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HOW TO MATCH AN ORIENTEE WITH A PRECEPTOR 

 

VERIFY THE FOLLOWING BEFORE YOU BEGIN: 

o The orient must have shifts scheduled in the Advanced Schedule View (ASV) in the ORI activity code 

o Primary preceptor must be scheduled in the Advanced Schedule View (ASV) in the WRK activity code for 

some of the same dates as the orient 

STEPS FOR MATCHING AN ORIENT WITH A PRIMARY PRECEPTOR: 

1. From the blue menu bar across the top select Assignments  

2. Select Orientation   

3. Type the Orient’s last name and then select the tab key  

4. When the *Orient’s name displays in the field, select SUBMIT to open Orient Preceptor Matching  

5. The Orient’s name is displayed with a list of their scheduled shifts. Above the list of shifts is a Primary 

Preceptor box with a dropdown to select the primary preceptor – select the dropdown, select the 

primary preceptor, and then select Apply  

6. The primary preceptor applied to each day displays in the Assigned Preceptor field, on the row for each 

shift that they are scheduled - if there are any blank boxes for Assigned Preceptor use the look up icon 

to select a preceptor for that shift 

7. Select SAVE at the top right-side of the page – “Your changes saved” displays in red below the list of 

the orient’s shifts 

The preceptor/orient match will display at the top of the assignment sheet for each shift matched. The orient 

will also display with the preceptor assignments in the printed version of the assignment sheet.  

WARNING MESSAGES: 

• If the preceptor is already matched with a different Orient on any of the matched shifts, the other 

Orient’s name and shift time will display in the Other Orient column and “Preceptor already assigned to 

other Orient” displays in the Warnings column 

• If the selected preceptor’s scheduled shift time does not match the Orient’s scheduled shift the 

following warning displays: “Assigned preceptor’s shifts (shift time) differs from Orient’s shift” 

*IF YOU ARE NOT ABLE TO FIND THE ORIENT’S NAME IN THE SELECT ORIENT FIELD CHECK THE FOLLOWING:  

• That the orient is scheduled to ORI activity, if they are scheduled to WRK they will not display in the 

select Orient list 

• Make sure the schedule is published - if the shifts are unpublished, then the Orient will not be available 

for you to match with a preceptor. Once the schedule is published the Orient will display for matching 

• Verify the spelling of the name by going to Employees>employee 

 

SEE SCREENSHOTS WITH NUMBERED STEPS ON THE NEXT PAGE 
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