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Flexible Closure for Center Based Providers 

Adding a Flexible Closure for a Center Based location:  
 

1. Navigate to Provider details page for the location 

where the Flexible Closure needs to be added. You 

can get to this page using 

a. My Providers dropdown 

OR 

b. Searching for the provider using 

Quick/Advanced Provider search 

2. Select Manage Schedule from the Action menu 

3. Click Go. 

4. Review the existing closures to ensure the provider 

doesn’t have any closure(s) on the day they requested 

the Flexible Closure. 

5. Click Add 

a. Select Closure type 

‘Flexible Closure’ 

b. Enter Start Date 

c. Enter End Date 

d. Enter a comment 

6. Click Save. 

7. Repeat Steps 5 and 6 for 

additional closure days 

8. Click Save at the bottom of the 

page once you are done adding closures for the selected provider. 


