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Logging into the app: 

1. Your caregivers must have a username and password in their profile, and the 

Login Allowed checkbox must be checked!  

2. Inactive status caregivers cannot login the app.  

3. Confirm that your caregivers have downloaded the correct/most recent 

version of the mobile app.  

4. If they see the Credentials are Incorrect popup, it can mean one or more of 

the things below: 

● The company code has been entered incorrectly. 

● Their user ID has been entered incorrectly. 

● Their password has been entered incorrectly. 

Ask for a screenshot of the company name and code fields to confirm this is 

entered correctly. If you know the caregiver’s user ID and password, you can 

test logging into the app on your phone. If you can login, but the caregiver 

cannot, the caregiver is entering something incorrectly. 

5. BlueSky Support will not provide support to your caregivers. We cannot reset 

usernames, passwords, or check the Login Allowed checkbox in your 

caregiver profiles. 



 

Scheduling:  

If a caregiver says “I don’t see any jobs,” check: 

1. Ask the caregiver to click the Jobs icon and then pull down to refresh the 

screen. 

2. If #1 doesn’t work, ask the caregiver to click the three blue lines in the top 

right corner of the app, and then click the words Clear Cache. This will 

refresh the shift/job call out. 

3. If they’re actually scheduled to work any shifts in the upcoming week. If they 

are, there won’t be any open jobs for them to apply for. BlueSky doesn’t 

allow double-booking. 

4. Check the Degree and Specialty in that caregiver’s profile against the degree 

and specialty of shifts entered in BlueSky. If the degree and/or specialty do 

not match, there won’t be any open jobs for them to apply for. 

5. If they’re on a Contract in BlueSky and that shifts have been pulled from this 

contract. Shifts must be pulled from contracts in BlueSky before your 

caregivers can clock in/out of them. How do you pull shifts from a contract? 

Follow the steps below: 

a. Login to BlueSky.  

b. Click Scheduling > Contracts.  

c. Filter to the appropriate region, if you have more than one. You can 

also filter for the caregiver’s name.  

d. Click the Pull Shifts icon:  



 

e. Confirm the Dates are correct: 

 
f.  If they are, click OK. You’ll see this popup: 

 
g. To remove dates that were not worked, check the box in the Del 

column to the left of those dates. Then click the red X in the bottom 

left corner of this popup.  

i. If there is no unit, shift, start time, or end time, you must enter 

it before you can create shifts.  

ii. Make your changes, then click Create Shifts. Your screen will 

refresh itself and you’ll see the contracts grid. 

 

 



 

6. Check for DNR/WNG flags in the caregiver’s profile. 

● In BlueSky, click Entries > Caregivers. 

● Click on your filter, select the region if you have more than one, and the 

caregiver’s name. 

● Right-click on the caregiver’s name and click the word Employment. 

● Scroll down to DNR/WNG to look for a flag at a particular facility and /or a 

particular unit in a facility. 

7. Check Placement settings in your BlueSky system. You can do this in the 

order below: 

a. Click Admin > Setup > Company Setup.  

b. Click on the name of the region, then click Edit.  

c. Scroll down to Entries Flags.  

d. If the box is checked, go to the caregiver’s profile and click the 

Placement tab. Look for a placement in a specific facility and/or unit 

in that facility.  

e. If the box is unchecked, go to the facility profile and look for the 

Placement heading:  

If the Use Region Settings box is unchecked and the Show open Shifts/Needs only 

to placed Caregivers box is checked, go to the caregiver’s profile and look for a 

placement in that facility and/or unit in that facility. 

 

 

 



 

If you don’t want your caregivers to be able to apply for open jobs: 

Follow the steps below: 

1. Login to BlueSky.  

2. Click Admin > Permissions > Permissions.  

3. Select your company level, and select the Caregiver User Group:

 
4. Click OK.  

5. Click the + next to Scheduling.  

6. Click the + next to External Shifts.  

7. Click on the word Shifts.  

8. Change the permission to Not Accessible.  

9. Click OK.  

10.  Click Save.  

11.  If necessary, click on the word Needs in this same list.  

12.  Change the permission to Not Accessible.  

13.  Click OK.  

14.  Click Save. Instruct your caregivers to log out of the app and log back in to 

apply the change.  



 

15.  If your caregiver clicks on an open job in the app, they’ll see this screen:

 

 

 

 

 



 

If you don’t want your caregivers to be able to confirm a shift 

assignment: 

Follow the steps below:  

1. Login to BlueSky.  

2. Click Admin > Permissions > Permissions.  

3. Select your Company Level and the Caregiver User Group.  

4. Click the + next to Scheduling.  

5. Click the + next to External Shifts.  

6. Click the + next to Shifts.  

7. Click the + next to Tabsets.  

8. Click the + next to Shift Request.  

9. Click the + next to Sections.  

10.  Click on the words Confirm by Caregiver.  

11.  Change the permission to Not Accessible.  

12.  Click OK.  

13.  Click Save. Instruct your caregivers to log out of the app and log back in to 

apply the change. 

 

 

 

 

 

 



 

Expenses:  

You’ll define the list of expenses your caregivers can submit in your BlueSky system. 

1. Click Admin > Setup > Payment Types:  

2. Click on the name of a payment type and look for the Show to Caregiver 

checkbox:

 
3. Check this box to make this “expense” visible to caregivers in the mobile app.  

4. Click OK. 



 

App Performance  

Caregivers do not have to delete and reinstall the app for issues such as logging in 

or seeing their scheduled shifts. Closing the app will refresh it. Instructions for 

different types of phones are below: 

iPhone with home button: 

1. Double-press the Home button.  

2. Swipe side-to-side through your apps until you find BlueSkyMSS.  

3. Swipe up on BlueSkyMSS to close it. 

iPhone X, XS, and 11 with no home button: 

1. On the Home screen of your phone or while in the BlueSkyMSS app, swipe 

up from the bottom of the screen and pause while still pressing the screen. 

2. When the App Switcher comes up, swipe left and right through the different 

app cards to find BlueSkyMSS.  

3. Use a quick swipe upwards to close the app. 

Android 

1. View the running apps on your device.  

2. Swipe up and down or left and right (depending on your phone) to find 

BlueSkyMSS.  

3. Swipe up on the app you want to close.  

 


