or provider can place themselves on the
assignment if needed.

Assigning Eligibility by Individual Personnel
Assigning eligibility to an individual provider can be done by navigating to Administration > Setup, and clicking on
the Personnel tab. Find the person you’d like to modify eligibility for, and click their name to open the Edit
Personnel screen.
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Scroll down to the Assignments section, and you are going to see two boxes. The left is labeled Non-eligible
assignments and the right is labeled Eligible Assignments. Click on the assignments in either box and use the left
and right arrows to move them between the two eligibility boxes.
Once you are satisfied with the Non-eligible and Eligible assignments boxes, click Save Changes.

Assigning Eligibility by Personnel Bulk Add
Assigning eligibility to multiple personnel can be done by using the personnel bulk action menu. See Assignment
Changes in Bulk.

Assigning Eligibility by Assignment Bulk Add
Assigning eligibility to one or multiple assignments at a time can be done using the assignment bulk action menu.
See Assignment Changes in Bulk.
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Assignment Changes in Bulk
Similar to Personnel, Personnel Eligibility and Assignment Group membership can be modified in bulk.
Navigate to the top menu bar and click Administration > Setup. Then click the Assignments > Go to List View.
Select one or more assignments to update by clicking on the checkbox to the left of each assignment’s name, then
use the Bulk Action menu to update personnel eligibility or assignment group membership.

A window appears to add (or remove) eligible personnel(s) (or assignment groups). Use the arrows to move the
person or groups to the left or right box. When finished, click the Save Changes button.
If Add eligible personnel(s) is selected, the left box shows all personnel belonging to the current department. If
one of the selected personnel is already eligible for the assignment, the personnel remains eligible for the
assignment.
If Remove eligible personnel(s) is selected, the left box shows all personnel that is currently eligible for the
selected assignment(s). If one of the selected personnel is not eligible for an assignment, the personnel remains
ineligible for the assignment.
Once you are satisfied with the eligibility, click Save Changes.
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Assignment Filters
The Assignment list can be filtered to show different assignments based on certain criteria.
Navigate to the top menu bar and click Administration > Setup. Then click the Assignment tab.
Choose the filters (in any combination), then click Apply to update the list. The available filters are:
●

●
●
●
●

Active/Inactive: This filter is applied to Active by default. Active assignments are assignments that do not
have a last active date that has passed. Inactive assignments are scheduled assignments that have a last
active date in the past.
Assignments: This filter allows you to choose individual assignments to filter on.
Assignment Types: This filter allows you to filter on certain assignment types.
Locations: This filter allows you to filter on certain location types.
Groups: This filter allows you to show assignments belonging to the selected groups.
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Assignment Compatibility Overview
Assignment Compatibility defines what assignments can or cannot be worked on the same calendar day by the
same provider. If two assignments can be worked on the same day by the same provider, they need to be set to
Compatible. If two assignments can never be scheduled together on the same calendar day for the same person,
then they need to be set up as Not Compatible.
For example, if Dr. Smith can work “Clinic AM” and “Clinic PM” on the same day, then the assignments need to be
set as Compatible. If Dr. Smith cannot work “Clinic AM” and “Admin AM” because they occur at the same time,
then those can be set to Not Compatible. Another potential case where two assignments may be set to Not
Compatible but do not have overlapping times might be if the two assignments are in two different locations and
there is not enough time for the provider to travel before the second shift to get there on time.

Setting up Assignment Compatibility
Navigate to Administration > Setup, then click Assignment Compatibility. The first drop down in the upper left
indicates what assignment you are changing compatibility to in relation to the other assignments. You can change
this assignment by clicking the first drop-down menu on the left, and then click the name(s) of the assignment(s)
you’d like to modify compatibility for.
You see a list of all assignments in your department, along with any assignments that have been mapped to your
department from other departments. By default, all assignments are set to Not Compatible with each other.

Changing the compatibility setting can be done by clicking directly into the table. A drop-down list appears for
that particular assignment where you can change the compatibility. Compatibility can also be changed in bulk by
clicking on the checkbox next to an assignment (or multiple assignments), then clicking the Select Bulk Action
dropdown to change the compatibility setting.
The options for compatibility are as follows:
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●

Compatible: allows assignments to be scheduled together on the same day by the same provider.

●

Not Compatible: does not allow assignments to be scheduled together on the same day for the same
provider.

●

Compatible without Overlap (only available for certain setups): allows assignments to be scheduled
together on the same day by the same provider provided that the times do not overlap. The
auto-scheduler can adjust times as necessary if the “Assignment times can be modified while
auto-scheduling” checkbox is checked in the advanced options on the assignment page.
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Adding Secure Messaging Accounts
Secure Messaging allows you to send HIPAA compliant messages via our secure messaging partners. Our current
partners are Voalte, Imprivata Cortext, and Vocera. You will need to reach out to your Application Consultant to
set up the Secure Messaging integration for you. Once the integration is enabled, there is a new Secure Messaging
Account field for each personnel record in Demographic Information.
Navigate to Administration > Setup, then click Personnel. Click on the name of the person that you’d like to add a
secure messaging account for to open the Edit Personnel screen. From there, you need to open the disclosure
triangle for Demographic Information, and then put that person’s secure messaging account information in the
fields at the bottom of that section. Depending on your secure messaging provider, this may be in the form of an
Active Directory username, email address, or something else.
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Personnel Groups, Assignment Groups, and Scheduling Rules
Personnel Groups
Personnel groups are used in Lightning Bolt as a method of grouping similar providers together. These personnel
groups can later be used in rules for auto-scheduling.
For example, there are a group of providers that prefer to work consecutive night shifts. These providers can be
placed in a personnel group, which then can be used in an auto-scheduling rule that attempts to group night shifts
together. The rule applies to each provider in the personnel group.
Personnel Groups are primarily used for auto-scheduling rules. If you are not using auto-scheduling, you may not
need to set up groups.

Creating a Personnel Group
Navigate to the top menu bar and click Administration > Setup. Then click the Personnel Groups tab.
To create a new personnel group, click the + Add new personnel group button.

Enter a name from the personnel group and move all applicable providers from the Excluded Personnel box to the
Included Personnel box. After doing so, click Save Changes.
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If you want to clone the personnel group to create a new one, click Save and clone. All personnel in the current
group is copied to the new personnel group
If you want to save the current personnel group and create a new one, click Save and add another. The current
personnel group is saved and a new, empty group is created.

Assignment Groups
Assignment groups are used in Lightning Bolt as a method of grouping similar assignments together. These
assignment groups can later be used in rules for auto-scheduling.
For example, you may have multiple call assignments (e.g. Day Call, Night Call, etc.) and a requirement to work a
minimum amount of these assignments combined per month. These assignments can be placed in an assignment
group, which then is used in an auto-scheduling rule that attempts to schedule providers a minimum amount of
times in call per month.
Assignment Groups are primarily used for auto-scheduling rules. If you are not using auto-scheduling, you may
not need to set up groups.

Creating an Assignment Group
Navigate to the top menu bar and click Administration > Setup. Then click the Assignment Groups tab.
To create a new personnel group, click the + Add new assignment group button.
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Enter a name from the personnel group and move all applicable providers from the Excluded Assignments box to
the Included Assignments box. After doing so, click Save Changes.

If you want to clone the assignment group to create a new one, click Save and clone. All assignments in the current
group are copied to the new assignment group
If you want to save the current assignment group and create a new one, click Save and add another. The current
assignment group is saved and a new, empty group is created.
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Scheduling Rules
Scheduling rules are used in Lightning Bolt as a method of defining scheduling requirements. They are used to
create scheduling constraints in an effort to generate the best schedule possible

Rules Page
To access scheduling rules, navigate to Administration > Setup and click on the Scheduling Rules tab.
When rules are created, they populate into the list. Each is given a unique rule ID. You can use the search bar to
search for the name of the rule or the rule ID. It is helpful to use keywords for rule naming and searching (such as
Spacing, MinMax, FixedPattern, Linking, etc.) to find specific rules or groups of rules. You can also sort the list of
rules by clicking on the column header (ID, Name, Active, Priority, Last Modified, etc.)

The Take Action dropdown allows you to select rules you want to Activate or Deactivate for use by the
auto-scheduler.
The Active Only dropdown allows you to toggle between Active, Inactive, or Active and Inactive rule lists.
You can Delete rules easily at the far right of each row. A confirmation window pops up to confirm your action.
Instead of deleting rules, you can always deactivate them.

Filtering Rules
If you have many rules in your system, it may be helpful to use the Turn On Filtered Mode feature to search for
rules that pertain to a specific subset of personnel and assignments.
You can select any combination of personnel Types, specific Personnel, personnel Groups, specific Assignments,
Assignment Groups, Tally Regions, and Tags from the dropdowns to narrow down your search. You can use this in
conjunction with the search bar to the far right.
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Creating Scheduling Rules
To create a new scheduling rule, click the + Add New Rule button. This opens up a new window with various rule
types.
Rules are categorized based on the similarity of function and are uniquely numbered for ease of reference. Click
the dropdown next to the category header to reveal the numbered list of rules. You can also search for a unique
number or keywords to find rules.

Rule Types
1. Preferences allow you to input soft preferences for personnel to work or not work assignment(s) repeating on a
recurrence pattern (daily, weekly, monthly, yearly). These rules are breakable in contrast to the Do Not
Auto-Schedule section where similar rules are unbreakable.
2. Individual MinMax (Applies to each individual in the group) allows you to input the minimum, maximum, or the
exact number of times that the person works in the given assignment(s) during the specified length of time
(number of days, week, month, or scheduling period.) If a personnel group is used, the rule applies to each person
in the group.
3. Group MinMax (Applies to the group as a whole) similar to the Individual MinMax category logic but if a
personnel group is used, the rule applies to the personnel group as a whole with each individual personnel
contributing to the minimum or maximum count.
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4. Linking (If/Then) allows you to establish the specific way a certain assignment is linked to another assignment
factoring in other conditions such as day of the week, length of time, and other personnel scheduled.
5. Spacing (If/Then Not) allows you to establish the specific way a certain assignment is spaced out from another
assignment factoring in other conditions such as day of the week, length of time, and other personnel scheduled.
6. Equalization allows you to equalize the allocation of a given assignment(s) across a group of personnel within a
customizable range based on the number of shifts or deviation from the average. You can equalize overtime from
a specified start date by calling in a tally.
7. Block (In a row) allows you to input the minimum, maximum, or the exact number of days in a row that
assignment(s) is worked by personnel. If a personnel group is used the rule applies individually to each personnel
in the group.
8. Proportion allows you to determine the proportion of a certain assignment (or a smaller group of assignments)
the personnel can work out of a larger group of assignments within a customizable range based on percentage.
You can also compare the proportions of shifts worked between providers.
9. Do Not Auto-Schedule (Always unbreakable) allows you to input hard requirements for personnel to not work
specific assignment(s) repeating on a recurrence pattern (daily, weekly, monthly, yearly). These rules are always
unbreakable meaning they always perform without interference, no matter the rule priority.
10. Fixed Pattern (Unbreakable if max priority) allows you to input hard requirements for personnel to work
specific assignment(s) repeating on a recurrence pattern (daily, weekly, monthly, yearly). When the priority is
placed at one million, these fixed pattern rules always perform as expected unless a request is present.

These are general descriptions of the different rule categories. For questions about the specific rule types and
customizing rules to meet your group’s specific scheduling requirements, please reach out to your Application
Consultant.
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Viewer and View Manager
Viewer
Viewer is Lightning Bolt’s schedule viewing interface, designed for both administrators and end-users. Viewer can
be used to view the schedule, make changes to published schedules, and manage requests for future schedules.

Accessing Viewer
Depending on your system configuration, you may be taken directly to Viewer after logging in to Lightning Bolt.

If you are not taken directly to Viewer, then you are taken to a page that has a blue navigation bar at the top of the
screen. From there, you can click View > Schedule/Requests to access Viewer. Alternatively, you can also click on
the Viewer icon on the LBLite Dashboard and you are taken to the same place.

Changing Views in Viewer
Depending on your default view setting, Viewer will show you schedule data for the current date, week, or month.
By default, any personnel that are scheduled will see the Me view. The Me view will be a monthly calendar view
that only shows their personal schedule for the current month. The default view for personnel that are not
scheduled will be the Daily view. The Daily view shows the assignments for the current day in a Gantt chart which
looks like a timeline.
To change views, click on the view name to the right of the <> date selector. A panel extends from the right. Select
the view you want from the list to jump to that view. You can search for a view name or select a department or
template.
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To set your default view, navigate to the view you want. Click the view name again to bring up the right panel and
then select the blue text Set as default to set that view as your default every time you open Viewer.

Changing Dates in Viewer
To change the date of the view, you can use the <> arrows in between the date and the view name to move
adjacently left or right to the current date that is selected. If you’d like to quickly jump to a different month, week,
or year that is further away, click on the date itself to open up the full date selector. This allows you to choose the
Date (for daily views), Week (for weekly views), or Month and Year (for monthly views). After you’ve selected the
date, you can click Go and have the schedule update to the newly selected date.
Date Selection for ‘Daily’ view of schedule
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Month selection for default views

If you change to a different view after choosing a date, you are taken to the same date that was selected in the
original view.

Schedule Changes
As an administrator, you may need to make changes to your schedule after it has been published to the group.

Viewing Details of a Scheduled Shift
Navigate to Viewer. Hover over the slot on the schedule you want to view the details of. The details given are the
Date, Assignment, Start and End times, and Personnel scheduled.

Click the slot to view more details. A pop-up appears showing additional details such as Template, the personnel
Originally Scheduled, and the History of changes including which user modified the slot. Click on the view X
entries link to view the full history of changes.
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Making Schedule Changes
Once a schedule has been published, all changes can be made by clicking the orange pencil icon in the
bottom right corner. This will open a toolbar at the bottom of the screen that has a variety of tools you can use.

Fill
The Fill tool is used to add shifts to an existing schedule. When using the Fill tool, make sure to select the
date(s), template, personnel, and assignment(s). The template is the specific schedule that you are aiming to
update. The time of the assignment can be altered by clicking Custom, a note can be added by filling in the
Note field, and additional slots can be added to the assignment by checking Add demand if necessary.
Multiple dates, personnel, and assignments can all be selected at once, which will appear in the Preview.
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Modify
The Modify tool is used to update the time of an assignment or to add a note to it. To use this tool, you must
first select at least one assignment on the schedule, which will allow you to click Modify. You can then update
the time of the assignment by clicking Custom or can add a note in the designated field. Multiple personnel or
assignments can be modified by selecting all applicable cells.

Remove
The Remove tool is used to remove personnel from the schedule. To use this tool, you must first select at least
one assignment on the schedule, which will allow you to click Remove. This will open up a preview of the
change, which can be confirmed by clicking Submit. Multiple personnel can be removed by selecting all
applicable cells.
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Replace
The Replace tool is used to replace an assignment for a scheduled personnel or replace the personnel on a
scheduled assignment. To use this tool, you must first select at least one assignment on the schedule, which
will allow you to click Replace. This will open a new window, where you can either select a new assignment for
the scheduled personnel or new personnel for the scheduled assignment. Multiple personnel or assignments
can be replaced by selecting all applicable cells.

Exchange
The Exchange tool is used to exchange assignments
between two personnel. To use this tool, you must select
assignments that consists of exactly two personnel (i.e.
at least two slots between two individuals). If you would
like to make multiple exchanges between the same two
personnel, simply select all desired slots. This will open a
new window, where you can confirm the exchange.
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Splitting a Shift
To split a shift, first ensure that at least one of the correct personnel is scheduled on that shift. If not, use the
Fill or Replace tool to schedule one of the correct personnel. Next, use the Modify tool to update the time of
that shift. Lastly, use the Fill tool to schedule the second personnel on that shift. Make sure to set the time of
the shift accordingly and check Add demand if necessary if the slots are full.

Lightning Bolt | 38

Lightning Bolt Manual

Requests
Requests are used to place personnel on assignments in future scheduling periods (those that have yet to be
created). A request will ensure the personnel is placed on the designated assignment once the schedule that
involved this request has been created. Requests will also overwrite any scheduling rules.
Note that the process for making a request and using the Fill tool are very similar. However, a fill should only be
used to place personnel on assignments in a schedule that has already been created and published.

Making Requests
Requests can be accessed by first navigating to Viewer. Similar to schedule changes, all requests can be made by
clicking the orange pencil icon in the bottom right corner. This will open a toolbar at the bottom of the screen,
which can be seen below.

To make a request, click on Request, which will open a new window. From here, you will select the Date,
Template, Personnel, and Assignment, as well as set a Custom Time and add a Note (if desired). Once all of
these parameters are selected, click Submit. Keep in mind that requests can only be made for future
scheduling periods (periods that do not have schedules published).

Lightning Bolt | 39

Lightning Bolt Manual

Accessing and Updating Requests
Depending on how your request rules are set up, entered requests will either be automatically approved or
appear in a pending state. In order to access the requests, navigate to Viewer, choose the desired view, and
navigate to the associated date range.
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In order to update the status of a request, first click on the orange pencil icon and then select the desired
request(s). This will enable you to select Grant, Deny, Suspend, or Delete. If email notifications are enabled,
selecting any of these options will send a notification email to the personnel involved. You can also update a
request by click on the shift, clicking Edit, and then select Grant, Deny, or Delete.
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View Manager
View Manager allows you to create, modify, and give access to views.
There are three ways to access View Manager:
1. From the Legacy Dashboard, navigate to the top menu bar and click Administration > View Manager.
2. From the Viewer Dashboard, click the View Manager icon.
3. From Viewer or Editor, click on the orange LB menu icon in the top left corner and select View Manager
from the dropdown menu.
Note: To jump directly to a specific view to make edits, first make sure you are viewing the correct view in Viewer. Navigate
to the LB menu and click Edit View directly under View Manager to jump into editing the view.

Navigating View Manager
View Manager contains three main pages: Manage Views, Create New View, and Personnel.
Manage Views
When you enter View Manager, the home page has Manage Views. You see a list of created views and hovering
over a view row highlights additional options to Edit, Copy, Delete, and Edit View Access of that specific view.
Editing View Access is also where you can generate a Public URL link for a specific view.

You can narrow down your search of views by using the Select Templates dropdown on the left or the Search bar
to the right. You can also sort views by clicking the column headers of View Name or Last Modified Date.
Create New View

To create a new view, click on the Create New View button next to Views.
The subsequent pages walk you through the 4 steps of creating a new view: Basic Properties, Personnel,
Assignments and Tallies, and Finalize. Navigation of Back, Next, Finish Saving, and Exit are in the bottom right.
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Personnel
Use the Personnel button in the top right to navigate to a page where you can edit an individual's view
membership and view access.
You can narrow down your search for personnel by using the Select Departments dropdown or by clicking the
magnifying glass to extend the Search bar. You can also sort personnel by clicking the column headers of
Personnel or Display Name. Hover over the row of the individual you want to Edit the view access of.

To navigate between these two main sections, use Personnel and Manage Views button in the top right.
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Creating a New View
To create a new view, navigate to View Manager and click on the Create New View button next to Views.
The four steps of creating a new view are: Basic Properties, Personnel, Assignments and Tallies, and Finalize.

Basic Properties
The Basic Properties page is where you establish the visible structure of the view
1. Give the view a name under the View Name* field. This is required. It is helpful to give the view a brief but
descriptive title to differentiate your views.

2. Choose a view type of Standard, Columns, Calendar, Gantt, List or Block.
●
●
●
●
●
●

Standard views display schedule information scrollable vertically through the dates. This is the
most used schedule format.
Columns views display schedule information scrollable horizontally through the dates.
Calendar views condense schedule information into a calendar, where each slot includes the
assignment, personnel, and time.
Gantt views display schedule information one day at a time, with time to show when personnel are
scheduled and how they overlap.
List views display chosen data fields of schedule information in a quickly searchable format.
Block views allow translation of blocks based on dates and length of days per block.
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3. Choose a Display Range if the view allows and choose a Group By of either By Assignment or By
Personnel. This means that the data in each schedule slot shows the opposite of what you grouped by. For
example, if you group by assignment the assignments show as the header of the rows and the slots are
filled in by the personnel working.
4. Choose a Data Type. Request show only request data, Schedule show only scheduled data, and Both show
both Requests and Schedule data on the same schedule.
Example of a standard view, grouped by assignment showing a display range of 1 month.

Personnel
The Personnel page is where you select which personnel to include in the view.
1. Use the Select Departments (required) and Select Personnel Types (optional) dropdowns to retrieve a list
of Available Personnel to add to your view. Click the personnel one by one or select the All button.
2. Once selected, click the right arrow > in the center to move the personnel over to the Selected Personnel
list. Vice versa, use the left arrow < to move the personnel back.
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3. Once you have aggregated a list of Selected Personnel on the right, you can sort the personnel based on
the options from the Personnel Sort Order dropdown or by Custom Order by selecting personnel and
using the single or double up and down arrows under the paintbrush. Single arrows move the personnel
only one slot up or down. The double arrows move the selected personnel to the top or bottom of the list.
4. To edit the cell color of the personnel's slot and the text color of the personnel's name, select the
personnel and then click the paintbrush icon. The window that expands allows you to select either Cell or
Text and then the color that you prefer. Use the pre-created color swatches on the right, drag the white
circles on the left to adjust hue and lightness, or enter the HEX string to achieve the color you want. You
can Copy or Clear the color selection before clicking OK.
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Assignments and Tallies
The Assignments and Tallies page is where you select which assignments and tallies to include in the view.
1. Use the Select Departments (required), Select Templates (required), and Select Assignment Types
(optional) dropdowns to retrieve a list of Available Assignments to add to your view.
2. Once selected, click the right arrow > in the center to move the assignments over to the Selected
Assignments list. Vice versa, use the left arrow < to move the assignments back.
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3. Once you have aggregated a list of Selected Assignments on the right, you can sort the assignments and
give their cells or text color, similar to the process from the Personnel step.
4. You can also add tallies to your view by clicking the Tallies button to add and manually sort them in a
similar process. No cell or text colors are allowed.

Finalize
The Finalize page is for adjusting display settings before saving your view. The settings may vary based on what
view type you selected in Basic Properties.
1. Use the radio buttons to customize each of the display settings below:
●
●
●
●
●
●
●

Start Day of Week allows the schedule to start on either Sunday or Monday.
Compact Mode shows the compact name rather than the display name of the personnel.
Hide Blank Rows hides any row that does not have anyone scheduled for the week.
Hide Weekends hides Saturday and Sunday from the schedule.
Hide Pending Slots hides any schedule changes that are pending (have not been approved).
Show Times shows the start and end times of the assignment.
Show Logged in User Only restricts the view so that the logged-in user can only view their
schedule data.

2. Click Finish Saving to complete your view!
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3. After saving you are brought to a page giving you options for what to do next. Make sure that you Set View
Access or else no one is able to see your newly created view. Open the view in Viewer to double-check
your view. Clone the view if you have a similar view to create, especially if you want to keep the order of
personnel or assignments and similar cell or text colors. You can always go back and edit your view until it
meets your requirements.
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View Access
There are two ways to edit view access in View Manager. You can manage a specific view's access from the
Manage Views page or you can manage a specific individual's views membership and view access from the
Personnel page. View Membership is whether the person can be included in the view and View Access is whether
the person has access to the view.

Manage a Specific View’s Access
1. Hover over the row of the view you want to manage and click the Edit View Access button at the far right.

2. A panel extends on the right allowing you to view a scrollable list of personnel. Similarly to adding
Personnel and Assignments in views, select the providers on the left, click the > button and once that is
done it can be saved at the bottom.

3. You can Select Departments and Personnel Types to narrow down the list of personnel you are viewing.
You can also search for specific personnel using the Search bar.
4. Click the row of the personnel to check or uncheck them as having view access.
5. Once you review the list of personnel who have view access, click Save Changes.

Public URL
You can generate a Public URL link from Edit View Access panel of a specific view. Anyone who has this link can
access this specific view's published schedule data on the web.
1. Click the link at the bottom of the panel and then Yes from the pop up to generate the URL.

2. Copy the link and paste into any webpage to view the specific view's published schedule data.
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3. You can always click Delete to remove that URL from the web and regenerate a new unique URL if
needed.

Manage a Specific Personnel’s View Membership
View Membership is whether the personnel is included in the view (others who have access to the view can see
that personnel’s name in the view).
1. Click the Personnel button in the top right corner of the View Manager home page.
2. Narrow down your search for an individual by using the Select Departments dropdown or by clicking the
magnifying glass to extend the Search bar.

3. Hover over the row of the individual you want to edit the view access of and click Edit.
4. You are first brought to the Manage View Membership page. This is where you can manage the views that
the personnel is a member of.
The Available Views column on the left shows the available views that the personnel is added to. The J
Adams is a Member Of column on the right shows the views the personnel is already a member of.
You can narrow down your search with the Select Departments and Select Templates drop-downs along
with the Search bar in each column.
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5. To give membership of the personnel to an available view, click the name of the view from the Available
Views panel to highlight it blue. Then click the right arrow > button in the center to move the view to the
list of views the personnel is a member of. You can select multiple views at a time.
6. Similarly, to remove the membership of the personnel from a view, click the name of the view from the J
Adams is Member Of panel. Then click the left arrow < button in the center to move the view to the list of
Available Views. You can select multiple views at a time.
7. Save Changes at the bottom to confirm.

Manage a Specific Personnel’s View Access
View Access is whether the person can have access to the view (the specific personnel can view the selected
views on Viewer).
1. Click the Manage View Access button at the top of the page. This is where you can manage the views that
the person has access to view.

2. The Available Views column on the left shows the available views that the personnel is given access to.
The J Adams has access to column on the right shows the views the personnel already has access to.
You can narrow down your search with the Select Departments and Select Templates drop downs along
with the Search bar in each column.
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3. To give the person access to an available view, click the name of the view from the Available Views panel
to highlight it blue. Then click the right arrow > button in the center to move the view to the list of views J
Adams has access to. You can select multiple views at a time.
4. Similarly, to remove the access of the personnel from a view, click the name of the view from the J Adams
has access to panel. Then click the left arrow < button in the center to move the view to the list of
Available Views. You can select multiple views at a time.
5. Save Changes at the bottom to confirm.
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Reports
Tallies
Tallies are used for reporting and auto-scheduling in Lightning Bolt. Tallies are a count of one or multiple
assignments as they exist on any recurrence pattern you choose. For example, a single tally can include all shifts
that occur at night, all Tuesday call assignments, etc. By default, a System-Defined tally is created for all
assignments. System-Defined tallies have limited customization options, but fully custom Administrator-Defined
tallies can always be created.

Adding new Tallies
Navigate to the top menu bar and click Administration > Setup. Then click the Tallies tab.
To create a new tally, click on + Add New Tally. The new tally can then be customized.
When naming the tally, make sure it is descriptive. The name is used in auto-scheduling rules and reports. You can
also choose to add daily sums to your schedule.
Web Reporting Counting Method determines what is counted when a report is generated using the tally.
●

Count sum of work units from each slot sums up the work units for each assignment scheduled from the
assignments section in the tally. By default, each assignment is set to 1.0 work units, but this can be
customized when adding assignments to the tally definition.
○ Example: if a tally had a Short Call and a Long Call, the Short Call can be defined as 1.0 unit and the
Long Call can be defined as 2.0 units. This can be used for reporting or auto-scheduling to better
calculate the amount of call each provider has worked. In this example, the Long Call is twice as
long or difficult as the Short Call.

●

Count each day as X units counts any combination of assignments scheduled in this tally as the number of
units specified for a given day, regardless of how many assignments are scheduled that day.
○ Example: a potential use case for this reporting method is determining the number of days a
provider works over a given time period. The working assignments can be added to the tally, and
regardless of if the provider works one assignment in a day or works multiple assignments in the
same day, it counts as the defined units.

●

Count sum of hours for each slot; all hours counted on the day the shift starts sums up the hours for the
assignment(s) listed in the tally on the day the shift starts. The default time for each assignment is
determined in the Assignments section, or a custom time can be set on an individual slot basis. For
overnight shifts, the total hours associated with the shift are counted on the day the shift starts.
○ Example: for a 10 hour Call assignment that goes from 10pm to 8am the next day, if it is scheduled
to start on Monday, it counts for the full 10 hours on that Monday.

The Assignments section within the tally defines what assignments are counted in each tally. You can click the
Add Assignment button to add an assignment row to the tally definition. Use the dropdown to choose which
assignment needs to be added.
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The Recurrence Pattern defines the specific time the assignment is counted. Using the recurrence pattern, you
can choose which days that assignment needs to be counted.
Holidays determines if an assignment excludes, includes, or is counted only on holidays.
Work Units define the value of the assignment if Count sum of work units from each slot is selected as the Web
Report Counting Method.
Delete allows you to remove the assignment from counting towards the tally.
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Reports
Reports are a way to collect useful information about assignments worked, vacation days taken, or any other
piece of data that is collected in a tally. Only administrators can build a report, but any provider can use them as
long as they have been configured by the administrator.
To access the reports page, you can either click View > Reports in the blue navigation bar (left) or you can hover
over the Lightning Bolt icon in the top left corner and click Reports (right).
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Opening a Saved Report
Once in the Reports page, you are able to load a pre-saved report by clicking on its name in the right Saved
Reports section.

To customize a new report, you use the settings on the left side of the screen, then click Go once you are ready to
view the report with your set parameters. A description of the parameter options is listed below.
The Properties tab is where you can input the details to create your desired report:
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●

Report Start Date: Select from a list of presets based on when the report is being opened (e.g. selecting
“Start of Month” begins the report on 4/1 if viewing in the month of April and automatically updates to 5/1
beginning in May) or switch to the “specific” section to choose a fixed date.

●

Report Stop Date: Select from a list of presets based on when the report is being opened (e.g. selecting
“End of Month” begins the report on 4/30 if viewing in the month of April and automatically updates to
5/31 beginning in May) or switch to the “specific” section to choose a fixed date.

●

Metric: Choose if you want your tallies to count only scheduled assignments, only requests, or both
(Combined).

●

Split: You have the option to break your report into smaller segments for easier viewing. For example, you
may run a report over an entire month but want to split it up to see separate totals for each week. You can
switch instantly between segments.

●

Count Original: If your published schedule undergoes many changes or provider swaps, enable this option
to check the numbers at the time the schedule was originally published. If you have questions about what
does or does not count as “Originally Scheduled,” please reach out to your Application Consultant.

●

Include Fictional Tallies - Within the Administration (Setup) section, there is a Tallies page where you can
manually add and subtract credits per provider for each tally. If set to “Yes,” your report reflects these
manual adjustments. “No” strictly counts from what is on the schedule.
Note: Fictional tallies are created in the Tally section during Setup, by inputting a value in the “Catch-up
Tally” section. The total is added to their report total when “Include Fictional Tallies” is set to “Yes.”

●

Include Admin Published: If set to “No,” tallies only draw from schedules that are Published to Everyone.
Selecting “Yes” also includes any schedules that are published to Administrators.
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●

Include Granted/Pending/Denied Requests: If your report includes request data, these settings provide
finer control over which statuses of requests can be counted.
Note: Including pending or denied requests add to the overall totals, and do not represent a separate
category.

●

Only Show Logged In User: automatically shows the selected tallies for only the user opening the report,
allowing you to create a “My Call” report for example. This disables the Personnel tab of report
configuration.

●

X-Axis: Select between Tally, Personnel, and Date for which field you wish to appear as the columns
(moving from left to right across the report).

●

Y-Axis: Select between Tally, Personnel, and Date for which field you wish to appear as the rows (moving
from top to bottom down the report).

●

X Dimension: Breakdown each column by day of the week without needing to make separate tallies!
(shown below)

●

Y Dimension: Breakdown each row by day of the week without needing to make separate tallies!

●

Cell Display: Choose whether to show the Counts, % of the Tally, or % of the Personnel.

●

Show Totals: Add a new row and column to show totals for each tally and provider.

The Tallies tab allows you to select the tallies that you wish to include in your report:

Lightning Bolt | 59

Lightning Bolt Manual

You see a list of all the System-Defined and Administrator-Defined tallies that were made in the Tally section
during Setup. You can also use the filters on the left to search through all the tallies.
As you click and select tallies, they appear on the right panel. You can choose the order that you want them to
appear on the report by using the up and down arrows.
The Personnel tab allows you to select the personnel that you want to include in the report:
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You see a list of all of the personnel for your department and template. You can use the filters on the left to search
through the list of personnel.
Tip: The “Group” drop-down: This gives you a list of the Personnel groups, and displays any person to the group you select.
Note: If a new provider is added to a personnel group, they need to be added manually to the report as well. Being a part of
a group is not automatically include the new provider in the report.
As you pick personnel, they appear on the right. You can choose the order that you want them to appear on the
report by using the up and down arrows.
To view the report with the details you just selected, press “GO!” at the top right of the page. You are taken to
your report. Here’s an example:

To go back into the report settings, click “Unsaved Report” (If you have opened a saved report, the name of the
saved report appears instead of ‘Unsaved Report’). If you want to save your report, or open a previously saved
report, use the tools on the right panel of the report details page. You see the ‘Save’ option on the right window
that allows you to save your current report, or view previously saved reports:
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When saving any report, the pop-up save window allows you to name/rename the report as well as determine
who can access the report.
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How do I print/download a report?
On the top right side of the report page, there is a toolbar that looks like this:

When clicked, the first icon on the left downloads your report to your computer as a .csv file.

From there, you can open and print the file from Excel.
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How do I graph a report?
On the top right side of the report page, there is a toolbar that looks like this:

When clicked, the second, third, and fourth icons opens your reported data into a bar chart, a line chart, or a pie
chart, respectively.
Here’s an example of a bar chart:
Bar Chart

On the right, you can manipulate the chart with the following options:
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Hovering over a bar on the chart shows the tally count of the specific cell.
Here’s an example of a line chart:
Line Chart

On the right, you can manipulate the graph with the following options:
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Hovering over a point on the graph shows the tally count of the specific cell.
To create a pie chart, you need to select one person in the report, and as many assignments as you’d like:
Pie Chart

Hovering over a section of the chart shows the tally count of the specific person selected.
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Schedule Manager
Overview of Schedule Creator
Access Schedule Creator by navigating to Administration > Schedule Manager.

For users with multi-department access - Use the drop-down menu in the top right corner to switch between
different departments.
●

Template: Specifies which template this specific schedule belongs to

●

Name: Given name of the schedule

●

Start Date: Date that the schedule begins
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●

Stop Date: Date that the schedule ends

●

Status: Current status of the schedule. After a schedule is generated (noted as Generation Complete), it
can be changed to one of three statuses: Not Published, Published to Administrators, and Published to
Everyone.

●

Modified: When the schedule was last modified

Filtering the list of schedules

You can shorten the displayed list of schedules through the filters outlined in red.
●

Status: Filter by schedules that are Not Published, Published to Administrators, Published to Everyone,
etc.

●

Active: Filter by schedules that are either All, Active, or Archived.

●

Search: Custom search schedules by their name
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How do I create a new schedule?
1. Navigate to the Administration section and choose Schedule Manager from the dropdown.

2. Click the New Schedule button in the upper left corner. The following menu pops up.

3. Enter the following information to create a schedule:
● Add a Schedule Name.
Note: Schedule names must be unique.
● Select the Template if your group has multiple templates.
● Select the Start and End Dates of your schedule.
Note: Schedules cannot overlap dates, therefore, ensure the Start Date is one day after your last
published schedule for that particular template.
● Click Auto-Generate to submit your schedule for generation based on rules and requests.
● Click Create and Save to build a blank schedule with all approved requests and fixed assignments
4. Once your schedule has been submitted, it lists as Generating in the Status column.
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5. When the schedule is complete, you receive an email letting you know the schedule is available to review.
Navigate back to the Schedule Manager and the Status now lists as Generation Complete. Blank
schedules automatically listed as Not Published when created.

6. To review the schedule either:
● Double click the schedule name to open the schedule in Editor ad make any required schedule
changes.
● Select the current status and update it to Published to Administrators if you need to see the
schedule in NSight or Viewer.
7. Once the schedule is finalized, navigate to the Schedule Manager to update the status to be published to
everyone. Click the current status and update it to Published to Everyone.
Note: You cannot have more than one schedule published online at a time for a given date. If you have a schedule
currently published and you publish a new schedule for the same dates (or any overlap of dates) the system
automatically goes to unpublish the previously published schedule and display a message letting you know a
schedule has been unpublished.
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How do I change the name of a schedule?

1.
2.
3.
4.
5.

Right Click on a specific schedule.
Click Get-Info.
Click on the current name of the schedule (next to “Schedule:”).
Enter in a new schedule name.
Click green Check Mark to the right.
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How do I publish a schedule?
Lightning Bolt gives you the opportunity to determine who specifically can and cannot view any given schedule, as
indicated by its status. Every schedule can have one of three different published statuses:
●

Generation Complete/Not Published: Nobody (neither administrators nor providers) can see the schedule
in NSight or Viewer, but administrators can still view and edit the schedule in Editor. Every new schedule
you generate is set by default to Generation Complete.

●

Published to Administrators: Only personnel with administrative access (defined in the Accounts and
Permissions section) can see and edit the schedule in NSight or Viewer.

●

Published to Everyone: All personnel in your group can see the schedule in NSight or Viewer.

To determine a schedule’s published status, navigate to the Schedule Manager and locate the Status column.

To change a schedule’s published status, click on an individual schedule’s status. In the pop-up, select the “Update
Status” button, choose your new status, and click on “Ok”.
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What are the different tools in Schedule Creator?
1. In the Administration menu, click on Schedule Manager.

2. Check the box to the left of the schedule(s) you want to address. Depending on which schedules are
selected, different tools become enabled.
Note: The status of the schedule you are selecting must be set to something other than “Generation Complete.”

3. Select which tool you want to us. These tools are also accessible by right-clicking on a specific schedule
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● Create a copy of the schedule

● Delete selected schedule(s)
Note: Schedule must be set to “Not Published.”

● Validate the selected schedule against the current set of rules
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● Auto-Generate on top of the current schedule
Note: This only fills in currently empty slots in the schedule.

● Archive selected schedule(s)
Note: Archived schedules go to a different view that you can switch to when you click on the
drop-down Active and select ‘Archived’

● Get-Info on a selected schedule
Note: The prompts window allows you to perform actions such as renaming the schedule, viewing
when the schedule is created and by whom, and linking to Runstat output where you can view the
schedule’s rule violations (see details in ‘Runstat Overview’ section)
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● Refresh Web Requests refreshes the requests made on the schedule
Note: This loads any requests made on the web on the schedule from when the schedule was created to
when the schedule is published

● Change Status to Not Published, Published to Administrators or Published to Everyone

● Open selected schedule in Editor
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RunStat (Rule Violations)
Once our solvers have finished auto-generating your schedule, you can visit the schedule’s RunStat page to see a
list of the rules that were violated in your schedule.

Accessing the RunStat page
● If your schedule has just finished generating:
When your schedule is finished generating, its status changes from Generating to Generation Complete. To access
your schedule’s RunStat page, click on its status.

In the pop-up that appears, click on View Violation. RunStat then opens up in a new window or tab.
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● If you are looking at an older or already published schedule:
If your schedule status is something other than Generation Complete (either Not Published, or Published to
Everyone/Administrators), you access its associated RunStat page by Right-Clicking your schedule’s name and in
the menu that appears click on Get-Info, or selecting the schedule and clicking the Get-Info icon in the options
bar.

You are going to see a pop-up appear on your screen. At the bottom of the pop-up, locate the Schedule Results,
Violations, Error(s) section and click on the arrow to open it up.
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Click Generation Complete. RunStat opens up in a new window or tab.

RunStat Overview
Types of Rule Violations and other details
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●

Hard Constraints/Rule Violations: Generally speaking, this section shows you all of your rules with a
priority of 1,000,000 or higher that were broken in the schedule generation process. If it is necessary to
break Assignment Demand, Compatibility, or other non-rule based requirements in order to build your
schedule, these types of violations may show up here as well. If you have any questions about what a
specific type of rule violation means (or about anything else on the RunStat page), please contact either
your consultant or the support line for more details.

●

Soft Constraint/Rule Violations: This section shows you the rules with a priority lower than 1,000,000
that were broken in the schedule generation process.

●

Rule Description: This is the name of the rule that is broken.

●

Rule Priority: This is the priority of the rule that is broken.

●

Personnel Involved: The personnel involved in the broken rule. Depending on the type of rule that is
broken, there may be multiple personnel that shows up in this column.
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●

Periods Involved: The dates for when the rule broke.

●

Assignments Involved: The assignments that are involved in the broken rule. Depending on the type of
rule that is broken, there may be multiple assignments that show up in this column.

Sorting
You can sort through your schedule violations by clicking on the column header for the column that you wish to
sort by. In the example below, you see that sorting by Rule Description lists the rules alphabetically.

Filtering
You can also filter through the list of violations to look at specific violations. To do this, use the drop-down lists
provided and check the information you wish to see, then click Apply.
Note: if you select multiple filters it takes the intersection of the two

Lightning Bolt | 81

Lightning Bolt Manual

Editor
Opening Schedules in Editor
Editor can be used to open up an individual schedule, regardless of its published status. It is designed for
administrators to make changes as efficiently as possible and never tracks changes or send email notifications.
There are several ways to open up a schedule in Editor:
1. From Schedule Manager
Access Schedule Manager by going to Administration - Schedule Manager
Within Schedule Manager, there are three ways to open a schedule in Editor. You can double click the
name of the schedule, right click - Open in Editor, or check the check-box and click the magnifying glass
icon near the top.

2. From Viewer
Hover over the orange LB icon in the top left and click Editor
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Once in Editor, select which schedule you want to open. It can help to sort by columns like Date Modified.
LB Lite view of schedules:

Administration-Schedule Manager view of schedules:

Editor Tools
There are several different tools to use in Editor, which can be switched by clicking each at the top right of the
screen.

●

Select
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Click the Select tool to open up the Select window. This tool provides the most information and is best when
needing to make a decision on who to place into a slot. The top ‘At a Glance’ shows a weekly preview the
assignment selected and personnel that is currently assigned to it (this is for a ‘by Assignment’ view and looks
slightly different in a ‘by Personnel’ view). In the main ‘Alternates’ window, a list of all personnel that is eligible for
the assignment is shown. It also shows what each provider is already working that day and their counts for
relevant tallies. The tally count columns are generally based on the start and stop dates of the schedule you have
open unless customized differently. Clicking on a provider swaps them in for that shift.

Click the pencil icon in the left box to open up options to add/edit a note, assign a custom time, and custom display
text. Click the checkmark to save. Click the +ADD button to add a slot for the assignment on the specific selected
date.

●

Fill
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The Fill tool allows for fast changes that can override assignment eligibility if needed. The ‘Fill’ window shows the
active provider that fills in on any slow with a left-click. That window can be dragged around the screen to where
it is most convenient. The left and right-hand icons snap it to the left or right side of your screen, and the pin icon
snap it to the bottom right.

There are several ways to change who the active personnel being filled is. The name field can be clicked, which
opens up a pop up to select new personnel. In this window, you can scroll to find personnel and click them, can
search by part or all of a name, and can use the arrow and enter keys to make selections as well.

When the Fill tool is selected, you can also bring up the Select Personnel window by typing any letter on your
keyboard. This opens up the ‘Select Personnel’ window and begins searching for the word.
●

Alternates

To use the Alternates tool, start by clicking a slot that you want to either populate (if it is empty) or swap in a
different provider. Clicking a slot opens the alternates window with a list of providers that are eligible for the
assignment. You can click a provider to swap them in, as well as searching and using the arrow and enter keys to
quickly find the right provider. This tool does not check for assignment compatibility.
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●

Remove

The remove tool is used to quickly remove scheduled personnel or assignments. When it is active, left-clicking any
slot clears any personnel that is in it.
●

Highlight

Highlight allows you to pick a color, and then pick personnel to highlight all of their shifts that color. A color can
only be assigned to one personnel at a time, and the colors fade away when switching to another tool.

●

Right-click
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Right-clicking any slot opens up three potential options to then left-click. Use sets your active tool to Fill for
whichever provider you right-clicked. Empty deletes a provider from that slot, and Add Slot adds an additional
slot to the assignment for that day.
●

Saving Changes

As you make changes in Editor, they are saved to a temporary database but not immediately committed to the
schedule. If the browser crashes or is closed, the changes remain where you left off in Editor. The number of
unsaved changes displays next to the save icon, which you can click to start the save process. When clicking the
Save icon, any violations that exist on the schedule is listed if they existed. Those violations are detailed in the
Editor - Advanced Features guide. Clicking ‘Highlight Errors’ prompts the error window on the bottom left of the
schedule to open where you can view the different error types. Clicking ‘Force Save’ saves all changes that were
made. You can also click the trash icon to clear ‘all changes’ that were made since the last save.
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How do I change Editor’s date range, view, and filter?
● Date range
When a schedule has too much information to load all at once, Editor automatically separates it into fragments. A
tab labeled Fragments appears at the bottom of the page, which can be opened and closed to bring up the
fragment selector. You can click the box of a fragment to switch to that date range.

● Views
You can switch views by clicking the name of the active view you are currently in at the top left of the page.

This opens up in the views sidebar, where you can select which view you want to pen. You can also set the view
you are currently on to your default view if desired.
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● Filters
Similar to changing views, to filter what is displayed so only some assignments show up, start by clicking the name
of the active view at the top left.

In the views sidebar, click Filter at the top. You can then uncheck any assignment that you do not want to display.
You can use All, None, and search in order to more efficiently filter the assignments to what you need.
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How do I use errors, daily sums, and change log?
There are three tabs at the bottom of Editor called Errors, Daily Sums, and Change Log. When a schedule is too
large to load all at once, a Fragments tab is also displayed.

Change Log - Undoing Changes
When you are making schedule changes in Editor, you can use the Change Log feature to keep track of every
change that you have made to your schedule since your last save. The Change Log also allows you to rollback your
schedule changes to any point in time between the present and your last save.

Opening up the Change Log
Once you have a schedule open in Editor, locate the bottom menu bar and click on the Change Log icon to open up
your list of changes.

A panel then opens up with a list of your individual schedule changes. Along with each change, the Timestamp and
User columns tell you when each change is made, and the username associated with each change.
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The color of each row denotes the type of schedule change made.
● Red indicates a removal/deletion from the schedule was made.
● Green indicates a fill/addition to the schedule was made.
● Purple indicates a replacement on the schedule was made.

Rolling back your changes
If you find that you have made some accidental or incorrect changes to your schedule, you can use the Change Log
to undo your changes and return the schedule to its previous state.
To rollback and undo your changes, open up the Change Log panel and click on the specific schedule change/point
in time that you want to roll your schedule back to. Once you click on a specific change, a pop-up appears.

Click Yes to finalize your rollback point.
Note: Rollback deletes all changes after the point you have selected.

Daily Sums
The Daily Sums tab can be clicked at the bottom to see what a tally count is for each day. Clicking Add allows you
to add any tally that exists, and you can scroll left and right to view the sums for each day.
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Errors
After attempting to save the schedule, you have the option to Highlight Errors instead of Force Save. The Errors
tab then populates if any errors exist.

●

Compatibility: A Personnel is on two or more shifts on a given day that are not set to be compatible with
each other.

●

Demand: An assignment is set to have a mandatory minimum amount of providers on it, and that amount
is not fully filled in. Generally, this means that a required slot is not populated.

●

Role: A personnel is scheduled for a shift that they are not eligible for.

●

Expired: A personnel is scheduled for a shift that occurs after their last active date.

●

Conflict: A change has already happened on that slot since the schedule was opened.
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User Access Roles and Permissions
Configuring User Access Roles
User Access Roles allow us to make one set of permissions for a group of people and can grant basic end-user
permissions as well as specific administrator permissions. They are found by navigating to Administration >
Accounts and Permissions > User Access Roles.

Once in User Access Roles, you see a list of the current roles and an add button. To edit an existing role, click on its
name. To add a new role, click + New Role. To clone a role and edit it, click the clone button and assign a name to
your new role

After clicking + New Role, you can define the permissions for that role with the corresponding tabs on the left.
● General
○ Generation information about the role can be added here, including the name and the description.
The role name is what you choose when assigning roles to personnel, so be sure to make it
descriptive enough. This tab also allows you to grant schedule and/or system administrator status,
and grant or restrict the Administrator functions available.
Once your role is open, set up which permissions the role has:
●

General information includes the name of the role and description. Also, from this tab, you can set up
whether or not the role has administrator access.
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●

In other tabs, organize your permissions.

●

Department/Template: the department to which the permission applies. If you use home departments and
templates you can specify these here.

●

Permission: the specific permission you are granting. Click the name of the permission to change the
permission.
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●

Personnel Types: click the blue text to change which personnel types the permission affects. Add Myself
to allow self permission. Other types allow access to other providers.

●

Assignment Types: click the blue text to change which assignment types the permission affects.
Note: Leaving the type as ‘None’ results in an error when saving. Delete permissions you do not need or
put in types in order to save.

●

To add a new permission, click + Add Permission.

●

Analytics: If Analytics is enabled for your group, you can grant analytics access and assign which reports
the provider is able to see. You can also set up which departments a provider can access in Analytics.

What do the Permissions Settings in User Access Roles do?
When setting up User Access Roles, specific access permissions have to be set. These permissions are separated
into categories.
Basic Tips:
●

There are department/template specifications for most permissions. If the permission is only for one
department then set the department. Use Home/Secondary departments and templates in personnel
settings to use one User Access Role for multiple departments of people.
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●

When setting up permissions, set the personnel types and assignments types that the permission applies
to. If there are alternate personnel type/assignment type combinations that permission applies to within
the department, use the + button to add a line to that permission.

●

Personnel Types and Assignment types must be specified. If left as None there is an error message when
trying to save.

●

If a new Personnel or Assignment type is created, you must add them to each permission line in the UAR in
order for anyone to see them.

Categories of Permissions:

General

●

System Administrator has access to all features of the site that is enabled and is required for access to
View Designer and the Departments tab in setup.

●

Scheduling Administrator has limited administrator access. Provides access to Accounts, Request
Manager, Layers, Mapping, and Scheduler. Limits access to Access Roles, Location, Reasons, Assignment
and Personnel Types, Denial Reasons, Categories, Titles, and the Request Window. A Scheduling
Administrator can change accounts’ User Access Role but cannot give people System Administrator
access.

●

If you check Accounts and Permissions Access, Schedule Manager Access, Request Manager Access, or
Setup Access, but do NOT check System Administrator, the access is not granted.
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Notifications

●

Schedule Notifications sends out emails regarding changes made to the schedule.

●

Request Notifications sends out emails regarding changes made to requests, i.e. when a status is changed,
a request is created/deleted.

●

If you use Locations, you can further limit notifications by location in individual account setup.

Reports

●

View Reports gives access to NSight Reports and Reports on LBLite. Specific reports can be made for
providers for quick access.
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Requests

●

View Requests: This allows the provider to see requests in both NSight and Viewer. If this permission is
not present they cannot access the NSight Requests page. If the personnel/assignment types do not
include everyone, they see only those to which they have access.

●

View Request Notes: This allows the provider to see notes on requests.

●

View Request Shift Reasons: This allows the provider to see shift reasons using the details tool if you have
reasons set up in your database.

●

View Request Denial Details: This allows the provider to see denial reasons using the details tool if denial
reasons are set up in your database.

●

Add Requests: This allows the provider to use New Request

●

Delete Requests: This allows the provider to Delete on the request page.

●

Modify Request Notes: This allows the provider to add or change request notes.

●

Modify Request Shift Reason: This allows the provider to add or change shift reasons if they are set up in
your database.

●

Allow/Deny Requests: This allows the provider to allow or deny requests and send requests pending.
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Schedule

●

View Schedule: Allow access to NSight Schedule and Viewer. If the personnel/ assignment types do not
include everyone, they see only those to which they have access.

●

View Schedule Notes: Allow the provider to see notes attached to slots on the schedule.

●

View Schedule Shift Reasons: Allow the provider to see shift reasons using the details tool if reasons are
enabled in your database.

●

Modify Schedule: Allow the provider to use the Delete, Replace, and Fill tools in NSight Schedule and
Viewer. Changes for non-admins go pending approval.

●

Modify Schedule Notes: Allow the provider to update the notes attached to slots on the schedule.

●

Modify Schedule Shift Reasons: Allow the provider to change the shift reasons, which are set in a different
tab of Accounts and Permissions, that is attached to slots on the schedule.

●

Allow/Deny Swaps: Give access to the Allow and Deny tool in NSight Schedule and Viewer.
Note: Non-admins cannot approve swaps they requested. Another provider or admin must approve them.
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Analytics

●

Analytics Access: If checked give access to the Analytics tab.

●

Access own change logs: Give access to the log of changes to the provider’s schedule. This access is listed
under Reports in the NSight drop down from the top toolbar.

●

Accessible Reports: Give access to specific reports the provider can access. Use the arrows to pick which
of those reports needs to be included.

●

Departments Accessible: Specify which department the provider can have analytics access. Check Home
Department to use the User Access Role for multiple departments.

Notifications
Notifications for an individual are set up in the User Access Roles permissions and Accounts section. If the below
is all set up, an individual user receives notifications:
●
●
●

Notifications for the department are enabled (requires System Administrator permissions)
Notifications for the User Access Role are enabled for the correct assignment and personnel types
The individual user has a valid email address in the email field in their personnel setting profile
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●

If they are not getting notifications on schedule changes, ensure that the changes are being made in
Viewer as Editor does not track changes.

You can also set up notifications to go to multiple email addresses through a single account. To do this, enter
multiple email addresses separated by a comma in their email field in their personnel profile.
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How do I create and manage User Accounts?
How do I create a User Account?
After you have logged in, navigate to the top menu and click Administration > Accounts and Permissions.

In the Accounts and Permissions page, locate the user you want to create an account for and click the Create link
in the Actions column next to their name.

Choose a Username for your user, and add their email address if necessary. Please make sure that the email
address is one that your user checks frequently, as they soon receive an email with their login information and
instructions on how to set up their account.
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Once you have filled those fields out, select a User Access Role for your user. This determines their permissions to
view/modify the schedule, requests, reports, etc. in Lightning Bolt. Finally, make sure the Send an email to above
address option is checked off (it is automatically checked off by default).
Tip: If you un-check the Send an email to above address parameter, you can manually set a password of your choice for
your new user. This can be useful in situations where you are setting up an account that is shared amongst multiple people.
When you’re done, click Add User. Your user is going to receive an email from system@lightning-bolt.com with
instructions on how to set up their password and log into Lightning Bolt.

How do I add or remove access to schedule views?
Once you’ve set up your user’s account, you have one final step to take. You need to give them access to some
schedule views.
If you are still using NSight, simply add their Accessible Schedule Views from their account page:
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If you are using Viewer, please see the instructions for View Designer to give your user access to views.

How do I edit an Account?
To edit a pre-existing account, navigate to the Accounts page and find the user’s name.

In the Actions column, click the Edit link next to their name. You are taken to the user’s account page, where you
can edit any of the fields by following the instructions above.

How do I delete an Account?
To delete a pre-existing account, navigate to the Accounts page and find the user’s name. Then, in the Actions
column, click Delete next to their name.
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Note: Please keep in mind that once you delete a user’s account, all of their settings (User Access Role, accessible
schedule views, default view) is completely erased. You need to re-configure all of these settings if they need an
account again in the future.

Lightning Bolt | 105

Lightning Bolt Manual

Miscellaneous Permissions
●

Personnel & Assignment Types can be used in permissions to determine what schedule data people can
see. All personnel and assignments are part of the “default” type unless you make changes to it.
Tip: If you do decide to use new personnel or assignment types, make sure to grant access to them in the
appropriate User Access Roles or they won’t be visible on the schedule.

●

Personnel Types
○ For example, you can use three personnel types (i.e. MD, PA, Nurse) to define specific people.
Then, if you have Residents accessing your schedule, you can only allow them to see the MD
personnel type rather than the whole hospital schedule.

●

Assignment Types
○ For example, some groups use a “Hidden” assignment type for fake assignments used in scheduling
rules that they don’t want to clutter up their schedules. Other groups may use specific assignment
types for Clinic, OR, etc., and grant everyone permissions to see the OR assignments but only the
doctors to see the Clinic assignments.

●

Shift Reasons can be used to provide more details about a certain shift. It’s more powerful than the notes
function since you can run reports on shift reasons if you have the Analytics package add-on. An example
of shift reasons may be for an Off or Out of Office assignment. Potential shift reasons can be “Jury Duty,”
“Maternity Leave,” “Sick,” “Conference,” etc.

●

Denial Reasons provide a way for administrators to indicate why a request may have been denied.
Example denial reasons may be that you have no remaining days off, there’s not enough coverage, etc.

●

Locations provide a way for admins to have one assignment that can exist in multiple locations. Rather
than having multiple Clinic assignments, you can have one assignment with multiple locations, and the
admin can assign each slot to a specific location.

●

Categories can be used to filter down specific assignments for reporting. If Categories are configured,
they can also be included in the email notifications that are sent.

●

Titles can be used to filter down specific views. For example, if you only want to see the MDs, you can use
Titles in the view to do that.
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