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Automated Updating of the Daily Roster with the Schedule
Module and Automated Tasks

Using automated tasks and the schedule module will allow set interval updates to the daily roster. To
accomplish this, the following steps need to be followed.

1. Open the Schedule module by selecting the Sched button on the main
Firehouse taskbar. When the schedule modul e opens the screen should el

; Sched
appear like the one below.

EE scheduling Console 12 x|
Staff ID [Name [Act Code | Rolefs) [Pasition | Start Time |Hours | &1 Shitt [ Mormal Shift | Start Date |End Date | Enc«| Showing Scheduls Filtering |
=1 Working Staff on Duty

L. [S]la"'m ! |cFDD3 J| 45/96 after 9/4/2006
=] Unassigned Unit p
|-9998 FIREFIGHTER, & 0D 030000 24 Yes  Yes 01/26/2000 0 /272008 gag | opins & Staff Status At
0452 GIGRAY, WiILLIAM OD 59 oa:00:00 24 es Yex 01/26/2008 01/27/2008 08:( 01 /2642008 Jlgg:mﬁg J Haw
0235 MYE, ERIC 0D 59 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% L
0230 OHLS KEITH W 55 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% T Same Any
L0237 TONEY.JOE KDF 59 0200:00 24 Yes  Yes 01/26/2008 01/27/2008 021 2> | o< ghin | 2] ¢ shit|?
E Unit 101
0223 BLACK, BOB oD 57 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% it Activi
9357 FIREFIGHTER.C 0D 0E0000 24 Yes  Yes 01/26/2008 01/27/2008 D81 Creste/Bdit Activly | _ Transferto Roster
0152 MAIELLD, MARC 0D 55 020000 24 Yes  Yes 01/26/2008 01/27/2008 021
L0461 VINEYARD, CHAD 0D 59 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% #id Exchangs Estended Leave
E Unit 131
0207 BERRYMaN, DEE 0D 59 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0%
L0197 CARICO,BRAD 0D 55 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 021 ;
L0231 DAVIES, KEN 0D 57 030000 24 Yes  Ves 01/26/2008 O1/27/2008 08 e ceoie | Pzt St |
9995 FIREFIGHTER,E 0D 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% : :
L0454 ZACHARY, K.C 0D 54 0000 24 Yes  Yes (11/26/2008 01/27/2008 08:( Shift Name [ Shift Code |
=1 Unit 141 CEhit C
0198 DAREIN, DUANE 0D 53 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0%
9399 FIREFIGHTER. B 0D 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0%
Unit 171 |
L9595 FIREFIGHTER.D 0D 020000 24 Yes  ‘Yes 01/26/2008 01/27/2008 031
[E Station 2
EUnit 102
| F0222 HOGG, JOHM 0D 55 0300:00 24 Yes  Yes 0 xzsx?nus 01/27/2008 Dﬂd
4 »
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AP | 02/28/2008 IUS;1U:53 | how
4 Fabruary AR 008 A | 035a/00 -~ Same Ay

G Dz/zasen I I =T I R T T
Sun Mon Tue Wed Thu Fri Sat P 02/29/200:

Create/Edit Activity Transfer to Roster

B 02/23/200

1 2 | p o223z
2. Use the Ca| endar ; . i ) : . . g ggggggg; &dd Exchange Extended Leave
g:it:?\TV:]OergeoytgutC\?ant 10 I 12 13 14 18 16 oz _ AP | S |
to start scheduling for St Hame | Shi Code !
. (AT T R T N - R - R B - )
your shift. : 0228/

B 02/29/200
24 25 26 27 23 b 02/29/200

i

Date |EndL

=l

wIl

B T | 09:10:53 J oK Cancel

3. Using the drag and drop method, move your personnel to reflect station, unit or activity assignments.
Once you have made the scheduling changes you can close the scheduling module. Automated tasks
have been set up to update the daily roster activity seven times throughout the 24 hour shift.
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Entering Multiple Personal Leave, Kelly Day or Workmen'’s
Compensation Dates

1. Open the Schedule module by selecting the Sched button on the main

Firehouse taskbar. When the schedule modul e opens the screen should

el

; Sched
appear like the one below.

18]
Staff ID [Name [ st Cade [ Ralefs) [ Pasition [ Start Time [Hours [41Shift | Mamal Shift [ Start Date |End Date |Enca| Shewing Schedule Filtering. . |
1=l Working Staff on Duty ]

B | CFDO3 J | 48/96 after 9/4/2008

E Unassigned Unit

Shifts & Staff Status At

9998 FIREFIGHTER, & 0D 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0%
0452 GIGRAY, wILLIAM 0D 59 08:00:00 24 es es 01/26/2008 0/27/2008 08 Im /2642008 JI 09:10:53 J Mow
0235 MYE, ERIC 0D 59 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% L
0230 OHLS,KEITH  wiC 55 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% AN NN
L0237 TOMEY.JOE KD-F 59 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% L Shift Shift
EHUnit 101
0223 BLACK, BOB oD 57 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% it Activi
9357 FIREFIGHTER.C 0D 0E0000 24 Yes  Yes 01/26/2008 01/27/2008 D81 Creste/Bdit Activly | _ Transferto Roster
0192 MAIELLD, MARC 0D 55 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0%
4o :;:s:gx{msmno, CHAD DD 59 020000 24 Yes  Yes 01/26/2008 01/27/2008 021 fid Exshangs T
0207 BERRYMaN, DEE 0D 59 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0%
0197 CARICO,BRAD 0D 55 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% ;
| 0231 DAVIES, KEN oo 57 0B:00:00 24 Yes  ‘Yes (1/26/2008 01/27/2008 081 Add Personnel | fieassion Staff |
9955 FIREFIGHTER,E 0D 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 0% : :
L0454 ZACHARY. K.C 0D ] 00000 24 Yes ‘e (/2642008 01/27/2008 03[ Shift Name | Shitt Caode |
= Unit 141 CShift C
0193 DARBIN, DUANE 0D 53 030000 24 Yes  ‘Yes 01/26/2008 01/27/2008 030
9399 FIREFIGHTER. B 0D 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 050
Unit 171 |
L 9595 FIREFIGHTER.D 0D 0300:00 24 Yes  Yes 01/26/2008 01/27/2008 050
[= Station 2
EUnit 102
| F0222 HOGG, JOHN 0D 55 0300:00 24 Yes  Yes 0 xzsx?uus 01/27/2008 uii;l
4 »
36 02z SHSSSin &
A — [02r2872008 [ J[091055 " .| Mow
Februar; 2008 |
B 02/29/200 i Shift Shift
Sun Mon Tue ‘Wed Thu Fri Sat P 02/29/200
Create/E dit Activit Transzter ta Roster
b 02/29/2001 b
2. Usethecadendar 1 2 | b ozezeszon
B 02/29/200
button to go to the b 02/29/200  9d Ewehange Estended Leave
. . 3 4 5 5 7 8 gl
first shift the member b 02/29/2001 _
b 02/29/200: Add Personnel Heassign Staff
has selected a 10| 1 12 | 12 | 14 | 15 | 15
Ehift Mame | Shift Code
personal leave, Kelly -
17 | 18 | 19 | ;| o 2 | = B Shitt &
Day or Workmen's p 0225/200
ay g ) B 02/29/2001
. 2 | x| ® | X 29 p 02/28/200:
compensation shift b D228/
b
2pla Time:[ 031053 J oK Cancel | Date [EndL
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EE scheduling Console

Staff 1D |Mame | 4ct Code | Rolefs) | Pasition | Start Time [Hours [0 Shift [Momal Shitt [Start Date [End Da «
= Working Staff on Duty
[ Station 1 |
=[Unassigned knit
3. Onceyou are on the T 5338 FlﬂEFEgT{TEH,A o TBOLI0 28 Ves  Yes 272572008 D22
. . E Unit 101
correct date, hi ghllght 9997 FIREFIGHTER, C 08:00:00 Yes 02/26/2008 02/29/%
th b DAN -0 Yes 02/25/2008 (2/79/2
e members name
i E Unit 131
and drag it to the 0205 BIRCH, DEWAYNE 08:00:00 02/28/2008 02/23/2
: : 9935 FIREFIGHTER, E aD ORO000 24 Yes  Ves 02/26/2008 02/29/2
Unassi gned Unit 0209 RODRIGUEZ, FREDDIE 0D 57 080000 24 Yes  Yes 02/28/2008 02/29/2
0202 SCOTT. TIM on 55 DEO000 24 Yes  ‘es 02/28/2008 02/23/2
group located under B Unit 141
. . 9339 FIREFIGHTER, B oD DEONOD 24 Yes  ‘es 02/28/2008 02/23/2
0214 HARTWIG, DANNY aD 53 0RO000 24 Yes  Ves 02/28/2008 02425/
ion lLinthe
E Unit 171
; 0218 ALLGOOD, MELINDA oD 57 DEONO0 24 Yes  ‘es 02/28/2008 02/23/2
Worki ng Staff on Esaas FIREFIGHTER:, D aD ORO000 24 Yes  Ves 02/28/2008 02429/
: 0216 REYNA, JESUS aD 53 0R0000 24 Yes  “es 02/28/2008 0242502
Duty section. B Station 2
EUnit 102
0457 BAILEY, RO oD 53 ORO000 24 Yes  Ves 02/26/2008 02/29/2
D4ED GAMMEL, TERRY oD 53 00000 24 Yes  Ves 02/28/2008 02/25/—
0201 HARRIS, JOHN aD 57 ORO000 24 Yes  Ves 02/28/2008 02429/
I 0213 SEIDENSTUCKER, DUANE 0D i 0R0000 24 Yes I Yes 02/28/2008 02/25/2
4 »
Scule Personneeassignment-fnr UIEB N i I N ‘"mmy:
F 5D
=|0193 _|[LLavp.Ron ml f
Activity Code Activity Type Start Date/Time
F L
E [ Al e 02/26/2008 J 08:00:00
= Position ™ Medical End Date/Time
; [ J| I~ Rescue 02/29/2008 J 02.00:00
Rolels) ¥ Other Mates =
| = e =
E Station Shift Unit Hours Worked Credit Points
- = “Y'ou only need to
When you drag the staff members name to J ATl T =wd s geis
+ | Payroll Calculation iy e [
: 1 H & | Hours Paid Pay Sealz I= Credi Both Hours Paid and Pay Scale
unassigned unit the Shift Personnel o I [ = T e
H HH H H om the original [ 01/26/2008 09.23:45
Reassignment or Addition screen will o P b sy e e ]
open up as Shown on the |eft bd OW. Add [ms7 .| [EaAICD AeD [o172672008 |, [[os 525
. .. .  Addiional Start Dates
the appropriate activity code in the {0 r Wooe | Xome | Browe |
Activity Codefield. Therequired
Position field will become no required and T —
1 1 1 1 F stait D
nothing has to be added in this field. ifre [ e |||
When you compl ete the shift filed your
]
. . . . £ [KDH | [KeDay - Hand ik I Firs 02/28/2008 J 08:00:00 M
Approved By information is automatically ‘= Mool | cnepamro
entered ; | | I Reseue vzrzszos |00
. Role(s] ¥ Dther Notes =
o [ i =
E Station Shift Unit Hours Worked Credit Points
| Y B = A
% [ Payroll Calculation bt ehizigs
& for this j
< e Pay Seale J I~ Credit Both Hours Paid and Pay Scale it et bl
F 26005 e P Ste s Mot laia st the akias EUEst Date/Tine
H from the original 3
3 [¥ Include This Staff Member In The On Duty Activity 535‘9”’”5’“; DVEE/2008 J P
1 Approved By Approval Date/Time
BEG JIEAHIED,BHAD [o1/2872008 J| 09.29.25
| Additiondl Start Dates
[ | [ Save | ¥ Delete | * Closs |

i i 1 .21

TTHINGEY_GHET 17 TR

T Tr
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5. To enter additional dates select the

3-dot box on the Additional Start EEITEE—— =
Dates, pictured in the last c m « = )| I
illustrationonthe previouspage, to -~~~ | a2 200 = f
open the calendar to select the | j e I
additional dates for the staff 12 | s ||
member as shown in the picture on i .
theright. Advance through the year e
by using the right arrow in the oz a1 17
month box. Double click on the |
date or the right arrow next to the el |
Selected Date field to move the s =1 2 === 5 =
date over. Once you have entered i i
all the dates for this activity code I [ | e I
select the OK button. i — P—— —
-
F staffID 4z
I [oas JlLLDYD,RDN M i
6. The picture below " oty Code acivty Tyoe] StatDateTine
demonstrates what F[ KDH J] Kelly Day - Hard Pick I~ Fire [02/28/2008 . |[oe:00:00 -
your entry should - Bpiediesl | BTl i
look like before you F | -l I Rescue | [022872008 . |[0em000
Fiole(s) [ Other Motes E
select the Save button | N = = [
to enter the datesinto £ Station shit  Unit Hours Worked  Credit Paints -
the schedule module, [ EL]] | [ 20 [ 00 ifoihe e
If everything is ] Payral Calculation . | | Fgﬁh"fg” e =
+ | Hours Pai e I~ Credit Bothy Howrs Paid and Pay Scale ) )
correct, select the a1 24003 | o il e el e e Zfs'ﬂﬁnfftﬁ'ig'fu‘g's" Request Date/Time
Save bUtton to make 5 Approved B IV Include This Staff Member In The On Dty Activity Zg;?gr;;r:lt'gmal Lm J:::lz[n)ujeﬂﬁl pee
your entry. ' |DD1D9? : JlCAFIIED,BHAD ||DD:J2B£2DDE .|[o32925
Additional Start D ates
( | 03412/2008,04/16/2008,05/16/2008 = save %l K Delete | Q¢ Close |
SEY_LEFIS TR TTEATRSE Y R F 15 5 L0 1220 L — e XTI T

7. In the bottom part of

the S:hedUIe screen Aggighed ID IAssigned Mame IHepIacement 1D IHepIacement Mame IHDIe[s] IF'osition IStartTime IHours IAII Shift IStartDate |End[
Where approved and There are no Approved Exchanges

unapproved There are no Unapproved Exchanges

eXChangeS and = APD%T;?:L?;SEs[;?;?flrr]\ltgﬂ 0218 ALLGOOD, MELINDA, 57 08:00:00 24 s 02/28/2008 02422
reassignments are B M e LoV Fon e e A
| |Sted the entry W| | | 0226 TIMINSKY,.GREG 0226 TIMINSEY, GREG 57 08:00:00 24 Yes 02/28/2008 02425
ShOW up under the There are no Unapproved Reassignments

approved « | |
reassi gnments section.
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Staff 1D | Name | At Code | Rolefs] | Position | Start Time | Hours |40 Shift | Normal Shift [Start Date [End Date
E Working Staff on Duty
[ Station 1
[=lUnassigned Umnit
. 5338 FIREFIGHTER. & o 0B0000 24 Yes  Yes 02/26/2008 02/23/200
8. The entry wi |l also show 0139 LLOYD, RON KD-H 53 030000 24 Yes  Yes 02/28/2008 02/23/200¢
; ElUnit 101
assi 9397 FIREFIGHTER, C Al 030000 24 Yes  Yes 02/26/2008 02/23/200
up P”der _the Un gned Euzm KINNEY. DAN an 59 030000 24 Yes  Yes 02/28/2008 02/23/200:
02268 TIMINSKY. GREG an 57 030000 24 Yes  Yes 02/26/2008 02/23/200:
Unit section on the top Lyt
0206 BIRCH. DEWAYNE an 59 030000 24 Yes  Yes 02/26/2008 02/23/200:
part of the schedule Eaaas FIREFIGHTER. E an 030000 24 Yes  Yes 02/26/2008 02/23/200:
: 0203 RODRIGUEZ. FREDDIE 0D 57 020000 24 Yes  es 02/28/2008 02/23/200:
module. The entry will 0202 SCOTT, TIM ) 55 030000 24 Yes  Ves 02/28/2008 02/23/200:
. L ElUnit 141
list the activity code that 9939 FIREFIGHTER, B 0D 020000 24 Yes  Yes (12/28/2008 02/29/200
0214 HARTWIG, DANNY il 52 00000 24 Yes  ‘es 02/28/2008 02/23/200
was selected for the EIUnit 171
b h . t H%lahon 2
em Unit 102
m er when It was 0457 BAILEY, ROB an 59 030000 24 Yes  Yes 02/26/2008 02/23/200:
entered 0460 GAMMEL. TERRY an B3 020000 24 Yes  Ves 02/26/2008 02/23/200:
: 0201 HARRIS. JOHN il 57 030000 24 Yes  es 02/26/2008 02/23/200
0213 SEIDENSTUCKER. DUANE 0D 55 030000 24 Yes  Yes 02/28/2008 02/23/200:
< | >l

Moving Previously Selected Personal Leave, Kelly Day or
Workmen’s Compensation Date

It isafact of lifethat personnel at some point are going to want to change dates that have already been
entered into the schedule module. If a staff member decides to move a personal leave or Kelly Day to
another date all you need to do is open the approved exchange and change the dates.

1. Open the Schedule module by selecting the Sched button on the main
Firehouse taskbar. When the schedule modul e opens the screen should el

; Sched
appear like the one below.
is(x]
Staff ID [Name [ st Cade [ Ralefs) [ Pasition [ Start Time [Hours [41Shift | Mamal Shift [ Start Date |End Date |Enca| Shewing Schedule Filtering. . |
L. ! ; | CFDO3 J| 45/96 after 9/4/2006
E Unassigned Unit p
9938 FIREFIGHTER, & 0D 0E0000 24 Yes  Yes 01/26/2008 (/272008 gexg | ofie & Steff Status At
0452 GIGRAY, WiILLIAM OD 59 oa:00:00 24 es Yex 01/26/2008 01/27/2008 08:( Im JORS2008 Jlgg:mﬁg J Haw
L0235 NYE, ERIC oD 59 00000 24 Yes  Yes 01/26/2008 01/27/2008 050
L0220 OHLS KEITH ~ WC 55 00000 24 Yes  Yes 01/26/2008 01/27/2008 0310 AR NER
il L0237 TONEY.JOE KD-F 5 00000 24 Yes  Yes 01/26/2008 01/27/2008 0310 r Shift Shift
=] Unit 101
L0223 BLACK, BOB o 57 00000 24 Yes  Yes 01/26/2008 01/27/2008 050 b Blfof
9357 FIREFIGHTER.C 0D 0E0000 24 Yes  Yes 01/26/2008 01/27/2008 D81 Creste/Bdit Activly | _ Transferto Roster
- 0192 MAIELLD, MARC 0D 55 00000 24 Yes  Yes 01/26/2008 01/27/2008 050
L0461 YINEYARD, CHAD OD 5 00000 24 Yes  Yes 01/26/2008 01/27/2008 020 s Exchange T
EUnit 131
L0207 BERRYMAN, DEE 0D 59 00000 24 Yes  Yes 01/26/2008 01/27/2008 050
-0197 CARICO,BRAD 0D 55 00000 24 Yes  Yes 01/26/2008 01/27/2008 050 .
L0231 DAVIES, KEN 0D 57 0BO0000 24 Yes  Yes O1/26/2008 01/27/2008 D8:( (At PeTeEAE] | Fleazin St |
| 9935 FIREFIGHTER.E 0D 00000 24 Yes  Yes 01/26/2008 01/27/2008 050 : :
L0454 ZACHARY. K.C 0D 59 08:00:00 24 Yes s /2642008 01/27/2008 03[ Shift Name | Shift Code |
=] Unit 141 CShit
0198 DARBIN, DUANE 0D 53 00000 24 Yes  Yes 01/26/2008 01/27/2008 050
9393 FIREFIGHTER.E 0D 00000 24 Yes  Yes 01/26/2008 01/27/2008 020
Unit 171 | |
L 9336 FIREFIGHTER, [ OD 080000 24 Yes  Yes 01/26/2008 01/27/2008 08
[E Station 2
EUnit 102
| F 0222 HOGG,JOHN 0D 55 DB00:00 24 Yes ‘s 0 xzsx?nns 01/27/2008 nji;l
4 »
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2. Using the

calendar button,
go to the date
that the member
has selected to
move.

After you get to the
scheduled date you
need to move you
can open the entry
two different ways.
First you find the
entry in the
Unassigned Unit
section at the top of
the schedule
console or in the
Approved
Reassignments
section in the
bottom part of the
schedule console.
Highlight the
individual in either
location and double
click on the entry.

Sun

=1k 0212200 Shifts & Staff Status At

B 034135200
B 03/13/2001

B 03/13/200: IDSH12£2DDB 09:56:34 | Mow
ame Ay
b (03/13/200: <|24hf|>| | shitt | > | <| shit|?
Fri Sat

Mon Tue Wed Thu

Create/Edit Activity Tranzfer to Roster

1 B 03/73/200:

B 03/13/200:
o 3200 Add Exchange Extended Leave
2 E 4 5 B 7 8 H 03413200
| Add Personnel | Reassign Staff |
s | 0| o 1w | e | s |BRAEE
Shift Mame | Shift Code |
® 17 | 18 | 19 | = | a2 B Shift &
B 034132001
B 03/13/200:
23 24 25 26 27 28 25 Do 27000
30 i

=]

€ Time:[03563¢ .| oK |

ol

@& Scheduling Console

Staff 1D

[Name |Act Code [Roleis] [ Position | Start Time [Howrs [l Shiftt [ Normal Shift [Start Date |End Date

<

[E] Working Staff on Duty

[ Station 1
= Unassigned Unit
0206 BIRCH, DEWAYNE KD-H 59 080000 24 Yes 03/12/2008 03/13/200¢
. : ‘es 03/12/2008 03/13/200
0199 LLOYD, ROM Yes 2/ 2l |
SUnit 101
0218 ALLGOOD, MELIMDA oD 57 080000 24 Yes Yes 03/12/2008 03/13/200¢
9337 FIREFIGHTER. C v} 0g:00:00 24 ey ez 03/12/2008 03/13/200
0204 KINNEY, DAN oo 59 080000 24 Yes Yes 03/12/2008 03/413/200¢
EHUnit 131
99595 FIREFIGHTER. E ap 030000 24 ‘ez ez 03/12/2008 03/13/200
0209 ROCRIGUEZ, FREDDIE 0D 57 080000 24 Yes Yes 03/12/2008 03/13/200¢
0202 SCOTT, TIM uln} 55 0g:00:00 24 Yes Yes 03/12/2008 03/13/200
0226 TIMINSKY, GREG oo 57 080000 24 Yes Yes 03/12/2008 03/413/200¢
[ Unit 141
9999 FIREFIGHTER. B oo 08:00:00 24 Yes Yes 03/12/2008 03/413/200¢
0214 HARTWIG, DANNY oo 53 080000 24 Yes Yes 03/12/2008 03/413/200¢
[ Unit 171
[=l Station 2
EUnit 102
04E0 GAMMEL, TERRY ap 59 080000 24 Yes Yes 03/12/2008 03/13/200¢
0201 HARRIS, JOHN v} 57 0g:00:00 24 ey ez 03/12/2008 03/13/200
0213 SEIDENSTUCKER, DUANE 0D 55 080000 24 Yes Yes 03/12/2008 03/413/200¢

I i

Aszzigned 1D |Assigned I ame

|F|eplacement [} |F|eplac:ement Mame |HOIe[s] |Positi0n |StartTime |H0urs |AII Shift |Start Date |End Diate

2l

There are no Approved Exchanges

There are no Unapproved Exchanges

[E Approved Reassignments

0206 EIRCH, DEWAYNE 0206
0793 LLOYD, RON 0133

BIRCH, DEWAYNE
LLOYD, RON

08:00:00 24 es
08:00:00 24 es

031242008 03413420
031242008 034137420

There are no Unapproved Reassignments
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BT 1t personnel Exchange or Exception xf!
B asic |Assignad I Feplacement I g
4_ After the Sh | ft Per wn nel 1l i’-\ssigned Staf JI I™ This is additional staff, not an actual replacement _r
. 0199 LLOYD. RON
EXChan ge Or Exr(]:ept I Onh m(;een Covering Staff [Faor a request anly, leave this and the checkbos to the right blank] [~ Mo covering staff necessary g
opens, you can change the dates : [ois _..|[tove ron i
onthe Start Date/Time and the Start DatedTime End Date/Time I Track: for Trading Time M
. . oanza0z  |[osoooo  fosnseenoe ||os00.00 Shift Picker f
End Date/Timefields. Make : Lt -
sure that the dates are one day 2l
apart! You do not need to ‘
change thetime fieldsin this i
process. After you changed the i
dates select Save and then Close || 3 .|[eeico. BRe0
[ " Request Date/Time Approval DatedTime
to finish. = otsze/2008 J| 092345 |[01/26/2008 J| 09:23.25
]2 | [ Hew i & save | X Delete | l# Close |

If you want to verify that the approved date has moved successfully, use the Calendar button and go to
the date where the exchange was moved to. Check in the Approved Reassignments section at the
bottom of the scheduling console for the staff member’ s name.

Deleting Previously Selected Personal Leave, Kelly Day or
Workmen’s Compensation Date

Itisalso afact of life that personnel at some point will cancel dates that have aready been entered into
the schedule module. If a staff member decidesto cancel a personal leave or Kelly Day all that is
needed is open the approved exchange and del ete the exchange.

1. Open the Schedule module by selecting the Sched button on the main Bl
Firehouse taskbar. When the schedule modul e opens the screen should

like the one bl sehed
EE scheduling Console =1 x|
Staff ID | Mame [ 4t Code [Rolefs) [ Position [ Start Time [Hours [ A1 Shift [ Nomal Shift [Start Date [End Date |Enca| Showing Schedule Filtering... |
1= Working Statf on Duty g
hed ’%lauun L | CFD03 J| 4R/96 after 9/4/2008
S1Unassigned Unit
9338 FIREFIGHTER. 4 0D 0BDO0 24 Yes  Yes 01262008 0172772008 g | i & Stalf Status &t
0252 GIGRAY, WILLIAM 0D 53 030000 24 Yes  Yes 282008 01 zr/once 061 | [oizzsrancs | [os10% |
0235 NYE, ERIC il 53 0B0000 24 Yss  Yes 1/26/2008 01 /27/2008 08 = 2| How
| 0230 OHLS KEMH  wiC 55 0g0000 M Yes  Yes 01/26/2008 01/27/2008 0B - Same Any
L0237 TONEY, JOE KD-F | 090000 24 Yes  Yes 01/26/2008 01/27/2008 DG < U1 <] skt || ] shife|
EUnit 101
0223 BLaCK BOR 1D 5 080000 24 Ve Yes 01/26/2008 M/27/2008 080 PR
9997 FIREFIGHTER.C 0D DEODO0 M4 Yes  Yes 01/26/2008 01/27/2008 0B BT ||| WERs el
| 0152 MAIELLD, MARC 0D 55 0GON00 M Yes  Yes 01/26/2008 01/27/2008 0B
L 0457 VINEYARD, CHAD 0D 53 0R0000 24 Yes  Yes 01/26/2008 01 /27/2008 080 2 Exchange A
EUnit 131
0207 BERRYMAN, DEE 0D 59 0GODO0 M Yas  Yes 01/26/2008 01/27/2008 0B
| 0797 CARICO,ERAD 0D 55 0gON00 M Yes  Yes 01/26/2008 01/27/2008 0B :
[0231 DAVIES KEN D 5 0g0000 M4 Ve Yes 01/26/2008 01/27/2008 0E:( et o] | AT AEIEl |
| 9355 FIREFIGHTER € 0D 080000 24 Yes  Yes 01/26/2008 01 /27/2008 0810
L0454 Zackamy KC 0D 59 0G0000 24 Yas  Yes 01/26/2008 01/27/2008 08 | [Shit Name [Shift Cods ]
Unit 141 TShi ©
0185 DaRBIN. DUANE 0D 53 0R0000 24 Ve Yes 01/26/2008 01/27/2003 0B
9999 FIREFIGHTER, & 0D 080000 24 Yes  Yes 01/26/2008 0 /27/2008 0810
Unit 171 |
L339 FIREFIGHTER. 0 0D 0BO000 24 Yes  Yes 01/26/2008 01/27/2008 080
[= Station 2
ElUnit 102
: }0222 HOGGJOHN 0D 55 030000 24 Yas  Yes iy xzsriuus 1/27/2008 uii;l
4 »
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CALDWELL FIRE DEPARTMENT
FIREHOUSE USER MANUAL

—_—

B 03/13/200: |I33£12£2I308 095634 | Mo
ame Ay
<|24hr|>| < Shift E < >
Fri Sat

B 034135200 Shift
B 03/13/2001

Sun Mon Tue 'Wed Thu

B 03/413/200: Create/E dit Activity Transfer to Roster

: 1 | b o3A3seo
2' US ng the g gg:::ll gﬁggg: Add Exchange Extended Leave |
calendar bUttOﬂ, 2 3 4 5 g 7 8 | b 0z/13/200
gO tO the da[e b 031372000 Add Personnel | Feassign Staff |
3 10 11 13 14 15 | B gz413/200
that the member Shit Name | Shit Code |
has selected to ® 17 | 18 | 8| x| o2 | 22 B Shitt &
B 03/13/200!
MOove. 3 24 5 % 7 28 29 | p 03/13/200:
0371 3/200!
20 3

[ | i
E Time:|09:58:34 J 0K | Cancel E |End Date

o

EE scheduling Console

Staff ID IName |Act Code IHDIe[s] IPoslllon IStalt Time IHDLIIS |A\I Shift INormaI Shift |5tart Date |End Date
E working Staff on Duty
(1 Station 1
E Unassigned Unit
3' After you get to the 0206 BIRCH, DEWAYNE KD-H 59 05:00:00 24 Yes Yes 03/12/2008 03/13/200
9598 FIREFIGHTER, & 18] 05:00:00 24 Yes ‘ez 03/12/2008 03/13/200
scheduled date you need 5103 LLovD. DN S T T S S 3
= Unit 101
0218 ALLGOOD, MELIND& ao 57 0g00:00 24 ‘Yes ‘ez 03/12/2008 03/13/200
to move you can Open the ESSS? FIREFIGHTER. C ao 0g00:00 24 ‘Yes ‘ez 03/12/2008 03/13/200
entry tWO dlfferent WayS 0204 KINMEY, DaN ao 59 0%00:00 24 ‘es ‘ez 03/12/2008 03/13/200
- = Unit 131
. . . 3395 FIREFIGHTER.E ao 0g00:00 24 ‘Yes ‘ez 03/12/2008 03/13/200
Fl rg you fl nd the entry n 0209 RODRIGUEZ FREDDIE OO 57 0g00:00 24 Tes ‘Yes 03/12/2008 03/13/200
. . 0202 SCOTT. TIM ao 55 0g00:00 24 Tes ‘Yes 03/12/2008 03/13/200
the U nassi gn aj U ni t 0226 TIMINSKY. GREG ao 57 0%00:00 24 Tes ‘Yes 03/12/2008 03/13/200
EUnit 141
H 9333 FIREFIGHTER. B []s} og0000 24 Tes fes 03/12/2008 03/13/200
section at the top of the 0714 HARTWIG, DANNY an 53 DRODOD 24 Yes  ‘es 03/12/2008 03/13/200%
. EHUnit 171
schedule console or in the Blstation 2
0460 GAMMEL, TERRY [uln} 59 00000 24 Tes es 03/12/2002 0313/200
A ed
p p r OV 0201 HARRIS, JOHM [uln} 57 020000 24 Tes es 03/12/2002 0313/200
R . gn ments | On | n 0213 SEIDENSTUCKER, DUANE 0D 55 00000 24 Tes es 03/12/2002 0313/200
the bottom part of the q | »l
SCthUl e COﬂSOl e Assigned D' | Assigned Name | Replacement ID_| Replacement Name | Rolefs) | Position [ Start Time [Hours |4l Shift | Start Date |End Date

. . . .. There are no Approved Exchanges
Highlight the individual
. . . There are no Unapproved Exchanges
I n ather |Ocat| On and [El Approved Reassignments
0206 BIRCH, DEWAYNE 0206 BIRCH, DEWATHE 03:00:00 24 Tes 0341242008 03413420

double click on the entry M3 LLOYD. RON mas LLOYD, RON 030000 24 ‘Yes  03/12/2008 03/13/20

There are no Unapproved Reassignments
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CALDWELL FIRE DEPARTMENT
FIREHOUSE USER MANUAL

4. After the Shift Personnel Exchange or

Exception screen opens, select the Delete
button to delete the entered date from the
schedule module. All fieldsin the Shift
Personnel Exchange or Exception screen
will be emptied. Select the Close button to
return to the schedule console.

The top picture on the right shows what the
screen will look like when you open it and
prior to deleting the record.

The bottom picture on the right is what the
screen should look like after you have
deleted the record.

Select Close to return to the scheduling
console.

Page 10

{88 shift Personnel Exchange or Exception

Basic IAssigned | Replacement |

1)

Il Assigned Staff I This is additional staff, not an actual ieplacement _r
o133 || eovD, RoN ]
Covering Staff (For a request anly, leave this and the checkbo to the right blank] [~ Mo covering staff necessary | H

i [mas . |[eovo. Ron E
Start Date/Time End Date/Time I Track far Trading Tme B
[o3r12r2008 J| oso000  [03/13/2008 J| 02:00.00 Shift Ficker.. i
Hotes _I E

i

|

- Approved By

il CEG .| [ceRico eReD

A Request Date/Time Appraval Date/Time

* [ovmsszos | foszzas (oo f[082925

] ‘ QHew | I Save | X Delete l# Ciose

E

4 E schedule Personnel Exchange X[

Basic |Ass\gned| Replacement |

Il
Assigned Staff ™ This is additional staff, not an actual replacement
Covering Staff [For a request only, leave this and the checkbos to the right blank] [~ Mo covering staff necessary | H
Start Date/Time End Date/Time I [Traek for Tirading Time
[ 7 [ | [ 7 [ | Shift Picke.. |

" Mates

l

- Approved By

ol L]

“ Request Date/Time Appraval Date/Time

[z f[13sa0 [0 |

: ‘ “DOten | Esae | X Delete B¢ Close




CALDWELL FIRE DEPARTMENT
FIREHOUSE USER MANUAL

Stalf I |Name | Act Code [Rolefs) | Position | Start Time |Hows [0 Shift | Mormal Shift | Start Date | End Date
= Working Staff on Duty
[ Station 1
[ElUnassigned Unit

0206 BIRCH, DEW&YNE KDH 54 00000 24 Yes  Ves 031242008 031 3/200
9998 FIREFIGHTER, A oD 00000 24 Yes  Yes 031242008 031 3/200

=l Unit 101
0218 ALLGOOD, MELINDA oD 57 020000 24 Yes  Ves (131242008 03/13/200
9997 FIREFIGHTER, C ) 030000 24 Yes  Yes 02/12/2002 03/13/200

5. After the exchange | | : 5 0a000 i
has been deleted the

. 9995 FIREFIGHTER, E oD 020000 24 Yes  Ves (131242008 03/13/200
staff member will be 0209 RODRIGUEZ. FREDDIE QD 57 030000 24 Yes  Yes 02/12/2002 03/13/200
. 0202 SCOTT, TIM ) 55 030000 24 Yes  Ves 02/12/2008 03/13/200
returned to his 0226 TIMINSKY, GREG oo 57 0:0000 24 Yes  Ves 03412/2008 03413/200:

. ElUnit 141
normal Iy assl gned 9999 FIREFIGHTER, B oD 020000 24 Yes  Ves (131242008 03/13/200
. .. 0214 HARTWIG, DANNY oo 53 020000 24 Yes  Yes 02/12/2002 031 3/200

station and unit in @uni 17+

= aton

the schedule module. Elunit 102
L. (B0 GAMMEL, TERRY oD 59 020000 24 Yes  Ves (131242008 03/13/200
Additional |y the Euzm HARRIS, JOHN oD 57 00000 24 Yes  Yes (341242008 0341 3/200
0213 SEIDENSTUCKER, DUANE 0D 55 020000 24 Yes  Ves 02/12/2008 0313/200:

exchangeis deleted

from the Approved N | 5

Reassignments

. g Azzigned ID Iﬂssigned Mame IHepIacement 1D IHepIacement Mame |HOIe[s] IF'osition IStart Time IHours IAII Shift IStartDate IEnd Date
%Ctl onin the bottom There are no Approved Exchanges

Screen. There are no Unapproved Exchanges

=l Approved Beassignments
L0206 BIRCH, DEWAYNE 0205 EIRCH, DEWAYNE 03:00:00 24 Yes 0312/2002 03/132/20

There are no Unapproved Reassignments

4 | 2l

Scheduling Split Activities for Personnel during a Shift

In the Schedule module it is possible to schedule personnel for multiple activities through out their normally
assigned shift.

1. Open the Schedule module by selecting the Sched button on the main Ef
Firehouse taskbar. When the schedule modul e opens the screen should

liketh bel 2ched
[E scheduling Console 18] x|
Staff ID [Mame [ Act Cads [ Rolefs] | Pasition | Start Time | Hours [&0Shift [Momal Shift [ Start Date |End Date [Enca| Showing Schedule Filtering... |
T Workina Stall on Dte
i éfa""" H [cFoos J| 48/95 after 9/4/2006
Unassigned Unit
3338 FIREFIGHTER. & 0D DBOD0D 24 Yes  Yes 01/26/2008 01272008 pg | s & Stalf Stalus At
042 GIGRAY, wiLLiaM OD 5 0BON0 24 Yes e 07262008 mizzerands 05 | [orzevzone | |08 105
0235 NYE. ERIC oD 5 D000 24 Yes  Yes 01726/2008 01/27/2008 02:C = o] ow
0230 DHLS.KEITH  WE 5% 0BONO0 24 Yes e or/zsz2008 mezz/eng 0t | o [ | S| | T A [,
0237 TONEY.JDE  KDF 53 0BO0O0 24 Yes  Yes 01/26/2008 M /27/2008 08:C i Shilt Shit
ElUnit 101
0273 BLACKBOB_ 0D 5 B0 24 Yes e 01/26/2008 /272008 08:C
5357 FIREFISHTER, C 0D DBONDD 24 Yes  es 01/26/2008 01/27/2008 03:( SIS ||| MRy
0132 MAIELLD, MARC 0D 5% 03000 24 Yes  Yes 01726/2008 01/27/2003 020
0481 VINEYARD, CHAD 0D 5B 0BOBO0 24 Yes e 01/26/2008 M /27/2008 08:C pvkd Exchange el
ElUnit 131
0207 BERRYMAN, DEE 0D 5 0BON0 24 Yes e 01/26/2008 /272008 08:C
0157 CARICO.BRAD 0D 5 oGO0 24 Yes e D1/26/2008 1/27 /2008 050
0231 DAVIES.KEN 0D 57 080000 24 Yes  ‘es 01726/2008 01/27/2008 02:C CERTETE] | Resssion Staff |
9335 FIREFIGHTER,E 0D DBOD0D 24 Yes  Yes 01/26/2008 M /27/2008 08:C -
D454 ZACHARY.KC 0D 55 DROGI0 24 Yes  Yes 01/26/2008 01727/2003 0:( | [ Shift Name [ Shit Code
= Unit 141 TShi ©
0198 DARBIN, DUANE 0D 5 B0 24 Yes e 01/26/2008 /272008 08:C
3333 FIREFIGHTER.B 0D DBOBOD 24 Yes  Yes 01726/2008 01727 /2008 020
Unit 171 | |
L5335 FIREFIGHTER,D 0D DRONOD 24 Yes  Ves D1 /2642008 127 /20089 00
ElStation 2
Eunit 102
F0222 HOGG,JOHN 0D 55 0BOG00 24 Yes  Yes 0172620 0127208 ojiLI
»
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CALDWELL FIRE DEPARTMENT
FIREHOUSE USER MANUAL

2.

Using the calendar
button, go to the date
where the selected
staff member will
have multiple
activities.

If you are going to be
assigning the staff member to
another unit in this process,
highlight the staff member’s
name and using the drag and
drop method, drag the staff
members name to the desired
apparatus in the Working
Staff on Duty section of the
schedule consol e screen.

If not, using the drag and
drop method, drag the staff
members name onto their
same unit in the Working
Staff on Duty section of the
consol e screen.

x|

KN KT

008 | 3
Fn Sat

o

Sun Hon Tue Wed Thu
1
2 3 4 5 6 7 8
g 10| 1 13 | 14 15
1w | 17 | 18 | 19 | 2o | = 2
23 | 24 | =& | » | 27 | 28 23
W |3
2 Time: [0956:34 J oK | Cancel

B 03/132/2000

Shifts & Staff Status At

B 03/12/2000
B 03412/2000

<

24k | >

B 03/13/200¢ | 03/12/2008

ame Ay
<| shit | 7| < | shit |

055634 | Now

B 03412/2000
B 03/12/2000

Create/E dit Activity

Transfer to Roster

B 03412/2000
B 03412/2000
B 03412/2000

Add Exchange

Extended Leave

B 03/12/2000
B 03/13/2000

Add Personnel | Feassign Staff |

B 03/13/200:

Shiit Name | Shift Code |

B 03/13/2000
B 03/13/2000
B 03/13/200:

2
E |End Diate

B Shit B

EHUnit 171
[E Station 2
E Unit 102

E All Involved Staff
| [ Station 1

0203 RODRIGUEZ, FREDDIE

it 141
9593 FIREFIGHTER, B
0214 HARTWIG, DANNY

0460 GAMMEL, TERRY
0201 HARRIS, JOHN ao
0213 SEIDEMSTUCKER, DUAME 0D

ap

53
55

08:00:00

00000 24
03:00:00 24

0%00:00 24
0%00:00 24
00000 24

e
es

es
es
Yes

Staff ID | Name | ct Code |Rolefs) | Posiion | Start Time [Hours [&01Shit | Normal Shitt [Start Date [EndDa
[El Working Staff on Duty
[H 5tation 1
Unassigned Unit
0206 BIRCH, DEWAYNE KD-H 59 020000 24 Yes  Yes 03/12/2008 034134
9993 FIREFIGHTER, & i3} 020000 24 Yes  Yes 0341242008 034134
= Unit 101
0218 ALLGOOD, MELINDA ils} 57 020000 24 Yes  Yes 03/12/2008 034134
9997 FIREFIGHTER, C ils} 020000 24 Yes  Yes 03/12/2008 034134
0204 KINKEY, DN ils} 59 020000 24 Yes  Yes 03/12/2008 034134
0199 LLOYD, RON ijs} 53 020000 24 Yes  Yes 02/12/2008 0341 3x:|
JUnit 131 "
9995 FIREFIGHTER, E 0D 050000 24 Yes  Yes 03/12/2008 03/134%

e
es

es
es
Yes

0341242008 0341342
(034122008 03713/ —

03/12/2008 0313/2
0341242008 0341342

03/12/2008 0341372
03/12/2008 0341372
03/12/2008 0341372

il
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CALDWELL FIRE DEPARTMENT
FIREHOUSE USER MANUAL

4. The Shift Personnel
Reassignment or Addition
screen will open up as shown.
Enter the activity code for the
first part of the shift that the
staff member isbeing
scheduled for. Enter the
appropriate Activity Code and
enter your Shift designator to
enter all approval information.
Change the End Date to match
the Start Date and then change
the ending time to reflect the
time the staff member would
be back on shift. After all
information has been entered
select Save and then Close to
close the screen and return to
the schedule module.

5. After saving and closing the
reassignment the staff member
will listed under their assigned
unit with the number of hours
listed in the hour’s column for
each entry that was made with
their staff ID.

Y ou can split a staff member’s
activities as many times as
needed through out the shift.
Using this method the
date/time tracking, on the right
hand side of the screen, will
give an accurate schedule for
the sift time period.

IFF B shift Personnel Reassignment or Addition

Staff 1D

J [Timinsk, GRER

i
- Activity Code

S i giaws e

x|

Shift Picker... | F

(=1}

Pay Scale

Activity Type| Stat Date/Time
i f Ll I~ Fie o3A2/2008 . |[osono M
¢ Posiion [ Medical End Date/Time
I f | | 03/13/2008 J 0E-00-00
; Fiolefs] [ Qther Motes -
I JI ™ Diiver Bl
Station Shift Unit Hours Worked Credit Points
£ 5 =] rouonlyneed to
e K I Y Ell | oo | 000 = i oyt the s
E P - that will change
ayroll Calculation for this ;I
g | Hows Paid -

[T Credit Both Hours Paid and Fay Scale

— 3: J I |Wse Pay Soals as the Hourly Fate

(=R

fram the ariginal

Fields left blank. will Request Date/Time
assumne the values

0142672008 J 160110

¥ Include This Staff Member In The On Duty Activity asignment. N
Approved By Approval Date/Time
| =l [rr L
_ Additional Start Dates
J E save | X Delete | ﬂ_" Cloze |

[P I
2 7% Schedule Personnel Rea

|

Staff 100 ]
F o2z J|TIMINSKY,GF|EG SR HEER.o
It B
- Aclivity Code Activity Type Start DatedTime 1
¢ oo .| [or Dy Trairing e 0312208 .. [[osono0 =
0
¢ Position I Medical End Date/Time
| Ll I~ Rescus 03/12/2008 _% 150000
; Rolefs) ¥ Other Hates -
I JI I~ | Driver ;I u
Station Shift Unit Hours warked Credit Poirnts
£ = —  ‘Touonly need to
A SR N E o o2 | 000 = i out the fslds
E - that will change
Payroll Calculation (i [ LI

5 Hours Paid Pay Scale

™| Gredit Both Hours Paidliand Pay Seale

I 0.00 3: I J [T Use Pay Seale as the Hourly Fate

assume the values

from the original

Fields left blank. wil Request Da

te/Time

01 /262008 J 150110

h ¥ Include This Staff Member In The On Duty Activity assignment. N
b Approved By Approval Date/Time
| EEG JIEAHIEEI,BHAD mze/zom | |[150154
_ Additional Start Dates
J & Save | 7 Delete

1

[t Close |

Onapproved Heassignments

Stalf ID [Mame | Aot Code |Rolez) | Pasition | Start Time [Hours |40 Skitt [Mormal Skt [Start Date [EndDa
1= Working Staff on Duty f
=] Station 1
=] Unassigned Unit
0206 BIRCH, DEWAYNE KD-H 59 020000 24 Yes  Yes 03/412/2008 03132
9393 FIREFIGHTER, & oo 050000 24 Yes  Yes 03/12/2008 03413/
Hunit 101
0218 ALLGOOD, MELINDA oo 57 020000 24 Yes  Yes 03/412/2008 03132
9397 FIREFIGHTER, C oD 050000 24 Yes  Yes 03/12/2008 03413/
0204 KINNEY, DAN oD 59 030000 24 Yes  Yes 03/12/2008 03132
0193 LLOYD, RON oD 53 050000 24 Yes  Yes 03/12/2008 03413/
EUnit 131
9995 FIREFIGHTER, E oD 080000 24 Yes  Yes 03/12/2008 03132
0209 RODRIGUEZ. FREDDIE 0D 57 08:00:00 24 Yes  Yes 03/12/2008 03/13/2_|
0202 5COTT, TIM oD 55 020000 24 Yes  Yes 03/12/2008 0313/%
0226 TIMINSKY, GREG op-T 57 08:00:00 10 Mo Yes 03/12/2008 034124
0226 TIMINSKY, GREG oo 57 120000 14 MNao Na 03/12/2008 03413/
Hunit 141
3939 FIREFIGHTER. B oo 030000 24 Yes  Yes 03/412/2008 03413/
0214 HARTWIG, DANNY oD 53 080000 24 Yes  Yes 03/12/2008 03/13/%
EUnit 171
[E Station 2
E Unit 102
0450 GAMMEL, TERRY oo 59 020000 24 Yes  Yes 03/412/2008 0313/%
Eozm HARRIS, JOHN oD 57 050000 24 Yes  Yes 03/12/2008 03413/
0213 SEIDENSTUCKER, DUANE 0D 55 030000 24 Yes  Yes 03412/2008 03413/
q All Involved Staff _ILI
] | 3
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CALDWELL FIRE DEPARTMENT
FIREHOUSE USER MANUAL

Entering Personal Trades

1. Open the Schedule module by selecting the Sched button on the main

Firehouse taskbar. When the schedule modul e opens the screen should

5

. Sched
appear like the one below.

Scheduling Console 12 x|
Staff ID [Name [ st Cade [ Ralefs) [ Pasition [ Start Time [Hours [41Shift | Mamal Shift [ Start Date |End Date |Enca| Shewing Schedule Filtering. . |
=l Working S

it [S]la"o" | cFDo3 J| 45/96 after 9/4/2006
=] Unassigned Unit p
L9958 FIREFIGHTER, & 0D 030000 24 Yes  Ves 0/26/2008 017272008 g | i & Stalf Status &t
0452 GIGRAY, WiILLIAM OD 59 oa:00:00 24 es Yex 01/26/2008 01/27/2008 08:( Im JORS2008 Jlgg:mﬁg J Haw
0235 NYE, ERIC ) 59 020000 24 Yes  Yes [1/26/2008 01/27/2008 08 =l ==
0230 OHLS KEITH  wC 55 030000 24 Yes  ‘Yes (/262008 01/27/2008 08 a5 ] o [Bame ]S | ame |
L0237 TOMEY.JOE KDF 59 030000 24 Yes  Yes [1/26/2008 01/27/2008 080 b Shift Shift
E Unit 101
| 0223 BLACK, BOB ) &7 030000 24 Yes  Yes [1/26/2008 01/27/2008 080 it Ao
9357 FIREFIGHTER.C 0D 0E0000 24 Yes  Yes 01/26/2008 01/27/2008 D81 Creste/Bdit Activly | _ Transferto Roster
0192 MAIELLD, MARC 0D 55 030000 24 Yes  Yes 01/26/2008 01/27/2008 08
L 0461 VINEYARD, CHAD 0D 59 030000 24 Yes  Yes [1/26/2008 01/27/2008 080 Aol Exchange Extended Leave
E Unit 131
0207 BERRYMAN, DEE 0D 59 030000 24 Yes  Yes [1/26/2008 01/27/2008 080
0197 CARICO,BRAD 0D &5 020000 24 Yes  Yes [1/26/2008 01/27/2008 08 :
0231 DAVIES, KEN oo 57 03:00:00 24 Yes  Yes 01/26/2008 01/27/2008 081 Al P | Fizasan Sizif |
9995 FIREFIGHTER.E 0D 020000 24 Yes  Yes [1/26/2008 01/27/2008 08 . .
L0454 ZACHARY. K.C 0D ] 00000 24 Yes ‘e (/2642008 01/27/2008 03[ Shift Name | Shitt Caode |
= Unit 141 CShift C
0198 DAREIM, DUAME 0D 53 030000 24 Yes  Yes [1/26/2008 01/27/2008 08
9939 FIREFIGHTER, B 0D 020000 24 Yes  Yes 01/26/2008 01/27/2008 080
Unit 171 |
L9395 FIREFIGHTER.D 0D 030000 24 Yes  Yes [1/26/2008 01/27/2008 08
[E Station 2
EUnit 102
| }0222 HOGG, JOHN 0D 55 020000 24 Yes  Yes m xzsx?uus 0142742008 cEiLI
A »
sl gz et S S
031342000 (131242008 095634 Now
T ET | & | ? | <| shitt | > | < | Shift | >
Sun Mon Tue Wed Thu Fri Sat 03/13/200¢
03413/200: Create/E dit Activity | Transfer ta Roster
. 1 034132000
2. Using the calendar button, go to WV agibchage | | EusncedLoave
2 3 4 5 & 7 C 034134200
the date where the selected staff psaposrnd | et |
03/13/200:
: H 3 10 1 13 14 15 31 3200
member will have multiple Shil ams [Shil ode |
« mgn B Shitt B
16 17 18 19 20 21 22
activities. —
23 24 % % 27 2 ] gg:}gﬁgg
30 il
[ | |
o Time: [03563¢ | oK | Cancel |e End Dale
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3.

4.

Select and double click the staff
member requesting the trade.

Thiswill open the Shift Per sonnel
Exchange or Exception screen.
Enter the staff ID number of the
person covering the trade for this
shift in the Covering Staff field.
Also check the Track for Trading
Time check box. If thetradeis
less than 24 hoursin length, adjust
the End Date/Time field to reflect
the date and time the trade is to
end.

Next select the Assigned tab.
Enter the activity code PTW for
personal trade worked for the staff
member working the trade.

Stalf ID

|Name | &ict Code | Rolefs) | Position | Start Time [Howrs |41 Shift [ Nomal Shift [ Stait Date |End Date [Enc =
[=] Working Staff on Duty
[ Station 1
= Unassigned Unit
9998 FIREFIGHTER.A 0D 00000 24 Tes Yes 0/26/2008 01/27/2008 08:(
0452 GIGRAY, WiLLIAM 0D 549 0g:00:00 24 ez Yes 01/26/2008 01/27/2008 0:(

it 131
BERRYMAN,
] CO.BRAD
(0231 DAVIES. KEN
9995 FIREFIGHTER,
(0454 ZACHARY, K.C

= Unit 141
0798 DARBIN. DUANE 0D 53 030000 24 Tes Yes 01/26/2008 01/27/2008 08:0

DEE

(0235 NYE.ERIC 59 0g:00:00 24 e Yes 01/26/2008 01/27/2008 08:(
0230 OHLS, KEITH Wi 55 0g:00:00 24 e Yes 01/26/2008 01/27/2008 08:0
(0237 TOMEY.JOE kDF 59 080000 24 S Yes 01/26/2008 01/27/2008 02:(
= Unit 101
(0223 BLACK. BOE oo 57 0g:00:00 24 e Yes 01/26/2008 01/27/2008 08:(
9997 FIREFIGHTER.C 0D 0g:00:00 24 e Yes 01/26/2008 01/27/2008 08:0
0192 MAELLO, MARC 0D 55 0g:00:00 24 e e 01/26/2008 01/27/2008 02:0
(0461 VINEYARD, CHAD OD 54 0g:00:00 24 e e 01/26/2008 01/27/2008 02:(

[1[o]
D

03:00.00 01/26/2008 01/27/2008 08:(

[ i) il

08:00:00 01/26/2008 0172772008 08:(

E 0D 00000 24 Tes Yes 01/26/2008 01/27/2008 08:(
oo 53 00000 24 Tes ‘fes 01/26/2008 0142772008 080

Basic lAsswgned ]

9593 FIREFIGHTER.B 0D 080000 24 S Yes 01/26/2008 01/27/2008 02:(
E Unit 171
L 3336 FIREFIGHTER.D OD 0s00.00 24 Tes Yes 01/26/2008 012772008 08:0
[=] Station 2
[ Unit 102
| |- 0222 HOGG. JOHN oo 55 08:00:00 24 e e ol f’2B."iUDS 014272008 UjiLI
4 r
& Schedule Personnel Exchange - for 0206 §|

Replacement ]

Assigned Staff I This is additional staff, not an actual replacement
| 0208 J|BIHCH,DEWAYNE

Cowvering Staff [For a request only, leave this and the checkbox to the right blank] T

0210 J|C¢\F|IED,FHCHAF|D

Start Diate Time End Date/Time I Track for Trading Time

Nates

|12/24/2008 J|ns:oo:on | 12/25/2008 J\os;ou:uo Shift Picker...

Approved By

|

| 0214
Request Date/Time

J [HERTWIG, DANNY

Approval Date/Time

[11/25/2000 J|20:39:30 [11/25/2008 J‘2D:38:38

) Mew ‘ & save ‘ E5ave & Split.. ‘ X Delete ‘ B* Cloze

BE Shift Personnel Fxchange or Fxception

X

Hours Paid

Basic l Replacement ]

Activity Code Activity Type
|F'TD J | Personal Trade - OFff Duty I~ Fire

Position I Medical

| J' I Rescue
Fale(s) ¥ Dther

| | =

Station Shift Urit Hours Worked Credit Paoints

= Leaving these fields blank

J |— J m J 0.00 :I :I will allow scheduling to uze

Payroll Calculation
= ou only need to fill out

0.0 ZI J I~ these fields if you want to

¥ Include This Staff Member In The On Duty Activity the original assignment.

the values from the ariginal

Pay Scale - agsignment,

override the values from

O Mew E save & 5ave & Spl.. X Delate EL" Close

Page 15




CALDWELL FIRE DEPARTMENT
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6.

Next select the Replacement tab.
Enter the activity code PTO for
personal trade off for the staff
member that is off on the trade. In
the Position field enter the code
for the position that the staff
member will be working during the
trade. Also enter the shift
designator to enter all approval
information. Select Save and then
Close to compl ete the exchange
entry.

I Schedule Personnel Fxchange - for, 0206 @

Basic ] Assigned  Replacement l

Activity Code Activity Type

|F'TW' J | Personal Trade - Worked I Fire

Position I Medical
J|Firefighter I Rescue

Fole(s) ¥ Dther

| _ =

Station Shift Unit Haurs Wworked Credit Paints

= Leaving these fields blank
1 J |F J m J 0.00 :I :I will allow scheduling to use
the walues from the ariginal

Payroll Calculation .
assignmment

Hours Paid Pay Scale
You only need o fill out

0.0 :I J ™ these fields if you want to
overide the values from
¥ Inciude This Stafi Member n The O Duly Activity the original assignment.

Create Exchange for Replacement ‘

In the Working Staff on Duty
screen you should see
something similar to the picture
below.

In the All Involved Staff on
screen you should see
something similar to the
picture below.

[ Mew & save &l 5ave & Spiit X Delete ‘ J* Clase
Staff ID [ Name |4t Code | Rolefs) [ Position | Start Time [Hours |4l Shiftt | Neormal Shift | Start Date |End D
[El Working Staff on Duty
[ 5tation 1
[ElUnassigned Unit [1 53, 257.1 53 5 total personnel]
0231 DAVIES. KEN a7 08:00:00 24 Yes Yes 12/24/2008 12/25)
9938 FIREFIGHTER, & DD 08:00:00 24 Yes Yes 12/24/2008 12/25)
0214 HARTWIG, DANNY PL 53 08:00:00 24 Yes es 1242472008 12725
0216 REYMA, JESUS PL 53 08:00:00 24 Yes Yes 12/24/2008 12/25)
0226 TIMINSKY, GREG PL a7 08:00:00 24 Yes Yes 12/24/2008 12/25)
[EHUnit 101 [1 55,1 57,1 59, 4 total personnel]
9937 FIREFIGHTER. C ap 08:00:00 24 Yes Yes 12/24/2008 12/25)
0203 RODRIGUEZ FREDDIE 0D a7 08:00:00 24 Yes Yes 12/24/2008 12/25)
0202 SCOTT, TIM ap 55 08:00:00 24 Yes Yes 12/24/2008 12/25)
0461 WINEYARD, CHAD ap 53 08:00:00 24 Yes Yes 12/24/2008 12/25)
[=l Unit 105
L9994 FIREFIGHTER, F ap 08:00:00 24 Yes Yes 12/24/2008 12/25)
[=Unit 131
L9995 FIREFIGHTER, E ap 08:00:00 24 Yes Yes 12/24/2008 12/25)
E Unit 141 [1 53. 2 total personnel]
9939 FIREFIGHTER. B ap 08:00:00 24 Yes Yes 12/24/2008 12/25)
0199 LLOYD, ROM ap 53 08:00:00 24 ez Yes 12/24/2008 12/25)
=0t 141 (157,158, 3 total perso
0457 BaILEY, ROB ap 57 08:00:00 24 Yes ‘Yes 12/24/2008 12/25)
0210 CARICO, RICHARD PTWw 53 08:00:00 24 Yes Mo 12/24/2008 12425
i 9936 FIREFIGHTER. D ap 08:00:00 24 Yes Yes 12/24/2008 12/25)
Staff ID [ Name | Act Code | Rolefs] | Position [Start Time |Hours |4l Shift | Mormal Shift | Start Date [End Date
[E All Involved Staff
[ Station 1
=l Unassigned Unit (1 53, 2 57, 1 59, 5 total personnel)
0231 DAVIES, KEN 0D-54 57 08:00:00 24 Yes 12/24/2008 12/25/2008
9932 FIREFIGHTER, & oD 08:00:00 24 Yes 12/24/2008 12/25/2008
0214 HARTWIG, DANNY PL 53 08:00:00 24 Yes 12/24/2008 12/25/2008
0216 REYMNA, JESUS PL 59 08:00:00 24 Yes 12/24/2008 12/25/2008
0226 TIMINSKY. GREG PL 57 08:00:00 24 Yes 12/24/2008 12/25/2008
= Unit 101 [155.157.159 4 lolal personnel]
9997 FIREFIGHTER, C 020000 24 Yes 12/24/2008 12/25/200%
0203 RODRIGUEZ, FREDDIE DD 57 08:00:00 24 Yes 12/24/2008 12/25/2008
0202 SCOTT, TIM uln} 55 020000 24 Yes 12/24/2008 12/25/200%
0461 VINEYARD, CHAD ap 59 08:00:00 24 Yes 12/24/2008 12/25/2008
= Unit 105
L9954 FIREFIGHTER, F ap 08:00:00 24 Yes 12/24/2008 12/25/2008
EUnit 131
L9995 FIREFIGHTER, E ap 08:00:00 24 Yes 12/24/2008 12/25/2008
ElUnit 141 [1 53. 2 total personnel]
9933 FIREFIGHTER, B ap 08:00:00 24 Yes 12/24/2008 12/25/2008
0193 LLOYD AON ap 53 08:00:00 24 Tes 12/24/2008 12/25/2008
141 157 1F
57 BAILEY, ROB 57 08:00:00 24 Tes 12/24/2008 12/25/2008
0206 BIRCH, DEW&YNE FTO 59 02:00:00 24 Nao 12/24/2008 12/25/200%
0210 CARICO, RICHARD PTWw 59 08:00:00 24 No 12/24/2008 12/25/2008
s 93596 FIREFIGHTER. D oo 020000 24 Yes 12/24/2008 12/25/200%
Aszigned D |Assigned Mame |F|ep|ac:ement 18] |F|eplacementName |HOIe[s] |Positi0n |StartTime ‘Hours |AIIShiFt |StartDate |Enn
There are no Assignments Mot Covered
[El Approved Exchanges
L0206 BIRCH, DEWAYNE 0210 CARICO, RICHARD 53 gzo0coo0 0 Yes 12/24/2008 124
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