
In-Direct (Time Off) Requests 

Using  PS3 MySchedule 
Quick Reference Guide 

For Preferences & View Assignments 

Signing On 

Step 1: The PS3 MySchedule application 
can be accessed from any computer with 
internet access. Begin by launching: 
http://myschedule.kp.org 

Step 2: Type in your User Name = Your NUID

Step 3: Type in your initial password 
= changeme. 

Step 4: Click the button. 

How to Make Vacation Requests 
Step 1: Begin by turning on Show All 
Categories in order to see all time off requests. 
All boxes should be checked. 

Step 2: For Vacation requests, click into the day 
for which you would like to make a vacation 
request and select Preference In-Directs link. 

Step 3: Under Type, select In-Direct. 

Step 4: 1)You can enter Vacation preference for multiple 
dates by adjusting the Date To section. You can request 
up to a time span of 2 weeks for each entry; 2) For 
multiple days, please unselect the days you are not 
normally working; 3) You can specify the specific hours 
you want off and/or request part day vacation if allowed 
by your department; 4) make sure to choose Category = 
Vacation; Any comments is limited to 50 characters.

Step 5: The system will confirm your submittals 
immediately. Your In-Direct- Vacation requests will 
appear as a request in brown. 

Steps 1-2: For In-Direct requests, repeat steps 1-2 from 
the How to Make Vacation Requests.  An In-Direct is 
non-patient care time such as sick, birthday holiday, 
CESLA,…  but can also be used to request full day, and 
part day time off, if it meets department protocols.

Step 3: Under Type, select In-Direct, then select the 
specific reason under Category. 

Steps 4-5: Repeat steps 4-6 from the How to Make 
Vacation Requests. 

Step 6: Your In-Direct request will then appear on 
the calendar. It will look similar to the image below. 
You can click into it to see your request details.

Posting Messages 

Messages should only be sent to cancel a time off 
request already made or to request swap of shift with 
another staff member, if it follows department protocol 

Step 1: Click on the date your message is regarding 

and select the Messages link. A “Memos” window appears. 

Step 2: Type in your Subject and Message. 
When finished, click the  button. 

The icon is displayed on the calendar. 

 Note: If you need to see the details and reason behind your 
request, click on IN8.

Note: If you need to see the details and reason behind 
your request, click on IN8.

http://myschedule.kp.org/


  Changing Your Password 

For your security, after the first time you login, it 
is advised that you change your password. 

Step  1:  Click  the  Home  menu  item  and 
select Change Password. 

Step 2: Type in the Current Password = 
changeme if it is the default. 

Step 3: Type in the New Password of your choice 
(minimum 8 characters, it is case sensitive) 

Step 4: Re-enter your new password twice and 
click  button. 

Under Construction 

A schedule under construction will have 
construction tape on all of the dates within 
that 28-day schedule. When a schedule is 
under construction, you are unable to make 
any Preference Assignments or Preference In- 
Directs. Please wait until the construction 
period is over to make your time off 
requests. For urgent requests, see your 
Manager.

Once the construction period is over, you will 
be able to see your assignments and make 
time off requests again.

Viewing Your Assignments 

Step 1: To view your schedule, click on the 
Scheduling menu item and select My Schedule. 

Step 2: Your schedule is displayed in a calendar 
format. 

Step 3: To navigate to different months’ schedules, 
click on the arrows in the mini calendar in the upper 
left hand corner to get the month, and then make 
sure to select a day for the month to load. 

Step 4: To ensure that you are looking at just 
confirmed and approved assignments, click on My 
Work Schedule. 

Note: If no assignments are displayed, it simply 
means your schedulers/managers have not generated 
that schedule yet. 

Making Preference Requests - Shifts 

Step 1: Begin by turning on Show All 
Categories. All boxes should be checked. 

Step 2: Click on the desired date in the 
calendar and then click on 
the Preference Assignments link. 

Step 3: Use this feature only if availability is 
requested by your Department Manager. 
Select the Date Range by adjusting the To Date. 
Select the Shift Availability you are making yourself 
available for – you can select up to 5 at a time for 
each entry. If you need to request more than 5 Shift 
Types, then do another entry. You can also make the 
selection across a 2 week span.  If you make yourself 
available for D0 - All Day shift, your department can 
assign you any shift for that day.

Step 4: When you are finished, click the 
button. 

Step 5: Click the  button after 
confirming your submitted entries. 

Need Help? 
Contact PS3Support@kp.org 

via Lotus Notes. 





PS3 MySchedule Legend Definitions 
In PS3 MySchedule, the colored legend is designed to allow you to quickly differentiate 

between: 

• Assignments – confirmed and approved shifts and time off by management;
•

Preferences – requests made online that still need approval; these will stay on  your
schedule whether the requests are approved or not

•

Regulars – Core shifts that are built in your profile, but have not been assigned

Confirmed and Approved Assignments 
An “Orange” Assignment is a confirmed shift. If you see an 
“Orange” Assignment on your schedule, you are working that 
day. 

"Swimming Pool Blue" In-Direct Assignments are approved non-
patient care time such as: Vacation, Sick, Meeting, Birthday 
Holiday, CESLA/AB109. 

Requests 
A Preference is a request to work an additional shift. It is simply 
a request until it is approved and confirmed by your manager. If 
approved, you will also see an “Orange” Assignment on your 
schedule along with the blue Preference request. 

In-Direct Preferences are requests for any non-patient care time 
off work such as Vacation, Holiday, or CESLA/AB109. If approved, 
you will also see a "Swimming Pool Blue" Assignment on your 
schedule along with the brown In-Direct Preference. 

Core Shifts 
The Green Regulars are your core shifts, which are on your 
contract. These shifts have not been confirmed or approved.  
When the shift is assigned, you will also see an “Orange” 
Assignment on your schedule along with the green Regular.
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