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I his User Guide and tutorial has been designed to enable you get the

Overview and Method

most out of your investment in Schedule24 Resource Manager.

It enables a “hands on” approach from the outset, with a series of
exercises to reinforce your learning and skills in workplace resource management.
You will find it offers much more than just shift scheduling. In today’s climate
where driving out costs from the workplace is seen as paramount, Team Leaders
and Line Supervisors have an even more important role than ever in maintaining
the high performance workplace. This has been largely brought about by a growing
realization by corporate managers that Team Leaders and Line Supervisors know
more about what is going on in the workplace, are able to respond more
appropriately and faster than anyone else.

Schedule24 Resource Manager offers the same principled workflow and
features found in much larger expensive systems but with the capability of
being deployed wherever a Team Leader or Line Supervisor are to be found
struggling with paper and pencil.

You can anticipate being a competent user within 4 to 6 hours
practice; and achieving expert user status after around 20 to 30
hours of delivering Schedule24 principles of control, coordination
and communication in the workplace.

ICON KEY

= General information

. . Take a moment to familiarize yourself with the icon keys which
#  Tip on technique

indicate the purpose of the text you are reading. These are used
. throughout this tutorial and guide and will appear at the side of
Keyboard exercise the text or paragraph of information.

L Course Note
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How this Course is structured

This has been designed to help those that are totally new to the challenges of
managing staff in the workplace which for many organizations is the most
expensive assets. Poorly deployed staff in the workplace can consume up to 60% of
wasted costs before anyone realises something is badly wrong.

The course has been developed to follow the Schedule24™ workflow and enable
the Team Leader and Line Supervisor to acquire new skills to control, coordinate
and communicate good governance in the workplace.

Provides an overview of Schedule24 features
and workflow.

Section

Schedule24 Workflow

Rapid start tutorial that enables you to
understand how the main features work
together so you can be productive from day
one.

Getting Started

Adding more detail to your staff schedule
Working with Schedules means improved coordination and greater
control of your workforce.

However demanding the workplace you can
scale up and automate your staff schedules
with any combination of shift patterns.

Working with Shift
Patterns.

Matching staff deployment to a business
Shift Pattern Design. requirement is crucial to deliver both an
efficient and cost effective workplace.

A wide range of options allied to powerful
analytics combine to provide instant

Monitoring and Analysis feedback about scheduling conflicts,
breaches of working hours, rest period
thresholds and staff costs.

Swift communication of staff schedules is as
important as doing the scheduling in the first
place; and is the hallmark of an effective
workplace manager.

Printing and Publishing

Customised options to exchange data with
other applications and protect your work
files.

Security, Importing,
Exporting & Archiving.

7~ Remember while using Schedule24™ Resource Manager comprehensive and
|®’l
= lor

context sensitive help is available by clicking Help > Schedule24 Help
pressing the F1 key.




Start your
staff schedule

Section 1 - Schedule24 Workflow

Schedule24 Resource Manager supports a disciplined workflow
for the production of workforce deployment schedules.
Schedule24 supports both structured and unstructured
scheduling styles.

After completing this Section you will be able to:
1. Understand the main features of Schedule24™.
2. How the features work together.

3. Understand the difference between structured and unstructured
scheduling.

4. Know when to use the features depending on your approach to scheduling.
Workflow

You will use a combination of tools to create staff schedules; these include
Schedule & Shift Pattern Wizards, the Shift Pattern Design environment and
the Team Manager.

Add remove &
manage staff

&)

Allocate staff
to shift patterns

Monitor feedback
& analysis

Design & create
shift patterns

&4

Publish &
coordinate action

G

Maintain and manage
schedule plans

al.. 2@

@Schedule% Resource Manager Workflow

~ availability checks

Staff New &z | Team %, Edit shifts % Staff count ., Daily & Weekly
s Manager 0 §§J Manager S & 14 schedules
New Desi Assi t yy Staff suppl
I e ian ssignmen pply -
Q schedule & f-:}?on i & Wizard 2 categgories & distibution E :ﬂm:;
o| Template = Modi .o} Breaks &gl Staff work
‘J schedule gt ::g:gufl?m deosilgfyns = N hours % Staff records
’ %> Unavailability =@ Staff costs Management
o 3::%:u;gizlle " categories N 9 reports
o] Memo [/ ACM Control B Statistics
[a/Automated staff ¢l Email schedules

@ Web schedules
#3 Export file
[2] Export database
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The most common features can be accessed and used from the Navigation or
Shortcut Bar in addition to the Menu or toolbars.

Start your Schedule

Schedule
Wizard

New
Schedule

Schedule
Template

The Wizard is a quick way to start scheduling especially if you
are not too sure what kind of schedule you want. You do not
have to think about the complexity of rotating or day off
patterns in your schedule. The Wizard takes care of all that you
just provide the inputs. For more advanced shift patterns you
use the Shift Pattern Designer.

You can create a new schedule from scratch by selecting File >
New. Schedule Assistants will prompt you at each stage to
assist you.

Schedule templates contain all the information about shift
patterns and also staff details like job descriptions so you can
create new staff schedules based on proven industry schedules.
You can also create and share your own schedule templates for
consistent working arrangements.

Add and Remove Staff

Staff
Manager

Importing
staff

You manage all your staff records and information in the Staff
Manager. Contact information, training and service records are
all maintained at your finger tips in the Staff Manager.

Import staff details from other applications e.g. HR or Contact
Management database or from another Schedule24 schedule
using the Import Wizard.
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Add More Detail to a Schedule

Shift Editor You can view and work on multiple schedules at the same
time. The Shift Editor is a docking feature that can be moved
around your work area and used to create and maintain
schedules. It supports all shift types and displays 12 hr or 24 hr
formats.

Assignments Individual or multiple assignments, or details about jobs or
tasks, can be scheduled to staff shifts. These are
automatically tracked and cross-referenced on published
schedules when they are edited and modified.

Breaks Single or multiple breaks can be scheduled during the course
of a shift.

Unavailability Staff unavailability can be recorded and warnings are
displayed where this conflicts with staff shifts or assignments.

Memo Other information can be attached to a staff shift or calendar
date using the Memo feature.

Create Shift Patterns

Shift Pattern The Shift Pattern Design environment supports over 30

Designer

business and scheduling rules. Multiple shift pattern
designs can be combined to manage complex working
arrangements.

Manage Shift Patterns

Team

The Team Manager is where you manage shift patterns and staff
Manager

to deliver higher levels of automation and scaling up of your
staff schedules.




Staff Count

Distribution
Profile

Staff Work
Time Profile
Staff

Availability

Staff Costs

ACM Control

Publishing

Email Wizard

Web Wizard
Managemen

t Reports

Statistics

Exporting
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Monitoring and Analysis

A dashboard display of staff frequency counts including head
count by category, working hours and staff costs. The display
list can be customized for instant feedback.

Getting the numbers right isn’t enough. Staff distribution over
a zooming timeline displays when staff are working those
hours and in the context of other sub-group categories.

Details about staff working hours can be profiled to include
working hours on days of the week including rest periods.

Staff availability including split times can be recorded and
monitored throughout the working week. Scheduling conflicts
with availability are immediately flagged.

Comprehensive staff cost analysis can be performed on a wide
range of factors making benefit analysis the fastest available
when planning staff deployment.

Active Conflict Monitoring checks the scheduling logic for
breaches of thresholds for working hours or weekly and daily
rest periods between shifts. Standards and quality of published
schedules is high.

Schedules can be swiftly emailed direct to staff to inform and
coordinate team work. Options are available to customize email
content including iCal formats for Outlook and Google personal
calendars.

Use the Web Wizard to publish schedules to the Web, to enable
convenient access to schedule information from anywhere in
the organization.

You can create over 35 reports for breakdown information
about working hours and staff costs. All reports can be exported
as PDF, Word or Excel.

Comprehensive statistical reporting of scheduling activity
includes individual, team and job title groupings to provide
totals and frequency counts of assignments and unavailability
status over any time period.

All Schedule24 information can be exported as CSV files or as an
Access database using the Export Wizard.
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Section

Section 2 - Getting Started

This lesson will walk you through the main features of
Schedule24 Resource Manager. This schedule is based on a
requirement to deploy a staff supply over 24 hours in a
business facility.

After completing this section you will be able to:

1. Create a structured schedule with the Schedule Wizard
2. Add and remove people from a schedule

3. Understand schedule templates

4. Open, Save and close a schedule

Section 2 Exercises: Starting your scheduling

Exercise 2.1
Launch Schedule24 Resource Manager.

At the start of this exercise it is assumed you have not launched Schedule24
Resource Manager.

1. Click Start > All Programs > Schedule24 Resource Manager and select
Schedule24 Resource Manager to launch the application.

2. Close the Welcome to Schedule24 Resource Manager screen by clicking
the Close button in the bottom right hand corner of the dialog.

3. If the Navigation Pane is not displayed select View > Navigation Pane
from the Menu to display.

4. Similarly if the Issues Pane is not displayed select View > Issues Pane from
the Menu to display.
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This is the staff scheduling environment that enables you to access the main features from the
Navigation Pane; and conflicts and warnings that arise as you schedule are displayed in the
Issues Pane and will be dealt with in a later section.

2} 1 Startyour Schedule

Starta Task

' New Schedule
£ Easystep Schedule Wizard
18] schedule Templates.

@ Schedule Templates Onine. ..

Open an existing schedule

&8 2. Add and Remove Staff schedule « person pate [shift Issue pesaription

7 3. Automate with Shifc Patterns

£33 4 Manoge your Schedue
T7H 5- Check How You're Doing

(=4 6. Publish your Schedule =i m ] 3

# The staff scheduling environment, notice many of the menu items are disabled. When you
open a schedule or create a new schedule more features become enabled as you progress
through the workflow.

This exercise uses the convenience of the Schedule Wizard to take you step
by step through creating a staff schedule from beginning to end. It is used
here as an introduction to many of the basic concepts considered the
hallmark of good scheduling. In the wider context of solving scheduling
problems it does have limitations, and for total control over our staff
schedules we will be revisiting many of these features in greater detail
later. For now it is a convenient way to quickly demonstrate the main
components of the Schedule24 Resource Manager workflow.

1. Launch Schedule24 Resource Manager and close the Welcome Screen if you
haven’t already done so.

2. From the Start Your Schedule section of the Navigation Pane select
ScheduleWizard... This will display the ScheduleWizard welcome screen.




StartaTask.

() New Schedule
& EasyStep Schedule Wizard
[5] Schedule Templates...

@ schedule Templates Oniine...

Open an existing schedue

Add Staff

Add shifts

Select Start Day.
If you need any assistance
Fixed or Rotating

SCHEDULE24 USER GUIDE AND TUTORIAL
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a8 Hore... ‘Add Days Off
Staff Distribution

Save Schedule

&8 2. Add and Remove Staff

s

@ 4. Manage your Schedule

T73 5. Check How You're Doing

g 6. Publish your Schedule P - 5
Read) 08/05/2012 11:36

The Schedule Wizard welcome screen on start up.

3. Click Next to the Add Staff section.

EasyStep Schedule Wiza

| Add Staff
| If you don't want to add any staff at this time, EasyStep Schedule Wizard will automatically create
v Welcome temporary personnel. You can add or change personnel later in the Staff Manager.
Staff
v Add Staff
First name: Last name:
Add Shifts | | | | add
Select Start Day Job tite:
Fixed or Rotating | |
Add Days Off
Job title 4 |First name Last name Delete
Staff Distribution
Save Schedule
Finish
e

If you leave this blank the Wizard will work out the staff you need and you can add the detail later.

Using the small sample staff list below enter the staff details into the Add Staff dialog form.
Information entered here will automatically be entered into the Staff manager when you
complete the Wizard.

First Name Last Name Job Title
Peter Agar FT Agent
Victoria Ainsworth FT Agent
Javid Ali FT Agent
Richard Allen FT Agent
Jasmine Fields FT Agent
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# You add each entry to the display list in tum using the Add button. Entries can be removed
from the display list using the Delete button. If you hit the Enter key to add a staff record it will move
to the next step in the Wizard, to return to entering staff information simply click the Back button.

Add Staff
1f you don't want to add any staff at this time, EasyStep Schedule Wizard will automatically create
v Welcome temporary personnel, You can add or change personnel later in the Staff Manager.
Staff
v Add Staff
First name: Last name:
Add Shifts [ |
Select Start Day Job title:
Fixed or Rotating | |
Add Days Off
Job title - |F|rst name |Last name Delete
Staff Distribution FT Agent Peter Agar
FT Agent Victoria Ainsworth
Earcshedie FT agent Javid Ali
Finish FT Agent Richard Allen
FT Agent Jasmine Fields

U
(o Jtoe | (o ]

You can also enter Job Title on its own if scheduling roles and add the names later.

4. Click Next and move to the next step Add shifts to your schedule.

Add shifts to your schedule
Enter the shifts to be used in your schedule. You can always add additional shifts once the

v Welcome EasyStep Schedule Wizard is complete, by using the Shift Editor on the Scheduling menu.
Shifts
v AddStaff :
Shift: Description: Color:  Hours:
v Add Shifts [7a30 |[Early Oz \
Select Start Day To areate split shifts use a comma: 05:00a-09:00a, 12:00p-03:00p
Fixed or Rotating Shift |Descri|:ltion ‘Hours | Delete
Add Days Off Day Off 00:00
Staff Distribution

Save Schedule

Finish

|
[ Back ” Mext | [ Cancel

You can enter any number of shifts and descriptions.

5. In the Shift box enter “7a3p” (to denote 7:00a-3:00p) and in the
Description box enter “Early”. Select a color code for the shift by clicking
the color listing. Click the Add button to add this shift to the display list.
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If your preference is for 24 hour working select the 24 hour option. To save time formatting 24

hour time can be entered as a continuous entry e.g. 07001500 and the 07:00-15:00 formatting
will be applied automatically.

6. Follow the step above to enter the following time and descriptions each
with a color code:

7a-3p Early
10a-6p Day
3p-11p Late
5p-1a Evening
11p-7a Night

7. When you have completed entering this list your display should look
something like this:

Add shifts to your schedule
Enter the shifts to be used in your schedule. You can always add additional shifts once the
v Welcome EasyStep Schedule Wizard is complete, by using the Shift Editor on the Scheduling menu.
Shifts
v AddStaff '
Shift: Description: Color:  Hours:
Add shifts | (S| )
Select Start Day To create split shifts use a comma: 06:00a-09:00a, 12:00p-03:00p
Fixed or Rotating Shift |Description |Hours | Delete
Add Days Off Day Off 00:00
7:00a-3:00p Early 8:00

Staff Distribution 10:00a-6:00p Day 8:00

o E=E
Firish Iight

Display shifts in the following time
@ 12hour ) 24 hour

|
i Back ] | Next | [ Cancel

Having completed entering the shift list a final check of hours.

# If you make a mistake on entering information simply delete the entry and re-enter. The entry
order for shifts in this section becomes a choice option later.

8. Click Next and move to the Select Start Day section. Accept the default
start day Monday.

Click the More button to display the information feedback dashboard as you work through the
options each step of the way. Your display should now look similar to this:
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Select a Start day for the weekly schedule

v Welcome

v Add Staff

¥ Add Shifts

¥ Select Start Day
Fixed or Rotatng
Add Days OFf
Staff Distribution
Save Schedule

Finish

Any day of the week can

be selected for the start day of weeKly schedules.

Familiar start dsys indlude Sunday or Monday.

Mon Tue Wed Thu Fri Sai =
Team 1 o S e o .
FT Agent Peter Agar 7:00a-3:00p 7:002-3:00p 7:00a-3:00p 7:00a-3:00p 7:00a-300p Da
Team 2 P e Y e :00a-6:
P Aot Victoria Arsmorth 12:002-6:00p. 10:005-6:00p 10:00a-6:00p 10:002-6:00p 10:00a-6:00p Da
Team 3

Fragant)awdn

L s s T PR
£ J

L i i i

Percentage of alocated shifts:  71% Distbution balance

Percentage of unallocated shifts: 0% : 0%
Percentage of days off: 20%
People working each day: 5 8:00
ired: 5 8:00
5 40:00
1 40:00
5 16:00
Length of schedule: 7 16:00

o ) o ] (o]

The zoom in view display more details about how teams are made up of staff

9. Move the mouse pointer over the grid area and when the pointer changes
to a magnifying-glass icon double-click to zoom out and view more detail.

v Welcome

v Add Staff

v Add Shifts

¥ Select Start Day
Fixed or Rotating
Add Days OFf
Staff Distribution
Save Schedule

Finish

Help

SR St - ‘ ——

Select a Start day for the weekly schedule
Any day of the week can be selected for the start day of weekly schedules.
Familar start days indude Sunday or Monday.
Start day: Monday v
Mo Tu W TH Frisz s [ur]pe
Team 1 EzEeEzEzEzDiDc 0 2
Team 2 @D: 0 2
Team 3 @D: 0 2
Team 4 DD 02
Team 5 [ ] 2D: 0 2
Unzlocated 0000000
Day Off 0000055
Early 1111100
Day 1111100
It 1111100
Percentage of alocated shifts:  71%
Percentage of unallocated shifts: 0% Distributon balance: 0%
Percantage of days off: 2%
People working each day: 5 8:00 |
red: 5 8:00
5 40:00
Peuua per I:Eam 1 40:00
Teams required: 5 16:00
Length of schedule: 7 165:00
{ Back ! Next Cancel

The zoom out displays the bigger picture, it’s all in the pattern!

10. Click Next and move to the Fixed or Rotating section and select the

Rotating option.

You will notice the shift pattern adjust to the rotation of the shifts based on the options chosen
so far. This is a good example of a structured schedule displaying its characteristic pattern.
Using the scroll controls you will be able to see how the information you entered earlier is

beginning to be structured.

16
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v Welcome

v Add Staff

¥ Add shifts

¥ Select Start Day

¥ Fixed or Rotating
Add Days OFF
Staff Distribution
Direction of Rotation
Speed of Rotation
Save Schedule

Finish

Less <

EasyStep Schedule Wizard ___ *’ﬁ ]

Select a fixed or rotating schedule

If you would like your staff to work the same shifts and days off on the same day each week, then select
= fixed schedule. IF you would like yaur staff to wark different shifts and have days off on different days
of the week select rotating schedule.

) Eixed schedule - Each persen works the same shift

(3! Rotating schedule - Each person works different shifts in turn

Mc Tu W Th Fr Se SL Mo TuW Th Fr Sz SuM TUW Th Fr Se SL McTL W

Team 1
Team 2
Team 3
Team 4
Team 5

Unallocated
Day Off
Early

Day
4

.

Percentage of alocated shifts:
Percentage of unallecated shifts:
Percentage of days off:

People working each day: 5 8:00
People required: 5
People entered: 5
People per team: 1 40:00
Teams required: 5
Length of schedule: 3

[ sk [ mewt | [ conce

17

Scrolling to display the staff count for each shift.

11.Click Next and move to Add Days Off section and select the Customize
option to display the controls for the days-off days-on work ratio. Accept

the 2 days-off default and increase the days-on to 6. Finally select the
Forward stagger option.

-
EasyStep Schedule Wizsrd - —“

===

Setup your Days Off
You can choose to have days off at the weekend or you can customize your days off.
v Weleome
) Weekend only (® Custom
V¥ Add Staff
V' Add Shifts 2 Z[dmmoft dayson
V' Select Start Day ) Everybody has the same days off
¥ Fixed or Rotating (@iFornard stagger days off;
v Add Days OFF () Backward stagger days off
Staff Distribution
Direction of Rataton  [Team 1
Speed of Ratati Team 2
S EURE Team 3
Save Schedule e
Team 5
Finish Team &
Team 7
Unallocated 0000DO00D110000001
Day Off 222222112222221
Less < 4
Percentage of alocated shifts:  71%
Distribution balk 8 90%
Percentage of unallocated shifts: 4% stribution baianee:
Percentage of days off: 25%
People working each day: 5 8:00
I Peopic required: 7 800 |
Peopic entered: 5 48:00
Peopic per team: 1 40:00
Teams required: 7 0:00
Length of schedule: 0 16:00
Help [ ok [ met | [ cond |

Evaluating the dashboard feedback to improve the shift pattern

3 This configures the days-off pattern on a rotating basis. So not all the staff would be off on the
same day. |deal for 24 hour 7 day working. Monitoring the feedback panel which is dynamically
updated depending on which options are selected. For example here the rest periods between
shifts is displaying ‘0" which indicates that somewhere in the patter two shifts are adjoining
with no rest period in between. In this case selecting the Backward stagger option for days-off
re-adjusts the pattern to maintain sufficient rest periods between shifts.
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3 You will also notice feedback on percentages. The notable one is the 4% of unallocated shifts.
This is telling us not all staff has been allocated a shift on every day given the options chosen

so far. This can be improved in the next step.

12. Click Next and move to the Staff Distribution section and select the
Customize, enter the desired number of staff in the staff column option.
This will display the staff distribution control. For the purposes of this
tutorial click the mouse pointer in the staff column next to the 10:00a-
6:00p Day shift and enter 2. Your schedule design should now look

something like this:

-
EasyStep Schedule Wizard -

—— =

Staff Distribution

v Welcome © Equally across all shifts
v addstaff

v Add Shifts

V' Select Start Day
v Fixed or Rotating
v Add Days Off

¥ Staff Distribution

You can cither distribute staff equally on each shift, or a specfic number of staff to each shift.
(&) Custamize, enter the desired number of staffin the staff column

Staff  [shift |Description |
1

7:00a-3:00p Early
10:00a-6:00p

Direction of Rotation Team 1
Team 2
Team 3
Save Schedule et
Team 5
Finish Team &
Team 7
Team 8

Speed of Rotation

o ErrPrrEEY
o ErrePrHEY

Ungzllocated

Less < 4

012 612 6
012 612 6
012 612 6
012 612 6
012 612 6
012 612 6
012 612 6

6 6
6 6
6 6
6 6
6 6
6 6
6 6
012 612 6 6 6

Percentage of alocated shifts:
Percentage of unallocated shifts:
Percentage of days off:

Peopie warking each day:
People required:

People entered:

People per team:

Teams required:

Length of schedule:

75%
0%
25%

g oo

Distribution balance: 100%

8:00
8:00
43:00
42:00
16:00
16:00

[ ][t | [come ]

The feedback dashboard instantly updates the moment you make a change

[ Adding an additional staff member to the day shift re-adjusts the schedule pattern of working
so they are no unallocated shift periods. Scrolling to the right of the pattern and the distribution
balance is perfectly balanced given the options selected so far. This is a matter of judgement,
and we will see later how more control can be achieved when looking at the Shift Pattemn
Designer. For now we are simply working through the basic concepts underlying staff

scheduling.

13. Click Next and move to the Direction of Rotation section and accept the

Forward default option.

18
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LSRR ' ‘ ——

Select direction of rotation
Direction of Rotation (DOR)

v Welcome Here you control the direction of your schedule. A forward direction means shift start times rotate
clockuise or get progressively later throughout the schedule. A backward direction means shift start

¥ Add Staff times rotate anti-dodkwise or get progressively earlier. A forward or dockwise rotation is considered
by many to be the healthier option.

v add shifts

¥ Select StartDay (@ Forward - Mornings, followed by aftermoons, and then nights

) Backward - Nights, folawed by aftermoons, and then mormings

¥ Fixed or Rotating
3 ) Order shifts as entered

¥ Add Days OFF

v Staff Distribution

Ur|De/E2/De
v Direction of Rotation | Team 1

012 612
Speed of Rotati Team 2 012 612
e Team 3 012 612
Save Schedule Team 4 012 612
Team 5 012 612
Finish Team 6 012 612
Team 7 012 612
Team 8 012 612
Unallocated 000D00D0O00O00O0ODO0QODO0DO0D
Less < 4
Percentage of allocated shifts: 75%
Distribution bal 8 100%
Percentage of unallocated shiffs: 0% istibution batanee
Percentage of days off: 25%
| People working each day: 6 8:00
People required: 8 8:00 "
People entered: 5 48:00
People per team: 1 42:00
Teams required: 8 16:00
Length of schedule: ] 16:00
! J

The direction of rotation can be seen in an instant saving hours of guesswork.

[ The Direction of Rotation of DOR is important and directly impacts our ‘body clock’ and
sometimes referred to as circadian rhythms. It has been long established that a forward
rotating schedule is to be preferred.

14. Click Next and move to the Speed of Rotation section and select the
option Customize speed and reduce the days to ‘2’. The schedule pattern
will dynamically update.

, -
EEREE mﬁ’d—.——“ i

Select speed of rotation
Speed of Rotation (SOR)
v Welcome . .
Here you control the rotation speed of your schedule, The best rotating shift system is fast forward
v Add Staff rotation, for example, two marnings, two afterncons, and two nights. The worst is a backward rotation
of a week of nights, a week of afteroons, followed by a week of morning shifts. If you're not sure
I ErET select, Change Shift after Days OFF,
Change Shift after Days Off Custor d
¥ Select Start Day O chang " © customze spee
¥ Fixed or Rotating
Increase the days - slower rotation
v Add Days OFF Decrease the days - faster rotation,
¥ 5taff Distribution
Tu W/ Th Fr Sz SUM(TU W Tr Fr Sz/SUMcTL | UrDeEz|De
¥ Direction of Rotation Team 1 Da Dz D: 0424
y Team 2 0424
v Speed of Rotation | OEL
Save Schedule T 04126
Team 5 040 4
Finish Team 6 Bl £ 0424
Team 7 Dz BE o225
Team 8 [ 0: o: i3 EB B e2 2 D D: Bz B2 0440
Unallocated 000000000000000
Less < 4
Percentage of alocated shifts:  75%
Percentage of unallocsted shifts: 0% Distribution balance: 85%
Percentage of days off: 25%
i People working each day: 6 8:00
People required: 3 8:00 N
People entered: 5 4300
People per team: 1 4200
Teams required: 8 0:00
Length of schedule: 16 16:34
[ea [ et ] [Ccona ]
L y

A well balanced shift pattern is not easy but if it is possible it can be achieved in a few moments.

3 You will notice in the feedback panel things have changed — even though there are no
unallocated shifts as before. Rest period between shifts has been reduced to ‘zero’; and the
balance of shifts and days off has become less efficient with a 15% drop down to 85%.
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0 Selecting a faster rotation in the Speed of Rotation step, known as a schedules SOR, is also a

preferred option but it can upset a carefully crafted schedule pattern, as in this case. Often the
solution can be as simple as changing a previous option. In this case changing the day off

stagger in the earlier Days Off step back to ‘Forward stagger from ‘Backward stagger
resolves this problem.

r N
Lo e i —— T L % e

Setup your Days Off
You can choose to have days off at the weekend or you can customize your days off,

v Welcome

) weekend only (® Custom
v Add Staff
¥ Add Shifts days off dayson

¥ Select Start Day () Everybody has the same days off

¥ Fixed or Rotating (@iFornard stagger days off;

v Add Days OFF () Backward stagger days off

Staff Distribution

Drection ofRotaton  [Team 1
Team 2
Team 3
Save Schedue e
Team 5
Finish Team 6
Team 7 Dz Dz Ez E

Team 8 12 1= 9 I I o -

Unallocated 00DODDOODODDODDOGOGO
4

Speed of Rotation

Percentage of alocated shifts: 75%

Distribution bals 8 100%
Percentage of unallocated shifts: 0% stribution baianee:
Percentage of days off: 25%

People working each day: L 8:00
il People required: 3 8:00
People entered: 5 48:00
People per team: 1 42:00
Teams required: 8 16:00
Length of schedule: 16 17:06

Help [ ok [ met | [ cone

Now we have a balanced shift pattern.

15. Click Add Days Off in the Menu list on the right to return to the previous

16.

step and change the option back to ‘Forward stagger days off’

Do not be too concemed if there are things you have not followed or do not understand. For
now you just need to understand the relationship between the working hours and days-off,
characteristics of shift patterns. You need to be aware the direction and speed of rotation can
have significant impact on a staff schedule. In the feedback panel you will notice that 8 staff are
needed to make this schedule work, however only 5 staff were entered at the beginning. The

Schedule Wizard calculates the additional staff needed and enters default staff when the
schedule is created.

Click Save Schedule in the Menu list and move to the Save your Schedule
section. Enter the filename ‘Myschedule’ and click Next to Finish and
generate your schedule.

20
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Welcome

Add Staff

Add Shifts

Select Start Day
Fixed or Rotating
Add Days Off

Staff Distribution
Direction of Rotation
Speed of Rotation
Save Schedule

v
v
v
v
v
v
v
v
v
v
v
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Finish
You have successfully compleheq@e EasyStep Schedule Wizard.

The Schedule Wizard completed when all the checks are displayed.

Schedule24 is doing several things “behind the scenes” when you click the Finish button of the
Schedule Wizard. It updates the Staff Manager with staff details you entered. If you have not
entered enough staff for the schedule pattern to work, in this example only 5 staff were entered

and the schedule requires

8 people, it will create default staff and add them into the Staff

Manager. In addition a shift pattern is created and saved to the Shift Pattern folder for future
use, and the Team Manager is populated with staff allocations to their respective shift rotations
are distributed in the Team Manager. We will see how each of these features work in greater
detail later but for now this has all been done automatically.

| (%[~ 3:000-11:000 v || 25/05/2012:Person

Man 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May

2012 2012 2012 2012 2012 2012
FT Agent Peter Agar
FT Agent Victoria Day Off Day Off
Ainsworth
FT agent Javid A - Day Off Day Off 7:00-3:00p  7:003-3:00p
FT Agent Jasmine Fields 7:00a-3:00p Z:00z-3:00p 10:00z-5:00p 10:00a-6:00p 10:003-6:00p 10:00a-6:00p
EominlE 10:00a-6:00p 10:002-6:00p 10:002-6:00p 10:00a-6:00p Day Off Day Off ‘
persn? womsom [wesaw jowor - veot |
Perzon & Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p
Al Allalcount | s6l8 8 8 ] 8 8
[ m_

The staff schedule displayed in the Schedule View area




17. From the Menu toolbar click the Staff Manager button to display the Staff
Manager. Select the Service tab to display the staff information generated

SCHEDULE24 USER GUIDE AND TUTORIAL

from the ScheduleWizard.

-
o Sl Manager AT —— e Y ===
Go to: lastname  Title: | ~| Eirst: peter Last: Agar
Title  LastName FirstName  Job Titie [Department | | personal [ Address [ Contact | Training | Service | costs | working Hours | Availability | Notes |
» Agar Peter FT Agent | 3
Ainsworth Victoria FT Agent | | service information
Ali Javid FT agent |
Alen Richard FT Agent | Employee PIN: Leave Entitlement:
Fields Jasmine FT Agent | .
Person 6 | Employ date: [+] Finish date: [+]
Persan 7 | Department information
P 8
ersen ‘ Department: -
Job title: FT Agent M
Start: 08/05/2012 E| End: E
|start date [30b Title |Department:
B |08/05/2012  |FT Agent
<= ’
. .
|« +
| Persan 1of 8 Iy NewPerson ” X Delete Person ] [H Save and Close ” Cancel ]
L

The Staff Manager is automatically populated with staff details.

18. Close the Staff Manager and from the Menu toolbar click the Team

Manager button to display the Team manager. Click the View button to

display the shift pattern staff have been allocated to.

[ schedule24 Resource Manager & . S
| cilfie Edt Yew Insert % — o L= J e
- €5 Team Manager - Schedulel
RN NEN=ANESA) I [ — — -
. used in this schedule View team dstribution on this date:
£|&; shift Editor | <7 As s,
= 3 vk | Myschedule activated from 08 May 2012 starting week 1 v| 02/09/2012 [+]
; y w
[ InsertshiftPattern.. ][ Modfylist.. |
Avaizble staff
ﬁ 1. Start your Schedule May | Wed23May |Thu24May =
ream 1 - B [name S0 e FE—
&8 2 Add and Remove Staff | | |7 gant peser agar 00 07:00-15:00  10:00-38:0( =
Stont :00  10:00-18:00  10:00-18:0C
85 Add and Remove Staff - .
Shift Pattern - MySchedule
5% Import Staff fiom another Schi | [Team 2 Schedue Week |1 1 1 1 1 1 T
FT Agent Victoria Answorth [1] 1, Mon [ 2, Tue [11 3, Wed [04,Thy 015, Fn [16, Sat 17,5
8% mport staff rom another Ape Team 1 07:00-15:00 10:00-18:00 10:00-18:00 10:00-18:00 10:00-18:00 Day Off Day Off
Team 2 10:00-15:00 10:00-15:00 10:00-15:00 Day OFF Day OFF 15:00-23:00 15:00-23:00
Team3 10:00-18:00 Day OFF Doy OFf 15:00-23:00 15:00-23:00 17:0001:00 17:00-01:00
Team 4 Day Off 07:00-15:00 07:00-15:00 10:00-18:00 10:00-18:00 10:00-18:00 10:00-18:00
= Team 5 15:00-23:00 17:00:01:00 17:00-01:00 23:0007:00 23.0007:00 Day Off Dey OFF
o+ agent avd 2l Teams 17:0001:00 23.0007:00 23:00-07:00 Dey OFF Day OFF 07:00-15:00 07:00-15:00
Team 7 23000700 Day Off Gay Off 07:00-15:00 07:00-15:00 10:00-18:00 10:00-18:00
Teams Day OFF 15:00-23:00 15:00-23:00 17:0001:00 17:0001:00 23:0007:00 23:00-07:00
Team 4
FT Agent Richard Allen
¢ | >
=
Team 5 < @ x
FT Agent Jasmine Fields
7 3. Automate with Shift Patt
% 4. Manage your Schedule &
@ e o o re Do Teamsby: @ Sort () Order B Auto-Distribute Staff to Tear
£=§ 6. Publish your Schedule = 5
Ready 08052012 13:59

Working with the multiple displays of the Team manager makes things easier to check out.

19. Close the Shift Pattern View window; and close the Team Manager to
return to the Schedule view area.

22
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20. Using the mouse pointer select File > Close from the toolbar menu and
when prompted to save give it a filename. For the purpose of this tutorial
save it as “My Schedule”. The Schedule will then be saved to the Schedule
folder of your installation directory.

[ The completed exercise has demonstrated the characteristics of structured scheduling using
the Schedule Wizard. You will see later this is not the only way to approach structured
schedules and greater control can be obtained using the Shift Pattern Designer and Shift
pattern Wizard. You have seen four major components of Schedule24 Resource Manager
Workflow:

The Scheduling environment;
The Staff Manager;

The Shift Pattern; and

The Team Manager

We will be revisiting each of these again in greater detail

Exercise 2.3
Create a New Staff Schedule.

This exercise will look at a different way of creating and saving a new staff
schedule, while at the same time taking a closer look at the Staff Manager.
We will carry out a simple staff import from an existing schedule. You
cannot start scheduling until you have entered some information about
staff into the Staff Manager, and it is the only place where you manage
staff changes.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and displaying the Navigation and Issues
Pane with no staff schedule displayed in the schedule viewing area.

1. Using the mouse pointer click 1. Start your schedule bar if it is not already
displayed. Select the item New schedule from the list. This will display a
blank schedule. Alternatively from the Menu select File > New and select
New to display the New Dialog and click Blank Schedule.

2. A blank schedule with calendar information will be displayed, together
with a Schedule Assistant prompting for information about staff.

3. Select Import Staff from an existing schedule option and click OK to
display the Insert Staff from another schedule dialog.

4. From the list displayed select the schedule you saved in the previous
exercise with the default file name My Schedule. Click OK to populate your
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blank schedule with the staff details from that schedule into your new staff
schedule and to close the dialog.

5. The Schedule Assistant will be displayed prompting you about options for
entering shifts. Select the ‘No thanks...” option and click OK to close the
dialog.

6. Save the schedule with the filename Small Team Schedule and select File
> Close to close the schedule and return you to an empty schedule view
area.

Exercise 2.4

Adding and Removing Staff.

This exercise follows on from the previous exercise and will look at the
way we add and modify staff records in a staff schedule.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and displaying the Navigation and Issues
Pane with no staff schedule displayed in the schedule viewing area.

1.
2.

From the menu toolbar select File > Open to display the Open dialog box.

From the file list select ‘MySchedule’ and click OK to open the staff
schedule in the schedule view area.

From the Toolbar menu select the Staff Manager to display the Staff
Manager.

- —— - 3
5 Staff Manager b — av 23|
Go to: lastname  Title: | w  First: Peter Last: Agar
Tit Last Nam: First N; Job Tit [Department o Persongl | | Address | Contact | Training | Service Costs | Working Hours | Availability | Notes
» Agar Pete FT Agent |
Ainsworth Victor FT Agent | General
Ali Javid FT agent |
Allen Richard FT Agent | S5N:
Fields Jasmi FT Agent |
Person 6 | Brth date ]
Person 7 |
Eye Col
Person 8 | £ T
Hair Cal -
Gender: -
Height:
Status -
SIS
Emergency information Special requiremen ts
|
+
Person 1of 8 | Igy  MewPerson || % Delete Person ‘ |7l Save and Close H Cancel

The Staff Manager




SCHEDULE24 USER GUIDE AND TUTORIAL

3 Using the staff list below enter the staff details into the Staff Manager .

Title First Name Last Name Department Job Title
Mr Peter Agar A FT Agent
Miss Victoria Ainsworth A FT Agent
Mr Javid Ali A FT Agent
Mr Richard Allen A FT Agent
Mrs Jasmine Fields B FT Agent
Mr Timothy Chiswick B FT Agent
Mrs Jane Green C FT Agent
Temp 001 Temp Staff FT Agent

2 The greyed section is information already imported from the previous exercise. The content in
plain cells needs to be added by modifying these records. In this example that means adding
Department information to the greyed names; and default staff records to named staff and a
“Temp 001” record.

4. Using the mouse pointer select ‘Person 6’ record and select the Service
tab

5. Using the mouse pointer, or tab key enter ‘Timothy’ into the First text box;
and replace “Person 6” default with the name ‘Chiswick’ in the Last text
box.

6. For the same record, enter the Department information “B” into the
Department field; and enter “FT Agent” into the Job title field.

7. Using the mouse pointer on the Staff list select the record “Person 7”. This
will update the changes you have just made for Timothy Chiswick record,
and display the record you have just selected to be modified.

8. Repeat the procedure for ‘Person 7’ record using the above table for your
reference to information to be entered.

9. Similarly, repeat the procedure for ‘Person 8’ entering “Temp 001”
information.

|
I

1 You will note that you can use any description in the fields to record temporary staff. This is
also useful if you also want to schedule staff but do not have their full details until perhaps later.

10. To update the remaining records with Department information select each
record in turn and enter the Department if it isn’t already displayed for
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selection in the drop down list and click the Add Record button.

3 The Add Record button has the same action as update record and it populates the drop down

lists as you move through the staff lists.

7= You can sort your staff lists in ascending and descending order by clicking on the column
header of the information type you want to sort while in the Staff Manager.

11. Similarly using the mouse pointer select each record in the staff list
displayed on the left hand side of the Staff Manager and enter their
respective salutation in the Title text box and click Add Record button to

update the staff record.

0 When you have completed this list your Staff Manager entries should look like this:

5| Staff Manager

Go to:

Title Last Name FirstMame  Job Title |Department -
| Agar Peter FT Agent |»'-\

Ms Ainsworth Victoria FT Agent |»'-\

Mr Ali Javid FT agent |a

Mr Allen Richard FT Agent |a

Mr Chiswick Timothy FT Agent |B

Mrs Fields Jasming FT Agent |B

Miss Green Jane FT Agent |C

Temp 001 FT Agent | Temp staff

Person 1of8

lastname | Title: Mr

=
- First Peter Last: Agar
Personal I Address I Contact I Training | Service |Cos15 | ‘Working Hours | Availability | Notes |
Service information
Employee PIN: Leave Entitlement:
Employ date: |z| Finish date:
Department information
Department: A -
Job title: FT Agent -
Start: 0805202 [+ gndl: [~]

|start date

|30b Title

|DEparh‘nEnt

» |osjosj2012 [FT Agent

[a

3

[ Add Record ” Delete Record ]

[ ﬁij New Person H )( Delets Person ]

[ |l Save and Close ] [ Cancel

)

The Staff Manager presents an intuitive interface to access a wide range of data.

6. Click Save and Close button which will close the Staff Manager and update

your schedule with the staff names you have entered.

7. From the Toolbar Menu select the Staff Manager. This will display the Staff

Manager again.

8. Using the mouse pointer select the record for Temp 001 in the Personnel list.
This will select the record and display a black triangle to the left of the name

showing it is selected.
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9. Click the Delete Person button to delete the staff record Temp 001 from the
Staff Manager. Click Save and Close to close the Staff Manager and update the
staff schedule.

# Tip: If you make a deletion by mistake, closing the Staff manager using the x closing button will
close the Staff Manager without making changes.

10. From the Menu select View > Department to display the department
information for each member of staff. The display should look something like
this:

sun 27 May Mon 28 May Tue 29 May Wed 30 May Thu 31 May
2012 2012 2012 2012 2012

10:008-6:00p  Day Off Day Off

Department

FT Agent Mr Peter Agar A
FT Agent Mg Victoria A Day Off
Ainsworth

FT Agent Mr Richard Allen A 10:003-6:00p  10:00a3-6:00p  10:003-6:00p  Day Off Day Off
ST ey | Day Off Day Off 7:00a-3:00p 7:00a-3:00p
Day Off F:00a-3:00p F:00a-3:00p 10:00a-6:00p 10:00a-6:00p

FT Agent Mr Timothy Chiswick

m

FT Agent Miss Jane Green C

If you have a break in going through this user guide and tutorial the department and job title
information may not be displayed. This is because you are working in a real time environment
and records are time stamped by the current date and time when you modified the record. If
you scroll the schedule to the date the modification was made the information will be displayed.
Alternatively you can enter a date into the Start date field when you want the information to be
displayed as follows:

Department information

Department: B -
Job title: FT Agent hd
Start: 14/05/2012 |E| End: E
Start date Job Title Department
P |14/05/2012  |FT Agent B

11. From the Menu toolbar select File > Close to close the staff schedule if
prompted Save with the file name ‘My Schedule’.
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Exercise 2.5
Working with Schedule Templates.

This is a short introduction to using Schedule Templates. A range of templates are
shipped with Schedule24 Resource Manager. Templates are a good way of sharing
working arrangements and avoids “re-inventing the wheel” when there exist
standard patterns of working in the organization. Templates can be created from
operational schedules including shift and days-off patterns and staff information.

At the start of this exercise it is assumed you have already launched Schedule24
Resource Manager and displaying the Navigation and Issues Pane with no staff
schedule displayed in the Schedule View area.

# You can check the Don't show me again checkbox to suppress the Welcome screen
display on launching Schedule24. It can be re-activated for display using the Tools > Options
dialog.

1. From the Start your Schedule section of the Navigation Pane select Schedule
Templates... to display the Templates dialog display.

T =
- Schedule Templates
g_| g g_
g @3 @ = Cafi8 5=
10 Hour 12 Hour 24Hour Four  Alternating - hift e id h
Compress..,  Continuo...  Day Pattern Shifts ree shift crews provide 24 hour cover

for five days, normally Monday to
Friday, with the last shift finishing on

g I g g Saturday morning. The most common

5 : 5 starting times are 6am to 2pm (morning

Continental  Double Day Five Crew Permanent shift), 2pm to 10pm (afterncon shift)

Continuo...  Shift System  Continu... Nighits and 10pm to 6am (night shift). Except

for employees on avertime, the
weekends are left free.

(&)

£l

Traditional
Continu...

The Schedule Template choices in the New schedule dialog.

2. Select the template Three Shift System and click OK to display the schedule
in the Schedule View Area.

[ This template has default entries for the personnel information. This information can be updated
with staff details using the Staff Manager as in the previous exercises.

3. Close the schedule without saving at the prompt.
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Section

Section 3 - Working with Schedules

Once a schedule has been created more detailed information
can be entered. Schedule24 manages different kinds of
information in layers so you always have ready access to
information depending on the views you have selected. This
enables you to work in a context rich environment and
improves your tearn management skills.

After completing this lesson you will be able to:

1. Navigate around the Schedule Work Area

2. Enter, modify and schedule shifts.

3. Add details about assignments, unavailability and breaks.

4. Apply options to change what you see.

Section 3 Exercises: Adding more detail to schedules

Exercise 3.1
Displaying staff information in the Schedule View Area

This exercise will help you start navigating around the Schedule View area and
will introduce the Options dialog where you can change options about
information displayed in the staff schedule.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and displaying the Navigation and Issues Pane
with no staff schedule displayed in the schedule viewing area.
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1. From the Menu toolbar select File > New to display the New dialog. Select
the schedule ‘Blank Schedule’ and click OK to display a new staff schedule
in the Schedule View area.

2. The Schedule Assistant will be displayed. Select the “Import staff from an
existing schedule?” option to display the “Insert staff from another
Schedule” dialog. Select the “My schedule” item and click OK. This will
import the staff into your new schedule.

 Schedule2d Resource Manager - Schedulel ==
i oilffle Edit View [nsert Scheduing Took Data Reports Window Help o
PN A g 2 # S | 0« o] @) | 8 SteffManager... | TeamManager.. | §A ShiftPattem Designer... | 100% x @
i 5 ShiftEditor | 7 Assignments... 5 Unavalability... | Breaks... | . | Memo... | 3 Monitor Confiicts... | [ifll Staff Distribution Graph
i |4 Day Schedules 53 Week Schedules | 7 E-mail Staff Schedules... | |<3g Publish to the Web... } €3 StaffReport | g Statistics Report | 43 Management Reports
& X bepartment | Mon 14May  |Tue 15May  |Wed 16May  |Thu 17May  |Fri 18 May Sat19May  Sun20May  |Mon21May  Tue22May =
& 2012 2012 2012 2012 012 012 2012 2012 012
o} 1. Start your Schedule L
FT Agent Mr Peter Agar A H
Sart o Task, FT Agent Ms Victoria o
) New Schedue Aoty
FT agent Mr Javid Al A

£ EasyStep Schedule Wizard
FT AgentMr Richard Allen | A
18] schedule Templatss...
FT Agent Mrs Jasmine Fields | &
@ Schedule Templates Oriine...

FT Agent Mr Timothy Chiswick B
Open an existing schedule
FT Agent Miss Jane Green | C

5 Mare...
Al Al AN Count (7 7 7 7 7 7 7 7 7 B
<« 11 13
......... — ® x

e,a 2. Add and Remove Staff Schedule + |persan Date Ishift Issue IDescription

7] 3. Automate with Shift Patterns

% 4. Manage your Schedule

T3 5- Check How You're Doing

Eﬁ 6. Publish your Schedule ¢ 5

27/05/2012 08:36

3. From the Menu toolbar select Tools > Options to display the Options dialog
and then select the View tab.

Options B ™ ol e = E5 ]

- - - - - -

| General | View ‘Cn\nr | User Email Information I Calculation | Vacation | Costs I Working Hnursl

Assistance
Show Welcome screen on startup Show Assistants Show Infotips
Show Mavigation Pane
Show in schedule
Job title [] Employee Number Title First name Last name

Status bar Grouping
Time settings

Use the following time format: (%) 12 hour AM/EM ) 24 hour
Print

Margin units: | Inches M
Email schedule wizard

Show email wizard welcome screen on startup

k

When you want to change what you see the Options is where you do it.
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4. Make sure the checkboxes for Job title and First name and Last nhame are
checked to display this information in the schedule view; and the Time
settings are set to 12 hour AM/PM option. Click OK to close the Options
dialog and update the schedule display.

# Tip: If you are familiar with and prefer to work in 24 hour ‘military’ time then select that option.
The section exercises use 12 hour time format.

[0 If the checkboxes are unchecked then this information will not be displayed in the staff
schedule view. In fact the information will not be displayed anywhere in the workflow including
publishing schedules to the web and email. Depending on preferences just first names may be
sufficient; on the other hand you may want to communicate a more formal approach and use
job titles and last names. If you are focused on more advanced staff shift patterns you may just
want to reference job titles before staff names.

5. Repeat the above procedure to display the Options dialog again and select
the Color tab.

; T T R ——— . —_ 1
Options ﬂ
- . — —
| General | | View ‘ Color |User,fEmai\ Information I Calculation | Vacation ICosts | Working Hours‘
Shifts Unavailability
[ show Shift color If different from shift pattern Show O Al O Individual
S ) < |
Holiday
[#]ishow
-1
[CIrublic Holidays
[#]weekends
[ show assignment color k)
Cover count
Over staffing: Acceptable staffing: Under staffing: i
e
S

A range of color mapping options can be configured here.

6. Using the mouse pointer select and highlight ‘Weekends’ in the Holiday
Section. Launch the color picker and select a color for weekend days and
check the checkbox to display the color in the schedule view area. Click
OK to close the Options dialog.

7. In the Schedule View area select 50% zoom setting in the toolbar menu to
view weekend color mapping. This is a useful technique for navigating
week based staff schedules. Return the zoom setting to 100%.
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& Schedule24 Resource Manager -

Small Team Schedul

SCHEDULE24 USER GUIDE

i g]_ﬁe Edit View Insert Scheduing Tools Data Reports Window Help

P05 e g S % L

| 9 - -| &) | 8 StaffManager... | = TeamManager.. | [ ShiftPatternDesgner... | 50% v i@

[ shifteditor | «2 Assignments... 57 Unavalabilty... | Breaks... | .| Memo... | 3, Monitor Conflcs... | (i Staff Distrbution Graph

i |4 Day Schedules = Week Schedules | ) E-mail Staff Schedules... | 43 Pubiish to the Web... | G StaffReport | g3 Statistcs Report | 3 Management Reports

72} L Startyour Schedule
Starta Task
1 en Schedde
& EasyStep Schedule Wizard
5] Schedule Templates. ..
@ Schedule Templates Oniine. ..

Open an existing scheduie

& More.

&8 2 Add and Remove Staft

7] 3. Automate with Shift Patterns
£ 4 Manage your Scheduie

[ 5. Check How You're Doing

E‘ 6. Publish your Schedule

Ready

® % i[x][v] 700e3:000

[ 14/05/2012:FT Agent Peter Agar

AND TUTORIAL

Ishift Issue |Description

>

08/05/2012 21:25

An example of sensible color mapping instantly gives a breakdown of the weeks.

8. Using the horizontal scroll bar adjust the staff schedule forward so the first
column is Monday. This helps navigate the following lessons using days of

the week.

(AN

You can scroll the schedule backwards to a Monday, but you may take the schedule to a date

before the staff details e.g. Job title was created. Job title information is timestamp sensitive
and will not be displayed if the schedule view navigates to a date before the Job title start date
in the Staff Manager.

Schedule24 functions with a perpetual calendar. This means it never runs out whether you go

backwards or forwards. You control schedule date ranges using date range options when
printing or publishing. There are more advanced techniques using the Team Manager which
will be dealt with later.

Exercise 3.2

Working with the Shift Editor

This exercise introduces the Shift Editor. It is the only means for entering
information about shifts, shift descriptions, days off and other shift pattern
information. It will show you how to use 12 hour and 24 hour formats and tips

to speed up entering shifts.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and the ‘Small Team Schedule’ is open and

displayed in the schedule viewing area.
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1. Using the mouse pointer select the first day cell for “FT Agent Peter Agar”
in the first column of the schedule. This should be a Monday.

2. From the Toolbar menu click Shift Editor. This will display the shift data
box in the Toolbar.

& Schedule24 Resource Manager - Small Team Sc
E@Be Edit View Insert Schedulng Tools Data Reports Window Help
Py -3 i E (A By | - | @ | (8 Staff Manager... | TeamManager... | (£ shift PatternDesigner... | 100% - @

15, shift Editor U < Assignments... %} Unavailabiity... | Brezks... | . | Memo... | iy Monitor Conficts... | [ili Staff Distribution Graph

i |4 Day Schedules =3 Week Schedules | - E-mail Staff Schedules... | |}y Publish to the Web... } @4 StaffReport | g3 Statistics Report | 5 Management Reports

& x| [Zﬂ 7:008-3:00p ~ |@ 14/05/2012:FT Agent Peter Agar
G} 1. Start your Schedule Mon 14May | Tue 15May Wed 6May | Thu 17 May Fri 18 May 5at 19 May Sun 20 May MonZiMay | Tue 22 May Wed 23
—_— 2012 2012 2012 2012 012 2012 2012 2012 2012 012
rtaTas = 00a-3:
P PR 7:002-3:00p
] mMew Schedule
FT Agent Victoria

£ EasyStep Schedule Wizard S

FT agent Javid Ali
18] schedule Templates...

FT Agent Richard Al
@ Schedule Templates Oniine... el

FT Agent Jasmine Fields

The Shift Editor controls displayed in the docked position.

3. Use the mouse pointer and click in the text box displayed in the toolbar of
the Shift Editor. This will display a flashing cursor indicating you can edit
the box entry. Enter the text 7a3p and click the ¥ button. This will
commit the change to the highlighted day cell.

3 Note that the time format characters : and — are added automatically. If you prefer to work in 24
hour format then make sure the option is selected in the Options dialog and the above entry
will be displayed in 24 hour format even though a 12 hour format was entered. The equivalent
24 hour format would be 07001500 and the formatting characters are added automatically.

4. Click the Shift Descriptions button next to the Shift Editor text field to
display the Shift Descriptions dialog.

Shift Descriptions lﬂ

Shift Descriptions
Any shift ime can have a description. This enables schedules to display familiar
and meaningful names rather than just shift tmes.

Enter shift description
Shift |Descri|:|h'on
7:00a-3:00p Early

Add new ones here..,

[ oK ] [ Cancel

— ———  — |
The Shift Descriptions dialog

33
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Double click the mouse pointer in the descriptions column of the 7:00a-
3:00p shift and enter a description for this shift e.g. “Early”. Click OK to
close the dialog.

In the Schedule View area using the mouse pointer, select and highlight the
Tuesday day cell for “FT Agent Peter Agar”.

Use the mouse pointer to select the drop down list in the text box
displayed in the toolbar of the Shift Editor. Select the ‘07:00a-3:00p Early’
shift in the drop down list and click the | button. This will commit the
change to the highlighted day cell.

Use the mouse pointer and click in the text box displayed in the toolbar of
the Shift Editor. This will display a flashing cursor indicating you can edit
the box entry. Enter the text 7a3p and click the ¢! button. This will
commit the change to the highlighted day cell.

From the Menu toolbar select View > Shift Description this will change the
Tuesday shift time format to a shift description.

Notice the Monday 7:00a-3:00p shift remains as a time format, while the Tuesday 7:00a-3:00p
shift entry toggles between a time format and the description entered in the Shift Descriptions
dialog box depending which View option is selected. If you want a shift description and a shift
time then you need to assign a shift its description before you start scheduling. Put another
way, a shift time without a description will not pick up a later description added after it has
already been entered into a staff schedule.

Depending on the View option selected the shift time or shift description will be displayed in the
Tools > Options dialog Color tab. This enables you to assign a different color to both a time
format and a shift description.

~
4 Schedule24 Resource Manager - Small Team Schedule - - - e e W - =B g
i @E\e Edit View Insert Scheduling Tools Data Reports Window Help -0 X
S d UENI= RN NEE | = ~ - | i | 8 Staff Manager... | Team Manager. .. |lij Shift Pattern Designer, .. I
i[5 shift Editor || <7 Assignments... 5% Unavailebiity... | Breaks... | .| Memo... | 3 Monitor Confiicts... | (il Staff Distribution Graph
J»_{i Day Schedules = Week Schedules | & E-mail Staff Schedules... | g Publish to the Web. .. i & staff Report | §9 Statistics Report I
] @l Vi ‘@] 02/09/2012:FT Agent Jane Green
Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Mo
2012 2012 20 2012 2012 2012 2012 200 |
FT Agent Peter Agar 7:00a-3:00p Early K
FT Agent Victoria I
Ainsworth
FT agent Javid Ali
FT Agent Richard Allen
FT Agent Jasmine Fields
FT Agent Timothy
Chiswick
FT Agent Jane Green
All Al All Count 4|7 7 7 7 7 7 7 7 j=
< [ b
Issues N
Ready 08/05/2012 22:37

Shift times and shift descriptions can be allocated color independently
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@ Schedule24 Resource Manager - Small Team Schedule h 4 g - = | B |
i gﬁile Edit View Insert Scheduling Tools Data Reports Window Help -8 x
-z d il F=r o5 e |9 - - Q | 8 staff Manager... | Team Manager... ‘lﬁj shift Pattern Designer...

‘QJ Shift Editor || /7 Agsignments... #7} Unavaiability... | Breaks... | . | Memo... | _;& Monitor Conflicts... | @ Staff Distribution Graph

Jﬁ Day Schedules = Week Schedules | - E-mail Staff Schedules... | g Publish to the Web... i & StaffReport | § 1 Statistics Report '
:| lZJ A @ 02/053/2012:FT Agent Jane Green
Mon 14 May Tue 15 May Wed 156 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Mo =
2012 2012 2012 2012 2012 2012 2012 20

FT Agent Peter Agar 7:005-3:00p 7:00a-3:00p

FT Agent Victoria
Ainsworth

FT agent Javid Ali
FT Agent Richard Allen

FT Agent Jasmine Fields

FT Agent Timothy
Chiswick.

FT Agent Jane Green

Al All All Count 97 7 7 7 7 7 7 72
4 T +

Issues

08/05/2012 22:23

Shift times maintain consistent color mapping

10. Close the schedule and when prompted save with the filename “Small
Team Schedule”.

Exercise 3.3
Working with more shift options

This exercise introduces more shift controls when the Shift Editor is undocked
from the toolbar Menu.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and the ‘Small Team Schedule’ is open and
displayed in the schedule viewing area.

1. Using the mouse pointer click the Shift Editor bar control and drag down
onto the schedule view area and release when the outline changes to
undock the Shift Editor and display more controls.
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& Schedule24 Resource Manager.
Egjﬁegdt!iew[rmtgdledhg[mkgalagmlsﬂhdowﬂeb

ERRRAT= A= RUENE= RN RN e -| ) | 8] StaffManager... | TeamMansger... | 3 ShiftPatternDesigner... | 100% - @i
[ shiftEgitor || < Assignments... #} Unavaiabilty... | Breaks... | .. | Memo... | 3, Monitor Conficts... | (il Staff Distribution Graph
i |4 Day Schedules =3 Week Schedules | 3 E-mail Staff Schedules... | |3}y Publish to the Web... } 93 StaffReport | G Statistics Report | y3l Reports

Start a Task

[ New Schedule
£ EasyStep Schedule Wizard
(3] schedule Templates...

@ schedule Templates Online. ..

7:00a-3:00p 7:00a-3:00p

FT Agent Peter Agar

FT Agent Victoria
Ainsworth

FT agent Javid Al

FT Agent Richard Allen

FT Agent Jasmine Fields

0 If the Shift Editor bar control is not displayed then using the mouse pointer, click the Toolbar
menu Shift Editor Button. When the Shift Editor is undocked it should look something like this:

nail Staff Schedules... | 4l Publish to the Web... i &3 StaffReport | g7 Statistics Report | 45 Management Reports
— —

& x | @\ 7:00a-3:00p v |@| 14/05/2012:FT Agent Peter Agar
ﬁ 1. Start your Schedule Mon 14May  Tue 15 May Vied 16 May 0 17 May Fri 18 May 3t 15 May S0n 20 May Mon 2iMay | Tue 22 May 3
2012 2012 2012 2012 2012 012 2012 2012 2012 2012

Department Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Mon 21 May
pa 2012 2012 2012 2012 2012 2012 2012 2012

FT Agent Peter Agar A 7:00a-3:00p 7:00a-3:00p
FT Agent Victoria A
Ainsworth
FT agent Javid Ali A
FT Agent Richard Allen A Shift Editor
FT Agent Jasmine Fields  |B 14/05/2012:FT Agent Peter Agar
FT Agent Timoth Mon 14 May D aily Hours
Chisu%::: " B 6 08 1w 12 14 13 20 22 00 02 04 -

Pelala bbbt oo bbb bebe bbb bbby 1y Time off |00:00 |5‘3""dard:|08:0[J >
FT Agent Jane Green [

[7:00a-3:00p = - . .

E]E][ Day Off ][ Unallocated ] Splits: |1 % | End l:l

2. From the main Menu toolbar select View > Shift descriptions to change the
time format to shift descriptions.

[ Use the mouse pointer to highlight the shift description “Early”. Notice the Shift Editor will
change its content to reflect shift descriptions.

3. Similarly select View > Shift times to change the shift descriptions display
back to the time format.

3 Now the Shift Editor will display the time format. If there is no shift description it will display the
time format by default.

4. Using the mouse pointer double click the Shift Editor bar to automatically
dock the control panel.
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Exercise 3.4
Working with split shifts

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and the ‘Small Team Schedule’ is open and
displayed in the schedule viewing area. The Shift Editor is docked.

1. Using the mouse pointer click and drag the Shift Editor down onto the
Schedule View Area.

Time bar displayling
a split shift

Shift Editor =]

5/14/2012:FT Agent Peter Agar  Reference selected '"gﬁﬁﬁﬂ:’;;ﬁfgggm

Man 14 May Date and 24 hour timescale Daily Howrs
0 12 14 16 18 20 22 00 02 04 05 08
Folala b bbbl bbb ba b o ba bl o bl bal oo 1y Tmeoff |00:00 | Standard:|0s:00 % h;.;tg"dafd
Time bar selected it hours
Adjust Shift
| 10:002-2:00p, 6:02p-10:02p V| start | _ -
Clears - = [= by: Elm'ns
entry E]E][ Day Off ” Unallocated ] Splits: |2 = | End
Reserved descriptions
Adds entry into selected Creates the number of Controls enabled when time bar selected
day cell or range of cells splits in a shift to adjust shift earier or later in increments

The Shift Editor displayed undocked.

2 The Shift Editor in its undocked state displays more shift editing tools. Double clicking the top
bar will re-dock the Shift Editor automatically.

2. Highlight the Monday cell for “FT Agent Ainsworth”

3. Enter the following split shift 10:00a-2:00p, 6:00p-10:00p. The comma
denotes the split between the two tours of duty.

[ Using this example of a split shift a quicker shortcut is to enter 10a2p, 6p10p. The time
formatting is automatically added when entered. Similarly if using 24 hour format i.e.
10001400,18002200
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mail Staff Schedules... | 4 Publish to the Web... i € Staff Report | g4 statistics Report | 45 Management Reports
Department Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Mon 21 May
201 2012 1 2012 2012 12 2012
FT Agent Peter Agar A pURIERSIH O 7:00a-3:00p
FT Agent Victoria A 10:00a-2:00p, 6:00p-10:00p
Ainsworth
FT agent Javid Ali A
FT Agent Richard Allen A
g Shift Editor =]

FT Agent Jane Green

FT Agent Jasmine Fields |B 14/05/2012:FT Agent Peter Agar
FT Agent Timathy B Mon 14 May
Chiswick 10 12 14 156 15 20 22 00 02 04 05 08

Pololba o b bbb bl bbb b be bbb be be be b b b
J— 1

10:00a-2:00p, 6:00p-10:00p w

Doaily Hours

Time off  |00:00

Start

by:

End

Standard: |08 :00

mins | +#

~
-

4. Click the Check or Tick icon button to update the information in the day

cells. A split shift is denoted by ‘x’ between the start and end time display

in the schedule view.

If you want to delete one of the periods of a split shift while editing click the period you want to

delete with the mouse pointer and enter “1” in the Splits box using the spin button. This will

return the shift to a continuous shift period.

5. Close the schedule and save with the same filename “Small Team

Schedule” if prompted.

Exercise 3.5
Entering information about Breaks.

This exercise will use the “My Schedule” to schedule breaks. At the start of
this exercise it is assumed you have already launched Schedule24 Resource

Manager and no schedule is being displayed in the schedule view area.

1. Click File > Open and select the item “My Schedule” to display the

schedule in the Schedule View Area.

2. Highlight the Monday column or the first cell and from the Toolbar Menu
select Data > Sort and click “by Start time” item to sort shifts on this day

by start time.
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mail Staff Schedules... | 4y Publish to the Web... | &3 StaffReport | g3

Mon 14 May

7:00a-3:00p

Statistics Report | 45 Management Reports

Tue 15 May Wed 16 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012

7:00z-3:00p 10:005-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p  Day Off

10:00a-5:00p 10:00a-6:00p 10:00&-6:00p 10:00a-6:00p

or el e
FT Agent Ms Victoria 5:00p-1:00a Day Off Day Off 7:00a-3:00p
Ainsworth

11:00p-7:00a T:00a-3:00p 7:00a-3:00p 10:00a-6:00p

Day Off Day Off

FT Agent Mr Timothy Chiswick | B

10:00a-6:00p ! - Day Off

FT Agent Miss Jane Green

FT Agent Mr Richard Allen Day Off

My Schedule in the Schedule View Area sorted by start time and the Monday column highlighted ready to
schedule breaks

3. Using the mouse pointer highlight Monday column for all Agents and click
the right mouse button to display the pop-up menu and select Breaks ....
This will display the Breaks dialog listing all the shifts on that day.
Alternatively from the Menu you can select Schedule > Breaks....

Breaks E

MName

14/05/2012:FT Agent Mrs Jasmine Fields - FT Agent Mr Richard Allen

Select shift: Enter break time:

Start of Break |End of Break |Total Time
10:00a-6:00p
3:00p-11:00p
5:00p-1:00a
11:00p-7:00a

Add new break here...

o (o

The Breaks dialog displaying a range of shift.

4. Select the first shift 7:00a-3:00p in the list.

5. Place the mouse pointer and double-click in the Add new break box. This
will display the editing cursor to enter break details.

6. Enter 11:00a (alternatively 11a or 1100) in the Start of Break column.

7. Next enter 11:45a (alternatively 1145a or 1145) in the End of Break
column.

8. Click the mouse pointer below the record. This will update the Total Time
column and display the box for your next break for this shift if required.




Breaks

MName

Select shift:

Enter break time:

14/05/2012:FT Agent Mrs Jasmine Fields - FT Agent Mr Richard Allen

7:00a-3:00p
10:00&-5:00p
3:00p-11:00p
5:00p-1:00a
11:00p-7:00a

Start of Break |Er1d of Break |T013I Time
11:45a

Add new break here..

[ o

] ’ Cancel

The Breaks dialog

3 You can enter times in any two fields to calculate the third field e.g. Start of Break and Total
Time will calculate the End of Break, or Total Time and End of Break will calculate Start of

Break.

9. Repeat the above steps and enter breaks for the following shifts

Shift tart of End of Total Time
ronson | 18 e R
10:00a-6:00p 11:45a 12:15p 00:30
3:00p-11:00p 6:00p 7:00p 1:00
5:00p-1:00a 9:00p 10:00p 1:00
11:00p-7:00p 2:00a 3:00a 1:00

10. After you have entered the above breaks for each shift in turn click OK.
This will close the Breaks dialog and update the highlighted day cells in the
first column with their respective break periods.

SCHEDULE24 USER GUIDE AND TUTORIAL
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Thu 17 May
2012

10:002-6:00p

Fri 18 May Sat 19 May
2012 2012
10:00a-6:00p 10:00a-6:00p  Day Off

Sun 20 May
2012

10:00a-6:00p

10:00a-6:00p  10:00-6:00p

e | |

Day Off Day Off 7:003-3:00p

Day Off

Day Off Day Off

10:00a-6:00p  10:00a-6:00p
1break

Day Off

7:00a-3:00p 7:00a-3:00p 10:00a-6:00p

Underlying information can be displayed using the mouse “roll-over”.

You can view more detailed information using the mouse pointer to display the Info tip pop-up.
This option can be turned on or off in Tools > Options > View tab using the Show Info tips
checkbox. Note the weekend color coding displayed in the column headers when shift colors
have priority. Also the ledger view here is created when Grouping is activated in the Options
dialog based on start times in this example.

# Breaks can be scheduled for the same shift over a range of days ore weeks so you only enter
breaks information once. Use the Go To date with the Shft key and mouse control to select any
range to display the shifts and then add breaks once for all the shift types to be allocated breaks.

Exercise 3.6
Adding Assignments to a schedule

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and ‘My Schedule’ is displayed in the Schedule
View Area. The first day column is sorted by Start time.

1. Using the mouse pointer highlight the Monday and Tuesday day cells for FT
Agent Chiswick and FT Agent Green.

Tue 15 May
2012

7:00a-3:00p 7:003-3:00p

Wed 16 May
2012

10:00a-6:00p

Thu 17 May
2012

10:005-6:00p

Fri 18 May Sat 19 May Sun 20 May
2012 2012

10:00a-6:00p 10:005-6:00p Day Off

FT Agent Mr Timathy Chiswick 10;0;:{-6:00;) 10:00a-6:00p 10:00a-6:00p 10:008-6:00p  Day Off Day Off

FT Agent Miss Jane Green 10:008-6:00p  10:00a-6:00p  |Day Off Day Off
1break

FT Agent Ms Victoria

Ainzworth

Day Off Day Off 7:00a-3:00p
FT Agent Mr Richard Allen

Day Off 7:00&-3:00p 7:00&-3:00p 10:00z-5:00p

Day Off

Highlighting the range of shifts to assign tasks.
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2. From the Menu select Scheduling > Assignments .... Alternatively you can
point the mouse pointer in the highlighted area and click the right mouse
button to display the pop-up menu and select Assignments.... This will

display the Assignments dialog.

Assignment @
e
14/05/2012:FT Agent Mr Timathy Chiswick - 15/05,/2012:FT Agent Miss Jane Green
Assignments: Category:

v|[ Edt. | [ Ad |
Details:

3. Enter “Training” in the Type box.

4. Enter “Induction course” in the Description box.

5. Enter “Contact department supervisor at the training facility at 10am” in

the Details box.

6. Click Add and this will transfer the assignment to the Assignments list.

Induction Course

Details:

Contact department supervisor at the training
facility at 10am.

Assignment @
e
14/05/2012:FT Agent Mr Timathy Chiswick - 15/05,/2012:FT Agent Miss Jane Green
Assignments: Category:

Traring v[ee ) (e
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Entries in the Type box are listed so they can be used again. Choose general categories that
you are most likely to use again for this box.
7. Click OK to close the dialog and update both staff on these dates in the
schedule with this assignment.
Tue 15 May Sat 19 May Sun 20 May

2012
7:003-3:00p 7:00a-3:00p 10:00z-6:00p 10:00&-6:00p 10:00&-6:00p  Day Off
2 breaks

10:00a-6:00p  10:005-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off

Training Induction Course [Contact department supervisar -‘
10:00a-6:00p  10:008-6:00p  Day Off |at the training facility at 10am.
Traini Traini

Day Off Day Off 7:00a-3:00p

2012

10:005-6:00p

Day Off

FT Agent Mr Timothy Chiswick

FT Agent Miss Jane Green

FT Agent Ms Victaria
Ainsworth

FT Agent Mr Richard Allen

7:00a-3:00p 7:00a-3:00p 10:00&a-6:00p

You can schedule multiple assignments to a staff shift. Assignment information is also a publishing
option for schedules. You can view underlying information in your schedule using Infotip display.

8. Using the mouse pointer highlight the Tuesday day cells for FT Agent
Chiswick and click the right mouse button to display the pop-up menu.

Mon 14 May Sat 19 May
2012 2012 2012
7:00a-3:00p 7:00a-3:00p
2 breaks
10:005-6:00p
Training
10:005-6:00p

Sun 20 May
2012

10:002-6:00p  10:00a-6:00p  Day Off

10:002-6:00p  10:00a-6:00p

FT Agent Mr Timothy Chiswick
FT Agent Miss Jane Green

:00a-6:0 Day Off Day Off
Cut Crl+x © 4 4 ‘

Training
Paste Spedial...
FT Agent Ms Victoria _— Day Off Day Off 7:00&-3:00p
Ainsworth Clear 3
2| Delete Del y Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p
Unavailability
Breaks...
|&:| Memo...
&y shift Editor
34| Find... Ctrl+F

9. Select “Assignments” to display the Assighments dialog.

You can create a list of categories using the Edit Facility and assign a ranking order whenever
this information is published in a report as follows.

10. Click the “Edit” button to display the Assignment category list.
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Modify Assignment List

Modify List

Enter new Assignment type:

‘You can add, remove or modify your category descriptions here. Use the up and down
arrows to order your category selection from the list.

| i | (£ shift Pattern Designer... || 100% - @

| |l 5taff Distributon Graph

frReport | 1 Statistics Report | 45 Management Reports

Show these Assignment in this order:

101 OiE-A 0N ANeONa-FO0n  DeEw OFF

Wed 16 May Thu 17 May Fri 18 May
2012 2012 2012

10:00z-6:00p 10:00z-6:00p 10:00a-6:00p

Sat 19 May
2012
10:00a-5:00p

DNaw Off

Training

11. Enter each the following categories in turn into the “Enter new Assignment

Al Al All Count:
L —T—

1

Add
) QK
Remove ick
ICategory:
v|[Edt. | [ ad |
vy
Details:

type:” text box and click the Add button to add it to the list:

The Assignment Editing dialog to add remove or modify Assignment categories

Office Duties
Front Desk
Driver

Stock Taking
Meeting
Appraisal

Modify Assignment List

Modify List

‘fou can add, remove or modify your category descriptions here. Use the up and down
arrows to order your category selection from the list.

Enter new Assignment type:

Show these Assignmentin this order:

Training
Office Duties
Front Desk
Driver

Stock Taking
Meeting
Appraisal

Add

Remove

.,@I

Coc )
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12. Using the sort “arrow” buttons re-arrange the order of the list as follows:

m

Modify List
‘fou can add, remove or modify your category descriptions here. Use the up and down
arrows to order your category selection from the list.

Enter new Assignment type:

Show these Assignment in this order:
Meeting Add
Training
Front Desk
Office Duties
Stock Taking
Driver

Appraizal

e

13. Click the OK button to close the dialog and update the list, and then click
the OK button to close the Assignment dialog and return you to the
Schedule View Area.

= ltis recommended you create a category list at the outset. This will help standardise your
assignments and ensure communication to staff is more consistent. It also makes searching and
refrieval of information easier.

Assignment information is also a publishing option for printed, and email or web schedules.
There are also a number of standard reports that are based on assignment information.

Whole Page 7

Assignment List

Mon 2 Feb-09
Appraisal

Mes Cynthia Cross 830 . 1730 1230 . 13145 Interviews all morning

930 - 1430 1230 . 185 Management Suite

Ves Cyninia Cross P T I Witn the Executive
Priority

Mrs Veronica Smytne 12:00 - 2000 1815 - 1700 Prierity calls

Miss Helen Vizara 12:30 - 2030 B Priority calls

An example of a report using assignment activity.
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Exercise 3.7
Recording Staff Unavailability.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and ‘My Schedule’ is displayed in the Schedule
View Area. The first day column is sorted by Start time.

1. Using the mouse pointer highlight the Wednesday day cell for “Jasmine
Fields”.

mail Staff Schedules... | g Publish to the Web... | B StaffReport | g3 Statistics Report | 45 Management Reports

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012
7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day Off

2 breaks

. 10:00a-6:00p 10:00a-6:00p 10:00z-6:00p 10:00a-6:00p  Day Off Day Off
FT Agent Mr Timathy Chiswick e T

) 10:00&-6:00p  10:00&-6:00p  Day Off Day Off
FT Agent Miss Jane Green Training Training
FT Agent Ms Victoria Day Off Day Off 7:00a-3:00p
Ainsworth

2. From the Menu select Scheduling > Unavailability .... Alternatively you can
point the mouse pointer in the highlighted area and click the right mouse
button to display the pop-up menu and select Unavailability.... This will
display the Unavailability dialog.

Unavailability

Mame
16/05/2012:FT Agent Mrs Jasmine Fields

Category:
| v/ [ Edt. ]
Description:

Details:

o) Come

3. Enter “Sick” in the Type box.

L
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4. Enter “Heavy Head Cold” in the Description box.

5. Enter “Will try and do some work from home tomorrow.” in the Details
box.

Unavailability =

Mame
16/05/2012:FT Agent Mrs Jasmine Fields

Category:

Description:
Heavy Head Cold
Details:

Will try and do some work from home tomarrow, -

o) Com)

0 Similar to Assignments entries in the Type box are listed so they can be used again. You can
also create and modify the category list using the “Edit” button and sort a ranking order using
the sort arrow buttons.

6. Click OK to close the dialog and update the schedule with this
unavailability. A warning dialog will be displayed:

Scheduling Conflict

' Removing the scheduled shift for FT Agent Mrs Jasmine Fields
)4 will also remove the assignments and breaks on 16/05/2012.
Do you want to proceed?

Tewn | e

7~ Unavailability and Assignments cannot be scheduled together and will generate a conflict
warning when this occurs.

7. Click the “Yes” button to accept the change and update the schedule.
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mail Staff Schedules... | 4l Publish to the Web... i &5 StaffReport | g3 Statistics Report | 4 Management Reports

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012

7:003-3:00p 7:00a-3:00p 10:00a-6:00p 10:00z-6:00p 10:008-6:00p  Day Off

2breaks Heavy Head Cold [Will try and do some wark from
10:00a-6:00p  10:008-6:00p  10:008-6:00p  10:00{home tomorrow, off
Training Training

) 10:00a-6:00p  10:008-6:00p  Day Off Day Off
FT Agent Miss Jane Green Training Training

Ainsworth
Day Off

FT Agent Mr Timothy Chiswick

Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-5:00p

Exercise 3.8
Recording staff vacation.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and ‘My Schedule’ is displayed in the Schedule
View Area. The first day column is sorted by Start time.

1. Using the mouse pointer highlight the day cells Wednesday to the following
Monday for “Richard Allen”.

nail Staff Schedules... | iy Publish to the Web... @3 StaffReport | g Statistics Report | 45 Management Reports
— — —

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Mon 21 May Tue 22 May

2012 2012 2012 2012 2012 2012 2012 2012 2012
7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:008-6:00p  Day Off Day Off
2 breaks SICK

. 10:00z-6:00p 10:00z-6:00p 10:00z-5:00p 10:008-6:00p  Day Off Day Off
FT Agent Mr Timothy Chiswick e —
. 10:00a-6:00p Day Off Day Off
FT Agent Miss Jane Green Traini
-- e e Toee

FT Agent Ms Victoria Day Off Day Off

7:00a-3:00p 7:00a-3:00p 10:00z-6:00p
Ainsworth

Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00z-6:00p 10:00z-6:00p

FT Agent Mr Richard Allen 3:00p-11:00p 3:00p-11:00p 5:00p-1:00a 5:00p-1:00a 11:00p-7:00a 11:00p-7:00a Day Off

2. From the Menu select Scheduling > Unavailability .... Alternatively you can
point the mouse pointer in the highlighted area and click the right mouse
button to display the pop-up menu and select Unavailability.... This will
display the Unavailability dialog.

48
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Unavailability (=230

Mame
16/05/2012 - 21/05/2012:FT Agent Mr Richard Allen

Category:

(Full Day Vacation
Half Day Vacation
SICK

Details:

o) Cam )

3. Using the drop down list for the Type box select Full Day Holiday.
4. Enter “Main Leave” in the Description box.

5. Enter “Approved and confirmed” in the Details box.

Unavailability (=230

Mame
16/05/2012 - 21/05/2012:FT Agent Mr Richard Allen

Category:

Full Day Vacation v

Description:

Main Leave

Details:

Approved and confirmed.| P

o) Cam )

6. Click OK to close the dialog. A warning dialog will be displayed:

Scheduling Conflict

will also remove the assignments and breaks on 16/05/2012,
Do you want to proceed?

"j Remaoving the scheduled shift for FT Agent Mr Richard Allen
L

J[

Yestoal | [
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7. Click “Yes to All” button to accept the update and close the dialog and
update the schedule.

# If you simply click the “Yes” button on a multiple selection of days, the dialog will update each
cell at a time and prompt you with a waming before making any changes. “Yes to All” option
updates all the cells in one go and you only get a warning prompt once.

tedules | & E-mail Staff Schedules... | g} Publish to the Web... | &3 StaffReport | §H Statistics Report | 3 Management Reports
Mon 14 May
2012

Tue 15 May ed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Maon 21 May
2012 2012 2012 2012 2012 2012

Wi Tue 22 May Wed 23 May Thu 2¢
2012 2012 2012 2012

7:00a-3:00p
2 breaks SICK

., 10:00a-6:00p 10:003-6:00p  10:003-6:00p 10:00a-6:00p  Day Off Day Off
FT Agent Mr Timothy Chiswick e e
. 10:00a-6:00p 10:002-6:00p  Day Off Day Off DayQ
FT Agent Miss Jane Green Training Training

7:00a-3:00p 10:00a-6:00p 10:003-6:00p 10:00a-6:00p Day Off Day Off

FT Agent Ms Victoria Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00=-6:00p 10:00:
Ainsworth
--DayOFF Day Off 7:00a-3:00p  7:00a-3:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  10:00s-6:00p Day O

FT Agent M Richard Alen | °2Y OfF @ Day Off Day Off 7:002-

Full Day Full Day Full Day Ful Day Full Day Full Day Vacation Apprcvad and confirmed.

Entering Vacation into the schedule plan.

2 You check a staff vacation status by running a staff report. Depending on the dates you select
to run the staff report the vacation status checks against the staff leave entitlement. The default
staff leave entitlement is 20 days and is set in the Tools > Options > Vacation tab. This can be
modified. If you went to set individual staff vacation entittlement this is set in the Staff Manager
> Service tab “Leave Entitlement” text box.

Exercise 3.9
Checking staff vacation status.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and ‘My Schedule’ is displayed in the Schedule
View Area. The first day column is sorted by Start time and you have
completed the previous exercise.

1. From the Toolbar menu select the “Staff Report” button to open the Print
Preview Window.

2. Click the “Setup” button in the Print Preview toolbar to display the Page
Setup dialog. If not already displayed click the Staff tab.

L
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Page Setup IE'
Page I Margins | staff |Print Range I HEader!Footerl
—
S=i=
===
Indude in staff
[ Personal details D [ congact
[1 service [ Training Vacation

3. Uncheck the checkboxes except the Vacation checkbox in the “Include in
staff” section. Then click the “Print Range” tab.

Page Setup @
Date range
Print...

Start: | 18/05/2012 [+] end: | 18/05/2012 [=]
Staff range
Mame ~ |1ob Title Department Team
FT Agent Mrs Jasmine Fields FT Agent B Team 5
FT Agent Mr Timothy Chiswidk FT Agent B Team &
FT Agent Miss Jane Green FT Agent C Team 7
FT Agent Mr Peter Agar FT Agent A Team 1
FT Agent Ms Victoria Ainsworth FT Agent A Team 2
FT agent Mr Javid Ali FT agent A Team 3
FT Agent Mr Richard Allen [Fragent _Ja_________Jfeamd |

4. Select “Richard Allen” in the Staff range section; and select the date in the
middle of the vacation leave period you have scheduled.

0 This is for the purpose of this exercise and the dates will be different for you. Selecting the
same "From” and “To” date runs the report and will calculate the vacation status on that date.
In this example 6 days have been scheduled. Three will have been taken, and three more are
scheduled to be taken leaving 14 days outstanding from the entitiement.

5. Click OK to display a preview of the report and the calculated vacation status.
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18052012 to 18/05/2012

A
Title First Mame Last Name |
I Richard Allen |
acation Entitlement Taken Scheduled Outstanding
20 3 3 14

7= This is the standard staff report. There are other reporting formats calculating leave in various
Management Reports available as downloads from the Intellicate web site.

Exercise 3.10
Enter a Memo into your schedule.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and ‘My Schedule’ is displayed in the Schedule
View Area. The first day column is sorted by Start time and you have
completed the previous exercise.

1. Using the mouse pointer highlight the Monday day cell Monday for Jasmine
Fields.

2. From the Toolbar menu click Shift Editor Button to display the Shift Editor
bar.

nail Staff Schedules... | iy Publish to the Web... | & StaffReport | g Statistics Report | 43 Management Reports

‘ | 7:003-3:00p v |@]| 14/05/2012:FT Agent Mrs Jasmine Fields
Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 13 May Sat 19 May Sun 20 May
2012 2012 2012 012 2012 2012 2012
7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day Off
2breaks SICK

10:00z-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day Off Day Off
Training Training

) 10:005-6:00p  10:00a-6:00p  Day Off Day Off
FT Agent Miss Jane Green Training T

FT Agent Mr Timothy Chiswick

FT Agent Ms Victoria
Ainswarth

FT Agent Mr Richard Allen —EEh —mEn

Day Off 7:00a-3:00p

7:00a-3:00p 7:00a-3:00p 10:00z-6:00p

Full Day Full Day Full Day Full Day Full Day

Schedule View Area with the Shift Editor bar displayed.
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3. Using the mouse pointer click in the Shift Editor text box to display the

editing tool and change 3 to 5 to display 7:00a-5:00p and click the
button to update the shift in the schedule.

mail Staff Schedules... | sl Publish to the Web... i 9B StaffReport | g Statistics Report | 45 Management Reports
— —
‘ [%][+] 7:00a-5:000 v [ 14/05/2012:7T Agent Mrs Jasmine Fields

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May sun 20 May
2012 2012 2012 2012 2012 2012 2012

7:00a-5:00p 7:00a-3:00p 10:00a-5:00p 10:00a-6:00p 10:00a-6:00p  Day Off
2 breaks SICK

- | 10:00a-6:00p 10:00a-6:00p 10:00a-5:00p 10:005-6:00p  Day Off Day Off
FT Agent Mr Timothy Chiswick Traini Traini

) 10:005-6:00p  10:00&-6:00p  Day Off Day Off
FT Agent Miss Jane Green Training =g
FT Agent Ms Victoria Day Off Day Off 7:00a-3:00p
Ainsworth

FT Agent Mr Richard Allen STl LI

Full Day Full Day Full Day Full Day Full Day

Highlight a day cell to attach some Memo information.

1. From the Menu select Scheduling > Memo .... Alternatively you can point
the mouse pointer in the highlighted area and click the right mouse button
to display the pop-up menu and select Memo.... This will display the Memo
dialog. Enter “2 hours overtime incurred extending the shift to 5pm”.

Memo

Memo

Memos are the electronic equivalent of paper sticky notes. Use memos to jot down
ideas, reminders, and anything that you would write on notepaper.

MName

14/05/2012:FT Agent Mrs Jasmine Fields

Subject
2 hours overtime incurred extending the shift to Spm

[ ok [ cance |

Memo dialog enables you to add information to the staff shift.

You can enter quite a large amount of information in a Memo. Text will automatically wrap.
Where you want to enter a break in the text to create a paragraph use Ctrl Break to enter the
next line. If you enter too much information it may affect layout when publishing schedules and
reports.
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2. Click OK to close the dialog and update the schedule with the Memo
information.

Tail 5taff Schedules... | |3lg Publish to the Web... i € StaffReport | 6 Statistics Report | 45 Management Reports

i [ ][] 7:00a-5:00p v | 14/05/2012:FT Agent Mrs Jasmine Fields
Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012
7:00a-5:00p 7:00a-3:00p 10:00a-6:00p 10:00z-6:00p 10:00a-6:00p Day Off
2breaks SICK

N N 2 hours overtime incurred extending | .. N
FT Agent Mr Timothy Chiswick %Eéﬂ?:g_ﬁ'mp the shift to Spm ’lﬂ.ﬂﬂa—ﬁ.mp sl ST

) 10:00a-6:00p  10:002-6:00p  Day Off Day Off
FT Agent Miss Jane Green Training Training

FT Agent Ms Yictoria
Ainsworth

FT Agent Mr Richard Allen e —

- Day Off Day Off 7:00a-3:00p

Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p

Full Day Full Day Full Day Full Day Full Day

0 A red triangle displays a visual cue when a staff shift has a Memo attached to it. A Memo is a
publishing option for schedules. You can attach a memo to any cell whether or not scheduling
information is present and is useful for scheduling notes.

3 If you move the selection off the day cell you will notice that Jasmine Field 7:00a-5:00p shift
has no color, similar with other entries. Color mapping will be covered in the next exercise.

B Exercise 3.11
Color mapping Days-off, Weekends and other Holidays.

At the start of this exercise it is assumed you have already launched
Schedule24 Resource Manager and ‘My Schedule’ is displayed in the Schedule
View Area. The first day column is sorted by Start time and you have
completed the previous exercise.

2 Color mapping is dependent on option settings which will differ from the example illustrations
used here. The purpose here is to know the features that apply color and turn them on and off.
The color is not important and will always be a matter of preference.

1. From the Menu select Tools > Options ... > Color tab to display the Options
dialog.

2. Check “Show” in the Shifts section and select “Shift color” option.

3. Check “Show” checkbox in the Unavailability section and select the
“Individual” option; and check “Show” in the “Holiday” section.

4. Finally, check “Show Assignment color”.
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Options
‘ General IV’lew | Color |User|'Err|aiI Information I Calculation IVamh’on ICosis IWorking Hours
Shifts Unavailability
Show (%) Shiftcolor () If different from shift pattern Show O Al (@) Individual
A1 =]

LJFul Day Vacation

[¥Ipay off [(IHalf Day vacation

[¥]10:00a-6:00p [¥lsick

[¥]7:00a-3:00p

[#]5:00p-1:00a

[“]3:00p-11:00p

[“]11:00p-7:00a

Holiday
Show
=]

[CIpublic Holidays
[¥]weekends

Show assignment color

Cover count
Over staffing: Acceptable staffing: Under staffing: .

This is where you control all your color mapping in the Schedule View

[ Ignore the “Cover count” or Staff count section this will be dealt with in a later section. The
individual option for “Unavailability” enables you to map colors to individual categories of
unavailability. This can be contrasted with “Assignments” that are mapped to a single color
choice as multiple assignments can be scheduled to one shift and has a display constraint.

5. Check and highlight the “7:00a-5:00p” shift displayed in the shift list, and

‘e
Click the color palette icon “ | to display the color palette
Options @
| General I View | Color |User,|’En1aiI Information | Calculation | Wacation | Costs I Working Hours
Shifts Ur lability
Show (%) shift color () If different from shift pattern Color s Al (3 Individual
2 <1 Basic colors o |
[¥]7:00a-5:00p
sy off ErEEE NN
[¥]10:002-6:000 H T EEEN .
[¥]7:002-3:00p EEEEEEEN
[v]5:00p-1:00a EFEEEEEN
[¥]3:00p-11:00p
[F]11:00p-7:00a EEEEEEEN
1L 4 B 0 Uol e
Custom colors:
C .
EEEEEEEN
[ Define Custom Colors >> ] N
OK Cancel
Show assignment color |
Cover count
Over staffing: Acceptable staffing: Under staffing: .

6. Pick your color preference and click OK to assign the color to the shift.

7. Repeat the above steps and assign your color preferences to other shifts.
Click OK to close the Color palette window.
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3 If you don't check the shift checkbox that particular shift color will not be displayed in the
Schedule.

8. Repeat the procedure for “Unavailability” and options for “Show
Assignment color” and in the “Holiday” section.

3 When you close the Options dialog the color mapping will be updated. If it doesn’t behave how
you expected, go back and check you have options selected to display even though you have
mapped a color.

9. Close the Options dialog to update the schedule view.

[ The following procedure deals with options in the Holiday section. For the purpose of this
exercise make a note of the Monday date in the first column displayed in the Schedule View. If
you haven't already done so select a color for the Public Holiday and Weekends option and
check to display in the Schedule View Area.

# You might want to deselect the other color mapping options to see the changes more easily.

Options
‘ General | I View | Color |User|'Err|aiI Information I Calculation I Vacation I Costs I Working Hours
Shifts Unavailability
[ show Shift color If different from shift pattern [ show All Individual
A1 | - |l

7:00a-5:00p Full Day Yacation
Day Off Half Day Vacation
10:00a-6:00p SICK
7:002-3:00p
5:00p-1:00a
3:00p-11:00p
11:00p-7:00a

Holiday
Show

NN
[¥IPublic Holidays
[¥]weekends
[ show assignment color Q

Cover count

Over staffing: Acceptable staffing: Under staffing: .
s

These settings will only display the color mapping of weekends and public holidays

10. Open the Options dialog and select the Vacation tab.
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Options

&

| General I View | Color | User Email Information | Calculation | Vacation ‘ Costs | ‘Working Hours

Public Holiday
Public Holiday list: Public Holiday date:
14 May 2012 14/05/2012 [=]
Day |Monthevear
A May 2012 Jure, 2012 Julp 2012w
:
5678
2131415
9202122
5 27 28 28
August, 2012 October, 2012
2 3 4 & 2 234567
Global Vacation 6 7 js Gr0m2 2567 :s 5 ! g 101 121214
Default vacation entilement: days Start of vacation year: 114 1314151617 18 18 10 11 12 13 1415 71819 20 21
20212223242526 1718192021 22 5 26 27 28
Day vacation label: [Ful Day vacation 272829 30 31 24 25 26 27 28 29
Half-day vacation label: ‘Ha\f Day Vacation
el Today: 23/05/2012 P

11. Select the date displayed in the first column of your Schedule in the Public
Holiday date box using the drop down calendar.

3 You can extend the drop down calendar to enlarge your selection area. This is useful if you
want to select all your public holidays for the year in one go.

12. Add the date to the Public Holiday list using the < button. Click OK to
close the dialog and update the color display in the Schedule.

W Schedule24 Resource Manager - MySchedule =P ]
i aiffle Edt View Isert Scheding Tools Dofa Reports Window Hep -
P 0 i A & a9 - <] Q) | s staffManager... | 84 TeamManager... |32 shiftpattemDesigner... || 5% x i@

(51 shiftedror | < Assgrments... 2 unavaiabiity... | Bresks... | . | emo... | 3 Moritor Conficts... | 4] staff Distrbuson Graph
i |4 Day schedules =3 wesk Schedules | ) E-mail Staff Schedules... | <Xy Publish to the Web... } €& staffReport | g Statistics Report | .3 Management Reports

@ x X)) | 15105/2012:FT Agent Mr Richard Allen
ﬁl_snrtyoursdtedule s Bl wed 15 hsy [T 11y | Frifobiy |1y | S E0NGy | Mon iy | Tus23Nay | wed 250iey  TheZenmy | FAZENsy | Set2 by | Em 270w | Monds iy |Ted o
P 202 iy e i i a0 ) 20 202 a0z i i e =
Starta Task . [ | Tootrtily TA0EM WAGEA%s Dol DB S00pGGs GO0piie0s 0pi0in  SA0riGn  NQ0i00s f00pTa0n DO D)
5 siex E
1006500p BONGO0p DyOF  DwOfi 30000 SGOpGOy SO0pi0: SO0pI0Gs MO0pTO0: MOGpTOGs DwON  CwOW  Toudose Tams
0 NewSchecule 3 v oo » 11005 00p-00p 500 = 3 > » » e ran |
oM DuyOf  300pNIO0p SODpMON, SOUPTO0  SO0pO0S IMORTONS WOOR-TOGS DayOF DO LO0RSO0p T00RSO0R 1000E00p 1000
£ EasyStep Schedule Wizard
i) SGOpiot O0-i00n MO0PROGs HO0pTO0N DOl Dm0 TGr300p TO0S00r 000et00e 000vO0 WRORbAlp WO0EGDE DwOH  Dwl
:“J Schedule Templates. - 1M00p-T:00a  T:00p-T:003 Dy OFF Dap ot T00300p  TO033:00p  10:003-6:00p 10003-6:00p 10:00w6:00p 10:00w6:00p DapOff Dap ot 300p-1H00p  3:00F
@ Sschedule Templates Online. .. - Doy OF Day 0K TO05-E00p  T003-300p WO0sE00p 1000:£:00p 100055:00p 10005-6:00p Dy OF Day 0K 300pA00p  F00p-IH00p S00p-100N  S00p
T gt Hl Fichord Al O O DwOf  DwOF  TO0VROl MO-G0l  (00-EA W00RE00 1000E0Ds 100D
Open an existing schedule * FilDaw  FWiDay  FulDw  FilDs  FulDay  FulDay
(& More...
i A ot sl v v g g i i v v v g g i i v .
< Lo ’
--------- Issues @ x
£8 2. Add and Remove Statt Schedule «[person Date Ishift Issue Description
7 3- Automate with Shift Patterns
@ 4. Manage your Schedule
T3 5- Check How You're Doing
£=§ 6. Publish your Schedule < 5
Ready 23/05/2012 07:36

The Schedule View displaying holiday options using color mapping

13. Open the Options dialog and select the color tab again. Check the Shift
color: checkbox. Click OK to close the dialog and to display the shift colors
in the Schedule.
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W Schedule24 Resource Manager - MySchedule ==
i E]E\e Edit View [nsert Scheduing Tools Data Reports Window Help -8 %
P S g e B B S 9 - <] @ |8 staffMenager... | S8 TeamManager... | (3 shiftPattem Designer... | 75% v i@

[ shiftedtor || <7 Assgrments... i} una
} |4 Day schedules =3 Week Sched

"
# % (]

£a} L. Startyour Schedule
Starta Task
() New Scheduie
£ EasyStep Schedule Wizard
5] Schedule Templates.

@ Schedule Templates Online. ..

nnnnnnnnnnnnnnn

Open an existing schedue

(& More.

&8 2.Add and Remove Staft

7 3- Automate with Shift Patterns
% 4.Manage your Schedule
[ 5. Check How You're Doing

Eﬁ 6. Publish your Schedule P 5
Ready 23/05/2012 07:42

The Schedule View displaying shift and holiday options using color mapping

Shift colors have priority over holiday colors. However the date header for each column
always displays the color mapping for holiday colors. Care needs to be taken when using
color, too much and it can be confusing. Also bear in mind printers set on economy will
often only print greyscale.

Exercise 3.12
More about entering shift time and shift descriptions.

At the start of this exercise it is assumed you have launched Schedule24
Resource Manager and have completed the ‘Small Team Schedule” in the
exercise 3.4.

My Schedule we have been working with was originally created using the
“Scheduling Wizard” and was based on an underlying shift pattern. You may
not have realised this and it is not important at the moment as we will be
dealing with Shift Patterns and how they work with schedules in the next
section. The Small Team Schedule has been created manually from scratch
using the standard editing tools, and we are returning to this schedule to help
show step by step how things work in this exercise.

1. Using the mouse pointer select File > Open from the Toolbar menu to
display the open dialog.
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Open
Look in: . Schedules ~ & | Q X ] -
__-. 2 i!]Business Center
L@' @) call Center
My Recent i!]Healthmre
Documents i!]HOSD"B“tY
g]l'I'SUpport
|@|Media
Desktop {@]MySchedule
|@]retail
@ i!f]SecL.lrityI
g'ISmaII Team Schedule
My Documents
My Computer
-
@ Flename: | SmallTeam Schedule vl [ ok ]
My MNetwork ! -
yPIaces Files of type: | Schedule (= wpn) v|[ Cancel ]

2. From the file list select Small Team Schedule

@ Schedule24 Resource Manager - Small Team Schedule
i ciffle Edt View [sert Scheduing Tools Dot Reports Window Hebp.
BRI N = FENI= R AR R e |

- | &) | 8 StaffManager... |  TeamManager... | (g2 Shift Pattern Designer... |

100% [= i@

|5 shift Editor || <7 Assignments... 2 Unavailabiity... | Breals... | .| Meme... | i, Manitor Conficts... | [ili Staff Distribution Graph

i |4 Day Schedules =3 Week Schedules | 5 E-mail Staff Schedules... | a3 Publish to the Web.., } 3 StaffReport | g Statistics Report | 3 ManagementReparts.

[E= N =

- 8%

DR | [3¢][+]] 10:00a-2:009, 5:00p-10:000 ~|E 14105/2012:7T Agent Peter Agar
£} St you ket P YT e T T TR (= S T T
Pa 2012 2012 012 2012 2012 2012 2012 2012 2012 T
St ik 10:00ax10:00p |G
FT Agent Peter Agar A b
0 NewSchedle
FT Agent Victoria o
£ EasyStep Scheduie Wizard Ainsworth
FT agent Javid Ali A
3] Schedule Templates.
FT Agent Richard Allen A
@ scheduie Templates Onine. . <
FT Agent Timothy e
Open an existing schedue: (e
FT Agent Jasmine Fields |
5 More..,
FTAgentJaneGresn  |C
&8 2. Add and Remove Staf
7] 3- Automate with Shift Patterns
T 4 Manage your Schedule
T 5. Check How You're Doing i
Al AL Al Count w7 7 7 7 7 7 7 7 7
(=5 6. Publish your Schedule = = -

Total Hours 8:00

G

23/05/2012 08:29

The “Small Team Schedule” displayed in the Schedule View Area for the section exercises.

) What you see may be different to the screenshot being displayed here. The color, ordering of
staff and even display may look different. The following steps are to adjust the settings so your

screen looks the same.

3. From the toolbar menu select Tools > Options and select the View tab and
adjust the settings to those displayed here:
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Options

‘ General | View |Calar | User/Email Information I Calculation I Vacation I Costs I Working Hours

Assistance

Show Welcome screen on startup Show Assistants Show Infotips
Show Navigation Pane

Show in schedule
Job title [] Employes Number Title First name Last name
Status bar [ Grouping

Time settings

Use the following time format: (&) 12 hour AM/EM ) 24hour

Print

Margin units: | Inches ' |

Email schedule wizard

Show email wizard welcome screen on startup

Viewing options if you have ledger lines displayed uncheck Grouping.

4. Keep the Options dialog open and select the Color tab and adjust the
settings to those displayed here:

Options

‘ General I View | Color |User|'Err|ai| Information I Calculation I Vacation I Costs I ‘Working Hours
Shifts Unavailability
Show (% shift color (O If different from shift pattern Show O Al (3 Individual

-] A
[CIFull Day Vacation
[(Half Day vacation

|:| 10:00a-2:00p, 6:00p-10:00p
[“]7:00a-3:00p
[“lEarly

Holiday
Show

S
[CIpublic Holidays
[lweekends
[ show assignment color A1)

Cover count

Over staffing: Acceptable staffing: Under staffing:

Color options. Only content specific to your schedule is displayed.

5. Close the Options dialog to update the Schedule View Area.

6. From the toolbar menu select Data > Sort by > Last name. This will display
staff last names in alphabetical order.

From the toolbar menu select View > Departments to display this
information against each staff record in the schedule View.
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The rest of this exercise will involve manually adding more information to the schedule, and
take a closer look at ways of representing information using descriptions and color mapping. It
will not involve a great deal of information, but sufficient to reinforce and expand on what we
have done so far. The procedures are the same whether we are dealing with a handful of staff
to several hundred.

8. From the Shift Editor bar click the Shift Description button to display the
Shift Descriptions dialog.

| [E| W I 02/09/2012:FT Agent Jane Green
| E—

-
Shift Descriptions u

Shift Descriptions
Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times.

Enter shift description

Shift Description

10:00a-2:00p, 6:00p-10:00p
7:00a-3:00p

Day Off
7:005-3:00p Early
Add new ones here...

o [ )

Shift Descriptions dialog is where you add meaning to shift times

A shift description can be anything and is a useful technique to add additional information to
your staff schedule. You can use descriptions like “Early”, “Late” and “Night” to describe
different shifts. You can also use descriptions which describe an activity, role or location, for
example “Reception”, “Senior Lead”, “Available” and “Unavailable”. You can also use a
description for non shift events, one good example is “Day Off”. A non shift event is anything
that does not have a period of work hours and is associated with the whole day. There are
three special or reserved descriptions Schedule24 Resource Manager recognises when
making calculations:

Reserved What it Why should |

Description represents use it

It represents a rest Normally for full e To automatically
Day Off period taken as part working &.. over 30 check for working

of agreed working hours a week hour s and rest

arrangements. : periods confiicts.

Unallocated Staff have not been Normally for part time Calculating working
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assigned a shift but working e.g. under 30 hours.
itis not a day off. hours a week.

It represents time off When staff has extra

. , To track overtime and
in place of a hours in hand and : o

: ) time off in lieu in
previously takes a whole shift off management reoorts
scheduled shift. in ieu. g pores.

9. Using the mouse pointer and double-click the Descriptions column in the row
displaying “Add new ones here...” this will display the text tool, and enter
“Day Off” (without the quotes).

10. Using the mouse pointer highlight the text “Add new ones here...” and press
the Delete key on the keyboard; or alternatively right click the mouse button
and select “Delete” from the pop-up menu.

11. Move the mouse pointer off the record and click to display the “Add new ones
here...” prompt for the next record and to update the record.

12. Click OK to close the dialog.

.
Shift Descriptions S

Shift Descriptions
Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times.

Enter shift description

Shift |Description

10:005-2:00p, 6:00p-10:00p

7:00a-3:00p

7:005-3:00p Early
. oayoF |

Add new ones here...

[ OK J[ Cancel ]

Entering the Day Off in the Shift Descriptions dialog.

[ If you do not delete the “Add new ones here...” prompt when you update the record the default
time 12:00a-12:00a will be entered. Simply go back and highlight “12:00a-12:00a” and delete.
The Shift entry column for reserved descriptions is always blank for the logic to be applied in
calculations.

13. Using the mouse pointer click on the Shift Editor bar and holding the mouse
key down drag into the Schedule View Area to display the undocked Shift
Editor controls.
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Shift Editor
14/05/2012:FT Agent Victoria Ainsworth

Mon 14 May
o 12 14

s 18 20 22

Pl la oo bbb be o boba b ba o bbb b bo Lol la 1y | Timeoff |08:00 Standard: |05 :00 3

0o 02

04 0o 08

]|

v|

Draily Hours

Start

by: mins | ¥(| S¥
- b =]

@@[ Day Off ][ Unallocated ] Splits:

The Shift Editor controls displayed when undocked in the Schedule View area.

14. Highlight the Monday day cell for “Victoria Ainsworth” and click the
“Unallocated” button in the Shift Editor and then the tick or check button
to enter the information into the schedule.

mail 5taff Schedules... | iy Publish to the Web... { €& StaffReport | G Statistics Report | 45 Management Reports

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May Mon 21 May

2012 2012 2012 2012 2012 2012 2012 2012
FT Agent Peter Agar 10:005x10:00p  Early
FT Agent Victoria Unallocated
Ainsworth
FT agent Javid Ali
FT Agent Richard Allen Shift Editor ]
FT Agent Timothy 14/05/2012:FT Agent Victoria Ainsworth
Chiswick -

Mon 14 May Draily Hours
FT Agent Jasmine Fields o 12 14 1 18 20 22 00 02 04 06 08
Polaoba Dol bbbl be bbb be b bbb b bbbl 1y Tmeoff |08:00 | Standard:08:00  (§
FT Agent Jane Green
| Unallocated 4 | Start by: l:l mins ||| D
@E][ Day Off ][ Unallocated ] Splits: |[] = | End =l

Entering “Unallocated” a reserved description into the schedule.

15. Click the drop down list in the Shift Editor text box to display the previous
entries.

Draily Hours

Time off |08:00 | Standard:|0B :00 =

Start
End

by:l:lmins ..:__ _:.;

Shift Editor
14/05/2012:FT Agent Victoria Ainswarth
Mon 14 May
W 12 14 16 18 20 22 00 02 04 06 08
T T T O T T T Y I A A A N N R I A
| F'-|
Shift + |Description Ak
10:00a-2:00p, 5:00p-10:...
7:00a-3:00p
7:00a-3:00p Early
Day Off —
Unallocated w

Displaying the list of entries used in a schedule.
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0 Note “Unallocated” has been entered into the list without typing the entry. That was to
demonstrate another way of using a feature. The two reserved descriptions “Day Off’ and
“‘Unallocated” are entered into the list when using their respective button controls in the Shift
Editor. We will now enter more information using the Shift Descriptions dialog.

16. From the Shift Editor bar click the Shift Description button to display the
Shift Descriptions dialog.

17. Following the procedure described earlier enter the information as below:

Shift Descriptions
Shift Descriptions

Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times.

Enter shift description

Shift |Descri|:|tion

Unallocated
10:00a-2:00p, 6:00p-10:00p Split shift
7:00a-3:00p Early Supervisor
7:00a-3:00p Early

Day Off

Time Off
3:00p-11:00p Late

Add new ones here...

[ OK ” Cancel l

Adding more shift entries into the Shift Editor list

3 You are not adding this information into the schedule, but preparing a defined list of shifts and
descriptions. It is worthwhile taking the time to plan this to maintain a consistent plan. You can
change this information and add to it at any time.

18. Click OK to close the dialog and click the drop down list in the Shift Editor
text box to display the entries.
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Shift Editor =
14/05/2012:FT Agent Victoria Ainsworth

Mon 14 May D aily Hours
12 14 1 18 20 22 00 02 04 06 08

10

Lol b bo e bobeba o bbb bo o be bbb bbbt by 1y Time off Sﬁndard:

B3O rclocated BE ..
Fa

Shift + |Description =
Unallocated
10:00a-2:00p, 6:00p-10:... Split shift
7:00a-3:00p Early Supervisor
7:00a-3:00p Early
Day Off E
Time Off
3:00p-11:00p Late
10:00p-6:00a Might Lr
—

A more comprehensive list of scheduling information.

19. Using the mouse pointer highlight the range of day cells for “Javid Ali from
Monday to Friday and from the drop down list in the Shift Editor select
“7:00a-3:00p Early” and click the tick or check button to enter the
information into the Schedule View.

20. Following this procedure enter the information into your schedule as
presented below:

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012

FT Agent Peter Agar 10:00ax10:00p  7:00a-3:00p

FT Agent Victoria Unallocated

Ainsworth

FT agent Javid Al 7:00a-3:00p 7:00a-3:00p 7:00a-3:00p 7:00a-3:00p 7:00z-3:00p Day Off Day Off
FT Agent Richard Allen 3:00p-11:00p 3:00p-11:00p 3:00p-11:00p 3:00p-11:00p 3:00p-11:00p  Day Off Day Off
FT Agent Timothy 10:00p-5:00a 10:00p-6:002 10:00p-6:00a 10000p-5:00a 10:00p-6:00a  Day Off Day Off
Chiswick

; ) Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated
FT Agent Jasmine Fields

Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated

FT Agent Jane Green

Adding shift information to the Schedule View area

21.Using the mouse pointer click View > Shift Description to display the
description view.

) The color settings in the Options dialog have been tumed off in this screenshot. You can
experiment with color and remember shift times and shift descriptions can be mapped to colors
independently.
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Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012

10:00ax10:00p Early

FT Agent Peter Agar

FT Agent Victoria Unallocated
Ainsworth
FT agent Javid Al Early Early Early Early Early Day Off Day Off

FT Agent Richard Allen - - Day Off Day Off
FT Agent Timothy Late 3:00p-11:00p Day Off Day OFf
Chiswick

Unallocated

Unallocated Unallocated Unallocated Unallocated Unallocated

FT Agent Jasmine Fields

Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated
FT Agent Jane Green

You can toggle between shift times and shift description to display information in alternative ways. You
can also view both shift time and description by hovering the mouse pointer to display the info tip.

Have a go and enter information to present the following view:

Mon 14 May Tue 15May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012

10:00ax10:00p  7:00a-3:00p

FT Agent Peter Agar

FT Agent Victoria Unallocated
Ainsworth

FT agent Javid Al 7:00a-3:00p 7:00z-3:00p 7:00z-3:00p 7:00z-3:00p 7:00a-3:00p Day Off Day Off
FT Agent Richard Allen 3:00p-11:00p 3:00p-11:00p 3:00p-11:00p 3:00p-11:00p 3:00p-11:00p Day Off Day Off
FT Agent Timothy 10:00p-5:00a 10:00p-6:00a 10:00p-5:00z 10:00p-5:00a 10:00p-6:00a  Day Off Day Off
Chiswick

N Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated
FT Agent Jasmine Fields

Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated
FT Agent Jane Green

Tip: The descriptions “Available” and “Not Available” do not have shift times associated with
them. It is another example how to plan and work with information. The Shift Editor list would
look like this:

Shift Editor &l
02/09/2012:FT Agent Jane Green

cun oz Daiy Hours
4 1 18 20 22 00 02 04 06 03 10

12
olala b bo bbb bo b bbb b beba bl bo b ba ol o 1y Tmeoff |08:00 | Standard:|08:00 3

Adjust Shift
=) B8 o, o
Shift |Description A End LE I:l Mins |4, || o
Available
Day Off
7:00a-3:00p Early
7:00a-3:00p Early Supervisor =
3:00p-11:00p Late
10:00p-6:00a Might
Mot Available
10:00&-2:00p, 6:00p-10:... Split shift b |
Time Off
Unallocated L
—

Displaying the descriptions “Availability” and “Unavailability”. Note the sort control.
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22. Using the mouse pointer highlight the Wednesday day cell for “Jasmine Fields”
and enter 7a3p (this is the shortcut entry and the time format will be applied)
in the Shift Editor text field.

23. Click the enter button and this will display the “Duty Selection” dialog.

Mon 14 May Tue 15May Wed 15 May Thu 17 May Fri 13 May |Sat 19 May Sun 20 May Mon 21 May Tue 22 May
2012 2012 2012 2012 2012 2012 2012 2012 2012
FT Agent Peter Agar 10:00ax10:00p  Early
FT Agent Victoria Unallocated
Ainsworth
FT agent Javid Al Early Early Early Early Early Day Off Day Off
FT Agent Jasmine Fields T T Il__. =t T T T
FT Agent Jane Green = d = g L= g L= g L= g L= g L= g
Shift Editor =]
16/05/2012:FT Agent Jasmine Fields
t @ o l\é\fedi.gMaHG Duty selection (23]
Folaoba b lbolabolb o bbb by] There are several duties with these times, which would you like? "d:
I:Ta:’.p Early Supervisor mins |+
(][] (oavoft ][uf ==
The Duty Selection dialog enables you to reduce and remove ambiguity.

When you type a shift or shift description as an alternative to selecting from the list and the
information you have entered can have more than one match, the dialog enables you to
choose the one you want. In this example there are two instances of 7:00a-3:00p shifts having
different shift descriptions. If you do not want to use shift descriptions displayed you can select
the default blank value and the shift time only will be updated in the Schedule View.

24. Select “Early” and click to close the dialog and update the Schedule View
area.

Mon 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012

FT Agent Peter Agar

FT Agent Victoria
Ainsworth

FT agent Javid Ali

FT Agent Richard aAllen

FT Agent Timothy
Chiswick

FT Agent Jasmine Fields

FT Agent Jane Green

10:00ax10:00p  Early

g | | | | |

Early Early Early Early Early Day Off Day Off
Unallocated Unallocated Early Unallocated Unallocated Unallocated Unallocated
Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated Unallocated

The updated schedule after completing this series of exercises. Color mapping is displayed for shift

descriptions.
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25. Close the schedule and at the Save prompt save the schedule with the
filename Small Team Schedule and exit Schedule24 Resource Manager.

Exercise 3.13
Color mapping Assignments and Unavailability.

At the start of this exercise launch Schedule24 Resource Manager and have ‘My
Schedule” displayed in the Schedule View area.

1. From the Menu select View > Shift Times to return the display from a shift
description to a time format if not already displayed.

2. Open the Options dialog and select the Color tab. You will see the shift
description is now replaced with shift time format.

3. Uncheck the Shift colors: checkbox to disable the shift color display

4. Select the Unavailability color: checkbox to enable the color display for
unavailability and select the “Individual” option. Select a preferred color for
category “Full Day Holiday” and “Sick” using the screenshot below as a guide.

5. Check Assignment color and select a preferred color.

6. Follow the procedure to remove the color for “Cover” or staff count. We will
return to this feature in a later section.

3 Color is always a matter of preference and it is not important for this exercise to follow these
examples accurately.

— — N
Options . &J
| General | | View ‘ Color |UsarfEmai\ Information I Calculation | Vacation ICusfs | Working Hours
Shifts Unavailability
[ show Shift color If different from shift pattern Show O Al (& Individual
S .
[“IFull Day Vacation
[#]Half Day vacation
[vls1ck
Holiday
Shaw
-
[CPublic Holidays [
[“]weekends
Show agsignment color .
Cover coun’ t
Over staffing: Acceptable staffing: Under staffing:
7] OK Cancel
L

The Options display after selecting the exercise options.
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7. Click OK to close the Options dialog and update the Schedule with the
modified colors for shift descriptions.

| 11:00p-7:00a

Eport '{: Statistics Report

v |@| 15/05/2012:FT agent Mr Javid Al

FT Agent Mr Richard Allen

Man 14 May Tue 15 May Wed 16 May Thu 17 May Fri 18 May Sat 19 May Sun 20 May
2012 2012 2012 2012 2012 2012 2012
) ) 7:00a-5:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:008-6:00p  Day Off
FT Agent Mrs Jasmine Fields 2 breaks SIck
FT Agent Mr Timothy Chiswick - 10:00a-6:00p  10:00a-6:00p  Day OFf Day Off 3:00p-11:00p
FT Agent Miss Jane Green - Day Off Day Off 3:00p-11:00p  3:00p-11:00p  5:00p-1:00a
FT Agent Mr Peter Agar i:grflepa—lg.l:mp 3:00p-11:00p 5:00p-1:00a 5:00p-1:00a 11:00p-7:00a 11:00p-7:00a Day Off
FT Agent Ms Victoria 5:00p-1:00a 5:00p-1:00a 11:00p-7:00a 11:00p-7:00a Day Off Day Off 7:00a-3:00p
Ainsworth 1break
FT agent Mr Javid Al 11:00p-7:00a 11:00p-7:00a Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p
1break
Day Off Day Off

8. Close the schedule.
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Section

Section 4 - Working with Shift Patterns

You can schedule directly into a Schedule using the scheduling
editing tools to quickly create and build your schedules. A
powerful alternative is using shift patterns to automate and
scale up your scheduling.

After completing this lesson you will be able to:

1. Use the Shift Pattern Design Wizard.

2. Learn about the Shift Pattern design environment.

3. Design a shift pattern to automate schedule production.

4. Work with the Team Manager to assign staff to shift patterns.

Section 4 Exercises: Working Faster with Shift Pattern Designs

Exercise 4.1
Using the Shift Pattern Wizard.

At the start of this exercise it is assumed you have launched Schedule24
Resource Manager and you have no schedule displayed in the Schedule View
area. Notice that all the toolbar menu items and controls in the Navigation
pane are greyed out and disabled because you do not have a schedule
displayed, however the “Shift Pattern Designer” button is enabled.

The Shift Pattern Designer is an embedded application with its own toolbar
menu and controls independent of the Schedule View area. You are already
familiar with the Shift Editor controls used for scheduling.

The Shift Pattern Wizard is very similar to the Schedule Wizard except it does
not have a staff section; it is totally focused on creating a shift pattern.




SCHEDULE24 USER GUIDE AND TUTORIAL

Designing shift patterns is a management skill outside the scope of these exercises designed
to familiarise you with the controls of the design environment and how they work. We will use
practical examples and some of the techniques of shift pattern design but the subject matter is
too wide to cover everything here. A shift pattern is not a schedule, but is used to create
schedules. When managing complex workplace environments, often with multiple working
arrangements, the best approach is to combine several simple shift patterns into one schedule
rather than try and create one overall shift pattern that attempts to deal with everything. Finally,
the Shift Pattern Designer is closely allied to the Team Manager which is used to allocate staff
you have entered in the Staff Manager to the shift pattems you are using to automate your
scheduling.

1. Launch Schedule24 Resource Manager and close the Welcome Screen if you
haven’t already done so.

2. From the Toolbar Menu select Schedule Designer. This will display the
schedule design environment.

The shift pattern design controls

i3 Shift Patter Designer =l 2=

! File Edit View Insert Tools Help

ARNRAER = REN = RN e | 2 | = Insert Days ) Remove Days 3] InsertTeams ] Remove Teams | "] Rotate Teams

Hours [1] 1, Mon [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri 1]|6, Sat [1] 7,/5un
Team 1 40:00 7:008-3:00p  7:008-3:00p  7:008-3:00p  7:00&-3:00p 00a-3:00
Team 2 0:00
Team 3 0:00
Team 4 0:00
il

Change and order

these entries with Standard Editing Tools Week count Day count Design Profile
"Insert Teams" for week for sequence
button based patterns  based patterns

Specialist Design Tools
Shift bar and timescale
Shifts Daily Hours

04 06 08 10 |12 14 16 18 20 22 00 02 Time off |00:00 Standard: 08 :00 £
I I N P N I P Y A T A A I I I A

Adjust Shift

(x][v ] 7:00a-3:000 N E E Em
(«][= ][ (oay off [ unallocated | spits:[1 %] Ed v "

Editing shift entries

Ready...

The Shift Pattern Design environment default week based view.

The Shift Pattern Designer supports over 30 business and scheduling rules goveming shift
type, duration, juxtaposition (in relation to each other and days off) and constraints about
working hours. There are two kinds of shift pattemn designs: weekly; and sequence based
patterns. Weekly based patterns use the standard 7 day week, and sequence based patterns
use a number of days without reference to days of the week. For example, 4 days on followed

by 4 days off generates an “8 day week” which of course does not exist but is often referred to
as such.




3. Using the mouse pointer select File > Shift Pattern Wizard to launch and
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display the Wizard welcome screen.

" Shift Pattern Wizard

v Welcome
Add Shifts
Select Start Day
Fixed or Rotating
Add Days Off
Staff Distribution

Finish

Welcome to the Shift Pattern Wizard

The Shift Pattern Wizard wil assi;;you in creating your shift pattern, and get you off to a flying start.
Just follow each step in turn, amﬁ\en you dick finish the Shift Pattern Wizard will calculate and display \‘

your shift pattern. .
different options and paramefeis d.a r ideal shift pattern i \3‘

You can use the Shift Pattern takc want. By selecting é@.
,'\

The Shift Pattern Design Welcome screen

4. Click Next to the Add Shifts section.

5.

Shift Pattern Wizard

v Welcome

v Add Shifts
Select Start Day
Fixed or Rotating
Add Days Off
Staff Distribution

Finish

Add shifts to your shift pattern

Enter the shifts to be used in your shift pattern. You can always add additional shifts once the Shift
Pattern Wizard is complete, by using the Shift Editor.

Shifts

Shift: Description: Color:  Hours:

To create split shifts use a comma: 06:00a-09:00a, 12:00p-03:00p

Shift |Descri|:|ﬁon |Hours Delete

Day Off 00:00
7:00a-3:00p Early 8:00
Display shifts in the following time
(& 12 hour O 24 hour
’ Back ” Mext | ’ Cancel

The Shift Pattern Design “Add Shifts” screen.

In the Shift box enter “7a3p” (to denote 7:00a-3:00p) and in the

Description box enter “Early”. Select a color code for the shift by clicking
the color listing. Click the Add button to add this shift to the display list.

# Tip: If your preference is for 24 hour working select the 24 hour option. To save time
formatting 24 hour time can be entered as a continuous entry e.g. 07001500 and the

07:00-15:00 formatting will be applied automatically.
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6. Follow the step above to enter the following (shortcut) time and
descriptions each with a color code:

7a3p Early
10a6p Day
3p11p Late
5p1a Evening
11p7a Night

7. When you have completed entering this list your display should look
something like this (your color choice is not important for this exercise):

Shift Pattern Wizard (=23

Add shifts to your shift pattern
Enter the shifts to be used in your shift pattern. You can always add additional shifts once the Shift

v Welcome Pattern Wizard is complete, by using the Shift Editor.
Shifts
v Add Shifts
Shift: Description: Color:  Hours:
Select Start Day | | |
Fixed or Rotating To create split shifts use a comma: 06:00a-09:00a, 12:00p-03:00p
Add Days Off Shift |Description [Hours | Delete
Staff Distribution Day Off 00:00
7:00a-3:00p Early 8:00
Finish

10:00a-5:00p Day 8:00

Display shifts in the following time
(& 12 hour O 24 hour

[ Back ” Mext | [ Cancel ]

The Shift Pattern Design after shifts and descriptions have been added.

3 If you make a mistake on entering information simply delete the entry and re-enter. The entry
order for shifts in this section becomes a choice option later.

8. Click Next to move to the Select Start Day section. Accept the default
start day Monday. Click the More button to display the dashboard
feedback during design. Your display should look similar to this:
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Shift Pattern Wizard

Select a Start day for the shift pattern

Any day of the week can be selected for the start day. Familiar start days
v Welcome incude Sunday or Monday.

v Add Shifts Start day: | Monday e

v Select Start Day

Fixed or Rotating
Add Days Off
Staff Distribution
Finish
Maon Tue Wed Thu Fri Sat Sun -
;:ras:nll 7:00a-3:00p 7:002-3:00p 7:003-3:00p 7:00a-3:00p 7:00a-3:00p Day Off Day Off
;:ras:r?Z 10:00a-6:00p 10:00a-6:00p 10:00a-5:00p 10:00a-6:00p 10:00a-6:00p Day Off Day Off

Team 3
Person 3 ----- e
Team 4
Person 4 ----- s ke

Team 5
Person 5

More > 4

The Shift Pattern Design is created with default teams and staff.

9. Move the mouse pointer over the grid area and when the pointer changes
to a magnifying-glass icon double-click to zoom out and view more detail.

Repeating this procedure will toggle the display and zoom back in.

Shift Pattern Wizard

Select a Start day for the shift pattern

Any day of the week can be selected for the start day. Familiar start days
v Welcome incude Sunday or Monday.

v Add shifts Start day: Monday b

¥ Select Start Day

Fixed or Rotating
Shift count by Team or staff.

Add Days Off A perfectly balanced pattern
will have the same number
Staff Distribution for each shift for each team. Scroll view
Finish
Ez Dz
Team 3 0050
Team 4 000Ss
Team 5 0000
e
Unallocated) 0 0 0 0 0 0 0
Day Off 0O00DO0DO0DS5S
Early 1111100
Shift count for each day — |Day 1111100
1111100
1111100
1111100

[ Back ” Mext ] [ Cancel

The Shift Pattern Design in ‘zoom’ out view.

You can navigate the Wizard forwards and backwards using the ‘Back’ and ‘Next’ buttons.
Changing options will automatically update the shift pattern including the shift count for each
day and team.

10. Using the mouse pointer Click the More > button to display the feedback
panel. Repeat the procedure and Click the Less < button to hide it.
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Shift Pattern Wizard

v Welcome

¥ Add Shifts

v Select Start Day
Fixed or Rotating
Add Days OFf
Staff Distribution

Finish

Select a Start day for the shift pattern

Any day of the week can be selected for the start day. Familiar start days
indude Sunday or Monday.

Start day:

| Monday w

B &
5EE
oo ol
[N
oo ol
oo ol
o o wm
owo

=]
=T =]
oo oo wme
= oo o omo

Percentage of allocated shifts:
Percentage of unallocated shifts:
Percentage of days off:

1%
0%
29%

Distribution balance:

People working each day: 5
People required:
People entered:
People per team:
Teams required:
Length of schedule:

R =T |

0%

8:00
8:00
40:00
40:00
16:00
16:00

l Back

] | Mext ‘ [ Cancel

The Shift Pattern Design feedback panel displayed.

The feedback panel dynamically updates as you navigate through the wizard selecting and
changing options. Before continuing with the keyboard exercise the following table explains the
meaning and importance of this information.

Percentage of allocated shifts

Percentage of unallocated shifts

Percentage of days-off

People working each day

Distribution balance (Efficiency)

People required

The number of shifts used in the
overall shift pattern expressed as a
percentage.

The number of day cells that do not
have a shift or day off. When the
number of shift options are satisfied
no more will be added even when
there are empty days cells

The number of days off used in the
overall shift pattern expressed as a
percentage

The number of people actually
working each day. Not to be
confused with the number of people
needed.

How close the shifts are distributed
equally among the number of staff
indicates the efficiency of the shift
pattern.

This is the number of the people

8 hour shift will be around 75% and
12 hour shifts around 50%. This
gives you feedback about the
effectiveness of your staff supply.

This gives you feedback about the
efficiency of your staff supply, if you
have a set number of staff you need
to know where the redundancy is to
consider other options.

Indicates the flexibility of the staff
supply. 50% Days Off is less flexible
than 25% Days Off.

Can be any number depending on
the shift pattern. The number can
be controlled using a customised
Staff Distribution.

100% balance means shifts are
distributed equally among all the
staff. Less than 100% will mean
there may be some inequality.

Sometimes confused with ‘People

What does it tell me Why do | need to know this
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What does it tell me Why do I need to know this

People entered

People per team

Teams required

Length of schedule

Maximum daily hours

Average daily hours

Maximum hours per rolling week

Average hours per rolling week

Minimum rest period between
shifts

Average rest period between
shifts

needed to make the shift pattern
work.

The number of people entered by
the user.

The number of people that can be
grouped into teams.

The number of teams needed to
make the shift pattermn work.

The number of days a shift pattern
needs before it starts repeating.

The maximum hours worked in one
24 hour day.

The average daily hours worked
over the length or cycle of the shift
pattern.

The maximum hours worked in any
given 7 day period.

The average hours worked in any
given 7 day period.

The time between two shifts not
including days off.

The average time between two
shifts not including days off.

working each day’ which is always
less than ‘People required’ because
some are on days off.

Only applicable for the schedule
wizard and not when used as with
the shift pattern wizard in the
environment.

If standard shifts are used with
equal staff allocations grouping will
occur; otherwise there may be
several teams with just one person.

If working together in teams is
important it will let you know which
shift combinations achieve this.

If you have a number that can be
divided by 7 you have a week
based pattern; otherwise it will be a
sequence based pattern.

Too many hours can lead to fatigue
and increase risk.

Too high or too low need to be
avoided. Used with maximum daily
hours.

Useful whenever 24/7or any rotating
shift patterns are used.

Useful whenever 24/7or any rotating
shift patterns are used.

The most important piece of
feedback in this panel. Less than 11
hours between shifts is considered
undesirable and should be avoided.

Increasing the average rest period
over the shift pattern cycle wherever
possible is to be preferred, even
though the minimum period is
satisfied.

There are countless permutations when using the shift pattern wizard. Even so it has
limitations, for example, it will not allow single or ‘orphan’ days off to occur in any pattern. For
total control the shift pattern design environment is used although the wizard is one way to get

you started with the basics.

# Whatever options you choose the shift pattern wizard will always guarantee a shift pattern. For
those of you who are familiar with endless streams of ‘no solution found’ after battling configuration

tables will appreciate.

11. Click Next to move to the Fixed or Rotating section and select the

Rotating option.
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2 A “Fixed” shift option means staff generally always work the same shift and have the same days off
each week. A “Rotating” shift option generally means staff work different shifts and have different
days off each week.

Shift Pattern Wizard =]

Select a fixed or rotating shift pattern
If you would like your staff to work the same shifts and days off on the same day each week, then select
v Vielcome a fixed shift pattern, If you wouid like your staff to wark different shifts and have days off on different
days of the week select rotating shift pattern.
v Add Shifts

¥ Select Start Day
) Eixed shift pattern - Each person works the same shift
¥ Fixed or Rotating

(& iRotating shift pattern - Each person works different shifts in turn.

Add Days Off

Perfect distribution
Staff Distribution of shifts for each team

Direction of Rotation

TuW Tk Fr Sz Su Mo TuW Tk Fr Sa Su M Tu W Tk Fr Sz 50 | |Ur Dz Ez
Speed of Retation Team1 |5 B5 1S - o- 58 BRI I < o A i 0z D= | 0 10 5
. Ni D:D:EsEzEz EzEaDiD: | 010 §

Team3 [N [N DzDeDépepzD: | 010 5
Team4  Ez Ee Ec Ez De D: De De Dz Dz D¢ Dz D: [ B o:0: | 010 5
Team5  Da|Dz Dz Dz Dz D: IS IEEEE | o: o: ElEIEEI B o:0: | 010 5

Unallocated 0 0 0 0 0 0 0 0000000000000
Day Off 0O00D0D55000005500000°5S5
Early 11110011111001111100
Day 11110011111001111100 v
Less < 4 »
Percentage of alocated shifts:  71%
Parcenﬁge ofunallocated shifts: 0% Distibution balance: 100%
Percentage of days off: 29%
People working each day: 5 300
People required: 5 8:00
People entered: 0 40:00
People per team: 1 40:00
Teams required: 5 16:00
Length of schedule: 3 16:00
(o e | Coma ]

The Shift Pattern Design with a perfectly balanced distribution of shifts.

[ In practice shift patterns may not always be so conveniently balanced but should always be a
goal of shift pattern design.

12. Click Next to move to Add Days Off section and select the Customize
option to display the controls for the days-off days-on work ratio. Accept
the 2 days-off default and increase the days-on to 6. Finally select the
Forward stagger option.

2 Monitoring the feedback panel the rest periods between shifts is displaying ‘1’ which indicates
that somewhere in the design two shifts are adjoining each other, and clearly 1 hour is
insufficient rest between shifts.

13. To resolve this select the “Backward stagger” option for days-off which
re-adjusts the pattern to maintain sufficient rest periods between shifts.

[ This approach is known as heuristic problem solving i.e. you do not have to know the details of
the problem completely to find an acceptable solution faster. When presented with an
alternative to continue searching longer for another solution you need to take account that one
may not exist or if it does, the benefits delivered do not outweigh the costs finding it.
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Shift Pattern Wizard ==

Setup your Days Off
You can choose to have days off at the weekend or you can customize your days off,
v Welcome

) Weekend only @ Custom
¥ Add Shifts

¥ Select Start Day days off days on

¥ Fixed or Rotating O Everybody has the same days off

v Add Days Off () Forward stagger days off

5 Less than perfect
Staff Distrbution ©{gackuard stagger daye o gistribution of shifts
for each team

Direction of Rotation

Speed of Rotation Team 1
Team 2
Team 3
Team 4
Team 5

Finish

Team &
Unallocated shift periods -

. =
5 [PEITOC TUr 2 De 3 1010 4
are emerging and inducing
a level of inefficiency
into the shift pattern Unallocates
Davoff | 1 |-
Less < 4 »

Percentage of allocated shifts: 1%

Distribution balance: 0%
Percentage of unallocated shifts: 4% Istribution balance:
Percentage of days off: 25%
People working each day: 5 8:00
People required: 7 8:00
Not divisable by 7 means People entered: 0 48:00
this has now changed . :
e o oot ot People per team: 1 40:00
patter to a sequence Teams required: 7 16:00
based pattern ath chedute: 40 16:00

(oo [ wew | [ ]

The Shift Pattern Design with a less than perfectly balanced distribution of shifts.

0 As modifications are made to the shift pattem the dashboard feedback will automatically
update its display. The interactions are complex which would take many hours to work out, in
some cases several days' even weeks. With practice, keeping an eye on the feedback will
guide you toward which options improve your design and avoid those that don't in a few
minutes. The following procedures will demonstrate this time saving approach.

14. Click Next to move to the Staff Distribution section and select the
Customize, enter the desired number of staff in the staff column option.
This will display the staff distribution control. For the purposes of this
exercise click the mouse pointer in the staff column and enter the staff
number 3 next to 10:00a-6:00p displayed in this screenshot.

Shift Pattern Wizard =)

Staff Distribution

You can either distribute staff equally an each shift, or a spedific number of staff to each shift.
v Wielcome

() Equally across all shifts (&) Customize, enter the desired number of staff in the staff column
v Add shifts Staff  [shift |Description |
¥ Select Start Day 1 7:002-3:00p Early
More staff on the day shifts |3 10:003-6:00p. Day
¥ Fixed or Rotating less staff on the early and
late shifts including nights _
7 LB oewewa

¥ Staff Distribution

Direction of Rotation

Th Fr Sz St Mc TU W T Fr Sz SU Mc TU W T Fr Sz Su M Te | Ur| DelEz|Dz

Speed of Rotation Team3 Dz Dz D: IS S SIS B8 o: p: BB BB p:0:[ 0158 51818 5 6

Team 10 [ o: [ 018 61818 6 6

Finizh Team 11 | 018 61818 6 6
Long periods working

the same shift can 018 61818 6 6
be a drawback

Perfect distribution|

o Unallocatd| 0 0 0 0 0 0 0 0 0 0 00 00000000 ofshifis for each tea
r\n‘#g?geéstehdeser;‘ é‘[:.!‘cids Day Off 33333333333333333333
of the shift pattem = 11111111111111111111
Day 33333333333333333333
3 333333333333333333
Percentage of allocated shiffi. 75% ‘
Percentage of una\\ucab&iﬁh% Distribution baance: 100%
Percentage of days off: 25%
People working each day: 9 8:00
People required: 12 8:00
People entered: [ 48:00
People per team: 1 42:00
Teams required: 12 16:00
Length of schedule: 72 16:00

(o [ we | [

Changing options like changing the distribution
of staff can improve the shift pattern.
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# Tip: You can treat the staff numbers as actual numbers of staff, or as proportions of staff. For
example you can take the view there are three times the number of staff on the 10:00a-6:00p day
shift than on the early, late and night shifts.

15. Click Next to move to the Direction of Rotation section and accept the
Forward default option.

16. Click Next to move to the Speed of Rotation section and accept the
Change Shift after Days Off default option.

Shift Pattern Wizard (=)

Select speed of rotation
Speed of Rotation (SOR)

Here yau control the rotation speed of your schedule. The best ratating shift system is fast forward

v Add shifts rotation, for example, tho mornings, twa afterncons, and two nights, The worst is a backward rotation
of a week of rights, a week of aftemoans, fallewed by  week of marming shifts. If you're not sure

select, Change Shift after Days OFF,

v Welcome

V' Select Start Day

v Fixed or Rotating ) Change Shift after Days Off (® Customize speed

s
¥ Add Days Off

Increase the days - slower rotation
v Staff Distribution Decrease the days - faster rotation,

¥ Direction of Rotation

Fr Sz Su Mc Tu W Th Fr Sz Su Mc Tu W Th Fr Sz Su M Tu W Ur Dz Ez De
2 E

¥ Speed of Rotation Team2 I Dz D: [Dz|Dz Dz Dz Dz Dz D: D: [l ez E=D:D:pz:[l 06 235 2 4 2
Team 10 [Bl E= E= D: o: [ EEE [EEEo: o0s5<+0850

Finish [ O o o o e
Reduced the length Team 11  Ez Dz Dz Dz |De D: De [N |Nif Dz |De /D2 Dz Dz Dz D: D:De Dzl 06 212 0 2 2
of time working  — | Team-t2— Dz {Be 0z I8 IS IS8 0- = I8 oz o I o: 0: M 0 5 0 410 0 4

the same shiff Poor distribution

N Unaliccated shift periods Unallocated/ 0 0 0 D 0 0O 0D DO000Q00000DO0O00D of shifts for each teal
improves the efficiency ~D2¥Off |33 33 3333333333333333
of the shift pattem Eai 11111111111111111111
Day 33333333333333333333
373.333333333333333333
Less <
Percentage of allocated m\zs% ! |
Percentage of unallocated shifts: 0% Distribution balance: 8%
Percentage of days off: 25%
People working each day: 9 8:00
People required: 12 8:00
People entered: 0 48:00
People per team: 1 42:00
1 hour break between PP M 1:00
shifts is an issue o - T a
Length of schedule: 24 16:18

(o [ e | [ |

Sometimes improving one area can mean making another worse.

3 As we move through the Wizard choosing options to improve the pattern can impact other
areas. In short it can be a question of trade-offs. Here for example we have reduced the length
of time staff work a particular shift (they work three times the number of day shifts). While we
have solved that problem it is at the cost of the distribution balance; and worse almost non-
existent rest period between shifts at some point in the pattern.

17. Click “Add Days Off” in the left hand side menu list to go back to the
“Setup your Days Off” section of the Wizard. Select the option “Forward
stagger days off”. Your shift pattern should look something like this.
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Shift Pattem Wizard

v Welcome

) Weekend only (& Custom
v Add Shifts
V' Select Start Day days off days on
V' Fixed or Rotating O Everybody has the same days off
v Add Days OF @Forward stagger days off;
e () Backward stagger days off

Direction of Rotation

Fr Sz 5u M TU W TF Fr S5z 5L Me Tu W Th Fr 5z 50 Mc Te W Ur| De|Ez|Dz -
Speed of Rotation Team9 |l Dz D: Ez Ez D De Dz Dz De Dz Dz D: (SIS o:0: 06 266 22
. Team 10 | Dz Ez Ez [Dz|De Dz Dz Dz D: Dz D IEEEEEE o: : BB 06 266 22
Fast SOR reduces the Team 11  Ez Dz Dz Dz Dz D: D: Dz Dz |15 [I6 &l o: o: [E[E BB N z : ; : : ; ;

length of time working —Tfeam2—JMM D: Dz Ez Ez De Dz Dz D D= D: [z De IS IS IS B8 0:
the same shift Perfact distribution

No Unallocated shift periods, Unallocated) 0 0 0 0 0 0 0 0 0000000000000 of shifts for each teal
i
improves the efficiency ~D2¥Cff |3 3333 333333333333333
of the shift pattern Ez 11111111111111111111
Day 33333333333333333333
373.333333333333333333 hd
Less < »
Percentage of allocated %\;5%
Percentage of unallocated shifts: 0% Distribution balarce: 100%
Percentage of days off: 255
People working each day: 9 8:00
People required: 12 2:00
People entered: 0 43:00
People per team: 1 42:00
Sufficient break Pl pe " 15:00
AT Teams required: 12 :
Length of schedule: 24 17:00
(oo [ e | [ conea |

Setup your Days Off

¥ou can choose to have days off at the weekend or you can custamize your days off.

Revisiting a simple option choice can make all the difference.

Revisiting a previous option can make all the difference and in this case the shift pattem is as
good as it is likely to get. What may have worked well at the beginning of a design may not
work as well as you make changes downstream. Monitoring the Dashboard feedback is key to
making better choices.

Click Finish in the menu list to move to the Finish section and click Finish.
This will display the completed shift pattern in the shift pattern design

environment.
2.4 Shift Pattern Designer - My Shift Pattern =R
! File Edit View Insert Tools Help
uﬂew'ﬁﬂlﬁﬂlaﬁgl*% |Q| ‘%I{mtDﬂ[&&Rﬂmv&DaysiﬂkﬁatImﬂRmveTﬁm
= GE

Hours [114,Mon  [[1]2,Tue [[1]3,Wed [[1]4,Thu [[1]5Fri [[065at  [[17,5n  [[@8&Mn  [[2]9,Tue [21
Team 1 42:00 | 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day Off Day Off 10:002-6:00p  10:00a-6:00p
Team 2 42:00 | 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day Off Day OFf 10:00a-6:00p  10:00a-6:00p [IESG0pETis000 Dai00p 1i=000 Was
Team 3 42:00 | 10:00a-6:00p Day Off Day Off 10:00a-6:00p  10:00a-6:00p | IEEO0R=HH005) SH005=11:005! 5:005"11:00p) NS:005"1%:008] 0=+
Team 4 42:00 |Day Off 7:00a-3:00p  7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day Off Day Off 10:
Team 5 42:00 | 10:00a-6:00p |IEED0RSSN008| MEH005=115005 SH005 5005 ISI005SI005| Doy off Day Off | ISHOEeis0p| WS 0ES00s IS
Team 6 42:00 (S0 11005 MS:00=8E:00p] D=y off DayOff | 3:00p-11:00p 3:00p-11:00p
Team 7 42:00 Day Off Dayoff  [[5H0p-11:00p|['5:000-11:00p| MISE00p=500a) MISI00RSIE008l 11:00p-7:00a 11:00p-7:00a Day
Team 8 42:00 |Day Off 10:003-6:00p _ 10:00a-6:00p [ISH0R=11:00p| N5i00p=11500p) N3:00p=11:005) S:00p=11E00| D=y Off =
Team 9 42:00 ] ISR 7] 400700 ay OFf Day Off 7:002-3:00p  7:00a-3:00p  10:
Team 10 42:00 | 11:00p-7:00a  11:00p-7:00a Day OFF Day OFf 7:00a-3:00p  7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:
Team 11 42:00 Day Off Day Off 7:00a-3:00p  7:00a-3:00p 10:00a-5:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day
Team 12 42:00 | Day OFF | 11:00p 7:00a Day OFf Day Off 7
= |
<] | 2

Shifts Daily Hours

Ready...

0 12 14 16 18 20 22 00 02 04 os og  Tmeoff 000 | Standartos:oo 4]
Lollo o0 o000 ol ollollo ol

Adjust Shift

x| v|[= :
D [:] start by Elmms

E][ Day Off ” Unallocated ] Splits: |1 :| End

The

completed shift pattern created in the Wizard displayed in the Shift Pattern Design environment.

To view the average weekly hours for the shift pattern using the mouse pointer select View >
Hours Summary from the Shift Pattern Designer menu. Then select Tools > Options >
Calculations tab to display the settings for hour’s calculations. In the Calculate over box enter
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24 days (the rotation cycle of the shift pattern in days before repeating) and in the display
calculation for box enter 7 days. Click OK to close the Options dialog and update the hour’s
summary display in the Shift Pattern Designer.

0 A bit of theory: Remember there are only two kinds of shift pattern design: weekly based; and
sequence based patterns. This pattern example has a 24 day rotation cycle. It is not divisible
by 7 — the number of days in a week — therefore it is not a weekly based pattern but a
sequence based pattern based on a period of 24 days. (Sequence are notoriously difficult to
generate in a standard spreadsheet because we are so ‘tuned’ to the 7 day week.) The main
point to remember with sequence based patterns the shifts are ‘anchored’ to their respective
positions in the pattern and not the days of the week. For example, the first shift for Team 1 is
7:00a-3:00p, it also appears to be on a Mon of the week which is correct as far as this was the
day of week we want this shift patter to start. What it doesn’'t mean is that 7:00a-3:00p will
always fall on a Monday, or put another way Monday will always be a 7:00a-3:00p shift.
Because of the 24 day pattern cycle it will be sometime before 7:00a-3:00p does fall on a
Monday (a further 72 days in fact).

# Tip: Most of the time you need not worry about these subtleties. Once you have a completed
shift pattern whether weekly or sequence based its management in a schedule is automatic and will
always do the right thing. For more serious shift pattern analysis these are your reference points
when analysing the two types of shift patterns.

[1] 1, Mon [1] 2, Tue [1] 3, Wed [1] 4, Thu [1] 5, Fri [1] 6, Sa
7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p Day off
0:00a-6:00p 10:00a2-6:00p 10:00a-6:00p Day Off Day Off 10:00a

Refa‘rence for week based shift Reference for seqence based
patterns. This means Monday of the shift patterns. This-means 4th
first week. [5] Tue would mean day in the sequence. 24, would
Tuesday of the fifth week and so on mean the 24th day, and 232,

232nd day in any sequence.

Referencing week based and sequence based shift pattern.

19. From the Desigher Menu select File > Save with the filename My Shift
Pattern.

20. From the Shift Pattern Designer Menu select File > Exit to exit the Shift
Pattern Designer. Alternatively you can use the Close X button on the
form.
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Exercise 4.2
Automating a staff schedule with a shift pattern design

The first part of this exercise provides the opportunity to demonstrate how to
import staff from another schedule and setup the schedule view area for the rest
of the exercise without re-keying staff information. It is assumed you have
launched Schedule24 Resource Manager, the Navigation Pane is displayed and the
Schedule View Area is empty.

1. Using the mouse pointer select New Schedule from the Start your Schedule
section of the Navigation Pane to display a new schedule in the schedule
View Area and the Schedule Assistant dialog prompts.

@ Schedule2d Resource Manager - Schedulel [S[& =]
Insert Scheduing Tooks Data Reports Window Help _8x
=l | - | @ | 8dstaffManager... | TeamManager... | g2 ShiftPattenDesgner... | 100% - @
i shiftEditor | Unavailabiity... | Breaks.s. | | Memo... | Moritor Canficts... | | | Staff Distribution Graph
£ | DaySchedues Schedules | - E-mail Staff Schedules... | & Publish to the Web... { < StaffReport | .,  Staistics Report | . Management Reports
@ x 5at09 un Sun 10 Jun Mon 11 Jun Tue 12 Jun Wed 13 Jun Thu 14 Jun Fri 15 Jun §at 16 Jun 5un 17 Jun Mon 18 Jun Tue 18 »
2012 12 012 2012 012 012 012 2012 2012 012 012
o} 1. Start your Schedule
Start a Task
[} MNen Scheduie
£ Esystep Schedule Wizard
[2] schedue Templates Schedule Assistant ==
@ chedule Templates Oniine... ve just created a new schedule. [
ready to add staff to your schedue. P
Open an existing schedule -
M ®/{Open the Staf
O Import staff from
© Import staff from
O No thanks, I add stafflater
(] Dont show me this dizlog box again

&8 2 Add and Remove Staff
7] 3. Automate with Shift Patterns

% 4. Manage your Schedule

[T 5. Check How You're Doing

Al AlLAl Gournt
(= 6. Publish your Schedule = R

08/06/2012 13:01

Creating a new schedule with the Schedule Assistant prompt dialog displayed.

2. Select the option “Import staff from an existing schedule” to display the
list of available schedules dialog.

Insert Personnel from another Schedule \EI
Look in: | Schedules ~ Q x (] -
2 g]Business Center
g]cal\ Center
My Recent g]HEahhcara
Documents g]Hasp\taIity

]
@Med\a

Desktop [afiMySchedule

|@]Retai
& @] security
// @] 5mall Team Schedule
My Documents
T
]
-
o
My Computer
@ -
- File name: IT Support -

Mypl};e[t;\;nrk Files of type: | schedule (*wpn) b’ Cancel J
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Selecting a schedule from a list of available schedules.

83

From the list of example schedules select “IT Support” and click OK to

import the staff from that schedule into the new schedule in the Schedule
View area, and display the Schedule Assistant.

@ Schedule?d Resource Manager - Schedulel

i gilfle Edt Vew Insert Stheduing Tools Data Reports Window Hep

A=A NUETI= RN E A EENE R

~| @ | 8 staffpanager... |

Team Manager.

| (&2 shift Pattern Designer.... |

100% = (@

i 15 shiftEditor | < Assignments... 5} Unavailabilty

| ereaks... | | memo,

| 3 Monitor Confiicts..

| [l staff Distribution Graph

4] Day Schedules 3 Week Schedules | & E-mai Staff Schedues.

| L4y Publish to the Web.

i @ staffReport | g statistics Report | ;5 Management Reports.

& x
£} 1. Start your Schedule
Start a Task
[ Mew Schedule

£ EasyStep Schedule Wizard

Technician Mr Ian Pearce

Sat 09 Jun Sun 10 Jun Mon 11Jun
012 2012 2012

Technician Mr Natharial Wolf

Techrical Lead Mr Roger Green

Tue 12 Jun Wed13Jun | Thu 141 Fri 15 Jun
012 012 012 2012

3] Schedule Templ

@ schedule Templ

Open an existing schedule

(5 More...

Technician Mr Ricky Martiny
ates.

Technical Lead Mr Philip B
ates Orline...

Technician Mr Matthen Les
Technician Mr Peter James|
Technician Mr Dennis Wies}
Technician Mr Jonathan R
Technician Mr Martin Spee

Technical Lead Mrs Dorna

Technical Lead Mrs Beatriq
Grant-smi

Schedule Assistant

‘You now have a schedule containing staff

Next you need to add shifts or automate your schedule with shift patterns

) Add shifts directly into my schedule?
@ Insert shift patterns to automate my schedule?
© No thanks, Tl add shifts or shift patterns later.

] pon't show me this dislog box again

N

&8 2. Add and Remove Staft
7] 3. Automate with Shift Patterns
% 4. Manage your Schedule

T7H 5. Check How You're Doing

Al All All Count
Ll |

£=§ 6. Publish your Schedule

Ready

Technical Lead Mrs Elzabeth Gallegos
Technician Mrs Carol Vanallen
Technician Mrs Jasmine Lopez
Technician Mrs Nancy Walker
Technician Miss Beth Roberts

Technician Miss Victoria Hartsfield

Sat 16 Jun
2012

[=er=]

-®x

Sw17Jun  Monla
2012

LIIE

o
10/06/2012 06:15

Importing staff into a new schedule with the Schedule Assistant displayed prompting the next steps.

4. Select the option “Insert shift patterns to automate my schedule” and click
OK to display the “Insert Shift Pattern” dialog. Making sure the start date
matches the first day of the shift pattern design in this case “Monday”.

5at 09 Jun 5un 10 Jun Mon 11 Jun Tue 12 Jun Wed 13 Jun Thu 14 Jun Fri 15 Jun Sat 16 Jun 5un 17 Jun Mon 1 =«
2012 2012 2012 2012 2012 2012 2012 2012 2012 2012 |E|
Technician Mr Nathanial Wolf [
Tech
Insert Shift Pattern
Tech 3 -
Look in: . shift Patterns M @ Q X o M
Tech =
: 22| 12 Hour Continuous Shift S¢stem Schedule Week 1 1
Tech : ﬂ'; 24 Hour Four Day Pattsfn [1] 1, Men [1] 2, Tue
My Recent @ Continental Shift Team 1 7’?05 3:UIDD 1Di0056i009
Tech|  Docments | & Double Day Shiff System Team 2 10:003-6:00p 10:00a-6:00p
&) Five Crew £ontinuous Working Team 3 10:002-6:00p Day Off
Techi Team 4 Day Off 7:00a-3:00p
Team 5 10:00z-6:00p 3:00p-11:00p
2 MySchedul
Tech Desktop lb:P“ N ”tEN_ e Team 6 3:00p{11:00p 3:00p-11:00p
: ‘;T:rma”‘:;t a Team 7 3:00p{11:00p Day Off
Tech U Y Three Shift System Team 8 Day Off 10:00a-6:00p
& Traditional Continuous Working Team 9 3:00p111:00p 5:00p-1:00a
Tech{ My Documents Team 10 5:00p{1:00a 11:00p-7:00a
. Team 11 11:00p-7:00a Day Off
Tech 'j‘;j Team 12 Day Off 3:00p-11:00p
Tech -
Gran My Computer
< | ¥
Tech e
ﬁ File name: | My Shift Pattern v| Start schedule week: | 1 v|[ Insert ]
Tech
My Network  Files of type: | shift Pattern w | Start date: l}fﬂnﬁfzﬂ%zm = -
. m athaVear
4 June, 2012 Juw, 201z e
Technician Mrs Nancy Walker
1 1
Technidan Miss Beth Roberts 4567 8 345678
111213 14 15 91011 121314 15 ol
-t - 18192021 2 1819 20 21 22
All Al All Count 2526 27 28 29 2526 27 28 29 )
< | . 3
| Today: 10 June 2012 ~ 10/06/2012 06:36

Displaying the Insert Shift dialog with the list of shift patterns available.
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[ For week based patterns it is very important when inserting a shift pattern into a schedule that
it starts on the same day of the week as the first day used in the shift pattern design. If the days
of the week are not matched correctly the weekly based shift pattern will not synchronise
correctly with the calendar dates in the schedule. It is less important for sequence based
patterns but it is good practice to apply this principle to all shift patterns being entered into a
schedule.

5. Select “My Shift Pattern” in the list and using the mouse pointer click
“Start Date” drop down calendar and select the next date falling on a
“Monday” and click Insert button to enter the shift pattern. The Schedule
assistant will again be displayed.

1. You will have realised by now that Schedules are dynamically associated with your
computer clock. You need to make sure this is setup correctly.

@ Schedule2 Resource Manager - Schedulel (= ES
EEE\E Edit View Insert Scheduing Tools Data Reports Window Help -8 X
P 25 gt A % Sa @ - o] &) | s steffvenager... | &3 TeamManager... | (2 shiftPattern Designer... || 100% [ @

[ shiftEdtor || 2 Assignments... 5 Unavaiability... | Breaks... | .| Memo... | 3 Monitor Conficts... | (i Staff Distrbution Graph

il Staff Schedules... | 4y Publish to the Web... { @ StaffReport | G Statistics Report | 43 Management Reports

i |4 Day Schedules =3 Week Schedules | 21

@ = i [x]v] (2] 09/06/20 12:Technician Mrs Wendy Harrow
G} 1. Start your Schedule Sat0g Jun Sun 10 Jun Mon 11Jun Tue 12 Jun Wed 13 Jun Thu 14 Jun Fri 15 un Sat 16 un Sun 17 Jun Mon 1+
- 012 212 012 2012 2012 2012 w012 12 12 2012 o
&3 2 Addand Remove Staff Technician Mr Nathanial Wolf
T 3. Automate with Shift Patterns A
Select a Task.
Technical Lead Mr Roger Gr
Use Shift Patterns to automate your scheduling. Schedule Assistant ==
Techrician Mr Ricky Martinez| -
You now have a schedule which contains staff L
Technical Lead Mr Philip Bunt MNext you need to allocate staff to teams using the Team Manager ,“-.n =l
Ir Matthew Lee
e (@ Allocate staff to teams Using the Team Manager (recommendzd)?
Add shift Pattern o
T © Mo thanks, Id like to alocate staff to teams later.
Insert Shift Pattern into Schedule...
Technician Mr Jonathan Robs
ALEon s cement Technican Mr Martn Spead
Orgarize by Teams and Shift Patter. [] Don't show me this dialog box again
Technical Lead Mrs Donn Frl
Technical Lead Mrs Beatrice
Grant-Smith
Technical Lead Mrs Elizabeth Gallegos
Technician Mrs Carol VanAllen
Techrician Mrs Jasmine Lopez
Technician Mrs Nancy Walker
% 4. Manage your Schedule
Technidian Miss Beth Roberts
5 5- Check How You're Doing = . - -
Al All Al Count =
ﬁ 6. Publish your Schedule = i
Ready 10/06/2012 07:01

The Schedule Assistant prompting the nest steps after entering a shift pattern

6. In the Schedule Assistant accept the recommended default prompt
“Allocate staff to teams using the Team Manager” and click OK to display
the Team Manager.

)
f
)

The Team Manager organises all the information about staff and shift patterns. It is where you
allocate the staff entered in the Staff Manager to any of the shift patterns you have designed
and entered (or associated) with a schedule. It is in effect the ‘bridge’ that coordinates staff with
shift pattern designs. If you do not have a shift pattern associated with a schedule the Team
Manager will be disabled.
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THE TEAM MANAGER CONTROLS

54 Team Manager - Schedulel
Shift patterns used in this schedule

View team distribution on this date:

| My Shift Pattern activated from 11 June 2012 starting wesk 1

| [ view

11/06/2012

You select the date you want

85

[ msertshiftpattern.. ][ modifylist.. | The inserted shift pattern, there is only this one.

to view and make changes e.g.
and de-allocating

staff from shift patterns or teams

within shift patterns. N

- Available staff
Where multiple shift patterns al
Team 1 associated with a scheduleshiey are 4| |ame
added and managed as a list using Technician Mr Natharial Wolf
these controls.
Technician Mr Ian Pearce
Technical Lead Mr Roger Green
Technician Mr Ricky Martinez
Technical Lead Mr Philip Bunting
Technician Mr Matthew Lee
Technician Mr Peter James '
Technician Mr Dennis Wiess
Technician Mr Jonathan Roberts
Technician Mr Martin Speed
Technical Lead Mrs Donna Frost
Technical Lead Mrs Beatrice Grant-Smith
Technical Lead Mrs Elizabeth Gallegos
Technidian Mrs Carol ¥anAllen b/

Staff waiting to be allocated
to a shift pattern

Team 2 -

Team 3 N

Each shift pattern will create "Teams". There may be
only one, or there may be several depending on the

i Staff scheduled to oth
design. Staff are dragged into these team areas scheduled to other

Name = [Team |shift Pattern
Team 4 .
Information about staff
allocated to other shift
patterns. In this case it
Team 5 -

is blank because none
have been allocated.

(3

You can alphabefically sort and rank staff in a
= particular order e.g. seniority within their teams.
Teamsby: @ Sort () Order

[ Auto-Distribute Staff to Teams

The Team Manager is the ‘Bridge’ for coordinating staff and shift patterns.

We will be revisiting the Team Manager in more detail later for now this serves as an
introduction to its main features, and we use the controls for convenience of this exercise.

7. Click the “Auto-Distribute Staff to Teams” to automatically allocate the
available staff equally across the shift pattern teams.

€ Team Manager - Schedulel
Shift patterns used in this schecule View team distribution on this date:

11/06/2012 [=]

| My shift Pattern actvated from 11 June 2012 starting week 1

[ mnsertshiftpattern.. ][ Modifylst.. |

Dl

Team: Available staff

Team 1 -
Techrician Mr Nathanial Wolf
Techrical Lead Mrs Eiizabeth Gallegos

Technician Mrs Wendy Harrow [ ]

(k3

Name -

Team 2 a
Technician Mr 1an Pearce
Techrician Mrs Caral VanAllen

Team 3 -
Techrical Lead Mr Roger Green
Technician Mrs Jasmine Lopez

Staff scheduled to other teams

Name a Team |Shift Pattern

Team 4 -
Technician Mr Ricky Martinez
Techrician Mrs Nancy Walker

Team 5 -
Techrical Lead Mr Philip Bunting
Technician Miss Beth Roberts

£

Teamsby: @ Sort () Order &

Distribution of staff displayed after auto-distribute.
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8. Using the mouse pointer select and highlight “Wendy Harrow” and holding
down the left button of the mouse ‘drag and drop’ into the “Available
staff” pane (or window).

G Team Manager - Schedulel
shift patterns used in this schedule

view team distribution on this date:

[ My Shift Pattern activated from 11 June 2012 starting week 1 v 11/06/2012 [=]
[ insertshiftPattern... | [ Modify list... ]
Availeble staff
Team 1 - A |Name -
Technican Mr Nathanial Wolf Technician Mrs Wendy Harmow
Technical Lead Mrs Elizzbeth Gallegos
Team 2 -
Technican M Lan Pearce
Technican Mrs Carol VanAllen
Team 3 -
Technical Lead Mr Roger Green
Technican Mrs Jasmine Lopez
Staff scheduled to other team
Name = [Team |Shift Pattern

Team 4 -
Technician Mr Ricky Martinez
Technician Mrs Nancy Wakker

Team 5 -
Technical Lead Mr Phiip Bunting
Technidan Miss Beth Raberts

[£3

Teamsby: @ Sort () Order Auto-Distribute Staff to Teams

Adjusting the lists in the Team Manager using drag and drop.

When staff numbers cannot be equally divided amongst the number of team places available,
you will have one or more teams with less staff than other teams. In this example the
distribution is two staff to each team but one has three. It can also be used to move staff from
one team to another. The effect of moving “Wendy...” to the “Available staff’ status will mean
she has no shifts allocated in the schedule view area.

Click the OK button to close the Team Manager and update the Schedule
View Area.

@ Scheduled Resource Manager - Schedulel =5 |F=H |
i oflffle Edt Vew Incert Scheduing Tools Data Reports Window Hep -8x
P S A S BB ] @) e Staff | ST .. | i shife o | 100% [z @)
i & shift Egitor | < Assignments... 73} Unavaiabiity... | Breaks... | . | Memo... | 3, Monitor Conflicts... | [l Staff Distribution Graph
i |4 Day Schedules = Wesk Schedules | ) E-mail Staff Schedules.... | |}y Publish to the Web... i & StaffReport | G Statistics Report | 55 Management Reports.
- = = =5 —
@ X 5at09 un Sun 10 Jun Mon 11 Jun Tue 12 un Wed 13 Jun Thu 14 Jun Fri 15 Jun Sat 16 Jun 5un 17 Jun Mon l\j
2012 2012 2012 2012 2012 2012 2012 2012 2012 2012
1. Start your Schedule
Select a Task . 008-3:( -008-3:1
elect a Ta: S — - Day Off Day Off 7:008-3:00p  7:00a-3:00p  |10:00a-6:00p  10:00a-6:00p  10:00
Use shift Patterns to automate your scheduling.
£ sniftpatter wizard e S = -
13 New shiftpatiem Techrical Lead Mrs Eizabeth Gallegos RSy EDUS 5000 N {1002 500D L0 SSto ) (L0 Bl Oay Of el )
O Shift Patterns Online.... Technician Mrs Carol VanAllen 10:002-6:00p  10:002-6:00p  10:00a-6:00p  Day Off Day Off 10:002-6:00p  10:00a-6:00p
& More.
e Dot owyor  or  loamsesn | massn om0
Add ShiftPattern 00a-31 . 00a-3:
S Day Off 7:005-3:00p  7:00a-3:00p  |10:00a-6:00p |10:00a-6:00p  10:00a6:00p  10:00a-6:00p DayC
Insert Shift Pattern inte Schedule. ..
Organize Staff by Teams and Shift Pattern.
22 Distribute Staff to Teams...
Technical Lead Mrs Tracy Connors Day Off Day off 7:00a-3:00p 7:00a-3:00p 10:00a6:00p  10:00a-6:00p  10:00
E 4. Manage your Schedule
Technician Mrs Wendy Harrow ]
T3 5. Check How You're Daing E|
Al All All Count 175/25 25 25 25 25 25 25 25 25 25 o
(=} 6. Publish your Schedule = oun 1%

Total Hours 81

10/06/2012 08:07

The updates schedule generates the pattern of shifts against allocated staff.
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10. Using the mouse pointer select the “Automate with Shift Patterns” section
of the Navigation Pane to display easier access to the shift pattern and
Team Manager features.

11. Finally, using the mouse pointer click the date header column to highlight
the “Monday” day and from the toolbar menu select Data > Sort by > Start
time. This will arrange the schedule in a familiar shift block display.

% Schedule24 Resource Manager - Schedulel. =8 =R
i oilfie Edt Yew Insert Scheduing Tooks Data Reports Window Help _8x
PG a3 & e B - -] @ 8] SteffManager... | 8F TeamManager... | (23 ShiftPatiem Desgner... | 100% - @

i 5 Shift Editor | < Assignments... %} Unavailability... | Breaks... | |. | Memo... | -3 Monitor Confiicts... | [}l Staff Distribution Graph
i |2 Day Schedules 24 Week Schedules | § E-mail Staff Schedules... | 43 Publish to the Web... i & StaffReport | g Statistics Report | ;5 Management Reports
= =

@ x 509 Jun Sin10kn  Monliln  (Tuel2kn  Wed13km  Thul#lm  Filskn sat 16 Jun sun17iun  Mon 1[4
2012 2012 2012 2012 2012 2012 20 2012 2012

12
{at 2. Start your Schediule Techrician Miss Beth Roberts 10:002-6:00p = Bl .
[ 3. Automate with Shift Patterns Techrician Miss Victoria Hrtsfield - - BT = -
@  shift Patterns Online. e - Day Off Day Off 7:000
5 Hore. echnican Mr Martin Speed a Day Off 7:00a-3:000  7:00a-300p | 10:00

‘Add Shift Pattern

Technician Miss Sheeleagh Kendrick Day Off 7:00a-3:00p 7:00a-3:00p 10:00

Insert shift Pattern into Scheduie. .,

E——— _— Day Off 7:00a3:00p  7:002-3:00p  [10:00a6:00p [10:00a-6:00p  10:00

Team Management Day Off 7:002-3:00p  7:00a-3:00p  10:00a6:00p |10:00a-6:00p  10:00

Technical Lead Mrs Tracy Connors
Organize Staff by Teams and Shift Pattern.
Technician s Wendy Harrow
25 Distribute Staff to Teams

Technical Lead Mrs Beatrice Day Off
Grant-Smith
Technical Lead Mr Trevor Casey By DayC
Techrician Mr Ricky Martinez Day Off 7:003-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p DayC
Techrician Mrs Nancy Walker Day Off 7:003-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p DayC
[ 4 Manage your Schedule
T3 5. Check How You're Doing E|
Al All All Count 17525 25 25 25 25 25 25 25 25 25 o
{54 6. Publish your Schedule 5 = -
10/06/2012 08:15

After sorting by start time the characteristic shift blocks emerge in the display.

3 If you scroll the schedule about half way down “Wendy...” will be displayed with no shift
patterns because she was not allocated a shift pattern in the Team Manager. This doesn’t
prevent shifts being added manually using the Shift Editor. Also remember you can change the
color mapping by going to the Color tab in Options to change these settings. The schedule will
be generated however far you scroll or jump’ to in the future.

# When the time comes to navigate sometime in the future you can use the “Go to Date” pop up
calendar by using the right mouse click on the column header. If you ‘jump’ several months or even
longer it will take a minute to build the schedule over the period of time ‘jumped’. Afterwards
navigation to any date in that period will be instantaneous for that session.

12. Using the mouse pointer select File > Save and when prompted save with
the filename “My Auto Schedule”.

13. Exit Schedule24 Resource Manager.
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Exercise 4.3
Automating more complex staff schedules with multiple shift patterns.

At the start of this exercise it is assumed you have launched Schedule24 Resource
Manager, no schedule is open in the Schedule View area; and the Navigation Pane
is displayed.

3 This exercise is designed to reinforce what you have done so far, and provide additional practice
with the Team Manager and shift pattern designs to automate a more complex staff schedule. It
involves several staff groups and roles with different working arrangements. You will be using
previously prepared example material to reduce and avoid keyboard entry to enable you to focus
on technique.

3 You will be using several shift patterns but for this exercise do not need to understand how they
were designed. This will be covered in the next section.

1. Using the mouse pointer select New Schedule in the “Start your Schedule”
section of the Navigation Pane to display a new schedule in the Schedule
View area and the Schedule Assistant.

2. Select the option “Import staff from another schedule” to display the list
of schedules in the Insert staff dialog.

3. Select the schedule “Business Center” and click OK to populate the
schedule with staff and the Schedule Assistant will be displayed.

4. On this occasion select the option “No thanks, I’ll add shifts or shift
patterns later” and click OK. This will display the Shift Editor Toolbar in its
docked position.

Schedule Assistant @

You now have a schedule containing staff \\“
Mext you need to add shifts or automate your schedule with shift patterns \

"1 Add shifts directly into my schedule?
"1 Insert shift patterns to automate my schedule?
(*3iNo thanks, I'll add shifts or shift patterns later. :

] pon't show me this dialog box again

Declining to add shifts or shift patterns in the Schedule Assistant.

5. Using the mouse pointer select the “Automate with Shift Patterns” section
in the Navigation Pane to display access to the Shift Pattern and Team
Manager controls if not already displayed.
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6. Using the horizontal scroll bar, adjust the schedule display forwards so the
first day column is a Monday.

@ Schedule24 Resource Manager - Schedulel o))
Egjﬁe;iilﬁewl!mlm[onkgahgwtsvﬁv(kwﬁw -8x
P -5 g (2| % Sa B 0 - -] @ |8 staffManager... | TeamMenager... | §A shiftPattemDesigner... || 100% - i@
f & shiftEditor | «2 Assignments... 2 Unavailabilty... | Breaks... | . | Memo... | -3 Monitor Confiicts... | (Kl Staff Distribution Graph
i |2] Day Schedules 23 Week Schedules | &7 E-mail Staff Schedules... | 43 Publish to the Web... } 3 StaffReport | g Statistics Report | ;3 Management Reports
—— x Mon 18l  |Tue19dn  |Wed20Jun |Thuidun | Fri22lum Sat23)n  Sn24dm  |Mon25Mn  |Tue26lun  |Wed27dur A
12 2012 2012 2012 12 2012 2012 2012 2012 LR
1. Start your Schedule =
a LA FT Agent Mr Richard Allen
&3 2 Add and Remove Staft FT Agent Dr Peter Agar
[57] 2. Automate with Shif Patterns PT Agent M lan Pearce
Selecta Task
FT Agent Mr Philip Bunting
Use Shift Patterns to automate your scheduling.
(CRM Mr Graham Waters
£ shift Pattern wizard
[ New shiftPattern PT Agent Mr Stephen Owen
@ Shift Patterns Orline. PT Agent Mr Matthew Lee
& More...
FT Agent Mr Javid Al
Add shift Pattern
FT Agent Mr Martin Speed
Insert Shift Pattern into Schedule. FT Agent Mrs Beatrice
Grant-Smith
L= e nepend PT Agent Mrs Jackie Long
Orgarize Staff by Teams and Shift Pattern.
FT Agent Mrs Gil Spencer
FT Agent Mrs Elizabeth Fretwell
Res. Plann Hilary Gough
(CRM Mrs Carol VanAllen
FT Agent Mrs Veronica Smythe
FT Agent Mrs Jane Green
% 4. Manage your Schedule
PT Agent Mrs Mariene Phillips
T3 5. Check How You're Doing S
Al AIlAIl Count 43.75
5 6. Publish your Schedule = e 5
12/06/2012 06:35

The Schedule View area with the “Automate with shift Patterns” section control displayed

[ At this point color mapping of shifts has been disabled in Options > Color tab by unchecking
the “Show” checkbox in the shifts section. This is to reduce any confusion between any color
mapping on different computer settings that may have taken place. It will be enabled later in

this lesson.

# Tip: Note that the Team manager button in the menu toolbar is disabled because this schedule

has no shift patterns associated with it.

7. Select “Insert shift pattern into schedule” from the “Add shift pattern”
section to display the “Insert Shift Patterns” dialog. Double click the

“Business Centre” folder to open the shift pattern list.

[ This folder contains the shift pattern designs to be used for this schedule.

Insert Shift Pattern
Lookin: || Business Center Example - 003 | Q ¥ o ME-
" ] Full Time Agents Schedule Week 1 1
: L anagement Team| [ 1, Mon [42, Tue
My Recent B;Meet and Greet Management Team 8:30a-5:30p 8:30a-5:30p
Documents %] Part Time Agents
Desktop
My Documents
My Computer
< | >
.g File name: | Management Team v ‘ Start schedule week: ‘ 1 v‘ [ e J
MyNebwork s of type: | Al Fles v Startdate: 18/08/2012 [=]

The Insert Shift Pattern dialog displaying the example shift patterns in preview mode.
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8. From the list select the “Management Team” shift pattern and in the Start
Date calendar field select the Monday date displayed in the first column of

the Schedule View area.

# Tip: The start date week day has to be the same day as the start day of the shift pattem
design. It can be any date provided it is a Monday. If the shift pattern design started on Sunday
then it can be any date provided it was a Sunday (or whatever day of the week the shift pattern

design starts).

3 If you scroll the preview to the end of the shift pattern you will see it has a 7 day cycle before it
repeats (it is a simple traditional working week). The number of days can clearly be divided by
seven making it a week based shift pattem. If the shift pattern is started on a day other than
‘Monday” it will not be synchronised with the calendar dates and days of the week. The most
obvious effect will be the days off will fall on other days of the week rather than at weekends.

9. Click the Insert button to close the dialog and display the Schedule
Assistant prompting for the Team Manager and accept the default option to

display the Team Manager.

2 You will be staying with the Team Manager to insert the other shift patterns we will be using.
You do not have to exit the Team manager to insert (or associate) another shift pattern to the
schedule. Also note that this shift pattern has only one Team slot due to its simplicity of design
i.e. one shift, office hours if you like that repeats every week with always the same days off at

98 Team Manager - Schedulel ==

Shift patterns used in this schedule View team distribution on this date:

| Management Team activated from 18 June 2012 starting week 1 v 18f06/2012 [+]

[ insertShiftPattern... |[  Modifylist. ]
Available staff

Management Team - A Name ~
FT Agent Mr Richard Allen
FT Agent Dr Peter Agar
PT Agent Mr [an Pearce
FT Agent Mr Philip Bunting
CRM Mr Graham Waters
PT Agent Mr Stephen Owen
PT Agent Mr Matthew Lee =
FT Agent Mr Javid Ali
FT Agent Mr Martin Speed
FT Agent Mrs Beatrice Grant-Smith
PT Agent Mrs Jackie Long
FT Agent Mrs Gill Spencer
FT Agent Mrs Elizabeth Fretwell
Res. Planner Mrs Hilary Gough ~
Staff scheduled to other teams
Name = Team |shift Pattern

L]
Teamsby: @ Sort () Order &3] Auto-Distribute Staff to Teams Cancel

The Team Manager displaying the first selected shift pattern

10. Click the “Insert Shift Pattern...” button to display the “Insert Shift

Pattern” dialog.
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Insert Shift Pattern
Look in: Business Center Example - (@ * o -
. W: Full Time Agents 2 2 2
| Management Team [2] 12, Fri [2] 13, 5at [2] 14, Sun
My Recent ] Meet and Greet 2:00p-10:00p Day Off Day Off
Documents &) Part Time Agents 8:00a-+:00p Day Off Day Off
Desktop
My Documents
9
My Computer
—~ 4 *
.rg File name: | meet and Greet | Startschedule meek: | 1 v [ et
My Network  Files of type: | Al Files | startdate: 18/06/2012

The Insert Shift Pattern dialog ready to select and insert the next shift pattern

11. Select and highlight the “Meet and Greet” shift pattern and note the
preview display changes.

2 Scroll the preview to the end of the shift pattern and note the 14 day rotation cycle, or duration,
before repeating. It can be divided by seven making it a weekly based shift pattern.

12. Making sure the “Meet and Greet” shift pattern is still highlighted, in the
Start Date calendar field select the start date that is on a Monday week
day.

# This can be the date of the first day Monday displayed in the schedule.

13. Click the “Insert” button to update the Team manager with the shift
pattern and close the dialog.

28 Team Manager - Schedulel ==
Shift patterns used in this schedule View team distribution on this date:
| Mest and Greet activated from 18 June 2012 starting week 1 v 18/06/2012 [~]
[ Management Team actvated from 16 June 2012 starting wesk 1
cet and Greet activated from 18 June 2012 starting week 1} }
Teams Avallable staff
ATeam - 4 |Name ol

FT Agent Mr Richard Allen
FT Agent Dr Peter Agar
PT Agent Mr [an Pearce
FT Agent Mr Philip Bunting
CRM Mr Graham Waters

B Team N PT Agent Mr Stephen Owen
PT Agen
FT Agent Mr Ja

FT Agent Mr Martin Speed

FT Agent Mrs Beatrice Grant-Smith

PT Agent Mrs Jackie Long

FT Agent Mrs Gil Spencer

FT Agent Mrs Elizsbeth Fretwel

Res. Planner Mrs Hilary Gough ™

Staff scheduled to other teams

Name - Team |shift Pattern

Teamsby: @ Sort () Order [ 7] Auto-Distribute Staff to Teams ] ‘ oK H Cancel ]

The Meet and Greet Team Example shift pattern is added to the list
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2 Note the Teams display has changed from one group to two groups because of the different
characteristics of this shift pattern having two teams. If you select the other shift pattern and
toggle the view you will see the display change depending on the selection.

14. Using the mouse pointer Click on the “Modify List” button to display the
“Modify Shift Pattern List” dialog.

88 Team Manager - Schedulel =1

Shift patter d in this schedul View team distributi this date:
RS e S Current shift pattern selected for display e team distribubion on this caf

| Management Team activated from 18 June 2012 starting wesk 1 v 18/05/2012 =
[ msertshiftPattern... | [ Modifylist...

View the selected You are viewing the staff allocation
shift pattern status on this date
Teams Available staff

|ManagementTeam - | = |NamE S
i Richard Allen

Medify Shift Pattern List ==

Modify Shift Pattern List
Uncheck to hide shift patterns from drap down list, Use the up and down arrons to define
order you want your shift patterns to be displayed in the schedule view.

Shift Pattern
[“IMeet and Greet activated from 18 June 2012 starting week 1
[“IManagement Team activated from 18 June 2012 starting week 1

I Martin Speed
rs Beatrice Grant-Smith

Checkbox options manage the display s Jackie Long

of shift patterns in the drop down list rs Gil Spencer

rs Elizabeth Fretwell

ler Mrs Hilary Gough v

Up & Down buttons rank shift *
patterns in order of choice and is uled to other teams
used when sorting teams in the . = [Team Shift Pattern
schedule view area
Select All || Deselect Al

[
Teamsby: @ Sort (0 Order [ &3] Auto-Distribute Staff to Teams ] oK H Cancel

Managing the display and order of shift pattern

2 You may only have one shift pattern associated with a schedule; on the other hand you may
have many. Over time you may find a shift pattern is no longer needed, and add new ones.
You can manage the display of shift patterns this way so the lists do not get too long to
manage, and if you decide to use a shift pattern again you simply enable its display in the drop
down select list. You can also maintain an accurate historical record of schedules using shift
patterns no longer in use.

15. Click OK or Cancel button to close the dialog and return to the Team
Manager.

1) At this point and before we add the remaining shift patterns we will allocate staff to these two
shift patterns.

16. Using the mouse pointer make sure you have selected “Management Team
activated from <date> starting week 1” if you have not already done so to

display the team groupings for that shift pattern in the Team Manager
Team list.

17. Using the mouse pointer click on the “Name bar” of the “Available Staff”
section to sort the staff in descending alphabetical order, or until the small
back arrow is pointing downwards.
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18. Click the “View” button to display a view of the selected shift pattern, and
then close the dialog using the windows close button.

88 Team Manager - Schedulel =]
Shift patterns used in this schedule View team distribution on this date:
Management Team activated from 18 June 2012 starting week 1 v 18/06/2012 [+]
Insert Shift Pattern... | [ Modify list...
Teams Available staff
Management Team a A Name an
FT Agent Mr Richard Allen
FT Agent Dr Peter Agar
Shift Pattern - Management Team (=]
Schedule Week |1 1 1 1 1 1 1
[1] 1, Mon [12, Tue [1] 3, Wed [1]4, Thy [15, Fri [16, 5at [17,5um
Management Team | 8:30a-5:30p §:30a-5:30p 8:30a-5:30p §:30a-5:30p 8:30a-5:30p Day Off Day Off
v
< >
v
Teamsby: @ Sort () Order [ 3] Auto-Distribute Staff to Tesms ] ‘ oK ‘ [ Cancel

Checking the view of the shift pattern before allocating staff.

# If you are working with multiple shift patterns it is good practice to check the view of the shift
pattern before allocating staff to make sure you have selected the right pattern.

19. Using the mouse pointer and the Ctrl key select the following staff in the
“Available staff” list.

e Res. Planner Mrs Hilary Gough
e Mgmt Coach Dr Trevor Casey
e Manager Ms Cynthia Cross
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£ Team Manager - Schedulel ==
Shift patterns used in this schedule View team distribution on this date:
| Management Team activated from 18 June 2012 starting week 1 ~] 18/08/2012 [=]
[ msertshiftpattern.. ][ Modifylst.. |
Teams Availzble staff
Management Team - A [Name v |A

Res. Planner Mrs Hiary Gough
PT Agent Mrs Marlene Philips
PT Agent Mrs Jackie Long

PT Agent Mr Stephen Owen

PT Agent Mr Matthew Lee
PT Agent Mr Ian Pearce
PT Agent Miss Moriica Sewell -

Mgmt Coach Dr Trevor Casey.

Manager Mrs Cynthia Cross

FT Agent Mrs Veronica Smythe

FT Agent Mrs Linda Grant

FT Agent Mrs Jane Green

FT Agent Mrs Gill Spencer

FT Agent Mrs Elizabeth Fretwell ~

Staff scheduled to other teams

Name a [Team |shift Pattern

K3

@ Tesmsby: @Sort () Order [ 5] Auto-Distribute Staff o Teams ] | oK ” Cancel

Selecting staff from the Availability staff list.

20. While holding down the mouse button and Ctrl key drag the selection into
the “Management Team” displayed in the “Teams” section.

S Team M Schedulel ==l
Shift patter chedule View team distribution on this date:
[ Manage: ‘ated from 18 June 2012 starting week 1 v 18052012 [+]
[ msertshiftPattern.. |[  Modfylist.. |
Teams Available staff
- - -|a
et Mrs Mariene Phillips
n
v
Staff scheduled to other teams
Name a [Team |Shift Pattern
-
Teamsby: @ Sort () Order [ &3] Auto Distribute Staff to Teams ] ‘ oK ” Cancel ]

Using drag and drop to allocate the selected staff a shift pattern

1 Having allocated staff to their respective teams (though in this example there is only one team
due to the simplicity of traditional office hours) it might be important to allocate a sort or ranking
order of those staff in the team. It may be based on role, seniority or any ordering that the
default ascending or descending alphabetical sort does not give you. Where there are several
teams (boxes) each one can be configured independently as we will see shortly.

# Ascending/descending alphabetical sort is the default setting. You toggle between the two by
clicking the mouse pointer on the team box header. The black arrow indicates the current sort
display.

94
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21. Select the “Order” option at the bottom of the “Teams” section to display
the ranking arrows at the side of the team box.

4 Team M chedulel ==

Shift patter this schedule View team distribution on this date:

Manags activated from 1 June 2012 starting week 1 v 18/06/2012 [=]
[ mnsertshiftpattern... | [ Modfylist...
Teams Available staff
Management Team | A Name - |E
Manager Mrs Cynthia Cross + FT Agent Mr Richard Allen

[ Res. Plonner Vs Hiary Goah || FT Agent D Peter Agar
Mgmt Coach Dr Trever Casey PT Agent M ]
FT Agent M
CRM Mr G
PT Agent Mr

Staff scheduled to other teams.

Name = [Team Shift Pattern

Teamsby: (Sort (@ Order [ 5] Auto Distribute Staff to Teams ] ‘ oK ” Cancel ]

Ranking team members using the “Order” and up and down buttons.

22. Select “Res. Planner Mrs Hilary Gough” to enable the “Up” button and click
the “Up” button to move her to the second position in the team.

# The “Up & Down” buttons are enabled and disabled depending on the position the selection
occupies in the team e.g. if at the bottom of the list the “Down” button will be disabled.

23. Using the mouse pointer make sure you have selected “Meet and Greet
Team Example activated from <date> starting week 1” to display the team
groupings for that shift pattern.

24. Using the mouse pointer click on the “Name bar” of the “Available Staff”
section to sort the staff in descending alphabetical order, or until the small
back arrow is pointing upwards.

25. Click the “View” button to display a view of the selected shift pattern, and
then close the dialog using the windows close button.

[ The Meet and Greet shift pattern has two alternating shifts and requires two teams. Each team
member works the two shifts alterately each week. The CRM staff are distributed across the
two teams.




SCHEDULE24 USER GUIDE AND TUTORIAL

88 Team Manager - Schedulel =]
Shift patterns used in this schedule View team distribution on this date:
| Meet and Greet activated from 18 June 2012 starting week 1 | 18/06/2012 [=]
[ insertshiftpattern... | [ Modify list... |
Team Availzble staff
ATeam | | A Name v |A
#| = [FT Agent Mr Richard Allen
FT Agent Dr Peter Agar
PT Agent Mr lan Pearce
FT Agent Mr Phillp Bunting
Shift Pattern - Meet and Greet
BTN ochedule Week |1 1 1 1 1 1 1
[1] 1, Mon 12, Tue [1] 3, Wed [1] 4, Thu [5 Fi [1]6,Sat [17, 5un -
A Team 8:002-%00p 8:00a-4:00p 8:00a-4:00p 5:002-%00p 8:00a-4:00p Day Off Day Off
8 Team 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p | 2:00p-10:00p 2:00p-10:00p | Day Off Day Off
~
< >
9
Teamsby: (0)Sort (@ Order [ 3] Auto-Distribute Staff to Teams ] | aK ‘ [ Canicel

Viewing the selected shift pattern before allocating staff.

26. Using the mouse pointer and the Ctrl key select the following staff in the
“Available staff” list.

e CRM Miss Helen Vizara
e CRM Mr Graham Waters

€ Team Manager - Schedulel ==

Shift patterns used in this schedule View team distribution on this date:

| Meetand Greet activated from 18 June 2012 starting week 1 v 18/06/2012 [=]
[ mnsertshiftpattern.. ][ Modifylst.. |

Team: Available staff

ATeam | | & & |Name NS
LA REU crv Miss Helen Vizara

CRM Mr Graham Waters

CRM Mrs Carol VanAllen

CRM Mrs Wendy Harrow

FT Agent Dr Peter Agar

B Team | ﬂ FT Agent Miss Victoria Ainsworth
¥

FT Agent Mr Javid Al

FT Agent Mr Martin Speed u
FT Agent Mr Phillp Bunting

FT Agent Mr Richard Allen

FT Agent Mrs Beatrice Grant-Smith

FT Agent Mrs Elizabeth Fretwel

FT Agent Mrs Gill Spencer

FT Agent Mrs Jane Green L

Staff scheduled to other teams

Name o |Team |Shift Pattern

Res. Planner Mrs Hiary Gough Management Team Management Team
Manager Mrs Cynthia Cross  Management Team Management Team
Mgmt Coach Dr Trevor Casey  Management Team Management Team

£

Teamsby: (Sort (@ Order I 3] Auto-Distribute Staff o Teams I | oK ” Cancel

Selecting staff from the Availability staff list.

27. While holding down the mouse button and Ctrl key drag the selection into
the “Meet and Greet A Team” displayed in the “Teams” section.
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24 Team Manager - Schedulel ==
Shift patterns used in this schedule View team distribution on this date:

18/05/2012 =

[ Meetand Greetactivated from 18 June 2012 starting week 1
[ msertshiftpattern.. ][ Modifylst.. |

Teams Available staff

A Team | | A |name BES
CRM Mr Graham Waters ¥ = CRM Mrs Carol VanAllen

CRM Miss Helen Vizara CRM Mrs Wendy Harrow

FT Agent Dr Peter Agar

FT Agent Miss Victoria Ainsworth

FT Agent Mr Javid Ali

FT Agent Mr Martin Speed

FT Agent Mr Phillp Bunting

FT Agent Mr Richard Allen

FT Agent Mrs Beatrice Grant-Smith B
FT Agent Mrs Elizabeth Fretnel

FT Agent Mrs Gill Spencer

FT Agent Mrs Jane Green

FT Agent Mrs Linda Grant

FT Agent Mrs Veronica Smythe v

B Team |

Lele

Staff scheduled to other teams

Name a [Team |shift Pattern
Res. Planner Mrs Hiary Gough Management Team Management Team
Manager Mrs Cynthia Cross  Management Team Management Team
Mamt Coach Dr Trevor Casey  Management Team Management Team
v
@ Teams by: rt (@ Order [ 5] Auto-Distribute Staff to Teams ] | oK ” Cancel

Using drag and drop to allocate the selected staff a shift pattern

28. Repeat the above procedure for the following staff:

e CRM Mrs Carol Van Allen
e CRM Mrs Wendy Harrow

29. Select the “Sort” option at the bottom of the “Teams” section.

S Team Manager - Schedulel ==
Shift patterns used in this schedule View team distribution on this date:
| Meet and Greet activated from 18 June 2012 starting week 1 ~| 18/06/2012
[ mnsertshiftpatten... ][ Modifylst.. |
Teams Available staff
A Team - A |Name o
CRM Mr Graham Waters = |FT AgentMr Richard Allen
CRM Miss Helen Vizara FT Agent Dr Peter Agar
PT Agent Mr Ian Pearce
Staff allocated to the Staff waiting to be
current shift pattern FT Agent Mr Phillp Bunting b
P BT Agent Mr Stephen Owen allocated a shift pattern
BTeam - PT Agent Mr Matthew Lee
CRM Mrs Carol vanallen FT Agent Mr Javid Al
CRM Mrs Wendy Harrow FT Agent Mr Martin Speed

FT Agent Mrs Beatrice Grant-Smith
PT Agent Mrs Jackie Long

FT Agent Mrs Gill Spencer

FT Agent Mrs Elizabeth Fretwell
FT Agent Mrs Veronica Smythe

FT Agent Mrs Jane Green >

Staff scheduled to other teams

Name « [Team |Shift Pattern

Res. Planner Mrs Hiary Gough Management Team Management Team
Manager Mrs Cynthia Cross ~ Management Team Management Team
Mamt Coach Dr Trevor Casey  Management Team Management Team

Staff already allocated
to another shift pattern

<

@ Tesmsby: @ Sort () Order [ 5] Auto-Distribute Staff to Teams ] | oK |[ Cancel

Ready to close the Team Manager and update the Schedule View area.

30. Click OK to close the Team Manager and update the Schedule View area.
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@ Schedule2d Resource Manager - Schedulel = [ o]
ig]_ﬁe Edit View Insert Scheduing Tooks Data Reports Window Help -8 %
Py 5 g e A 6 Ha (B8] - - &) | /8] StaffManager... | 8 Team Manager... | (i ShiftPattem Designer... | 100% - &

i D) shift Editor | <7 Assignments... 7} Unavailabilty... | Brezks... | . | Memo... | 3 Moritor Confiicts... | (i} Staff Distribution Graph

i 4] Day Schedules =4 Week Schedules | - E-mail Staff Schedules... | 4y Publish to the Web... i 3 StaffReport | g Statistics Report | 45 Management Reports.

@ % Mon 18 Jun Tue 19 Jun Wed20un | Thu21Jun Fri22 un 5at 23 Jun Sun 24 Jun Mon 25 Jun Tue 26 Jun Wed 27 Ju
2012 012 2012 012 012 212 2012 2012 012 2012

£3} 1 Start your Schedule

FT Agent Mr Richard Allen

& 2 Add and Remave staff FT Agent Dr Peter Agar

T4 3. Automate with Shift Patterns BT Agent iy Tan pesrce

Selecta Task.
FT Agent Mr Phillp Bunting
Use shift Patterns to automate your scheduiing. . .
CRM Mr Graham Waters 002400 8:002-00p :00a-%00p  §:002-+00p :002-400p  Day Off Day Off 2:00p-10:00p  2:00p-10:00p  2:00p-10:0
& shift Pattern Wizard
[ New ShiftPattem PT Agent Mr Stephen Owen
@ shift Patterns Orline. PT Agent Mr Matthew Lee
5 More...
FT Agent Mr Javid Al
Add shift Pattern
FT Agent Mr Martin Speed
Insert Shift Pattern into Schedle. . T Agent s Bestce
Grant-Smith
JLCam Mo g PT Agent Mrs Jackie Long
Organize Staff by Teams and Shift Pattem.
FT Agent Mrs Gil Spencer
FT Agent Mrs Eiizabeth Fretwel
Res, Plamer MrsHiary Gough | S O0RE0R  E30e5idp @30aSidp  HMaS0p  830au3p  DayOff Day Off B0a-50p 53050 H0a5I
200p-10:000  2:00p-10:00p  2:00p-10:00p  2:00p-10:00p  2:00p-10:00p  Day Off Day Off B:00a-400p  5:002-400p  S:00a-400

CRM Mrs Caral VanAllen
FT Agent Mrs Veronica Smythe
FT Agent Mrs Jane Green
) 4 Manage your Schedule
PT Agent Mrs Marlene Philios
| 5 5. Check How You're Doing . o = £30a-50p  B30aR00  HWahNe  H0aR 80250 DayOf Day Off 830250 B30afp  BWahI

All_AlAI Count: 175 25 25 25 25 25 25 25 25 25 ah
I E]E =
il 12/06/2012 | |

The updated schedule displaying staff allocated to their respective shift patterns.

31. Highlight the first Monday day column in the Schedule View area and from
the menu toolbar select Data > Sort by > Start time.

# Alternatively you can simply click on any staff day cell in a column to sort content for the day.

% Schedule24 Resource Manager - My Business Center = || S|
E@ae Edit Wiew Insert Schecuing Tools Data Reports Window Help _8x
P S i S A 8 a0 - -] Q) | 8] StaffManager... | 38 Team Manager... | £ Shift Pattem Designer... | 100% - i@

i (3 shiftEditor | «7 Assignments... % Unavaiability... | Breaks... | . | Memo... | 3 Monitor Conficts... | (I} Staff Distribution Graph

i | Day Schedules =3 Wesk Schedules | § E-mail Staff Schedules... | 3y Publish to the Web... | &4 StaffReport | g3 Statistics Report | 43 Management Reparts

2 X Mon 18 Jun Tue 19 Jun Wed 20 Jun Thu 21 Jun Fri 22 Jun Sat 23 Jun 5un 24 Jun Mon 25 Jun Tue 26 Jun Wed 27 Jur ~
2012 012 2012 2012 2012 2012 2012 2012 2012 012
1. Start your Schedule 004 1002 {0084 0024 100820 000~
ﬁ your Schedul D S 8:00a-%:00p  8:003-400p  8:00a-4:00p  B8:00a-%:00p  B:008-%00p  Day Off Day Off 2:00p-10:00p  2:00p-10:00p  2:00p-10:
éa 2. Add and Remove Staff e e . 8:i00a-4:00p  8:00a-400p  8:00a-400p  8:00a-%00p  8:00a-%00p  Day OFf Day Off 2:00p-10:00p  2:00p-10:00p  2:00p-10:0
7 3. Automate with Shift Patterns S 8:30a-5:30p  £:30a-5:30p  H30a5:30p  830a5:30p  8:30a-:30p  DayOff Day Off 8:30a-5:30p  £:30a530p 5302530
Select a Task B -5: B -5: . -5 B -5: . -5: . -5 . -5: . -E.
Res. Flamner s Hlary Gough | B005300 BI08530p  80e-50p  EN0aSip  B:0eS3p  Dayoff Day OFf 8:302-5:30p  8:30a-5:30p  8:30a-5:30
Use Shift Patterns to automate your scheduling. - - : —— —— -
Mamt Coach Or Trevor Cagey | $303°5300  8:30a-5:30p  8:30a-5:30p  8i30a-5i30p  8:30a-5:30p  Day off Day Off 8:302-5:30p  8:30a-5:30p  8:30a-5:30
& shiftPattern Wizard
3 vew St Pattem e s o 200p-10:00p  2:000-10:000  2:00p-10:00p  2:00p-10:00p  2:00p-10:00p  Day Off Day Off 80024000  8:00a-400p  §:00a-%:00
@ shiftPatterns Onire... T 200p-10:00p  2:00p-10:00p  2:00p-10:00p  2:00p-10:00p  2:00p-10:00p  Day OFF Day Off 8:002400p  8:00a-400p  B:00a-4:00
5 More...
FT Agent Mr Martin Speed
Add Shift Pattem FT Agent Mrs Beatrice
Grant-Smith
Insert Shift Pattern into Schedule. ..
PT Agent Mrs Jackie Long
s a3 ome FT Agent Mrs Gil Spencer
Organize Staff by Teams and Shift Pattern,
FT Agent Mrs Blizabeth Fretwell
84 Distribute Staff to Teams...
PT Agent Mr [an Pearce
FT Agent Mr Javid Al
FT Agent Mrs Veronica Smythe
FT AgentMrs Jane Green
PT Agent Mrs Marlene Phillps
8 4 Manage your Schedule
FT Agent Mr Phillip Bunting
: §S.Checkuawvou'renoing . -
Al AllAll Count 175/ 25 25 25 25 25 5 25 25 25 25 .
a 6. Publish your Schedule 5 e — T

12062012 08:33

The Schedule View area sorted by start time collates all the times at the top of the Schedule View area.

32. Close the Schedule View area and when prompted save with the filename
“My Business Center”.
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Displaying Shift Pattern allocations

Exercise 4.4
Displaying and sorting information in the Schedule View area.

This exercise continues from the previous exercise and shows how to change views
of underlying information when working with shift patterns in the Schedule View
area. It is assumed Schedule24 Resource Manager has been launched and you have
“My Business Center” schedule displayed in the schedule View area.

1. From the toolbar menu select View > Shift Pattern Name to display the
allocated shift patterns.

mail Staff Schedules... | 4l Publish to the Web... i & StaffReport | g4 Statistics Report | 43 Management Reports

Man 18 Jun Tue 19 Jun Wed 20 Jun Thu 21 Jun Fri 22 Jun Sat 23 Jun Sun 24 Jun

2012 2012 2012 2012 2012 2012 2012

Meet and Greet Meet and Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meet and Greet
CRM Mr Graham Waters

. ) Meet and Greet Meet and Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meet and Greet
CRM Miss Helen Vizara

Manager Mrs Cynthia Cross Management Management Management Management Management Management Management

Team Team Team Team Team Team Team
: Management Management Management Management Management Management Management

Res. Planner Mrs Hilary Gough Team Team Team Team Team Team Team
Management Management Management Management Management Management Management

Mgmt Coach Dr Trevor Casey Team Team Team Team Team Team Team

Meet and Greet Meet and Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meet and Greet
CRM Mrs Wendy Harrow

Meet and Greet Meet and Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meet and Greet
CRM Mrs Carol Vanallen

The Schedule View area displaying information about staff allocations to their respective shift patterns.

[ This view is useful when moving staff from one shift pattern to another, or to another team
within the same shift pattern. You wouldn’t normally change staff allocations for a few days or
shift swaps and manage direct updates with the Shift Editor. Where changes are for longer or a
more permanent nature then the Team Manager may be appropriate to make those kinds of
changes.

Sorting Shift Patterns and Teams

2. From the toolbar menu select Data > Advanced Sort... to display the
advanced sort dialog.
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Advanced Sort @
Advanced Sort
Lets you specify a custom sort order, such as Last Mame,
Department, Start Time or Total Hours, and o forth,
Sort by
S bemd Dot
Then by
O it Do
Then by
6 ) (&) Sescengiig e
Then by
R - (%) Ascendin
faee) O Sescendiig B
The Advanced sorting dialog enables hierarchical sorting options
3. Sort by “Start time” with “Ascending” option selected; and Then by “Shift
Pattern” with “Ascending” option and Click OK to close the dialog and
update the Schedule View area with the sort selection.
#” Having the “Shift Pattern Name” view displayed is not that helpful for sorting the Schedule View
area. You can change the view to shift times and still monitor shift pattem and team allocation as
follows.
4. From the toolbar menu select View > Shift Pattern Name to toggle the
display off and return to the shift time format.
5. From the toolbar menu select View > Teams to display team information
column. Displaying shift times or shift descriptions
mail Staff Schedules... | 4l Publish to the Web... i e staffReport | G4 Statistics Report | 33 Management Reports
Mon 18 Jun Tue 19 Jun Wed 20 Jun Thu 21 Jun Fri 22 Jun Sat 23 Jun Sun 24 Jun
TezaE 2012 2012 2012 2012 2012 2012 2012
CRM Mr Graham Waters :l?ri:qnd Greet G:00a-4:00p G:00a-4:00p G:00a-4:00p G:00a-4:00p G:00a-4:00p Day Off Day Off
CRM Miss Helen Vizara :l?ri:qnd Greet G:00a-4:00p G:00a-4:00p G:00a-4:00p G:00a-4:00p G:00a-4:00p Day Off Day Off
Manager Mrs Cynthia Cross m:ﬂ:ggmszz%:m 8:30a-5:30p 8:30a-5:30p 8:30a-5:30p 8:30a-5:30p 8:30a-5:30p Day Off Day Off
Res. Planner Mrs Hilary Gough m:ﬂ:ggmszz%:m 8:30a-5:30p 8:30a-5:30p 8:30a-5:30p 8:30a-5:30p 8:30a-5:30p Day Off Day Off
Mamt Coach Dr Trevor Casey HZEZSEmEEEE:m 8:302-5:30p 8:302-5:30p 8:302-5:30p 8:302-5:30p 8:302-5:30p Day Off Day Off
CRM Mrs Wendy Harrow I'é"h_arzta;nd Greet 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day Off Day Off
CRM Mrs Carol Vanallen I'é"h_arn;';;nd Greet 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day Off Day Off

The Schedule View area displaying shift time information and staff team allocation.

6. From the toolbar menu select View > Shift Description to display shift

descriptions.
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mail Staff Schedules... | alg Publish to the Web... i @3 StaffReport | g7 Statistics Report | 45 Management Reports
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CRM Mr Graham Waters

CRM Miss Helen Vizara
Manager Mrs Cynthia Cross
Res. Planner Mrs Hilary Gough
Mgmt Coach Dr Trevor Casey
CRM Mrs Wendy Harrow

CRM Mrs Caral VanAllen

Mon 18 Jun
Teams 2012
Meet and Greet Day
A Team
Meet and Greet Day
A Team
Management Team | Office
Management Team
Management Team | Office
Management Team
Management Team |Office
Management Team
Meet and Greet Evening
B Team
Meet and Greet Evening
B Team

Tue 19 Jun Wed 20 Jun
2012 2012

Day Day

Day Day

Office Office
Office Office
Office Office
Evening Evening
Evening Ewening

Thu 21 Jun
2012

Day

Day

Office
Office
Office

Evening

Evening

Fri 22 Jun
2012

Day

Day
Office
Office
Office

Evening

Evening

Sat 23 Jun
2012

Day Off
Day Off
Day Off
Day Off
Day Off

Day Off

Day Off

Sun 24 Jun
2012

Day Off
Day Off
Day Off
Day Off
Day Off

Day Off

Day Off

The Schedule View area displaying shift descriptions and staff team allocation.

7. Close the Schedule View area and save with the same file name when

prompted.

Exercise 4.5

Adding more shift patterns to complete the staff schedule

This exercise completes the allocation of staff to shift patterns and explores the
Advanced Sorting feature further. It is assumed you have launched Schedule24

Resource Manager and have “My Business Center” schedule open in the Schedule
View area and the shift time view displayed.

1. From the “Automate with Shift Patterns” section of the Navigation Pane
select “Distribute Staff to Teams” to display the Team Manager.

2. Click the “Insert Shift Pattern...” button from the Team Manager to display
the Insert Shift Pattern dialog

Shift patterns

84 Team Manager - My Business Center

Teams

A Team

B Team
CRM Mrs Wend
CRM Mrs Carol

CRM Mr Graham| Insert Shift Pattern
CRM Miss Helen

=]
used in this scheduie View team distribution an this date:
Mezt and Greet activated from 18 June 2012 starting week 1 v 16/06/2012 [+]
InsertShiftPattern... | [ Modifylist...
Avalable staff
- | |Name NS
Lockip: Susiness Center Example - @0 | Q@ X oy B
=] Full Time Agents Schedule Week 1 1
L._é | Management Team [1] 1, Mon [1] 2, Tue
MyRecent | | Mestand Greet Day Team 9:302-2:30p 9:30a-2:30p
Document ts || @part Time Agents Evening Team 6:00p-10:00p  6:00p-10:000
Desktop
v ¥
My Documen ts
—
».J,-'E eam
My Computer &am
2 3| Jeam
L 3] startsheceie week: [ 1 3
MyNetwork  Files of type: | all Files +| Startdate: 18/06/2012 [=]
v
Teamsby: © Sort () Order [ 5] Auto Distribute Staff to Teams ] [ ok H Cancel

Inserting a shift pattern from within the Team Manager
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Shift patterns used in this schedule

3. From the list select the “Part Time Agents” shift pattern and in the Start
Date calendar field select the Monday date displayed in the first column of
the Schedule View area

[ This shift pattern has been designed for “Job Sharing” roles. In this case staff work part time
either in the moming or late evening. There is no rotation and have the same days off at the
week end. It is a week based shift pattern.

4. Click the “Insert” button to close the dialog and associate the shift pattern
“Part Time Agents” with the schedule.

Insert Shift Pattern
Look in: . Business Center Example - 2] Q x Ly -
\_-3 :%;jlr,:;n:mﬁii‘:am ?9] 61, Fri ?9] 62, 5at ?9] 83, 5un
My Recent mu: Meet and Greet 7:30a-3:30p 7:30a-3:30p Day Off
Documents w: Part Time Agents 8:00a-4:00p Day Off Day Off
Day Off Day Off 7:308-3:30p
& imsts  Ioror — lowor
Desktop 12:30p-8:30p Day Off Day OFF
_ Day Off Day Off Day Off
(7 T oo |stmom
L
My Co‘r_nrputer . -
.g File name: | Full Time Agents vl Start schedule week: | 1 VH Insert ]
My Network  Files of type: [ Al Fies v| startdate: 18/06/2012 [=]
Selecting the final and most complex shift pattern.

5. Repeat the procedure to display the “Insert Shift Pattern” dialog and
highlight the “Full Time Agents” shift pattern; and select the Monday date
as previously.

[ This is a complex shift pattern involving several shifts and rotating shifts and days off to provide
a 24/7 staff supply. It has a 63 day rotation cycle which makes it a week based shift pattern

6. Click “Insert” button to close the dialog and associate the shift pattern
“Full Time agents” with the schedule.

. Full Time Agents activated from 18 June 2012 starting week 1

) Cven

i Part Time Agents activated from 13 June 2012 starting week 1

3 Time Agents activated from 18 June 2012 starting week 1

- o Meet and Greet activated from 18 June 2012 starting week 1

Management Team activated from 18 June 2012 starting week 1

vaam A -~

I

v=am B .|

Mame

FT Agent Mrs Jane Green

FT Agent Mrs Elizabeth Fretwell
PT Agent Mr Ian Pearce

FT Agent Miss Victoria Ainsworth
FT Agent Mrs Linda Grant

|PT Agent Miss Monica Sewel

The four shift patterns associated with this schedule.

102
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7. Within the Team Manager select the “Part Time Agents...” shift pattern
from the drop down list to display the two Team groups for this schedule.

8. Using the mouse pointer click the “Name” header of available staff to sort
and group the PT Agents together.

9. Using the Shft key and mouse button select and highlight the following PT
staff; and drag and drop into the “Day Team” group.

e PT Agent Mrs Marlene Phillips
e PT Agent Mrs Jackie Long
e PT Agent Mr Stephen Owen

10. Repeat the procedure for the three remaining PT staff and drag and drop
into the “Evening Team” group.

[ Make sure the Sort option is selected in the “Teams” section of the Team Manager.

11. Using the mouse pointer select the “FT Agents” shift pattern in the drop
down list to display the team groups in the Team section.

o
i)
==

1 Note that staff already allocated to shift patterns are added to the “Staff scheduled to other
teams” list pane (or window section).

56 Team Manager - My Business Center (=3
Shift patterns used in this schedule View team distribution an this date:
Full Time Agents activated from 18 June 2012 starting week 1 v 18/06/2012 [=]
InsertshiftPattern... | [ Modify list...
Teams Avaizble staff
Team A - A |Name -
FT Agent Mrs Jane Green
FT Agent Mrs Elizabeth Fretwell
FT Agent Miss Victoria Ainsworth
FT Agent Mrs Linda Grant
FT Agent Mr Phillp Bunting
Team B ~ FT Agent Dr Peter Agar
FT Agent Mr Javid Al
FT Agent Mr Richard Allen
FT Agent Mrs Veronica Smythe
FT Agent Mrs Beatrice Grant-Smith
FT Agent Mr Martin Speed
— N FT Agent Mrs Gil Spencer
Staff scheduled to other teams
Name  [Team Shift Pattern
CRM Mr Graham Waters ATeam Mest and Grezt
Team D - CRM Miss Helen Vizara ATeam Meet and Greet
Manager Mrs Cynthia Cross ~ Mansgement Team Management Team
Res. Planner Mrs Hilary Gough Management Team Management Team
Mgmt Coach Dr Trevor Casey  Management Team Management Team
CRM Mrs Wendy Harrow B Team Meet and Greet
CRM Mrs Carol VanAllen B Team Meet and Greet
Team E - PT Agent Mr Ian Pearce Evening Team Part Time Agents
PT Agent Miss Monica Sewell  Evening Team Part Time Agents
RT Agent Mrs Marlene Philips  Day Team Part Time Agents
PT Agent Mr Stephen Owen  Day Team Part Time Agents
PT AgentMrs JackieLong  DayTeam Part Time Agents
~| |PTAgentMrMatthewlee  Evening Team Part Time Agents
Teamsby: @ Sort () Order [ 3] Auto-Distribute Staff to Teams ]

As staff are allocated to shift patterns the number of staff available reduces.

# Because the last group simply need to be distributed equally as far as we possibly can we use
the “Auto-Distribute Staff to Teams” button.

12. Click the “Auto-Distribute...” button.
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54 Team Manager - My Business Center (==
Shift patterns used in this schedule View team distribution on this date:
| Full Time Agents activated from 18 June 2012 starting week 1 18/06/2012 [=]
[ isertshiftPattern.. ][ Modifylist.. |
Teams Availzble staff
Team A | | A Name -
FT Agent Mrs Jane Green J
FT Agent Mrs Beatrice Grant-Smith
Team B ||«
FT Agent Mrs Elizabeth Fretwell J
FT Agent Mr Martin Speed
Team C ||«
FT Agent Miss Victoria Ainsworth +
FT Agent Mrs Gil Spencer
Staff scheduled to other teams
Name + [Team |shift Pattern
G CRM Mr Graham Waters ATeam Mestand Greet
Team D CRM Miss Helen Vizara ATeam Meet and Greet
FT Agent Mrs Linda Grant A Manager Mrs Cynthia Cross  Management Team Management Team
Res. Planner Mrs Hiary Gough Management Team Management Team
Mgmt Coach Dr Trevor Casey  Management Team Management Team
CRM Mrs Vendy Harrow & Team Meetand Greet
CRM Mrs Carol VanAllen 8 Team Meetand Greet
Team € || * PT Agent Mr Ian Pearce Evening Team Part Time Agents
FT Agent Mr Philip Bunting + PT Agent Miss Monica Sewell  Evening Team Part Time Agents
FT Agent Mrs Marlen Philips  Day Team Part Time Agents
PT Agent Mr Stephen Owen  Day Team Part Time Agents
PT AgentMrs JackieLong  Day Team Part Time Agents
v |PTAgentMrMatthewlee  Evening Team Part Time Agents
Teamsby: () Sort (@ Order &

The completed staff distribution across 4 different shift patterns.

13. Click OK to close the Team manager and update the Schedule View area.

@ Schedule2d Resource Manager - My Business Center = || | e
EE]EE Edit View Insert Scheduling Tools Data Reports Window Help -8 X

A RA=A" NEIR= AR | - -| & | 8 StffManager... | %& TeamManager... | (A ShiftPattern Designer... | 100% ~
i (B ShiftEditor | «7 Assignments... %} Unavalability... | Breaks... | | Memo... | 3y Monitor Confiicts... | (il] Staff Distribution Graph

i || Day Schedules = Week Schedules | g E-mail Staff Schedules... | < Publish to the Web... | @3 StaffReport | g Statistics Report | 45 Management Reports

2 % — Mon 18Jun  |Tue 19 Jun Wed20dun  |Thu21lun Fri 22 Jun Sat 23 Jun 5un 24 Jun Mon25Jun  |Tue 26 ~
012 012 012 012 012 012 2012 012 BT
ﬁ 1. Start your Schedule TG T s rETEE:"m Greet  DESTUEKECC Meetand Greet  Meetand Greet MestandGreet MestandGreet Mestand Greet Meetand Greet Meetand Greet Mestar —

&R 2 Addand Remove Staff

CRM Miss Helen Vizara rgraata'a“nd Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meetand Greet Meetar

[57] 3. Automate with Shift Patterns

Manager Mrs Cynthia Cross Management Team |Management — Management — Management  Management r:anagemer\t Management  Management r::r:gemer\t Manage

Management Tezm | Team Team

ag Manage
Team Team Team Team

Select a Task

ManagementTeam |Management  Management  Management  Management  Management

Management Tezm | Team Team Team Team Team

ManagementTeam |Managsment — Management — Management  Management  Management  Management  Management  Management  Manage
Team Team Team Team Team Team Team

Res. Planner Mrs Hiary Gough
Use Shift Pattems to automate your scheduling.
Mgmt Coach Dr Trevor Casey

P C—— Management Team Team
) New siftPattern e WeetandGrect |VestandGreet MestandGrest MestandGrest estandGreet MestandGrest Mestand Grest MestandGreet MeetandGreet Mesta
2 Shift Patterns Oniie. . S MectandGreet |MestandGrest MestandGreet Mestand Grat MestandGreet MestandGrest MestandGreet MestandGrest Mestand Grst Mesta
= More... e —— ?:l Time Agens Full Time Agents Full Time Agents Ful Time Agents Ful Time Agents Ful Time Agents Ful Tme Agents Full Tine Agents Full Time Agents Ful Tm

Add shift Pattern T ?:l ma Agents  |Ful Time Agents Ful Time Agents Ful Time Agents Full Time Agents Full Time Agents Full Time Agents Full Tme Agents Ful Tme Agents Ful Tm

Insert Shift Pattern into Schedule. ..

PartTme Agents | Part Time Part Time Part Time Part Tme Part Tme Part Tme Part Tme Part Tme PartTn

BT Agemd T i e Evening Team Agents Agents Agents Agents Agents Agents Agents Agents Agents

Team Management P Agentis VictoriaAnawerty 6 e Agenis |l i Agants ol Time gt T Agents ol T Agents il Time Agens Ful T Agents l Time gt ol Tme Agents ul i

Organize Staff by Teams and Shift Pattern FulTime Agents | Full Time Agents Full Time Agents Ful Tme Agents Ful Time Agents Ful Time Agents Ful Time Agents Ful Time Agents Ful Time Agents Full Tin
FT Agent Mrs Linda Grant Pl e

84 Ditribute Staff to Teams.. BT Agent Miss Monica Senell | Pt Time Agents | Part Time Part Time Part Time Part Time Part Time Part Time Part Tme Part Tme PartTn

z Evening Team Agents Agents Agents Agents Agents Agents Agents Agents Agents

FT Agent Mr Philip Bunting F:Qrga Agents | Full Time Agents Full Time Agents Full Time Agents Full Time Agents Full Time Agents Full Time Agents Full Time Agents Full Tine Agents Full Tim

S FullTme Agenls |l Tme Agents ol Tme Agents ol Tne Agents ol Tne Agents ol Tme Agents Pl Time Agents Pl Tme Agentz Ful Tme Agentz ol T
PartTme Agents | Part Tme Part Time Part Tme Part Tme Part Tme Part Tme Part Tme Part Tme PartTn
e - = Agents Agents Agents Agents Agents Agents Agents Agents Agents
— Part Time Agents | PartTime PartTme Part Tme Part Tme Part Tme Part Tme Part Tme Part Tme Part T
B A B EEr Day Team Agents Agents Agents Agents Agents Agents Agents Agents Agents
% 4. Manage your Schedule Ful Tme Agents | Full Time Agents Ful Tme Agents FullTime Agents Ful Time Agents. Ful Tme Agents |Full Time Agents FullTime Agents Ful Time Agents Ful Tim
FT Agent Mr Javid Al Pl e
E E e Chack HowlVouira Doty —. TR Ful Time Acents | Full Time Agents Full Time Agents Ful Tme Agents Full Time Agents Ful Time Agents Ful Tme Acents Ful Time Agents Ful Time Agents Ful Tm ™
Al AlLA Count 175/25 2 2 25 25 25 25 25 Fr A
{=§ 6. Publish your Schedule _— -
<0 m ] o
12/06/2012 15:12

The updated Schedule View area displaying the “Shift Pattern Name” view.

14. Save the schedule with the same filename and close.
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More advanced sorting and ranking of Schedule View information

105

This exercise looks at more advanced techniques for sorting and ordering
information in the schedule. It is assumed you have launched Schedule24
Resource Manager, and you have “My Business Center” schedule open in the

Schedule View area.

1. From the toolbar menu select View > Shift Pattern Name to toggle the
shift time display view.

2. From the toolbar menu select Tools > Options > Color tab and check the

“Show” checkbox to enable shift color mapping.

# Tip: Displaying shift color will make it easier to visually group the same shifts while changing
views in the Schedule View area.

% Schedule?4 Resource Manager - My Business Center
i @g\a Edit View [nsert Schedulng Tools Data Reports Window Help
v 7| &y | 8- StaffManager... | £& TeamManager... | i Shift Pattem Designer... |

ARRA=N NENE= AR N

100% * i@

i (9 shift Editor |/} Assignments... 4} Unavaiabilty.

| Breaks... | .| Memo...

| 3, Monitor Conflicts. ..

| [l Staff Distribution Graph

i 4] Day Schedules =3 Week Schedules | 2 E-mail Staff Schedules... | 4} Publish to the Web... | €3 StaffReport | g3 Statistics Report | ;5 Management Reports

(=@ ]

-8 X

o} 1 Start your Schedule
&3 2. Add and Remove Staff

T2 3. Automate with Shift Patterns

Select a Task

Use Shift Patterns to automate your scheduling.

4 shiftPattern Wizard
|1 New shift Pattern
@ shift Patterns Online...
5 More...

Add Shift Pattern
Insert Shift Pattem into Schedule.
Team Management
Organize Staff by Teams and Shift Pattern.

24 Distribute Staff to Teams. .

% 4. Manage your Schedule
175 5. Check How You're Doing

g 6. Publish your Schedule

Total Hours 8:00

FT Agent Mrs Elizabeth Fretwel
FT Agent Mr Martin Speed
CRM Mr Graham Waters

CRM Miss Helen Vizara

FT Agent Miss Victoria Ainsworth T

FT Agent Mrs Gil Spencer
Manager Mrs Cynthia Cross
Res, Planner Mrs Hiary Gough
Mgmt Coach Dr Trever Casey
FT Agent Mr Philip Bunting
PT Agent Mr Stephen Owen
PT Agent Mrs Jackie Long

PT Agent Mrs Marlene Philips
FT Agent Dr Peter Agar

FT Agent Mr Richard Allen
CRM Mrs Wendy Harrow
CRM Mrs Carol VanAllen

PT Agent Miss Monica Sewell
Al All All Count
< T

Teams

Mon 18 Jun
2012

FulTime Agents AR

Tea

Ful Time Agents | 7:30a-3:30p

Team B

Meet and Greet B:00a-4:00p

ATeam

Meetand Grest | 8:00a-4:00p

ATeam

Ful Time Agents | 8:00a-4:00p
el

Ful Time Agents | 6:00a-4:00p

Team C

Management Team | 8:30a-5:30p

Management Team

Management Team | 8:30a-5:30p

Management Team

Management Team | 8:30a-5:30p

Management Team

Full Time Agents | 9:002-5:00p

Part Time Agents | 9:30a-2:30p

Day Team

Part Time Agents  (9:30a-2:30p

Day Team

Part Time Agents | 9:308-2:30p

Day Team

Full Time Agents | 12:00p-8:00p

Ful Time Agents | 12:30p-8:30p

Meetand Greet | 2:00p-10:00p

B Team

Meetand Greet | 2:00p-10:00p

B Team

PartTime Agents | 6:00p-10:00p

Evening Team

Part Time Acents | 6:000-10:000

17525

Tue 19 Jun
2012
7:302-3:30p
7:302-3:30p
8:00a-4.00p
8:002-%:00p
5:002-%:00p
8:00a-4:00p
8:30a-5:30p
8:302-5:30p
8:302-5:30p
9:002-5:00p
9:302-2:30p
9:302-2:30p
9:30a-2:30p
12:00p-8:00p
12:30p-8:30p.
2:00p-10:00p
2:00p-10:00p
6:00p-10:00p

6:000-10:000
25

Wed 20 Jun
2012
8:00a-4:00p
8:00a-4:00p
8:00a-400p
8:00a-%:00p
Day Off

Day Off
8:30a-5:30p
8:302-5:30p
8:30a-5:30p
9:00a-5:00p
9:30a-2:30p
9:302-2:30p
9:30a-2:30p
Day Off
8:00p-8:00a
2:00p-10:00p
2:00p-10:00p
6:00p-10:00p.

6:00p-10:00p
25

Thu 21 Jun
2012
8:00a-%:00p
8:00a-%:00p
8:00a-400p
8:00a-%:00p
Day Off

Day Off
8:30a-5:30p
8:30a-5:30p
8:30a-5:30p
9:00a-5:00p
9:30a-2:30p
9:30a-2:30p
9:30a-2:30p
Day Off
8:00p-8:00a
2:00p-10:00p
2:00p-10:00p
6:00p-10:00p.

6:000-10:000
25

Fri 22 Jun
2012

Day Off

Day Off
8:00a-400p
8:002-%:00p
9:002-5:00p
9:002-5:00p
8:302-5:30p
8:302-5:30p
8:302-5:30p
9:002-5:00p
Unallocated
Unallocated
Unallocated
Day Off

Day Off
2:00p-10:00p
2:00p-10:00p
6:00p-10:00p

6:000-10:000
25

5at 23 Jun
2012

Day Off

Day Off

Day Off

Day Off
12:00p-5:00p
12:00p-8:00p
Day Off

Day Off

Day Off

Day Off
Unallocated
Unallocated
Unallocated
Day Off

Day Off

Day Off

Day Off
Unallocated

Unallocated
25

Sun 24 Jun
2012
7:30a-3:30p
7:30a-3:30p
Day Off

Day Off
12:00p-6:00p
12:00p-8:00p
Day Off

Day Off

Day Off

Day Off
Unallocated
Unallocated
Unallocated
Day Off
8:00p-8:00a
Day Off

Day Off
Unallocated

Unallocated
25

Mon 25 Jun
012
8:002-%:00p
8:002-%00p
2:00p-10:00p
2:00p-10:00p
Day Off

Day Off
8:302-5:30p
8:302-5:30p
8:302-5:30p
12:00p-8:00p
9:302-2:30p
9:302-2:30p
9:302-2:30p
Day Off
8:00p-8:00a
8:002-400p
8:00a-%00p
6:00p-10:00p

6:000-10:000
25

Tue 26
2012

8:00a-+
8:00a-
2:00p-1
2:00p-1
Day Of
Day Of
§:30a-
8:30a-
8:30a-
12:00p
9:30a-;
9:30a-
9:30a-
Day of
8:00p-¢
8003~
8:00a~
6:00p-1
6:000-1

25
b

m

12/06/2012 19:55

Schedule displayed with color mapping on, and first day sorted by start time.

Sorting by Shift Pattern Order

3. Using the mouse pointer select a staff day cell in the first Monday day

column.

# Before opening the Team Manager it is good practice to highlight a staff day cell on the date
you have an interest, this ensures when the Team Manager opens it is displaying the staff
distribution on the selected date.
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4. From the toolbar menu Click the Team Manager button to display the Team
Manager.

5. From within Team Manager click the “Modify list...” to display the “Modify
Shift Pattern List” dialog.

6. Highlight the shift patterns in turn and using the “Up & Down” arrows
order the shift patterns displayed in the following screenshot.

Modify Shift Pattern List (=25

Modify Shift Pattern List

Uncheck to hide shift patterns from drop down list. Use the up and down arrows to define
the order you want your shift patterns to be displayed in the schedule view.

Shift Pattern
ManagementTeam activated from 18 June 2012 starting week 1
[¥IMeet and Greet activated from 18 June 2012 starting week 1

EFull Time Agents activated from 18 June 2012 starting week 1
[¥]Part Time Agents activated from 18 June 2012 starting week 1

’ oK ] [ Cancel l

Ordering the shift patterns in the Team Manager.
7. Click OK to close the dialog and OK again to close the Team Manager.

8. From the toolbar menu select Data > Advanced Sort... to display the
Advanced sort dialog.

Advanced Sort @
Advanced Sort
Lets you specify a custom zort order, such as Last Mame,
Department, Start Time or Total Hours, and so forth,
Sort by
Shift Pattern - @ ascending Order
() Descending
Then by
2l order
() Descending
Then by
() Descending
Then by
) Descending

The Advanced Sort dialog displaying the order options

9. Selecting from the drop down lists Sort by “Shift Patterns” with
“Ascending” option and the “Order” option checked.
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10. Click OK to close the dialog and update the Schedule View area.

[ The Shift Pattern will be sorted and ranked in the order saved in the Team Manager. If the
“Order” option is not checked in the advanced sort settings then the display will be sorted
alphabetically and the order will be ignored. Similarly if the descending and order options are
selected the order would be maintained but in reverse order. Without the order constraint the
descending option would sort alphabetically in reverse.

Ranking Staff in Their Respective Teams

11. Repeat the above procedure to open and display the Team Manager and
select the “Meet & Greet” shift pattern from the “Shift Patterns used in
this schedule” drop down list.

12. Select the “Order” option to display the ranking arrows at the side of team
group list boxes, and using the controls arrange the staff in the ranked
order displayed in the following screenshot.

Teams

Day Team | i A
PT &gent Mrs Jackie Long ¥

FT Agent Mrs Marlene Phillips
PT &gent Mr Stephen Owen

Evening Team | i
FT Agent Mizs Monica Sewell ¥

PT &gent Mr Matthew Lee
PT Agent Mr Ian Pearce

Ordering staff in their respective teams using the ranking arrows

13. Click OK to save the changes and close the Team Manager to return to the
Schedule View area.

14. From the toolbar menu Data > Advanced Sort... to display the Advanced
sort dialog and select the options displayed in the following screenshot.

Advanced Sort @
Advanced Sort
Lets you specify a custom sort order, such as Last Mame,
Department, Start Time or Total Hours, and so forth
Sort by
shift Pattern - @ ascending Order
Descen ding
Then by
() Descending
Then by
{none) - (%) Ascending —
() Descen ding
Then by
{none) - (%) Ascending —
() Descen ding
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Options to display staff according to their team ranking
15. Click OK to close the dialog and update the schedule.

Part Time Agents 9:30a-2:30p 9:30a-2:30p 9:30a-2:30p

FT Agent Mrs Jackie Long Day Team

FT Agent Mrs Marlene Phillips Part Time Agents STl Sl SliEeetll
Day Team

PT Agent Mr Stephen Owen Part Time Agents 9:30a-2:30p 9:30a-2:30p 9:30a-2:30p
Day Team

Part Time Agents 6:00p-10:00p  6:00p-10:00p  5:00p-10:00p

Evening Team

PT Agent Mr Matthew Lee Part TII'HE Agents 5:00p-10:00p  6:00p-10:00p  &5:00p-10:00p
Evening Team

Part Time Agents 5:00p-10:00p £:00p-10:00p 5:00p-10:00p

Evening Team

PT Agent Miss Monica Sewell

PT Agent Mr Ian Pearce

Staff ordered in the schedule view according to their Team Manager rankings.

3 If the “Order” option is unchecked for Teams then the alphabetical sorting of the team name
has precedence. In this example “Day Team” comes before “Evening Team” and the staff
ordering with no further sort constraint appears random. Add a “Sort by” Last name constraint
and this group will be ordered by last name.

Sort Staff by Department
0 Using the advantage of imported data we can explore further examples of sorting and ordering.

16. From the toolbar menu select View > Department to display department
information.

17. From the toolbar menu select Data > Advanced Sort...to display the
advanced sort dialog and select the options displayed in the following
screenshot.

Advanced Sort @

Advanced Sort

Lets you specify a custom zort order, such as Last Name,
Department, Start Time or Total Hours, and so forth

Sort by
(%) Ascending

Department
) Descending

[T order

none) (%) Ascending

Order
() Descending

none) (%) Ascending

Ordh
() Descending e

E E ]
T =8 = &
8 8 ]
T T T
g g g

Ascendin
(none) @ -~ Order

-
() Descending

Options for sorting by Department alphabetically
18. Click OK to close the dialog and update the schedule display.

3 The departments will be sorted in ascending alphabetical order.
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Ranking Department Order

) While alphabetical sorting is useful sometimes Departments need to be ranked in non
alphabetical order to reflect importance or most common reference.

19. From the toolbar menu select Staff Manager to display the Staff Manager
dialog and select the Service tab.

20. Click the “Order” button next to the Department text box to display the
“order by Department” dialog. Highlight one of the departments in the list

and using the “Up & Down” arrows order the departments as displayed in
the following screenshot.

Order by Department @

Order by Department
Use the up and down arrow buttons to order your preference.

Enable order by Department
Department C
Department B
Department E
Department D

[]

Ranking Departments

21. Click OK to close the dialog, and Save and Close the Staff Manager to
return to the Schedule View area.

22. Open the “Advanced Sort...” dialog and select the options as displayed in
the following screenshot.

Advanced Sort @
Advanced Sort
Lets yau specify a custom sort order, such as Last Name,
Department, Start Time or Total Hours, and so forth.
Sort by
Department v| © ascendig Order
() Descen ding
Then by
() Descending
Then by
() Descen ding
Then by
{none) - @ Ascending Order
() Descen ding
s

Checking the “Order” option to apply Department ranking

23. Click OK to close the dialog and update the Schedule View area
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CRM Mrs Wendy Harrow I;I_eree;:‘nd Greet Department C ST
FT Agent Mrs Beatrice Full Time Agents Day Off
Grant-Smith Team A Department C
FT Agent Mr Richard Allen Full Time Agents Department A
Team H
FT Agent Miss Victoria Ainsworth 1':_:23”&& Agents e rtment A Bt il
FT Agent Mr Philip Bunting ?;!me AGENS b tment A ST
FT Agent Mr Javid Al Full Tme Agents b p o iment a i
Team G
FT Agent Dr Peter Agar ?éme AgeNtS | penartment A 12:00p-8:00p
Management Team 8:30a-5:30p
Mgmt Coach Dr Trevor Casey e Department B
- Management Team 8:30a-5:30p
Manager Mrs Cynthia Cross Management Team Department B
’ Management Team 8:30a-5:30p
Res. Planner Mrs Hilary Gough e Department &
FT Agent Mrs Linda Grant Full Time Agents Department B i
Team D
FT Agent Mrs Elizabeth Fretwell ?é'gme AGENS | pepartment B 7:30a-3:30p
FT Agent Mrs Gill Spencer Full Time Agents Department E 8:00a-4:00p
Team C
FT Agent Mr Martin Speed ?:gme AGENS | pepartment E 7:30a-3:30p

2:00p-10:00p

Day Off

8:00a-4:00p
9:00a-5:00p
Day Off
12:00p-8:00p
8:30a-5:30p
5:30a-5:30p
8:30a-5:30p
Day Off
7:30a-3:30p
8:00a-4:00p

7:30a-3:30p

2:00p-10:00p

7:30a-3:30p

Day Off

9:00a-5:00p
s
Day Off

8:30a-5:30p
5:30a-5:30p
8:30a-5:30p
9:00a-5:00p
8:00a-4:00p
Day Off

8:00a-4:00p

Department sorted according to ranking order in the Service tab of the Staff Manager.

Departments are now sorted in a ranked order independent from alphabetical sorting.

# Tip: When using sort functions it is useful to enable the “Group” view in Tools > Options > View
tab. This displays the main sort selection in a ledger style so you can see where a group starts and

finishes.

- Full Time Agents
FT Agent Mr Richard Allen TeamH Department A
FT Agent Miss Victoria Ainsworth || ol TMe AGENtS | p e s
Team C
FT Agent Mr Phillip Bunting Full Time Agents | o ient &
Team E
- Full Time Agents
FT Agent Mr Javid Ali Team G Department A
FT Agent Dr Peter Agar Full Time Agents | oo tment A
Team F
FT Agent Mrs Gill Spencer Full Time Agents |0 ent e
Team C
FT Agent Mr Martin Speed ?:g;—'ge AgEntS | by rtment £

2:00p-10:00p

Day Off

3:00a-4:00p
9:00a-5:00p
Day Off
12:00p-8:00p
8:30a-5:30p

8:30a-5:30p

8:30a-5:30p

Day Off

7:30a-3:30p
3:00a-4:00p

7:30a-3:30p

2:00p-10:00p

Day Off

3:00a-4:00p
3:00a-5:00p
Day Off
12:00p-8:00p
8:30a-5:30p
8:30a-5:30p
8:30a-5:30p
Day Off
7:30a-3:30p
3:00a-4:00p

7:30a-3:30p

2:00p-10:00p

7:30a-3:30p

Day Off

9:00a-5:00p
e
Day Off

8:30a-5:30p
8:30a-5:30p
8:30a-5:30p
3:00a-5:00p
8:00a-4:00p
Day Off

8:002-4:00p

The ledger style view makes it easier to see where groups start and finish

Ranking Job Title

Similarly Job title can be ranked in non alphabetical order to reflect importance or most

common reference.
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24. From the toolbar menu select Staff Manager to display the Staff Manager
dialog and select the Service tab.

1 Click the “Order” button next to the “Job title” text box to display the “order by Job Title” dialog.
Highlight one of the job titles in the list and using the “Up & Down” arrows order the
departments as displayed in the following screenshot. Make sure the “Enable order by Job
Title” checkbox is checked to enable the order controls.

Order by Job Title @
Order by Job Title
Use the up and down arrow buttons to order your preference.

Enable order by Job Title

Manager

Mgmt Coach

Res. Pla

CRM

FT Agent

PT Agent

oK Cancel

Ranking Job Title using “Up & Down” buttons

25. Click OK to close the dialog, and Click Save and Close to close the Staff
Manager and return to the Schedule View area.

26. Open the Advanced sort... dialog and select the options displayed in the
following screenshot.

Advanced Sort @
Advanced Sort
Lets yau specify a custom sort order, such as Last Name,
Department, Start Time or Total Hours, and so forth.
Sort by
Job title - © ascending Order
() Descen ding
Then by
(none) - (%) Ascending

Order
() Descending

(none) 7 @ Ascending S
() Descen ding S
Then by
{none) v] @ Ascending Order
() Descen ding
s

Option settings to rank Job title in the Schedule View

27. Click OK to close the dialog to update the schedule and return to the
Schedule View area.
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Mon 18 Jun Tue 19 Jun Wed 20 Jun
2012 2012 2012

8:30a-5:30p 8:30a-5:30p 8:30a-5:30p

Management Team 3:30a8-5:30p 3:308-5:30p 8:30a-5:30p
Mgmt Coach Dr Trevor Casey Fesremeirem Department B

8:30a-5:30p 8:30a-5:30p 8:30a-5:30p

CRM Miss Helen Vizara :‘Iﬁ_eeta;nd Greet Department E 8:00a-4:00p 5:00a-4:00p 8:00a-4:00p
CRM Mrs Wendy Harrow ::’;:{"d Greet Department C 2:00p-10:00p  2:00p-10:00p  2:00p-10:00p
CRM Mrs Carol VanAllen :‘ereeta;nd Grest Department E 2:00p-10:00p  2:00p-10:00p  2:00p-10:00p
CRM Mr Graham Waters :‘Iﬁ_eeta:.‘nd Greet Department E 8:00a-4:00p 8:00a-4:00p 8:00a-4:00p

Day Off Day Off 7:308-3:30p
7:30a-3:30p 7:30a-3:30p 8:00a-4:00p
7:30a-3:30p 7:30a-3:30p 8:00a-4:00p
8:00z-4:00p 8:002-4:00p Day Off
8:00z-4:00p 5:00a-4:00p Day Off

Day Off Day Off 9:00a-5:00p

9:003-5:00p  9:00a-5:00p  9:003-5:00p

Job Title sorted according to ranking order in the Service tab of the Staff Manager.

Multiple or hierarchical sorting and ranking

There are around 352 combinations of sorting and ranking schedule content using the
Advanced Sort... feature. In practice you will probably have two or three you will use regularly
but these may involve more than one category in your sort of choice options.

28. Open the Advanced sort... dialog and select the options displayed in the
following screenshot.

Advanced Sort
Lets you specify a custom zort order, such as Last Name,
Department, Start Time or Total Hours, and so forth,
Sort by
Job title +| © Ascending [ Order
) Descending
Then by
e order
() Descending cl
Then by
© anins
© Descending [l order
Then by
(none) = &) Ascending
() Descending lese

Option settings to sort and rank more than one category.

29. Click OK to close the dialog to update the schedule and return to the
Schedule View area.
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Tue 19 Jun Wed 20 Jun
2012 2012

8:30a-5:30p 8:30a-5:30p

8:30a-5:30p 8:30a-5:30p

8:30a-5:30p 8:30a-5:30p

CRM Mr Graham Waters :ﬁ_eet;nnd Greet Department £ 8:00a-4:00p 8:00z-4:00p 8:00a-4:00p
CRM Miss Helen Vizara :ﬁ_eet;nnd Greet Department £ 8:00a-4:00p 8:00a-4:00p 8:00a-4:00p
CRM Mrs Wendy Harrow ;Iﬁ_eeta;"d Greet Department C 2:00p-10:00p  2:00p-10:00p  2:00p-10:00p
CRM Mrs Carol VanAllen ;I?:ta;"d Greet Department E 2:00p-10:00p  2:00p-10:00p  2:00p-10:00p

Day Off Day Off 7:30a-3:30p
Day Off Day Off 7:30a8-3:30p
7:30a-3:30p 7:30a-3:30p 8:00a-4:00p
7:30a-3:30p 7:30a-3:30p 58:00a-4:00p
58:00a-4:00p 8:00a-%:00p Day Off

8:00a-%:00p  8:00a:00p  Day Off

Day Off Day Off 9:00a-5:00p

9:00a-5:00p  9:00a-5:00p  9:00a-5:00p

Content sorted by Job Title ranking and Team rankings

With the additional sorting option on Team order, the Job Title ranking remain the same, and
the staff with the same Job Title are displayed according to their order position in the Team
Manager.

Using ‘Quicksort’ Sort by...

30. Using the mouse pointer highlight the first day “Monday” column of the
schedule.

# Tip: You can also just select any staff day cell in the day column to apply the sort selection.

31. From the toolbar menu select Data > Sort by > Start time to sort shift
times on this day by their start times.

Mon 18 Jun
Teams Department 2012

Tue 19 Jun Wed 20 Jun
2012 2012

7:30a-3:30p 7:30a-3:30p B8:00a-4:00p

7:30a-3:30p 7:30a-3:30p 8:00a2-4:00p

Meet and Greet
ATeam

Meet and Greet

8:00a-%:00p 5:00a-4:00p 8:00a-%:00p

CRM Mr Graham Waters Department E

8:00a-%:00p 8:00a-4:00p 8:00a-4%:00p

CRM Miss Helen Vizara ATeam Department E
FT Agent Miss Victoria Ainsworth ;:l‘lmirge Agents b rtment A 8:00a-%:00p 8:00a-4:00p Day Off
Ful Time Agents 3:00a-%:00p 5:00a-4:00p Day Off

FT Agent Mrs Gill Spencer Department E

Team C
8:30a-5:30p 8:30a-5:30p 8:30a-5:30p

8:30a-5:30p 8:30a-5:30p 8:30a-5:30p
8:30a-5:30p 8:30a-5:30p 8:30a-5:30p
FT Agent Mr Phillp Bunting ?:l:’ge Agents  |noormenta | ojo0a-5:00p - 9:00a-5:00p - 9:00a-5:00p
9:30a-2:30p 9:30a-2:30p 9:30a-2:30p
9:30a-2:30p 9:30a-2:30p 9:30a-2:30p

9:30a-2:30p 9:30a-2:30p 9:30a-2:30p
i o S 0

CRM Mrs Wendy Harrow I’éﬂi:ta;nd Greet 2:00p-10:00p  2:00p-10:00p
—

Using ‘Quicksort’ to arrange content by start of shift times.




SCHEDULE24 USER GUIDE AND TUTORIAL

Note the group view changes to start shift time groupings, and the shift times are sorted by
start time. Theoretically the shift start times are only ordered on the day selected — in this
example the first day ‘Monday’. The appearance the sort is applied to the other days is illusory
and the effect of the underlying shift pattern. For example ‘Richard Allen’ shift is not in shift start
time order on ‘Wednesday'. If you repeat the above procedure for Wednesday the sort would
then be applied for ‘Wednesday’ and the change would be significant.

32. Close the schedule and if prompted save with the same filename “My Business Centre”

73} 1. Start your Schedule

£ 2 Addand Remove Staff

Use Shift Patterns to automate your scheduling.

& shift Pattern Wizard
[ New Shift Pattern
@ shiftPatterns Online. .
5 More..

Add shift Pattern

Insert Shift Pattern into Schedule...

Team Management

Organize Staff by Teams and Shift Pattern.

2§ Distribute Staff to Teams. .

@Am—-geym.s(mk

I8 5. Check How You're Doing

(=) 6. Publish your Schedule

Schedule24 Resource Manager Schedule View area after closing a schedule.
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Section

Section 5 - Shift Pattern Design

Understanding and identifying the business requirement is
crucial for defining an appropriate shift pattern which will be
the basis of any successful staff deployment strategy. If the
business requirement is clearly understood then it is likely a
good shift pattern will follow.

After completing this section you will be able to do the following:

1. Understand and work with the Shift Pattern Designer.

2. Create rotating and fixed shift patterns.

3. Work with combinations of shift patterns to automate a complex schedule.
4. Understand and work with the Team Manager

Examples of shift patterns used in this section are designed to help you understand the
product features used in shift pattern design and creating staff schedules. It is not intended to
provide in-depth instruction about shift pattem theory and recommendation for a particular
business. For further details about shift pattems and adoption of specific shift pattern solutions
please contact www.intellicate.com.

Defining a scheduling strategy

Schedule24 Resource Manager support both structured and unstructured
scheduling styles.

Structured Scheduling

A good example of structured scheduling would involve well-defined shifts
and day-off pattern, worked in a particular order. It would enable staff to
know, months or a year or more in advance, what shift they will be working
on which day and when they will have a day off.

Unstructured Scheduling

Unstructured scheduling is the opposite of structured scheduling. An example
of unstructured scheduling would involve ill-defined shifts, worked in no
particular order. Unstructured scheduling may be the only approach if the
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manager has no control over staff and effectively schedules the business
requirement to fit around staff availability.

# Structured scheduling will involve the Shift Pattern Designer and Team Manager, whereas
unstructured scheduling styles do not.

3 You have already been introduced to the shift patterns examples used in this section when you
added and allocated staff, using the Team Manager, to create a schedule in Section 4. The
Team Manager is used to manage the various shift pattems and staff allocations. This section
will take you through step by step how each shift pattern was designed using the Shift Pattern
Designer.




Schedule24 Resource Manager Workflow




Defining a Business Requirement

It is important to have a clear understanding or goal about the business
requirement before designing a shift pattern. Some useful questions include:

— Does the daily business requirement or service delivery require staff to

work extended hours or 24 hour working?

Do staff need to work fixed or rotating shifts, or even a combination of
both?

Do staff have the same day-off e.g. at weekends, or are days-off
staggered on different days of the week?

Do staff work full-time or part-time or a combination of both?
What is the maximum working hour’s staff work in a day or week?
What are the average working hours staff work a day or a week?

Do staff have different working arrangements involving different kinds
of schedules.

Is the current scheduling well-defined and structured, or ill-defined and
changes regularly depending on staff availability?

In straightforward terms when a business is running beyond a “normal day” e.g. traditional
office hour, requiring a staff supply over extended or 24 hour working hours, a rotating shift
pattern is required.

The exercises in this section use an example of a business operation that is
required to deploy 25 full-time staff over 24 hours 7 day week. In addition the
business wants fewer staff on weekday evenings and at weekends.

There are four groups each having their own working arrangements:

The Management Team work traditional office hours.
The Meet and Greet Teams work an alternating two shift system.
The FT Agents work a 24/7 shift system.

The Part-time agents work an Early-Late to facilitate job share.

A fixed shift pattern

The working schedule for the Management Team is not complicated. In fact it
is based on traditional office hours and about as simple as it can get. The
characteristics of the working arrangements (or rules) are as follows:
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— The daily hours of work are 8.30am to 5:30pm

— They work Monday to Friday; and

— Have every weekend off.

A fixed shift pattern is when staff works the same shift, and have the same days off on the
same days of the week. There is no variation from week to week.

This exercise assumes you have launched Schedule24 Resource Manager, the
Navigation Pane is displayed and you do not have any schedules displayed in the
Schedule View area.

1. From the Menu Toolbar click the Shift Pattern Designer icon. This will
display the Shift Pattern Designer in the Schedule View area.

@ Schedule24 Resource Manager

i i

o} 1. Start your Schedule

Starta Task

[ New Scheduie

£ Essystep Schedule Wizard

8] schedule Templates.

T
@ schedule Templates Online... | [Team 3]

Open an existing schedule

&5 More...

Shifts Daily Hours:
4 16 18 20 22 00 02 04 06 08 10 12 L=t Stardart 0800 [
[ NN AR
Adjust Shift
2 I |
| n"‘ Start Hy, mm
DoEmrl s

—

7 3- Automate with Shift Patterns

) 4 Manage your Schedule
a 5. Check How You're Doing

The Shift Pattern Designer

The Schedule Designer displays a default week starting on Monday and four rows or teams.
This default can be modified depending on the kind of schedule you want to design.

2. Using the mouse pointer click on the Team 2 row and drag the mouse
down to highlight Team 3 and Team 4.
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shifts

4 16 18 20 22 00 02 04 06 08 10 12
Belbol bbb bbb bbb b e e b b b e e b b e

B e
E]EH Day Off ” Unallocated ] Splits: |0 % |

FReady.

Daily Hours

Time off [08:00 | Stardarct |08 :00

<]

Adjust Shift
Start
End

by mir |4

e

=

Highlighting the Team rows in the Shift Pattern Designer

3. From the Menu select Edit > Remove > Teams. Alternatively click the
“Remove Teams” button in the Shift Pattern Designer toolbar menu.

02 04 06 08 10 12
bbbl bl bbb b e

| &
» || Day Off || Unallocated Splits:

Daily Hours

Time off [08:00 | Standard: 08 :00

g

Adjust Shift
Start
End

by mir |4

e

=

Removing team rows to modify the layout of the design.

Note that the shift editing controls are disabled when an active row does not have focus.

4. From the Menu Toolbar select the Teams button. This will display the

Schedule Teams dialog.
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( E Shift Pattern Designer Teams EI@
i File Edit View Insert Tools Help Schedule teams
) e (5 33 B8] A down amom ot o srange seam er e e P Remove Teams | ] Rotate Teams | i | @ [§
Hours [1] 1, Mon [1] 2, Tue —
Team 1 0:00 | |Team faned E:
* [ ]
Week 1
+
¥
4 16 13 20 22 00 02 04 06 08
Folbaoboba b bo b be b b b b be b e b b el
x| v
4 | ® || Day Off || Unallocated | Spli
Ready... Cancel
Displaying the Schedule Teams dialog to edit the Team description
5. Using the mouse pointer click in the “Team name” text box to enable the
edit cursor and enter “Week 1” without the quote marks.
6. Click the “Add” button to add this to the team list.
7. Highlight the description “Team 1” and click the “Remove” button to
remove it from the team list.
(1 Alternatively using the mouse pointer select and highlight “Team 1” in the display list. Click a
second time to enable the edit cursor and enter “Week 1”.
8. Click OK to close the dialog and update the Schedule.
i Shift Pattern Designer =N o 5

 Fle Edit View Insert Tools Help

P dew G Hgal S S 6 s [ 2]9 | E msertDays ) RemoveDays ] nsert Teams @WETMISRMETMI@IQE

— — —
Hours [04Mon  [[02,Tue (13, wed [[14Thu [[5Fri [ 6, sat (7,50 |
Week 1 0:00 |
= ./ [/ | | [ [ I

Daily Hours

4 15 18 20 22 00 02 04 06 08 10 12 Time off |ng:00 Standard: 08 :00 E
| |

b ming |+

x| ¥ | & Start
-

» || Day Off || Unallocated Spliis:|:| End

Changing the row name to “Week 1”
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1 ltis easier to think about this simple design for one week because this working
arrangement is the same and repeats for each week.

lﬁj Shift Pattern Designer EI@
i File Edit View Insert Tools Help
RN A= RERRE NN e PN ) | 2], nsertDays 7l Remove Days 3} Insert Teams 5] Remove Teams | -5 Rotate Teams | [l | @) !

Hours [QiMon  [[12,Tue [[13, Wed [[147Thu  [[05Fri [1] &, Sat [1] 7, Sun
Week 1 0:00

Shifts Daily Hours

4 16 18 20 22 00 02 04 06 08 10 12 Timeoff |08:00 | Standardt|08:00 [
Pl bbb bbb bbb bbb L

" Start

ming | 4

E]E] Day Off || Unallocated | Splits: 0 . End

Ready...

Highlighting days cells in the Shift Pattern Designer

9. Using the mouse pointer highlight the Sat and Sun and select the Day-off
button. Click the Check or Enter “i‘ button to enter days-off at

weekends.
[ﬁj Shift Pattern Designer EI@
i File Edit View Insert Tools Help
) New - (5 = @2 S (2 % Sa | 2 | =@ | 7, InsertDays (7l Remove Days 3| InsertTeams 3] Remove Teams | 3] Rotate Teams | [l | @ !
Hours [ 1,Mon [[112,Tue [[13,Wed [[1]4Thu [[1]5Fi [[06,5at  [[117,5;n |
Week 1 0:00 | Day Off Day Off
Daily Hours
4 16 18 20 22 00 02 04 06 08 10 12 Time off |08:00 | Standarct 08:00 [
Belobebe e bl be bbb be be b b B e e e b B e a1
Day Off A Start }
b ming | 4
Splits: End

Ready...

Entering “Day Off” into the shift patter design.

10. Using the mouse pointer select and highlight the days Monday to Friday for
this week.

11. Enter “8:30a5:30p” in the Shifts box. Click the Check or Enter “’_,‘

button to enter this shift into the highlighted days for this week.
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[i; Shift Pattern Designer E@
i file Edit View Insert Took Help
RN RN NS R= BN e |2 = | 31, InsertDays (7 RemoveDays F}| InsertTeams 3] Remove Teams | 5] Rotate Teams |[H_},|Ig,|!
Hours [1] 3, Wed [165t [[75mn |
Week 1 45:00

=

8:30a-5:30p PEVEeliR Day Off

Shifts Daily Hours

08 10 12 14 16 18 20 22 00 02 04 o0s  OvEMME [01:00 | Standard08:00 [
Pl b b Dy Db

||| 8:308-5:30p v (= o

b i 4
E]EH Day Off ” Unallocated ] Splits: |1 ¥ | End ! l:l "

Ready...

Adding shifts to the shift pattern design

12. Click the Add Shift Descriptions

ﬁ button. This will display the Shift
Descriptions dialog.

Shift Descriptions (=5a)
Shift Descriptions
Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times.
Enter shift description
Shift |Descr\|:|tion
Day Off
8:30a-5:30p

Add new ones here...

Adding a shift description

13. Using the mouse pointer double-click the Description cell next to the Shift
time. This will display the text editing tool. Enter “Office” and click off the

record to commit the changes to the database. Click OK. To close the
dialog and return to the shift pattern design.
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[EZ Shift Pattern Designer
i fle Edit View Insert Tools Help
P New v (5 S (L 8 Sa | 2 | = | 7, InsertDays 7l Remove Days 3} Insert Teams ﬂRmoveTeans“ERntateTemHﬂb@!

(=] o ]

Hours [f0t,mon [(2,7ue |13, Wed [[MI4Thu  [[5Fri [t65at  [M7.5m |

Week 1 45:00 |0f'ﬁce Office Office Office Office Day Off Day Off
-

Daily Hours

08 10 12 14 16 18 20 22 00 02 04 06 Time off |08:00 | Stardard:08:00 [
| | | |

% ||+ |[ pay off | &= Start

b i ¥ || i
4 || » || Day Off || Unallocated SDlits:l:I End ymms S

Ready...

(AN

14.

d

Displaying the shift description view

You can now toggle views between time format and times descriptions using View > Shift
Description. Shift pattern descriptions are inherited by any schedule using this shift pattern.
Color settings are defined in Tools > Options ... and depending on those settings may differ
to those illustrated here.

Adjust the Standard hours in the Daily Hours section to 09:00 hours. This is
the duration of the daily standard hours entered into the design.

This is an aid when designing shift patterns to see when a shift being entered conforms to the
standard daily hours of the shift pattern. If the hours are different it will indicate “overtime” or
“time off” depending whether the hours being entered are over or under the standard hours.

. From the Menu Toolbar select the Teams Eﬂ button. This will display the

Teams dialog. Edit the entry “Week 1” to “Management Team”.

The Team labelling in a schedule design is displayed throughout the application e.g. Team
Manager and schedule views. When the design is complete they can be modified to display
more meaningful descriptions making it easier to identify changes and navigate between
different shift patterns.

Tip: Think about your team descriptions and keep them short and to the point. Descriptions

that are too long may effect layouts when printing and publishing.

16.

From the Menu select Tools > Options .... This will display the Options
dialog. Select the Calculation tab.
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Options =
Calculation

Calculation settings

Caleulate over days, and
display calculation for days

Incude breaks in calculation

Calculation examples

Exact Working Hours and Costs
If you want exact totals enter the same number in both boxes e.g. 1in both boxes wil give the exact hours/budget per day; and 7in both
baxes will give the exact hours/budget for a 7 day week.

Average Working Hours and Costs
If you want average totals enter the larger number in the top box and the smaller number in the bottom box e.g. 28 days in the top box
and 7 in the bottom box will display the weekly average hours/budget over 23 days.

Projected Working Hours and Costs
If you want projected totals enter the smaller number in the top box and the larger number in the battom box e.g. 7 in the top box and 365
in the bottom box will project the annual hours/costs total based on a week.

Setting the calculation to display the shift pattern working hours

17. In the Calculate over box enter “7” days, and in display calculation for
box enter “7” days and click OK. This will close the Options dialog and
update the working hours display in the Schedule Designer.

2 This will show the design hours worked each week which in this example is 45 hours.

@ Shift Pattern Designer - Management Team EI@
! File Edit View Insert Tools Help
P New - (5 9] S S & Ga FeN| | 3L, InsertDays 7l Remove Days ]| Insert Teams ﬁRﬁmoveTemnganteTemHﬂE
Hours [1] 1, Mon [2,Tue [[113,Wed [[4Thu  [[1]5,Fri (065t [[m7,5m |
Management Team 45:00 SENEEEREN) B:30a-5:30p ) 8:308-5:30p  &:308-5:30p  8:30a-5:30p Day Off Day Off
=
Shifts Daily Hours
08 10 12 14 16 18 20 22 00 02 04 o0s  Dverime Standard|08:00 [
Fobo bbbl b b bbb be be b e e e b e e b b b b
—I Adjust Shift
E” 8:30a-5:30p b ”@ Start
b - ming | #
E@[ Day Off ][ Unallocated ] spits: |1 %] End
Ready...

The completed shift pattern displaying shift time format

18. From the Menu select File > Save to display the Save dialog. Enter a
filename and for the purpose of this tutorial enter “Management Team”.
Click OK to Save and close the Schedule Designer.

[ If you save with the shift description displayed that will be the display used in any previews.
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Alternating double day shift pattern

The characteristics of the schedule design are a little more complicated than
for the Management Team. The characteristics of the working arrangements
(or rules) are as follows:

— Two shifts: 8am:-4:00pm and 2:00pm-10:00pm
— Alternating each week
— Staff work Monday to Friday; and

— Have every weekend off.

2 A double day shift delivers a staff supply over 16 hours of the day. It is sometimes referred to
as a rotating shift pattern but technically two shifts alterate each week.

Exercise 5.2
Designing an alternating double day shift pattern.

This exercise assumes you have launched Schedule24 Resource Manager, the

Navigation Pane is displayed and you do not have any schedules displayed in the
Schedule View area.

3 When you saved the last exercise you may have been prompted by the properties dialog. If
you do not want this prompt it can be tumned off in Tools > Options > General tab and in the
“Settings” section uncheck “Prompt for shift pattern properties”.

1. From the Menu Toolbar click the Shift Pattern Designer icon. This will
display the Shift Pattern Designer.

2. Using the mouse pointer click on the Team 3 row and drag the mouse down
to highlight Team 4.

[ﬁj Shift Pattern Designer EI@
i Fle Edit View Insert Tools Help
1 New 'L_;': Lﬂ =] | = _fg| FEE) | ) | | jzzlnsertDay_s lemc\reDays iﬂ Insert Teams HR.emo\reTeams | E Rotate Teams |[ﬁ B
Hours [14,Mon  [[1]2,Tue  [[1]3,Wed [[1]4,Thu [[1]5Fri [[mesat  [[M7sun |

Team 1 0:00
Team 2 0:00
Team 3 0:00 N I N R R
Team 4 0:00 ./ [ |

Shifts Daily Hours

08 10 12 14 16 18 20 22 00 02 04 06 Vel Standarc: 08 :00 [
| I I T A A A A A I A A I I O I L R R PR Y
| M ||E Start § |:| _ — =
W ming | 4G O¥
@EH Day Off ” Unallocated ] Splits: |D 5 | End

Ready...
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Highlighting to remove teams and start this design for alternating shifts.
3. From the Menu select Edit > Remove > Teams or alternatively click
“Remove Teams” button in the menu toolbar.
[i‘; Shift Pattern Designer EI

! File Edit View Insert Tools Help
P New v (5 ] S L B Ga [ A9 ||§,LnsatDa):s.E.(R.amvenaysiﬂmt[eamﬂRMOveTeam|-oanteTsm|@B

Haours [1,Mon  [[1]2,Tue [[1]3,Wed [[104,Thu [[1]5,Fri e sat  [[17,5mm |
Team 1 0:00

Team 2 0:00
=

Daily Hours

08 10 12 14 16 18 20 22 00 02 04 06 Time off [08:00 | Standard: 08:00 £
Db b b

x| vl | &2 Start

4 | » || Day Off || Unallocated Splits:l:l End

by mins ¥

Ready...

The shift pattern with two rows removed ready for the next step for setting up this design.

4. From the Menu Toolbar select the Teams 3':@ button. This will display the
Teams dialog.

[ Teams (25|
[i‘; Shift Pattern Designer EI@
i Fle Edit View Insert Tools Help Schedule teams
f . Add, edit and remove teams from the shift pattern. Use the up
1 New = (5 (A 02 (&) B Sa and down arrow buttons to arrange team order. Iﬁ Remove Teams | 5] Rotate Teams | @ B
Hours |[1] 1, Mon |[1] 2, Tue - . |
Team 1 0:00 | =
Team2 oo (NN |
: | Week 1
Wweek 2
+*
Shifts
' ’
08 10 12 14 16 18 20 22 00
el bbbl b be be e b b b T bl
(X1
Day Off || Unallocated | Spli
[+I=]
Ready... Cancel

Changing the row descriptions to aid shift pattern design.

5. Using the mouse pointer click in the “Team name” text box to enable the
edit cursor and enter “Week 1” and “Week 2” without the quote marks in
turn and click the “Add” button to add them to the list.

6. Select the two team items in turn and click the “Remove” button to
remove them from the list.
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0 Alternatively you can click the team items in the list in turn and edit the field when the text
cursor appears.

7. Click OK to close the dialog and return to the shift pattern design

environment.
[ﬁj Shift Pattern Designer EI@
! Fle Edit View Insert Tools Help
i) New v (5 9SS & Ea [N N ) | 71, InsertDays 7l Remove Days 3| Insert Teams 3] Remove Teams | 5] Rotate Teams | [l B
Hours [[1,mon  [[2,Tue 113, wed [[J4Thu  [[1]5Fri e sat [[M75m |
Week 1 0:00 |

Week 2 o:00 |

Shifts Daily Hours

08 10 12 14 16 18 20 22 00 02 04 06 Time off |08:00 | Standard: 08:00 [

| v/ ||§| Start [, B i [
@@’ Day Off ” Unallocated ] Splits: |0 % | End ’

Ready...
The modified row description for a two weekly alternating shift pattern.
[ﬁj Shift Pattern Designer EI@
i Fle Edit View Insert Tools Help
1 New 'L_;': lﬂ =] | = _},| ¥ EE] | ) | L) | jzzlnsertDay_s iRﬂncveDays iﬂlﬂsert[eams ﬂR.emo\reTeams | E Rotate Teams |[ﬂ B
Hours [[MamMon  [[02,Tue |13, wed [[J4Thu  [[1] 5 Fri l[[mesat  [[M75m |

Week 1 0:00 | Day Off Day Off
Week 2 o:00 [ Day Off Day Off
= |

Shifts Daily Hours

08 10 12 14 16 18 20 22 00 02 04 06 ekt Standard 08100 ]

Lellallolollotoi olioil ot doliol ool ool oliollolio ool

Pay Off "”E Start § |:| ) =

I ming |+ v
@EH Day Off ” Unallocated ] Splits: |D C| End

Ready...

Adding days off to the design

8. Using the mouse pointer highlight the Sat and Sun and select the Day-off

button. Click the Check or Enter Ei‘ button to enter days-off at
weekends.

9. Using the mouse pointer select and highlight the days Monday to Friday for
Week 1.
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i4 Shift Pattern Designer =8 (ECR(F>=)
i Fle Edit View Insert Tools Help
RNRAEA ™ AR N e | 2 | = ||§,Insertﬂags.E.(Ramve[laysEmt[emﬁRMOveTem|-oRmaETam|@a
— — — —
Hours [1] 1, Mon [1] 2, Tue [1] 3, Wed [1] 4, Thu [1] 5, Fri [1] &, Sat [[m7sum |

Week 1 0:00 Day Off Day Off
Week 2 0:00 | Day Off Day Off
: |

Shifts Daily Hours

08 10 12 14 16 18 20 22 00 02 04 0 TR Standard 08:00 [

Lolailafolalo Dl filolaliolalalolalolololelal ol

@ "”@ Start . }

I ming | #
EB[ Day Off ” Unallocated ] spits:jo 3| End

Ready...

Highlighting day fields in the design to enter shifts

v

10. Enter “8:00a4:00p” in the Shifts text box. Click the Check or Enter
button to enter this shift into the highlighted days for this week.

# Tip: You can use 8adp as a shortcut to shift entry, the formatting will be added when you click
enter.

11. Repeat the above steps to enter “2:00p-10:00p” for Week 2.

[i; Shift Pattern Designer
i File Edit View Insert Tools Help

[F=% NCR =55

P New v (5 (G 02 S (A # Ea | 2| = ||i,1nsertDagsaRmoveDaysiﬂhﬁat[&aﬂsﬂRﬂmveT&aﬂs|-antztETaans|@|I@!
— — — —
Hours [14,Mon  [[]2,Tue [[1]3 Wed [[1]4Thu [[1]5,Fri (06,5t  [[75m |
Week 1 40:00 8:00a-4:00p  8:00a-%00p  8:00a-%:00p  8:00a-4%:00p  8:00a-4:00p Day Off Day Off
Week 2 40:00 | 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day Off Day Off
m

Daily Hours

Time off Standard:|08:00 [

=]
Iy
5
— &
=3
[
-8

02 04 06 08 10
vholbele bbb be bbb b

1
% |+ |[ 2:00p-10:000 | &= Start B
4 (| % || Day Off || Unallocated Splits:l:l End o " C

Ready...

The two alternating shifts entered into the shift pattern design. Shift color is turned on in this example.

)

12. Click the Add Shift Descriptions
Descriptions dialog.

button. This will display the Shift

[ If this button is disabled click on a day cell in the shift pattern to enable it.
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Shift Descriptions (=5
Shift Descriptions
Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times,
Enter shift description
Shift |Descn|:|tion
Day Off
B:00a-4:00p Day
2:00p-10:00p Evening
Add new ones here...

Adding shift descriptions to the shift times.

13. Using the mouse pointer double-click the Description cell next to the Shift
time. This will display the text editing tool. Enter “Day” and “Evening”
respectively click off the record to commit the changes to the database.
Click OK to close the dialog and return to the shift pattern design view.

5.4 Shift Pattern Designer EI@

i File Edit View Insert Tools Help

Py New > 5 [l 02 S % Ba |2 = | 7L, Insert Days 7 Remove Days 1 Insert Teams $f] Remove Teams | 73] Rotate Teams |[ﬂ|@!
Hours  [[111,Mon  |[1]2,Tue  |[13,Wed |[14,Thu |[115Fr  |[6&Sat  [[1175;n |

Week 1 40:00 |D€i\|r Day Day Day Day Day Off Day Off

Week2|  40:00 =———— Day Off Day Off

=

Daily Hours

12 14 16 18 20 22 00 02 04 06 08 10 Time off | 0g:00 Standard: 08 :00 E
| I I I I I A I A O A I O A R Y R R R

Day Off | =4 Start

Splits: l:l End by l:l mirz |4

Ready...

Updating the shift pattern design with shift description color turned on.

2 You can now toggle views between time format and times descriptions using View > Shift
Description. Shift pattern descriptions are inherited by any schedule using this shift pattern.

Color settings are defined in Tools > Options > Color tab and depending on those settings
may differ to those illustrated here.

o |

24| button to complete the rotation for this

14. Click the Rotate Teams
design.
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5.4 Shift Pattern Designer (=% EER I~

i Fle Edit View Insert Took Help

Py Mew -5 @9 2 % B | 2| |3l insertDays 5k Remove Days 3] insert Teams ﬂamvﬂem\_@mmtﬂem\@\@!

Hours []1,Mon  |[1)2,Tue  |[3,Wed |[1)4Thu__|[1]5Fn |ll6,5at  [[117,5un  [[218,Mon __ |[29,Tue  |[2] 10, wed [[2 11, Thu |[2] 12,Fri__ |[2] 13,58t [[2) 14, 5un |
Week 1 40:00 | 8:00a-4:00p 8:00a-4:00p 8:00a-%:00p 8:00a-%00p 8:00a-%:00p Day OFf Day Off 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day OFf Day Off
Week 2 40:00 | 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day OFf Day Off 8:00a-4:00p  8:002-%:00p 8:00a-%:00p 8:00a-4:00p 8:00a-%:00p Day Off Day Off
5
Daily Hours

12 14 16 18 20 22 00 02 04 06 08 10 Time off [08:00 | Standardt 03:00 [

X |+ [ Dayoff [l Start

b @l[&
| » | [ Day off || nallocated | spits: [0+ End o Zloe (20

Ready...

The shift pattern is rotated to complete the design and ready to be used.

[ This is also referred to as the “Managers View”. It is the complete shift pattemn. This can be
contrasted with the “Individual View” before using the rotation feature. A person views their shift
pattern in following weeks. It now requires the team labelling to be changed to something more
meaningful as follows.

15. Save the Shift Pattern with the filename “Meet and Greet” and do not
close.

16. From the Menu Toolbar select the Teams @ button. This will display the
Teams dialog. Edit the entry “Week 1” to “A Team” and the entry “Week
2” to “B Team”.

3 You must edit the “Week” descriptions by clicking directly on each entry. Do not enter the team
descriptions using the Team name text field and adding to the list. If you do, and then remove
“Week 1" and “Week 2" it will also remove the shift pattern shifts which are now associated with

those rows.
Teams ==
Schedule teams
Add, edit and remove teams from the shift pattern. Use the up
and down arrow buttons to arrange team order.
Team name:
I \
A Team add
B Team =
*
Cancel

Renaming the team descriptions

17. Click OK to close the dialog and update the schedule design.
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5.4 Shift Pattern Designer - Meet and Greet [E==EER ==

i Fle Edit view [nsert Tools Help
P New > (3 5 (A d G 29 | 3L, InsertDays (7 Remove Days i InsertTeams 1] Remove Teams | 5] Rotate Teams | [l | @!

Holrs [(0t,Mon  [[112,7Tue  |[1]3,wed |[114,Thu |[1]5Fr [[6,5at _ [[17,5un _ |[218,Mon_ |[2)9,Tue  |[2) 10, Wed |[2) 1, Thu_|(2) 12,Fri_ |[2] 13,5at | [2] 14,5un |
ATeam 40:00 | 8:0024:00p 8:00a-4:00p 8:00a-%00p 8:00a-4:00p  8:00-4:00p Day Off Day Off 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day Off Day Off
B Team 40:00 | 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p 2:00p-10:00p Day Off Day Off 8:00a-%:00p 8:00a-4:00p 8:00a-%:00p 8:00a-%:00p 8:002-4:00p Day Off Day Off
-
Daily Hours

12 14 16 18 20 22 0D 02 04 05 08 10 Time off [08:00 | Standardtos:00 [

[ Day off Iz Start
E]E] Splits: l:| End

Ready...

b [0 i [

The completed shift pattern design in “Management View” ready for use in a schedule.

0 Remember you can use the filename of the shift pattern design and the teams’ description to
represent an additional level’ in your business organization if needed.

18. From the Menu select Tools > Options .... This will display the Options
dialog. Select the Calculation tab.

Options ==
Color | Calculation

Calculation settings

Calculate over days, and
display calculation for days

Include breaks in calculation

Calculation examples

Exact Working Hours and Costs

If you want exact totals enter the same number in both boxes e.g. 1in both boxes will give the exact hours/budget per day; and 7in bath
baxes will give the exact hours/budget for a 7 day week.

Average Working Hours and Costs

If you want average totals enter the larger number in the top box and the smaller number in the bottom box e.g. 28 daysin the top box
and 7 in the bottom box will display the weekly average hours/budget over 28 days.

Projected Working Hours and Costs

If you want projected totals enter the smaller number in the top box and the larger number in the bottom box e.g. 7in the top box and 365
in the bottom box will project the annual hourscosts total based on a week.

Adjusting the hour’s calculation to display the average weekly hours of a 14 day shift cycle or rotation.

19. In the Calculate over box enter “14” days, and in display calculation for
box enter “7” days and click OK. This will close the Options dialog and
update the working hours display in the Shift Pattern Designer.

20. From the Menu select File > Save. Alternatively click the Toolbar menu
Save icon. Close the Shift Pattern Designer.
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24/7 Rotating Shift Pattern

The characteristics of this shift pattern are more complicated due to the
working arrangements (or rules) as follows:

— Seven rotating shifts: 7:00a-3:30p; 8:00a-4:00p; 9:00a-5:00p; 12:00p-
8:00p; 12:30p-8:30p; 8:00p-7:30a; and 8:00p-8:00a.
— Rotating days off;

— Variable staff supply increasing toward the middle of the day and
reducing toward the evening and during the night;

— Reduced staff supply at weekends.

[ Rotating teams are more complex due to the requirement for days-off to be rotating in addition
to shifts deploying staff 24/7. While not a requirement good shift pattern design would try to
ensure best practice for a forward (DOR) pattern and sufficient daily rest periods between shifts
and adequate weekly rest periods.

Exercise 5.3
Designing a 24/7 shift pattern delivering a variable staff supply.

This exercise assumes you have launched Schedule24 Resource Manager, the
Navigation Pane is displayed and you do not have any schedules displayed in the
Schedule View area.

1. From the Menu Toolbar click the Schedule Design icon. This will display
the Schedule Designer.

,

i Fle Edit View Insert Tools Help
f e -Gl 03] 20 % 43| 2| O 7 insertDoys 7 RemoveDays 3] insertTeams 3] Remove Teams | -] Rotate Teams | il

Haurs [1]1,Mon [[1]2,Tue [[1]3,Wed [[1]4,Thu [[1]5Fi |[[165at [[1]7 5un |
Team 1 0:00
Team 2 0:00
Team 3 0:00
Team 4 0:00
5
Shifts Daily Hours

04 06 03 10 12 14 16 18 20 22 00 02 Time off |08:00 | Standard: 08:00 [

E” | V”@ start by l:lmins '--_ :--'

E][E][ Day Off ][ Unallocated ] Splits: |0 % | End

Ready...

The Shift Pattern Design environment default display

0 The Shift Pattern Designer default display requires modifying for this design.
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2. Using the mouse pointer click on the Team 1 row and drag the mouse
down to highlight Team 4.

FETTTET= =g S T
T

Shifts Daily Hours

04 06 03 10 12 14 16 18 20 22 00 02 Time off [08:00 | Standard: |08 :00 E]
PN T T PPN R P TP R PR P P R

Adjust Shift

| M ||@ Start
: |6 ins ||| oM
E]EH Day Off ” Unallocated ] Splits: |0 = | End ¥ e el

|Ready...

Highlighting the team rows using the mouse pointer.

3. From the Menu select click the Remove Teams button. This will clear the
design environment of all the Teams.

PETTTSEERE S
T

_
_ | I | | | | |

Shifts Daily Hours

04 06 08 10 12 14 16 18 20 22 00 02 Timeoff [gi00 | Standar 0 100 E]
Ll lolalalalo ool alialicfialoloialolalolo ol

Adjust Shift
X ¢| |(z Start
by: _SD ming | 4| S
4 || » || Day Off || Unallocated Splim: End ==

|Ready...

The team rows removed.

4. From the Menu Toolbar select the Teams button. This will display the
Teams dialog. Enter the following into the Team name and add to the
display list.
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bw: |50 ins ||| o
E]B[ Day Off |[ Unallocated | spiitsz[o 2] End wfo o Q) 5

| |Ready...

The team descriptions updated and displayed in the Shift Pattern Design environment.

This design requires seven shifts to be worked each day except at weekends. Rotating days-
off throughout the week is also a requirement. This means at least 9 rows will be required to
structure a shift pattern to meet those requirements.

6. Using the Shift editing tools enter the working pattern of shifts and days-
off displayed below into the schedule design.

135
Schedule teams
Add, edit and remove teams from the shift pattern. Use the up
and down arrow buttons to arrange team order,
Team name:
|
Team & | add |
Team B o
Team C | Remaove |
Team D
Team E
Team F
Team G
Team H
Team| *
2
|
' o ]
Cancel
Entering teams into the Team list dialog
# Tip: Copy the description and paste into the Team name text box to modify the letter and hit
the “Enter” key to add to the list for a faster data entry.
5. Click OK to close the dialog and update the Schedule Design.
Keep the View > Hours Summary column displayed to see the weekly working hours total as
a guide during design.
! File Edit View Insert Tools Help
P Mew - | = EENF: I Insert Da Remave Da Insert Teams Remave Teams | 75| Rotate Teams
Hours [1] 1, Mon |[1]2,Tue |[1]3,Wed |[1]14,Thu [[1] 5, Fri [1]6,5at |[1] 7, 5un
Team A 0:00
Team B 0:00
Team C 0:00
Team D 0:00
Team E 0:00
Team F 0:00
Team G 0:00
Team H 0:00
Team I 0:00
Shifts Daily Hours
04 06 08 10 12 14 16 18 20 22 oo o2 Mot Standarci |08 00 [5]
[ Y A P P P Y P PP TP PP PP AP
Adjust shift
E” V”@ Start
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liz Shift Pattern Designer - Full Time Agents

! Fle Edit View Insert Tools Help

RRRAN" NEIR=RERE WEN= el

| 71, InsertDays (7l Remove Days 3| Insert Teams 3] Remove Teams | 73] Rotate Teams | [l B

0 12 14 16 18 20 22 00 02 04 06 08
| T T O O O A A O A R R R R R R R R R R

Hours [11,Mon  [[12,Tue [[13 Wed [[14Thu [[]5Fri [[11 5, 5at [[m75un |
Team A 24:00 |Day Off Day Off 7:308-3:30p| 7:30a-3:30p  8:00a-%:00p Day Off Day Off
Team B 40:00 7:308-3:30p| 7:30a-3:30p  8:005-%:00p | 8:00a-4:00p Day Off Day Off 7:30a-3:30p
Team C 40:00 8:005-4:00p  8:00a-4:00p Day Off Day Off 9:00a-5:00p 12:00p-3:00p 12:00p-3:00p
Team D 24:00 |Day Off Day Off 9:005-5:00p  9:00a-5:00p 12:00p-8:00p Day Off Day Off
Team E 40:00 2:008-5:00p  S:00a-5:00p  9:005-5:00p  9:00&-5:00p  2:00a-5:00p Day Off Day Off
Team F 16:00 | 12:00p-8:00p 12:00p-8:00p Day Off Day Off Day Off Day Off Day Off
Team G 39:00 |Day Off Day Off 12:30p-8:30p 12:30p-8:30p 8:00p-7:30a  8:00p-7:30a Day Off
Team H 52:00 | 12:30p-8:30p 12:30p-8:30p  8:00p-8:00a  8:00p-8:00a Day Off Day Off B:00p-8:00a
Team I 40:00 | 8:00p-8:008  8:00p-8:00a Day Off Day Off 7:308-3:30p| 7:30a-3:30p Day Off
- I

Daily Hours

Time off Standard: 08:00 [

Day Off

|&

Splits: I:I

Ready...

Start
End

by I:I mirs |

¥

Entering shifts into the shift pattern design.

7. Use your color preference settings in Tools > Options ... > Color tab to display color. You
can use Copy Cut & Paste to enter information between row and column cells as an
alternative to entering information into the Shift Editor text box.Click the Add Shift

Descriptions

!
_31 button. This will display the Shift Descriptions dialog.

Enter the shift description as below:

Shift Descriptions

i

Shift Descriptions

Enter shift description

Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times.

Shift

7:30a-3:30p
3:00a-4:00p
9:00a-5:00p
12:00p-8:00p
12:30p-8:30p
8:00p-7:30a
3:00p-8:00a

Add new ones here...

|Descri|:|tior1
Day Off
Early
Marning
Day I
Late 1
Late 2
Night 2
Might 1

l

QK

] [ Cancel

]

The Shift Description dialog box displaying the description list.

8. Click OK to close the dialog.
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[1] 1, Mon 3 [13 Wed [[1]4 Thu , Fri [1] 6, Sat

Team A 24:00 |Day Off Day Off Early Early Morning Day Off Day Off
Team B 40:00 |Early Early Morning Merning Day Off Day Off Early
Team C 40:00 |Morning Morning Day Off Day Off Day
Team D 24:00 |Day Off Day Off Day Day Latei  DayOff Day Off H
Team E 40:00 |Day Day Day Day Off Day Off
Team F 16:00 latei  DayoOff Day Off Day Off Day Off Day Off |
Team G 39:00 | Day Off lae2 Mgtz " Night2 ] pay Off !
Team H 5200 IR IEHESM 0- off Day Off
Team I 40:00 |ERE oav off Day Off Early Early Day Off I
-

Shifts Daily Hours I

0 12 14 16 18 20 22 00 02 04 06 08 Dl Standarct 08:00 [ |

| I O T O R R R R R L R R R AR R R R S

Adjust Shift
[X][] rian 1 2 Start _ -
by ming ||| S
EB[ Day Off ” Unallocated ] spits:[1 3| End
|

| |Ready...

Toggling the shift time and descriptions view.

You can toggle views between time format and times descriptions using View > Shift
Description in the Shift Pattern Designer toolbar menu.

= —
Shift Pattern Designer - Full Time Agents — B o= B e
— —— — e p——— — p—
[1] 1, Mon [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri [1] &, Sat [1] 7, Sun
Team A 24:00 |Day Off Day Off 7:308-3:30p| 7:30a-3:30p  8:00a-%:00p Day Off Day Off
Team B 40:00 7:308-3:30p| 7:30a-330p  8:005-%00p | 8:00a-%00p Day Off Day Off 7:30a-3:30p
Team C 40:00 | 8:00a-4:00p  8:00a-4:00p Day OFf Day Off | %:00a-5:00p 12:00p-3:00p 12:00p-8:00p
TeamD 24:00 |Day Off Day Off . 9:00a-5:00p 12:00p-8:00p Day Off Day Off |
Team E 40:00 | 5:00a-5:00p | 5:00a-5:00p Day Off Day Off
Team F 16:00 | 12:00p-8:00p 12:00p-8:00p Day Off Day Off Day Off Day Off Day Off \
Team G 39:00 |Day Off Day Off | 12:30p-8:30p  8:00p-7:30a  8:00p-7:30a Day Off i
TeamH 52:00  12:30p-8:30p  8:00p-8:00a  8:00p-8:00a Day Off Day Off 8:00p-8:00a
Team I 40:00 | B:00p-8:00a Day Off Day Off 7:30a-3:30p| 7:30a-3:30p Day Off l
T
Shifts Daily Hours I
0 12 14 16 18 20 22 00 02 04 06 08 Overinne [04:00 | Stardard: 0 :00 E] |
Pl b b b b b b b L b b D Db
Adjust Shift
| 8:00p-8:00a N ||@ Start _ .
E]EH Day Off || Unalocated | spits:[1 3] End
|[Ready... |
L

The basic shift pattern rules are implicit in the pattern created.

This is the basic pattern or “rules” for the daily working arrangements of FT Agents each week.
At this stage if you were to save this shift pattern it would in effect be a fixed schedule i.e. each
team would have the same days-off and shifts on the same day each repeating week. The
rotation feature completes the shift pattern and ensures the ‘pros and cons’ of the shift pattern
is shared equally amongst everyone.

9. From the Toolbar menu click the Rotate Teams @ button to complete
the shift pattern.

# You only click the Rotate Teams feature once to complete the rotations cycle.
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F — — — — —— B
|54 Shift Pattern Designer - Full Time Eents - — - E=Nac g

! Fle Edit View Insert Tools Help

30 New r (5 [ S S (D) 6 B B2 9 7, InsertDays (7l Remove Days 51| Insert Teams f] Remove Teams | aniaheTeams|@§

Hours [&] 56, Sun [5] 57, Mon [9] 58, Tue [9] 55, Wed [5] 60, Thu [2] 61, Fri [9] 62, Sat [5] 63, Sun
Team A 33:43 Day Off Day Off 7:308-3:30p| 7:30a-3:30p Day Off
Team B 31:51 |Day Off Day Off Day Off 7:308-3:30p| 7:30a-3:30p  8:00&-%:00p | Day Off Day Off
Team C 34:09 |Day Off 7:30a-3:30p |  7:303-3:30p  8:00a-4:00p  8:00a-4:00p Day Off Day Off 7:30a8-3:30p
Team D 37:00 7:308-3:30p| 8:00a-4:00p  8:005-%:00p Day Off Day Off 9:008-5:00p 12:00p-5:00p 12:00p-8:00p W
Team E 34:43 | 12:00p-8:00p Day Off Day Off 2:008-5:00p 9:008-5:00p 12:00p-3:00p Day Off Day Off
Team F 34:43 |Day Off 9:005-5:00p 9:00a-5:00p 9:00a-5:00p 9:00a-5:00p  9:00a-5:00p Day Off Day Off |
Team G 34:43 |Day Off 12:00p-8:00p 12:00p-8:00p Day Off Day Off Day Off Day Off Day Off i
Team H 37:00 |Day Off Day Off Day Off 12:30p-8:30p 12:30p-8:30p 8:00p-7:30a 8:00p-7:30a Day Off
Team I 37:09 |Day Off 12:30p-8:30p 12:30p-8:30p 8:00p-8:00a  8:00p-8:00a Day Off Day Off . B:00p-8:00a |
4] »
Shifts Daily Hours |
D 12 14 16 18 20 22 00 02 04 05 08 TirSe Standard:|{E:00 [ |

| 8:00p-8:00a v (= -Start ) e I
. mins | ¥ ¥
(€1>) (ooror | [(ondloweted ) soitss . 3] B 1 2L |

Ready...

The rotation feature completes the shift pattern design.

For illustration purposes the schedule design has been scrolled to the end of the rotation cycle.
Remember a schedule design is independent of calendar dates until it is inserted into a
Schedule. This design has a rotation cycle of [9] weeks (the number in square brackets) or 63
days (the number next to the day of the week e.g. [9] 59, Wed means the 9" Wednesday or
59t day in the completed shift pattern design.

10. From the Shift pattern Designer Menu select Tools > Options .... This will
display the Options dialog. Select the Calculation tab.

Calculation

Caleulation setting:

Calculate over days, and
display calculation for days

Indude breaks in calculation

Calculation examples

Exact Working Hours and Costs
If you want exact totals enter the same number in both boxes e.g. 1in both boxes wil give the exact hours/budaet per day; and 7 in bath
boxes will give the exact hours/budget for a 7 day week.

Average Working Hours and Costs
If you want average totals enter the larger number in the top box and the smaller number in the bottom box e.g. 28 days in the top box
and 7in the bottom box wil display the weekly average hours/budget over 28 days.

Projected Working Hours and Costs

If you want projected totals enter the smaller number in the top box and the larger number in the bottom box e.g. 7in the top box and 3565
in the battom box will project the annual hoursfcosts total based on 3 week,

Setting the hours calculation for the Shift Pattern designer.

11. In the Calculate over box enter “63” days, and in display calculation for
box enter “7” days and click OK. This will close the Options dialog and
update the working hours display in the Schedule Designer.
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,

i Fle Edit View Insert Tools Help
D0 New v (5 | S 6 Ca B 29 31, Insert Days 7 Remove Days Ff| Insert Teams 3] Remove Teams | 5] Rotate Teams | [l

Hours [1] 1, Mon [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri [1] &, Sat [1] 7, Sun [2] 8, Mon [2] 3, Tue [2] 10,V ~
Team A 35:00 [EYHS Day Off 7:30a-3:30p  7:30a-3:30p  8:00a-4:00p | Day Off Day Off 7:30a-3:30p  7:302-3:30p  8:00a
Team B 35:00 7:308-3:30p| 7:30a-3:30p  8:00a-%00p  8:00a-4:00p Day Off Day Off 7:30a-3:30p| 8:00a-4:00p  8:005-4:00p Day Off
Team C 35:00 | 8:00a-4:00p  8:00&-4:00p Day Off Day Off 2:005-5:00p 12:00p-8:00p 12:00p-8:00p Day Off Day Off 9:00a
Team D 35:00 | Day Off Day Off 2:00a-5:00p  9:00a-5:00p 12:00p-8:00p Day Off Day Off 2:00a-5:00p  2:00a-5:00p 9:00a
Team E 3500 | 9:00a-5:00p 9:00a-5:00p 9:00a-5:00p 9:002-5:00p 2:00a-5:00p Day Off Day Off 12:00p-8:00p 12:00p-8:00p Day Off
Team F 35:00 | 12:00p-8:00p 12:00p-8:00p Day Off Day Off Day Off Day Off Day Off Day Off Day Off 12:30p
Team G 35:00 | Day Off Day Off 12:30p-8:30p 12:30p-8:30p &:00p-7:30a  8:00p-7:30a Day Off 12:30p-8:30p 12:30p-8:30p  S:00p
TeamH 35:00 | 12:30p-8:30p 12:30p-6:30p | 8:00p-8:00a  8:00p-8:00a Day Off Day Off | B:00p-8:00a  8:00p-8:00a  8:00p-8:00a Day Off
Team I 35:00 | B:00p-8:00a Day Off Day Off 7:30a-3:30p | 7:30a-3:30p Day Off Day Off Day Off 7:30a v
4 I I »

Shifts Daily Hours

D 12 14 16 18 20 22 00 02 04 06 08 Time off |08:00 | Standard:|08:00 5]

B E-: o 2 -Start o [T
EB[ Day Off | Unallocated | spits: [0 %] End vl <]

Ready...

Displaying the average weekly hours over the shift pattern cycle.

This will show the design hours as a weekly average for the rotation cycle which in this
example is 35 hours a week. Including or excluding break times for working hour’s calculations
is an option available in the Schedule View area where breaks are scheduled. Breaks are not
scheduled in the Shift Pattern Designer.

12. Save the shift pattern with a suitable filename and for the purposes of this
tutorial enter “Full Time Agents” in the save dialog. Click OK to close the
save dialog.

13. Exit the Schedule Designer.

Early and Late Part-time Shift Pattern

Job share is where two part-time staff working less than a 30 hour week share
a full time job role. The characteristics of the working arrangements (or rules)
are as follows:

— Two shifts: 09:30am-2:30p; and 6:00p-10:00p
— Hours fixed each week
— Staff work either Monday to Thursday or a Friday; and

— Have every weekend off.

[ This arrangement delivers a 40 hour week by two staff members working 20 hours a week
each.
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This exercise assumes you have launched Schedule24 Resource Manager, the

Navigation Pane is displayed and you do not have any schedules displayed in the
Schedule View area.

1. From the Menu Toolbar click the Schedule Design icon. This will display
the Schedule Designer.

——
|§4 Shift Pattern Designet _LE. X
. == B |3 EENFL N[N | 7l insertDa 7l Remove Days 34| Insert Teams ;] Remove Teams | "5 Rotate Teams | [il] _’
Hours [[1]1,Mon [[1]2,Tue [[1]3 Wed [[14,Thu [[1)5Fi |[16 Sat |[1]7, 5un
Team 1 0:00
Team 2 0:00
Team 3 0:00
Team 4 0:00
=
Shifts. Daily Hours
04 05 08 10 12 14 16 18 20 22 00 02 Time off [08:00 | Standarct |08 :00
ol be bl bbb be el b el b e b e e e b b Ty
Adjust Shift
E” I "”@ Start _
by.mlns G| | &
EE][ Day Off ][ Unallombed] Splits: ‘0 C| End

The Shift Pattern Design environment default display

The Shift Pattern Designer default display requires modifying for this design.

2. Using the mouse pointer click on the Team 1 row and drag the mouse
down to highlight Team 4.

7 Shift Pattern Designel =)

2y (38 2 | 2 o4 [ [FL insertDays [ Remove Days &f| Insert Teams 5 Remove Teams | 5] Rotate Teams | (4l [
[1] 2, Tue [13 Wed [[1]4 Thu [4 5, Fri [1] 5, Sat [4] 7, 5un

Team 1 0:00
Team 2 0:00

Team 3 0:00
Team 4 0:00
®

Shifts Daily Hours
| 8 10 12 14 15 18 20 22 00 02 04 06 Tmeoff [03:00 | Standarct|08 :00
| R A TR
|| Adijust shift
(xI] Start
- by:mmins @l g
EE][DEVDFF”UHEIIOGM] Splns:‘1 = End - )y
Ready...

Highlighting the team rows using the mouse pointer.
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3. From the Menu select click the Remove Teams button. This will clear the
design environment of all the Teams.

[1] 1, Mon [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri [1] 6, Sat [1] 7, Sun

Shifts Daily Hours

8 10 12 14 16 18 20 22 00 02 04 06 Time off [03:00 | Standard:|08:00 5]

Adjust Shift

¥ |+ || %:302-2:300 | ez Start
by _5: ming | ¥G@|| (iSv
4 (| w | Day Off || Unallocated Splits: End . —
Ready...

The team rows removed.

4. From the Menu Toolbar select the Teams @ button. This will display the
Teams dialog. Enter the following into the Team name and add to the
display list.

Schedule teams

Add, edit and remove teams from the shift pattern. Use the up
and down arrow buttons to arrange team order,

Team name:

I Day Team
Evening Team

Changing the team descriptions in the Teams dialog.
5. Click OK to close the dialog and update the Schedule Design.

Keep the View > Hours Summary column displayed to see the weekly working hours total as
a guide during design.
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-
Shift Pattern Designer - Part Time Agents

[1] 1, Mon [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri [1] &, Sat [1] 7, Sun
Day Team 0:00
Evening Team 0:00
£
Shifts Daily Hours

Time off [08:00 | Standarct/os:00 [

8 10 12 14 16 18 20 22 00 02 04 08
| I O O O I R R R R R R R R TR R R ' R O R e

l Adjust Shift
x| vl | & Start
by: -SD mins | %G| %
4 (| = || Day Off || Unallocated Splits: End - gL
Ready...

The team descriptions updated and displayed in the Shift Pattern Design environment.

6. Using the Shift editing tools enter the working pattern of shifts and days-
off displayed below into the schedule design.

F
|4 Shift Pattern Designer - Part Time Agents

9:305-2:30p 9:30a-2:30p  9:305-2:30p Unallocated  Unallocated  Unallocated

Day Team 20:00 | 9:30a-2:30p
Evening Team|  20:00 =————uﬂnmhd Unallocated
=

Shifts Daily Hours
Time off [08:00 | Stamdardt:|05 :00 E]

@ 10 12 14 16 18 20 22 00 02 04 06
Pelobe bbbl bbb el b b b e e b e b b e e by

i Adjust Shift
Y4l | & Start
by: _SD ming ||| D
4 || » || Day Off || Unallocated Splim: End ==
[

Entering two part time shifts into the shift pattern design.

Use your color preference settings in Tools > Options ... > Color tab to display color. You can
use Copy Cut & Paste to enter information between row and column cells as an alternative to

entering information into the Shift Editor text box.Click the Add Shift Descriptions =
button. This will display the Shift Descriptions dialog. Enter the shift description as below:
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,

Shift Descriptions i
(| Any shift time can have a description. This enables schedules to display familiar
and meaningful names rather than just shift times.

Enter shift description

shift [Description
Unallocated

9:3058-2:30p Early

5:00p-10:00p Late

Add new ones here...

ok J[ Concel |

The Shift Description dialog box displaying the description list.

7. Click OK to close the dialog.

,

[1] 2, Tue [1] 3, Wed [1] 4, Thu [1] 5, Fri [1] &, Sat [1] 7, Sun
Day Team 20:00 |Ear|\|I Early Early Early Unallocated Unallocated Unallocated

Evening Team | 20:00 |t Nt [t st st unallocated  [IETEETE

=

Shifts Daily Hours
8 10 12 14 16 18 20 22 00 02 04 06 Time off |03:00 | Standard08:00 [
| R R R NN AR
_I Adjust shift
’/” Early | = Start

] i || o
EB[ Day Off ” Unallocated ] spits:[1 3| End oo lmie (€]

Ready...

Toggling the shift time and descriptions view.

You can toggle views between time format and times descriptions using View > Shift
Description in the Shift Pattern Designer toolbar menu.

# We do not use the Rotation feature for this pattern, do you know why?

We do not use the Rotation feature because the shift pattern is fixed and staff do not rotate
onto the other shift. They work the same shift on the same days each week. The shift pattem
cycle is one week and then repeats.

8. From the Shift pattern Designer Menu select Tools > Options .... This will
display the Options dialog. Select the Calculation tab.
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Calculation

Calculation settings

Calculate aver days, and
display calculation for days

Indude brezks in caloulation

Calculation examples

Exact Working Hours and Costs
If you want exact totals enter the same number in both boxes e.g. 1in both boxes will give the exact hours/budget per day; and 7in both
boxes will give the exact hours/budget for a 7 day week.

Average Working Hours and Costs
If you want average totals enter the larger number in the top box and the smaller number in the bottom box e.a. 28 days in the top box
and 7 in the bottom box will display the weekly average hours/budget over 28 days.

Projected Working Hours and Costs
If you want projected totals enter the smaller number in the top box and the larger number in the bottom box e.g. 7in the top box and 355
in the bottom box will project the annual hours/costs total based on & week.

o J[ ool ]

Setting the hours calculation for the Shift Pattern designer.

9. In the Calculate over box enter “7” days, and in display calculation for
box enter “7” days and click OK. This will close the Options dialog and
update the working hours display in the Schedule Designer.

F

Eii Insert Teams EEE Remove Teams Rotate Teams

5 [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri [1] &, Sat [1] 7, Sun
Day Team 20:00 | 9:308-2:30p 9:30a-2:30p 9:308-2:30p  9:30a-2:30p Unallocated Unallocated Unallocated
Evening Team 20:00 | 6:00p-10:00p Unallocated [0
-
Shifts Daily Hours

8 10 12 14 16 18 20 22 00 02 04 0 Time off [03:00 | Standarct[08:00 5]

Adjust Shift
| 9:30a-2:30p v Start = s e
BB[ Day Off ” Unallocated ] splits:[1 3| End o e e

Ready...

Displaying the total weekly hours

This will show the design hours as a weekly average for the rotation cycle which in this
example is 20 hours a week. Including or excluding break times for working hour’s calculations
is an option available in the Schedule View area where breaks are scheduled. Breaks are not
scheduled in the Shift Pattern Designer.

10. Save the shift pattern with a suitable filename and for the purposes of this
tutorial enter “Part Time Agents” in the save dialog. Click OK to close the
save dialog.

11. Exit the Schedule Designer.

144
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2 You have already inserted these shift pattern designs into a schedule and allocated staff to
them. The exercises you have completed serve as an introduction to shift pattern design which
is a study in its own right and a subject that cannot be exhaustively covered here. Check out
the Knowledge Base for more resources about shift pattern designs.

E Exercise 5.5
Split shift working.

This exercise has been included to provide an introduction to split shift working. It
is not as common as it once was, but is gaining popularity where it advances
flexible working and enables staff to break full time hours across the working day
e.g. morning and evening.

This exercise assumes you have launched Schedule24 Resource Manager, the
Navigation Pane is displayed and you do not have any schedules displayed in the
Schedule View area.

[ The schedule design is similar to the “Part time Agents” earlier. The characteristics of these
working arrangements (or rules) are as follows:

— One split shift: 1% tour is 9:30a:-2:30pm; and 2™ tour is 6:00pm-
9:00pm.

— The schedule repeats each week.
— Work days are Monday to Friday.
— Weekends off.

1. From the Menu Toolbar click the Schedule Design icon. This will display
the Schedule Designer.
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i File Edit View Insert Tools Help

._1 ﬂEW'Lj H [Elﬂ|d h};| EE L‘]S|l| ] ||ﬂz1nsertDay_s .z(RemchDays Eﬂlﬂs&rt'l_’eams HRmovETeams |_§ERniateTeams |[ﬂ!

F

Hours [1] 1, Mon [12Tue [[3,wed [[4Thu [[1]5Fri [[mesat  [[@7sum |
Team 1 0:00
Team 2 0:00
Team 3 0:00
Team 4 0:00
+
Shifts Daily Hours

& 10 12 14 16 18 20 22 00 02 04 06 Time off |03:00 | Standard: 08:00 [

A b Start ) —=
— ”E by ming | # v
E]EH Day Off || Unalocated | spits:[1 3] End ' ==

Ready...

The default display of the Shift Pattern Designer.
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The Schedule Designer default display requires modifying for this design.

2. Using the mouse pointer click on the Team 2 row and drag the mouse

down to highlight Team 4.

Shift Pattern Designer

Team 1 0:00
Team 2 0:00 N I N R R
Team 3 0:00 - 7 ]
Team 4 0:00 ./ [ |
= |

Shifts Daily Hours

@ 10 12 14 16 18 20 22 00 02 04 06

Time off [03:00 | Standard:|05 :00

]

Adjust Shift
V|| EEENEE
he ||@ start b_p: ming
(€][* ][ payoff ][ unallocated | spits: 1 3| Bl
Ready...

Q)&

=

Highlighting the teams rows to delete.

1. From the Menu select Remove Teams button, alternatively Edit > Delete >
Teams.

Gorrnvr I . ==

4 | » || DayOff || Unallocated Splits: End
Ready...

The unwanted team rows deleted.

2. From the Menu Toolbar select the Teams
Teams dialog.

3

Shifts Daily Hours
8 10 12 14 16 18 20 22 00 02 04 0 Time off [03:00 | Standarct(08:00 5]
i
_I Adjust Shift
¥ |+ || 8:30a-2:30p |le= Start

button. This will display the

X
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Schedule teams
Add, edit and remove teams from the shift pattern. Use the up

and down arrow buttons to arrange team order,

Team name:

Split shiftz ndd

' [ ox ]

I Cancel I

Modifying the team description to “Split shifts”

3. Using the mouse pointer select and highlight “Team 1” in the display list.
Click a second time and enter “”Split shifts””. Click OK to close the dialog
and update the Shift Pattern design.

i File Edit Wiew Insert Tools Help

Split shifts
=

Shifts Daily Hours

8 10 12 14 16 18 20 22 00 02 04 06 Vi & Standard 05:00 [
I R R A T YR R T
_I Adijust Shift
¥ |+ || %:302-2:300 | ez Start
by: - ming |4 %
# | ® || Day Off || Unallocated Splits:|:| End -

Ready...

The shift pattern updated with the “Split shifts” description

4. Using the mouse pointer select and highlight the days Monday to Friday .
5. Enter “9:30a-2:30p, 6:00p-9:00p” in the Shifts text box. Click the Check or

Enter v button to enter this shift into the highlighted days.

The comma creates the “split” between the two halves of the shift. Alternatively you can use
the Splits by entering “2” and then adjust the time bar or editing the text in the Shifts text box.



SCHEDULE24 USER GUIDE AND TUTORIAL

148

, |

Split shifts
=

40:00| 9:302x9:00p . 9:30ax9:00p  9:30@x9:00p 9:30ax9:00p  9:30&xS9:00p

Shifts Daily Hours

8 10 12 14 16 18 20 22 00 02 04 0 Time off [00:00 | Standarct(08:00 (5]
| I A A I T AT
_I _I Adjust Shift
* |+ || 8:30a-2:30p, 6:00p-9:00p |le= Start

by: |50 mins ||| (S
v O nallacat it [ End |
Day Off || Unallocated | Splits: (2

Ready...

Displaying the split shift format in the Shift Pattern

6. Click the Add Shift Descriptions ) button. This will display the Shift
Descriptions dialog.

,

Shift Descriptions 1
| Any shift ime can have a description. This enables schedules to display familiar
and meaningful names rather than just shift imes.

Enter shift description
Shift |Descript'on
9:30a-2:30p, 6:00p-2:00p Day Split

Add new ones here...

o J[ cance

Entering the description for a split shift

7. Using the mouse pointer double-click the Description cell next to the Shift
time. This will display the text editing tool. Enter “Day Split”. Click off the
record to commit the changes to the database. Click OK. To close the
dialog.



SCHEDULE24 USER GUIDE AND TUTORIAL

149

FETEETTa W R
B

Split shifts
£

"
40:00 |Da\-I Split Day Split Day Split Day Split Day Split

Shifts Daily Hours
S 10 12 14 16 18 20 22 00 02 04 06 Time off |00:00 | Standard|08:00 [
Wl | I I A I I A R I R O R R R R R

_I _I Adjust Shift

X || |[ pay spit | & Start
oy g %]ine (][5
4 | » || Day Off || Unallocated | Splits: End -
Ready...

Toggling the shift description view.

# Remember you can toggle views between time format and times descriptions using View >
Shift Description.

This is a fixed schedule with no rotation and the Rotate Teams button is not used for
this kind of design.

8. Save the Schedule Design with a suitable filename or alternatively for the
purposes of this tutorial enter “Split shifts” in the save dialog. Click OK to
close the dialog.

P S
T

o (GR
- e NEE R : .
[1] 1, Mon [1] 2, Tue [1] 3, wed [1] 4, Thu [1] 5, Fri [1] &, Sat [1] 7, Sun
Split shifts 40:00 | 9:308x9:00p 9:30ax%:00p  9:30ax9:00p 9:30ax9:00p| 9:30ax9:00p Day Off Day Off
=
Shifts Daily Hours
8 10 12 14 16 18 20 22 00 02 04 06 Ve Standard|08:00 (5]
Wl bbb bbb b bbb be b b be e e e e e b b b b
Adjust shift
% || [ pay off | & Start
bw: mins | %G| D
4 | » || Day Off || Unallocated | Splits: End
Bzt

Saving the completed shift pattern

9. Using the mouse pointer click on the “Split shifts” to highlight the row for
this week.



10. From the Toolbar menu click the Design Profile @ button to display the
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[id Shift Pattern Designer [E=REER =
4 g =

Split shifts 40:00 9-3c| x3:00p 9-3@ <9:00p s..G
=

x3:00p 9‘:.0 x9:00p 9-:.(. Q‘CICIpr:\ﬁ‘

Shifts Daily Hours
20 22 00 02 04 06 Time off 00:00 | Standard:|08:00 [
||\|I|\|Iw||\wl.\.lwl.\wl.\.lwl.lwl.\.lw\.le.\.
— 1 — Adjust Shift

E” 9:30a-2:30p, 6:00p-9:00p| v H@ -
l60 ins | 4| o
E]EH Day Off “ Unallocated ] spits:[2 3] End ¥ mm 2l

FReady...

Highlighting the row range of days to display the shift pattern design profile graph

Design Profile graph.

e e —— e e R

M T Wed Th Fr Sat St
Sub group distribution o lkey |
[]spiit shifts
[]Total
T T T T T T T
00a 12000 12002 12000 12002 12000 12002  1Z00p  1200s 12000  1200a 12000  1200a 12000 124
o 2 [ stacked bar hart

Subgron DHImak Dthdlht
total I G dl showing comparisor
bet ubgroup values.

Comparing the shift pattern profiles of part-time staff job sharing’ (earlier lesson) and the full-
time staff working ‘splits’ display similar characteristics in the design profile. The above
identifies the same person working two work periods; and the one below identifies two people

Displaying characteristics of the “split shifts” shift pattern.

working one work period.

il Design Profile - Part Time

00a  12:00p 12002 12000  12:00a 12000 12008  12:00p 12002  12:00p  1200a  12:00p  12:00a  12:00p [] Stacked bar chart =]
« »

total. Good for showi
betieen subgroup values.

Srmmgi el
wing compatiser

Displaying characteristics of the” part time” shift pattern.

11. Save the design and Exit the Schedule Designer.

150
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Section 6 - Monitoring and Analysis

Powerful tools enable analysis of scheduling activity. In
addition to the Staff Count and the staff Distribution Profile,
there is a comprehensive and automated conflict monitoring
tool to check out your scheduling logic surrounding staff
availability, working hours and rest periods.

After completing this lesson you will be able to:

1. Work with Staff Counts and Staff Distribution profiles to monitor and
improve staff deployment patterns.

2. Avoid breaches of working hours and rest period thresholds;

3. Monitor working hours and evaluate staff costs, for successful business
planning.

Working With Staff Count Dashboard

) During scheduling many changes may take place, which means you need to monitor how
these changes impact on providing an adequate staff supply. Too many staff can be as bad as
having too few. Staff Count is a simple but effective dashboard display about headcount, staff
hours and costs dynamically updated as you schedule your staff.

Exercise 6.1
Re-visiting schedule options and settings.

The first exercise steps will make sure your settings are configured correctly with
the correct schedule for this series of exercises, and assumes you have Schedule24
Resource open, with the navigation pane displayed and no schedule displayed in
the Schedule View area.

1. Open the Healthcare schedule example.

3 The Cover Count is displayed at the bottom of the schedule. It displays the total number of staff
in the schedule. In this schedule there are a total of 25 staff.
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Total Hours |Mon 02 Feb

TueD3Feb  Wed04Feb  ThuOSFeb  |FriO6Feb SatD7Feb  |SwDBFeb  |Mon09Feb |~
2003 2003 2003 2003 2009 2003 2008 5
G} 1. Start your Schedule 7:002-3:30p  DayOff Day Off 7:00a-3:300
CONFERENCE ~ CONFERENCE  CONFERENCE
Start a Task Day Off Day Off 300p-11:30p  3:00p-11:30p  300p-18:30p  3:00p-18:30p  3:00p-11:30p
0 New schedie 7:00s-3:00p  7:00a-300p  Day OFF Day Off op op 0
£ EasyStep Schedule Wizard
7:00s-3:00p  7:00a-300p  7:00a-3:00p  7:00a-300p  DayOff Day Off 7:002-3:00p
18] schedule Templatss. ..
Dr §T2 Mercedes Pennington ; 7:002-3:30p  7:00a-3:30p  7:00a-%:30p  7:00a-%30p  DayOff Day OFf 7:002-3:30p
@ schedule Templates Online. ..
g 7:.00s-3:00p  7:00a-300p  7:00a-300p  7:00s-%00p  DayOff Day Off 7:002-3:00p
Open an existing scheduie L o - - o S S
7:00a-%00p  7:00a-3:00p  Day Of Day O 10:00a-6:00p  10:00a-6:00p  10:00a-5:00p
5 Mare... 10:00a-6:000  10:002-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off Day Off 10:00a-6:000
E— Soesity GG Wi Goiatts DOT  Cyor  biiasod
Day OFf Day Off 0p 10 0 0p op 0
300p-11:30p  3:00p-1L:30p  Day OFF Day Off 300p-1L:30p  300p-1L:30p  3:00p-11:30p
i i~~~ i
Day OFf Day Off
--------- Dr ST1 Marlene Philis s -- Day Off Day Off 7:.00a-3:30p  7:00a-3:30p  7:00a-3:30p
&8 2. Add and Remove Staft
S S S . >
E S Auborte it SEf Patt o 3:00p-11:30p  %00p-1L:30p  300p-11:30p  3:00p-11:30p  3:00p-1L:30p  3:00p-1L:30p  Day OFf
@ 4. Manage your Schedule u
o All Al All Count 175)25 2 25 E E 2 25 E ~
@ S e Howloulcellolng Al All All Costs | $12,430.00| 81,753.75 $1,612.50 51,612.50 $1,621.25 $1,872.50 $1,980.00 $1,577.50 $1,841.25
All Al Al 789130 124:00 114:30 11430 115:00 123:30 33:00 33:00 132:00 -
£=j 6. Publish your Schedule b “"” - ‘ | | .
Total Hours 8:30 Total Cost $125.00 7/4/2012 221

The Healthcare schedule example correctly configured

2. Click Tools > Options > Tab to display the option settings, and adjust the

options to be the same as this display:

Options.

| General | View | color | User/Email Information | Caleulation | vacation | Costs | working Hours |

Assistance

Show Welcome screen on startup Show Assistants
Show Nayigation Pane

Show in schedule

show Infotips

Job title D Employee Number D Title First name Last name
Status bar Grouping
Time settings
Use the following time format: (&) 12 hour AM/EM () 24 hour
Print
Margin units: | Inches B ‘

Email schedule wizard

Show email wizard welcome screen on startup

View options settings for Staff Count exercises.

3. Without closing the Options dialog select the Color tab to display the color
controls, and adjust the options to be the same as this display:
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Options * (]

— — e —

| General | View ‘ Color |UserfE|ﬂa|\ Information I Calculation | Vacation ICosts | Working Hours‘

shifis Unavalabilty
Show (&) shift color () If different from shift pattern [ show All Individual
T T
[VIDay Off Full Day Yacation
[w¥]i0:00a-6:00p Half Diay Vacation
[¥]7:00a-3:30p SICK
[¥]5:00a-2:00p CONFEREMCE
[¥]7:00a-3:00p |

[¥]3:00p-11:30p

l [#]2:00p-10:00p |

[¥]3:00p-11:00p

[¥]11:00p-7:302
[¥]10:00p-6:002

| [¥]11:00p-7:008

[lunallocated |
Holiday
| show |
=] ]
[CJPublic Holidays '
[Cwieekends
Show agsignment color .
Cover count
Over staffing: Acceptable staffing: Under staffing: l
= =)

View Color settings for Staff Count.

The color preferences are not significant but the display options will reduce “clutter” at this point
of the exercise. Note The “Cover count” non-color options have been selected to remove color
display in the Staff Count. “Staff Count” and “Cover Count” mean the same thing.

4. Close the Options dialog.

5. Select Data > Advanced sort... to display the Advanced sort dialog and
adjust the options to be the same as this display:

- —
Advanced Sort [
| Advanced Sort
Lets wou specify a custam sort arder, such as Last Mame,
Department, Start Time or Total Hours, and so forth,
Sort by
[Department *] © Ascending Order
() Descending
I Then by
Il [Siz:rt time: ‘] © Asgending Order
() Descending
I Then by |
I [(none] v] PEE Order I
(") Descending
I Then by
] [(none} .] (%) Ascending
. Order
I () Descending |
i [ ok || concel | |

Adjusting the options of the advanced sort feature.

6. Click OK to close the dialog and update the Schedule View area.
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Exercise 6.2
Introducing and working with the Staff Cover Count.

This exercise introduces the Staff Count and assumes you have Schedule24

Resource open with no schedule displayed in the Schedule View area and the
navigation pane displayed.

1. Place the mouse pointer on the separation bar of the Cover Count display
until the pointer turns into a double-headed arrow cursor. Click and
holding the mouse button drag the bar down until the display is hidden
from view and release. This will hide the Cover Count display.

I

3:00p-11:30p 3:00p-11:30p Day Off

25 25 25
51,930.00 $1,977.50 $1,841.25
99:00 99:00 132:00 s

F

7/4/2012 2:24

Selecting the Staff Count display herewith the mouse pointer to hide and unhide the display.

2. To display the Cover Count place the mouse just beneath the vertical
scroll bar. The mouse pointer will change to double-headed arrow. Click

and holding the mouse button drag the bar up until the Cover Count is
displayed and release.

# The Cover Count bar can be moved upwards or downwards to adjust the amount of
information you want to see displayed.

3. Using the mouse pointer to point on the Staff Count area and right

mouse click and select the “Customize” popup menu item to display
the Staff Count dialog.
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Staff Count
Current View Select Combinations
Job Title - |Shi& |Team |Cabegcr\-I |Min |Max bTite: | Al
jr Jar Jowmt o 1000 Job Tie: | ]
w0 Jeess o o shift [ Al v
A JHus o [0
Team: | Al v|
Category: | Hours v|
Category Threshold
Minimum: Mandmum:
o ) o)

The Staff Count dialog with list highlighted to remove.

4. Using the mouse pointer and the Shft key highlight the records in the
Current View list.

5. Click the >> button to remove the items in the list.

Staff Count
Current View Select Combinations
Job Title - |5hift Team Category |Min |Max
Job Title: | Al v|
shift: | Al v
Team: | Al v|
Category: | Hours v|
Category Threshold
Minimum: |0 C Maximum: | 0 :|

[ ok |[ concel |

Items removed from the Staff Count list.

6. Click OK to close the dialog and update the Staff Count dashboard.

This action removes all data from the Staff Count display including the default staff count
setting that is displayed when a schedule is opened.

7. Repeating the above procedure open the Staff Count dialog, and select the
options and choices displayed here:

Staff Count
Current View Select Combinations
Job Title |5hift A |Team |Catet_:j::1r5-I |Min |Max T | Radiologist |
: “
All Warking All Count 0 1000 on ke adoogs
All Mon Working all Count 0 1000 Shift: | 10:005-6:00p v|
All Day Off All Count i] 1000
Al Al Al Count o 1000 Team: | Al >
All 7:00a-3:00p all Count 1] 1000 Category: | Count v|
Radiologist 10:002-6:000 Al [count ______Jo_[1000 '
Category Threshold
Minimum: [0 C Madimum: | 1000 :|
o J[ coned ]

Selecting the list of items for display in the staff Count dashboard.
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2 You make your selection from the drop down list boxes in the Select Combinations” section
and clicking the << button to move the selection to the “Current View” list. You repeat this for
each entry. If you make a mistake highlight the item in the list and click the >> button to remove
it from the list. The list is sorted descending on the “Shift” column.

8. Click OK to close the Staff Count dialog and update the dashboard.

9. From the toolbar menu select View > Shift Description to display shift
descriptions.

10. Repeat the procedure to open the Staff Count dialog and select the
options in this display:

Staff Count @
Current View Select Combinations
Job Title |5hift - |Team Category |Min |Max
S Job Title: | Al v|
Radiologist 10:00&-6:00p All Count i] 1000
All 7:008-3:00p All Count 1] 1000 Shift: | Al v|
All All All Count 0 1000
All Day Off All Count 0 1000 Team: | All V|
All Early All Count o] 1000
Category: w
Al Late Al Count o 1000 gory: | Count |
Al Mon Working Al Count 1} 1000 Category Threshold
All Working All Count i] 1000
Minimum: Madmum: | 1000 :
[ OK ][ Cancel

Setting options while shift descriptions view displayed.

[ The drop down selection in the Staff Count List boxes is dependent on the current display
option selected. You can mix selections for the dashboard display. One advantage of shift
descriptions is they can group shift times that are similar and not significantly different e.g.
‘Late” and “Early”. The above display is sorted “descending” before clicking OK and updating
the Staff Count Dashboard.

11. Click the Shift column header until the sort indicator cue is pointing
down and click OK to close the dialog and return to the Schedule View
area.
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@ Schedule2d Resource Manager - Healthcare

(=1l =]

-8 %

[ 212/2009:0r Assoc. SP Elzabeth Galegos

1. Start r Schedule
fat you

Start a Task

[ New Schedule
& EasyStep Schedule Wizard
] schedule Templates...

@ schedule Templates Online...
Sort columns

Open an existing schedule Specific Job tile
Time format

rs |Mon 02Feb | Tue 03 Feb Wed 04Feb | Thu 05 Feb Fri 06 Feb Sat07 Feb Sun 08 Feb Mor 03 Feb -
2009 2009 2009 2009 2009 2009 2009 2009 ]
Early Dr Day Off Day Off Early Dr
CONFERENCE ~ CONFERENCE ~ CONFERENCE
Day Off Day Off Late Dr Late Dr Late Dr Late Dr Late Dr

Select Combinations

5 More...

Description format

Includes Day Off

i it a |Team |Categar |Min  [Ma:
Job-Tith {Shift v %

i 10:002-6:00p Al Count 0 1000 ey 4 d
At 7:00a-3:00p Al Count o 1000 Shift: ‘ Al v‘
Al Al Al Count 0 1000
Al Day Off Al Count 0 1000 . Team: ‘ Al "‘

<<
Al Early al Count 0 1000
Ca :
Al Lote Al ount 0 1000 tegory: | Caunt d
MNon Working al Count 0 1000 Category Threshold
al Working al Count 0 _1000
Set category thresholds here and click << button

[ J[ corca |

Dr Assoc. 5P Trever Casey | Orthopacdics EFES batebr
--------- oD DwOR  oeyOR  NGARDRINGHRDR DR NGRR NGhEE -
m 2 ke Rosa v S o] 10:00a-6:00p All Count 51 1 1 1 1 1 N
e All 7:00a-3:00p All Count 24 5 5 3 3 1 1 2 @
7] 3. Automate with Shift Fatterns Al ALl Count _ Summary Count based on 17# 25 25 25 25 E E E E
Al Day Off All Count_calculation Seﬂmg$ in | 35 4 4 4 4 7 8 5
@ 4- Manage your Schedule | Al Early All Count phors corrsnty T 22/4 5 5 3 3 1 1 2
o | Al Late All Count 3 1 1 1 1 1 1
@ S Checic biow ) oulce [Ioiny | Al Non Working All Count 73 10 1 1 10 13 13 9
ﬂ Working All Count Eﬁ‘ 15 14 14 15 12 12 16 -
= 6. Publish your Schedule = — = ‘ 3
slatal o, 8230 Tatal Cost £125.00 Daly Count Q012 S35

Customizing the Staff Count Dashboard.

The Staff Count can also be used to monitor working hour totals and staff costs on
a daily basis; and any combinations of these groups. This exercise assumes you
have Schedule24 Resource Manager and the schedule from the previous exercise

open.

The interaction between staff headcounts, working hours and staff costs is complex. Especially
when job title (skill sets) and variable cost rates are added to the “mix”. Staff Count enables
simplistic “headcount” approaches to be avoided and presents the opportunity to manage more
complex dependencies effectively.

The following combinations for the Staff Count dashboard can be presented in
the following table.

Description

All Job titles

‘ Count Hours ‘ Cost

All

Working

Non-working

Shifts/Day-off

NN NN
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Description ‘ Count Hours ‘ Cost

Defined Job Titles

All

Working

Non-working

RN RNIIN

Shifts/Day-off

All Teams

All

Working

Non-working

DN RN RN BN

Shifts/Day-off

Defined Teams

All

Working

Non-working

AN IENE NS RN

Shifts/Day-off

1. Place the mouse pointer in the Staff Count area and click the right mouse
button to display the pop-up menu and select Customize view to display the
Staff Count dialog.

2. Using the mouse pointer, Shft & Ctrl keys select all the records as displayed:

Staff Count (=]
Current View Select Combinations
Job Title |5hift - |Team |Categ|or5|I |Mir1 |Max
[0:00a6:000 [l Jcomt [0 1000 JobTie: | A ¥l
7:00a-3:000 Al Jcomt [0 [i000 shiftt | Working v
all all Count 1]
Dayoff  [w  Jownt  Jo o0 emmeliiad LAl v
W <<
Early l:ount m HtiG Category: | Count v|
late [ Jcoumt [0 [i000
[MonWorking  [Al  [comt [0 [1000 Category Threshold
\Working Al Jcont [0 |00
Minimum: Ma)cimurn:
[ ok ][ cancel

Selecting records to be removed from the display list

Click the >> button to remove the selected records from the Staff Count display.
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Current View Select Combinations
Job Title |shift & [Team |category |Min  [Max .
Al Al Al Count o 1000 Job Tite: | Al v
shift: | Working ~]
Team: | Al lv;|
:
Category: | Count lv}|

Category Threshold

Minimum: [0 2| Maxmum:[1000 3]
[ ok J[ conel |

The selected records removed from the list

From the drop down lists add the following combinations:

Current View

Job Title |shift « [Team |categary Min  [Max
All Al Al Count 0 1000
All Working All Count 1] 1000
All Working all Hours 1] 1000
All Working All Costs 0 1000

Select Combinations
JobTitle: | Al I~
shift: | Working v
Team: | Al i~
Category: | Costs ~]
Category Threshold
Minimum: [0 %] Maamum:[1000 3]
ok |[ concel

Selecting Staff Count combinations.

Dr Assoc, SP Trevor Casey

Late Dr

Day Off

Late Dr

Day Off

Al All Al Count

‘< [ T

17525 25 25 25 25 ~
All Warking All Count 96/ 15 14 14 14 15 3
All Working All Hours 789:30| 124:00 114:30 114:30 115:00 123:30

All Working All Costs £12,430.00 | £1,753.75 £1,612.50 £1,612.50 £1,621.25

£1,872.50 -

Combinations displayed in the Staff Count dashboard
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3 In addition to the daily totals of the respective combinations, the summary total for each
combination displayed is dependent on the calculations settings in Tools > Options >
Calculations. In this example it is set to sum the totals over a period of a week, or seven
rolling days when scrolling the schedule date ranges. You can also calculate average and
projected totals for these combinations as described in the calculations tab of Options.

# Currency symbols are dependent on the Regional settings in Control Panel.

Exercise 6.4
Setting Staff Count thresholds.

The Staff Count can also be used to monitor when thresholds are breached. This
includes headcount, working hours or staff costs. This exercise assumes you have
Schedule24 Resource Manager and the “Healthcare” schedule from the previous
exercise open.

1. From the Navigation bar Check how you’re doing section, select
Customize colors to display the Options > Color tab dialog. Alternatively
from the Menu you select Tools > Options > Color tab.

Options @
‘ General | IView | Color |User|fEmai| Information I Calculation IVacation ICusis IWurking Hours
Shifts Unavailability
Show (% shift color (O If different from shift pattern [ show All Individual
[¥Ipay Off
[“pay
[“IEarly Dr
[¥lEarly
[¥]Late Dr
[“lLate
[Inight Dr
[hight ||
[Flunallocated
Holiday
Show
3
[CIpublic Holidays -
[Cweekends
Show assignment color .
Cover coun it
Over staffing: Acceptable staffing: Under staffing: o

Displaying the Options > Color tab to map color Staff Count thresholds.

2. Click the color palette or picker next to the Over staffing: indicator and
select a suitable color.

3. Repeat the above step for Acceptable staffing: and Under staffing:
indicators.

4. Click OK to close the dialog and update the color display in the Cover
Count display.

160
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The color cue displayed is not that meaningful given we have not set the thresholds in the Staff
Count dialog. At the moment the color display is generated by the default settings.

5. From the Navigation pane “Cover Count” section select “Categories and
Ranges” to display the Staff Count dialog.

6. Using the mouse pointer select each record displayed in the “Current
View” list of the Staff Count dialog, and set the minimum and maximum
thresholds for each entry and click the << button to update the threshold
count. Do this for each in turn.

Current View Select Combinations:
Job Title |shift & [Team |category [Min  [Max
Al Al Al Count 25 25 Joo Tite: | Al 3
All Working Al Count 14 15 Shift: | Al v|
All Working Al Hours 100 125
Al Working Al Costs 1650 1850 . Team: | Al "|
<<
Category: | Costs v
Category Threshold
Minimum: Maximum:
(o |

Setting the thresholds for each of the combinations listed.

If you do not select the combination category when changing thresholds it will add the
combination category and threshold as a new list item to be displayed. If you do this in error
then just click the >> button to remove it from the list and repeat the procedure to change an
existing items threshold.

7. Click OK to close the Staff Count dialog and update the Staff Count
dashboard.

Total Hours |Wed 04 Feb Thu 05 Feb Fri 06 Feb Sat 07 Feb Sun 08 Feb Mon 09 Feb Tue 10 Feb
2009 2009 2009 2009 2009 2009 2009

Early Dr Day Off Day Off Early Dr Early Dr
COMFEREMCE ~ CONFEREMNCE

Day Off Late Dr Late Dr

Late Dr Late Dr Late Dr Late Dr
e R N N
Early Early

Day Off Day Off

Dr 5T2 Mercedes Pennington . Day Off Day Off Early Dr
Day Off Day Off Early

Murse Grade 2 Jane Green atri . Day Off Day Off

o T O o
25 25 25 25 25 25 -

Al Al All Count 17525

All Working Al Count 08|14 14 2 2 115

All Working All Hours 807:00| 114:30 99:00 800 13200 12400

Al Working All Costs §12,643.75 §1,621.25 §1,738.75 -

Best casel Staff & hours Worse case! Within cost Al:l:ept.'ahlefor
Staff & hours OK within plan but Too few staff & but shortfall  all categories
and below cost a cost overun hours but still on staff & hours

a cost overun

The Staff Count dashboard displays information about breaches in operational thresholds
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Working with Staff Distribution Profiles.

The Staff Count is only one of the analytical tools available and is closely associated with the
Staff Distribution Profile. Having the right numbers of staff delivered at the wrong time is a
common failing often overlooked leading to a reactive response by increasing overtime or
agency costs.

The Staff Distribution Profile displays a graph about how staff are distributed by
sub-groups including department, job title and shift categories. This exercise
assumes you have Schedule24 Resource Manager and the schedule from the
previous exercise open.

1. Open the Healthcare example schedule if it is not already open.

2. From the toolbar menu select Data > Sort by > Job title to sort the
Schedule View area.

3 A key feature of the Staff Distribution Profile is the ability to analyze how different sub-groups
make up the total distribution of available staff. The current primary Sort by category is also
the sub-group category displayed in the Staff Distribution Profile.

2. Using the mouse pointer highlight a range of days from Monday to Sunday.

[0 This range will be displayed in the Staff Distribution Profile. Selecting greater ranges over
several weeks or months can be analysed in the Staff Distribution Profile using the scrolling
controls and the Go To Date feature with Shft key and mouse control.

£a} 1. Start your Schedule

Total Hours | Mon 02 Feb Sat 07 Feb -
2009 2009

&8 2. Add and Remove Staff

3. Automate with Shift Patterns a Day OFf Day off
Ful Day Full Day
@ 4-Manage your Schedule Dr Assoc. 5P Veronica Smythe | Paediatrics suoo 22 OfF ateDr LBtz D Latebr Latelr LBy (EEeT a2y

@ 5. Chieck How You're Doing D Assoc. SP Trevor Casey | Orthopaedics 30 |LBEDr Late Dr Late Or Late Or Late or Day Off Day Off Late Or

Caver Count
Show staff working by shift, team and job ite.

.qp | E2rIY Dr Early Dr Day Off Day Off Early Dr
Dr Assoc. SP Elizabeth Gallegos | A &E 17:00 CONFERENCE  CONFi CE  CONFf e

te Dr Late Dr Late Dr Late Dr Late Dr

Dr FT2 Richard Alln ABE 23 | Bo O pay off Day Off L

Dr FT2 BANK. SAU 0:00
Show distribution of staf.

% Show Distribution by Shift

Dr FT2 BANK. Orthopaedics 0:00

Day Off Day Off Early Dr Early Dr Early Dr

Early Dr Early Dr Early Dr Early Dr Day Off Day Off Early Dr

Day Off Late Dr Late Dr Late Dr

Late Dr Late Dr Day Off

Early Early Early Early. Early.

Early Day Off

Day Off

urse Grade 2 James Smith Early Early Early Early Day Off Day Off Early il

Al AILAll Count
All Warking All Count
......... Al Working All Hours. 789:30| 124:00
A
«

Working All Costs. $12,430.00|$1,753.75
[ I

25 25 25 25 25 25 25 -
it ) 15 2o s

114:30 11500 12330 00 o0 0

SL61250  $1,62125  SLE72SD  $1990.00  $L97S0  $184125 -

I Monitor Confiicts.

Highlighting a range of dates for display in the staff Distribution Profile
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3. From the Menu toolbar click the Staff Distribution Graph button,
alternatively select Data > Distribution Graph or select Show Distribution
Graph by Job Title from the Distribution Profile section of the Navigation
Bar. This will display the Distribution Profile window.
4. From the Timescale: dropdown list select 12 hour zoom and adjust the
window size to display Monday to Sunday week days.
Jln Staff Distribution Graph - Healthcare o2l
2Feb 2009 3Feb 2009 4Feb 2009 5Feb 2009 6 Feb 2009 7 Feb 2009 8 Feb 2009 FT;?E v|
Mon Tue Wed Thu Fri Sat Sun
Sub group distribution < key |
10 [“lor Assoc. 5P
1B ot
. . [“lor sT1
8 I Dr T2
- ,:. h II | — :E:se Grade 1 E
1 [FHurse Grade 2
5) [¥]Murse Grade 4
4 _| [#IMurse Practitioner
o H L’ [“IRadiologist
-1 . iE- | E =
0403| 12:00p 12:00a 12:00p 12:00a 12:00p 12:00a u:(igu 12:00a 12:00p 12:00a 12:00p 12:00a 12:00p lZ:l ; Hayay
Timeline Subgroup totals make up the di_sllibuliun
R bl S
Ready

Displaying the bar chart graph by Job title category

[ The Chart area displays several key pieces of information including a timeline, a red line graph
of headcount, a stacked bar chart that displays how the different sub-groups (in this example
Job title) make up the overall distribution.

5. Uncheck the “Stacked bar chart” checkbox to reduce the bar chart and
reveal the red line graph. Check the control to display the bar chart of sub-
group information.

il stoff Distribution Graph - Healthcare [E=H EEH =)

Timescale
| 12 hour v |

2Feb 2009 3Feb 2009 4Feb 2009 5Feb 2009 6 Feb 2009 7Feb 2009 8 Feb 2009
Mon Tue Wed Thu Fri Sat Sun

Sub aroup distribution < ey |
[¥[or Assoc. 5P

[lorFT1
[lor Fr2
[¥lor sT1

[¥lor sT2

[“Ior spr.
[FlHca

[¥Inurse Grade 1

[¥INurse Grade 2
[“INurse Grade 4
[#INurse Practitioner
[¥Iradiologist
[lsister

[ITotal

L T S B

002 12:00p  12:00a 12000 12002 12:00p 1200 12000  12:00a  12:00p  12:00a  12:00p 12002 12000 12
< n

i) Cistecedberdar

e Subgroup totals mak_e up the distribution
tatal. Good for showing comparizans
between subgroup values.

Ready

Displaying the red line graph of staff distribution over a week range.

6. In the Sub group distribution pane, uncheck and check category
checkboxes to reduce or increase information in the Profile view area.
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[ The view scale can be zoomed in to display 15 minute time intervals using the Timescale
options.

7. Close the Distribution Profile window.

8. Using the mouse pointer highlight the week range as before if not already
highlighted.

9. Select Show Distribution Graph by Department from the Distribution
Profile section of the Navigation Bar. This will display the Distribution
Profile window.

0 Remember the category display is based on the primary “sort by” category; in this case we
now want to see how staff are distributed by the respective departments.

[l Staff Distribution Graph - Healthcare =N EE )

2Feb 2009 3Feb 2009 4Feb 2009 5 Feb 2009 6 Feb 2009 7Feb 2009 8Feb 2009
Mon Tue Wed Thu Fri Sat Sun

Sub group distribution - \Key \

[¥]a E
N |

[Florthopaedics
[¥lPaediatrics
[FIradiology
[¥]sau

[FITotal

|

-
|

-

00a 12:00p 12:00a 12:00p 12:00a8 12:000 12:00a 12:00p 12:00a 12:000 12:00a 12:00p 12:00a 12:000 12:
< m

— Subgroup totalks make up the distribution
total. Good for showing comparisons
between subgroup values.

Displaying the bar chart graph by Department category.

[ Note that the staff distribution by headcount is identical to the previous graph displaying
distribution by Job title. The only thing that changes is the sub category, and the bar chart is
significantly different because it is measuring a different sub-group. The staff headcount
distribution however is common to both (in fact all sub-groups do until the headcount changes).
These are some of options for analysing distribution profiles:

— Contribution of sub-group resources in the context of the overall
distribution;

= Compare sub-group resources in context of other sub-groups;

= ldentify which sub-group is involved in unsocial hours working;

= Increasing or decreasing sub-group availability at specified times;

= ldentifying “too many”, “too few” or acceptable levels of staffing
by sub-group.

10. Close the schedule and save if prompted.



SCHEDULE24 USER GUIDE AND TUTORIAL

165

Monitoring Staff Working Hours

1 Staff work hours is the universal measure for compensation; and the capacity to deliver goods
or services. It underpins the basis of all business strategy given staff costs typically represent
around 80% of business costs. They are also the only costs the business can control. However
despite these factors, the latest research highlights around 50% of senior business managers
and executives have little or no knowledge about the impact of staff costs on their business.

Exercise 6.6
Working with staff working hours.

=)

Staff working hours are automatically calculated and displayed in a variety of
ways including hours total for health & safety, pay role, or just to keep costs in
check especially where unproductive overtime is concerned. This exercise
assumes you have launched Schedule24 Resource Manager, the navigation pane
displayed and no schedule is open in the Schedule View area. You will be using
the “MySchedule” created in the “Getting Started” Section 2.

1. Open the MySchedule.
P Schedule24 Resource Manager - MySchedule = [ )
ig]_ﬁe Edit View [nsert Scheduing Iools Data Reports MWindow Help -8 %
PO S g e 3] b Ha®| - -] @] 8] staffmanager... | 98 Team Manager... | (£ ShiftPattem Designer... || 100% - i@
i & shiftEditor | 7 Assignments... 2 Unavailabilty... | Breaks... | .| Memo... | 3 Monitor Confiicts... | (il Staff Distribution Graph
i |4 Day Schedules =3 Week Schedules | 5 E-mail Staff Schedules... | a3 Publish to the Web.., } 3 StaffReport | g Statistics Report | 3 ManagementReparts.
_ s 9 X Department Total Hours | Sun 27 May Mon 28 May Tue 29 May Wed 30 May Thu 31 May Fri01 Jun Sat02Jun 5un 03 Jun Mon =
= 7 days 2012 2012 2012 2012 2012 2012 2012 2012 20127
1.Start your Schedule
A s ror 4 | oo-cow oo ovor O I .
St aTork FT Agent Victoria N <si0p DVOFF Day Off Day!
[ New Schedule ecaty
£ easystep Schedule Wizard
3] Schedule Templates.
FT Agent Timothy = 2 Dav Off 7:00a-3:00p  7:00a-3:00p i :00p : 100p £ :00p  Day Off Day!
@ schedule Templates Oniine... Chiswick
FT Agent Jasmine Fields | B 40:00 Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:002-6:00p 10:00a-6:00p 10:00
Open an existing schedule e - ey ot
e - e e R
5 More..,
&8 2. Add and Remove Staf
7] 3- Automate with Shift Patterns
T 4 Manage your Schedule
T 5. Check How You're Doing =
Al AlLAll Count ©]7 7 7 7 7 7 7 7 7 -
(=5 6. Publish your Schedule = oun , -
7/4/2012 8:51

Ready

Displaying “Myschedule” in the schedule View area.

2. Open Tools > Options > View tab and set the options as follows:
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Options

General ‘ View ‘Cnlnr | User/Email Information | Calculation | Vacation | Costs | Working Hours

Assistance
Show Welcome screen on startup Show Assistants show Infotips
Show MNayigation Pane

Show in schedule

Job title [] Employee Number [ nitle First name Last name

Status bar Grouping

Time settings

Use the following time format: (%) 12 hour AM/EM ) 24 hour

Print

Margin units: | Inches b |

Email schedule wizard

Show email wizard welcome screen on startup

Displaying the View options for Myschedule.

3. Click the Color tab and set the options as follows, although it does not have

to be color specific.

Options
General | Wiew | Color |User,'Ema\I Information I Calculation | Vacation | Costs | Working Hours
Shifts Unavailability
Show (& Shift color () If different from shift pattern [ show Al Individual
Al ] <@

[¥]7:00a-5:00p Full Day Yacation

[¥pay off Half Day Yacation

[#]10:00a-6:00p STk

[#]7:00a-3:000

[¥]5:00p-1:00a

[#]3:00p-11:00p

[¥]11:00p-7:00a

Holiday
Show
AL
[CIpublic Holidays
[#]weekends
Show agsignment color .

Cover count

Ower staffing: Acceptable staffing: Under staffing:

Displaying the Color options for Myschedule

4. From the Menu toolbar select View > Hours to display the hour’s column in
the Schedule. To hide the hours column repeat this procedure and uncheck

the menu item.
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Total Hours

7 days
FT Agent Victoria
Ainsworth
FT Agent Richard Allen THEEREE s
Day Off F:00z-3:00p F:00z-3:00p

43:00

10:00a-6:00p  10:00a-6:00p

40:00 Day Off Day Off

10:00a-6:00p  10:00a-6:00p

Displaying the staff working hours in the schedule View area.

The hours calculation is set in the Tools > Options > Calculations tab. In this example we are
calculating the hours worked over 7 days. All hours’ calculations start from the first day column
displayed. If you have any other column displayed e.g. Department, uncheck View >
Department.

This exercise assumes you have launched Schedule24 Resource Manager, the
navigation pane displayed and “MySchedule” is open in the Schedule View area.

1. From the Menu select Tools > Options > Calculation to display the
calculation settings for budget and working hours. Alternatively select
Customize calculation from the View hours and budget section of the
Navigation Bar.

=

General | View | Color | User/Email Information | Calcuiation |vacation | Costs | werking Hours|

Calculation setting:

Calate over days, and
display calculation for days

Indlude bresks in calaulation

the top box and the larger number in the bottom box e.g. 7in the top box and 365
lcosts total based on a week.

Setting the calculation to display exact totals
2. In the Calculate over text box enter “7” days, and

3. In the display calculation for text box enter “7” days
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4. Uncheck the Include breaks in calculation checkbox

3 If you want to include break time in the working hour’s calculation check this checkbox.

5. Click OK to close the dialog and update the working hour view in the
schedule to display the exact hours worked by staff each week.

Exercise 6.8
Calculate average staff working hours.

This exercise assumes you have launched Schedule24 Resource Manager, the
navigation pane displayed and “MySchedule” is open in the Schedule View area.

1. Select Customize calculation from the View hours and budget section of
the Navigation Bar. This will display the Calculation options.

Options

General [ View | Color | User/Email Information | Calculation | vacation | Costs. | wor

king Hours

==

Calculation settings
Calculate over 28] % | days, and

display calaaton for [7 % days

Indlude bresks in calaulation

Setting the calculation to display average totals

2. In the Calculate over text box enter “28” days, and

3. In the display calculation for text box enter “7” days

4. Check the Include breaks in calculation checkbox

5. Click OK to close the dialog and update the working hour view in the
schedule to display the average hours worked by staff each week. Over a

period of 28 days.
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Total Hours
7 days

10:002-8:00p  10:003-6:00p
7:00a-3:00p  7:00a-3:00p
Day Off Day Off

10:00a-6:00p  10:00a-6:00p

Displaying average hours over 28 days.

This exercise assumes you have launched Schedule24 Resource Manager, the
navigation pane displayed and “MySchedule” is open in the Schedule View area.

1. Select Customize calculation from the View hours and budget section of
the Navigation Bar. This will display the Calculation options.

2. In the Calculate over text box enter “7” days, and
3. In the display calculation for text box enter “28” days

4. Check the Include breaks in calculation checkbox

‘Gma-dl!liew |Calor |Use{|Emai i ‘Ca\culahoﬂ ‘Vamhmlmm IMIQ}MS‘

Calculation settings

Calculate over days, and
display calculation for days

Include breaks in calculation

Calculation examples

Exact Working Hours and Costs

If you want exact totals enter the same number in both boxes e.g. 1in both boxes will give the exact hours/budget per day; and 7in bath
boxes will give the exact hours/budget for a 7 day week.

Average Working Hours and Costs
If you want average totals enter the larger number in the top box and the smaller number in the bottom box e.g. 28 days in the top box
and 7 in the bottom box will display the weekly average hours/budget over 28 days.

Projected Working Hours and Costs
If you want projected totals enter the smaller number in the top box and the larger number in the bottom box e.g. 7in the top box and 365
in the bottom box will project the annual hours/costs total based on a week.,

(o [ conel |

Setting the calculation to display projected totals.
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5. Click OK to close the dialog and update the working hour view in the
schedule to display the projected hours worked by staff over a period of 28
days based on the hours worked in one week.

mail Staff Schedules... | sl Publish to the Web... | &% StaffReport | g7 Statistics Report

Total Hours | Sun 27 May Mon 28 May Tue 29 May
28 days 2012 2012 2012

FT Agent Victoria
Ainsworth

FT Agent Richard Allen 160:0p | 10:0026:00p  10:002-6:00p  10:002-6:00p
FT Agent Jasmine Fields 160:00 - _—— ——

g B B R

Displaying projected hours over 28 days based on 7 days.

Note the Total Hours header change to indicate calculation period being applied.Monitoring
Staff Availability

When staff are available to work is clearly important to longer term planning. With the increase
in “flexible working”, and in some countries this entitement is legislated e.g. EEC Member
States, it is important to record staff working arrangements or “working time profile”. It might
sometimes be referred to as “staff preferences’, but in most cases it is based on an agreement
between the employer and employee and will often form part of a contract. For all other
reasons it simply makes sense to include individual staff arrangements in schedule planning.

B Exercise 6.10
Working with Staff Availability settings.

This exercise assumes you have launched Schedule24 Resource Manager, the
navigation pane displayed and “MySchedule” is open in the Schedule View area.

1. From the toolbar menu click the Staff Manager button to display the Staff
Manager, alternatively from the Add and Remove Staff section of the
Navigation Pane select “Add and Remove Staff”.

2. Select the Availability tab and select the options displayed here:
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-] Staff Manager
Go to: lastname  Tile: Mr ~ First: peter Last: Agar
Title Last Mame First Mame  Job Tite |Department " Personal | Address | Contact [ Traini - ; Availabili
ng | Service | Costs | Working Hours | Availability
| S Agar Peter FT Agent |a B ‘ l l I I I I ‘ @
Mz Ainsworth Victoria FT Agent |A || Constraint settings
Mr Ali Javid FT agent |a
M- Allen Richard FT Agent |a Clear Constraints Enables and disables the settings
Mr Chiswick Timathy FT Agent |E Erom To Erom To
Mrs Filds Jasmine FT Agent |8
Miss | Green Jane FT Agent |c Does ot work Monday [CImMonday 24hrs Spiit
Works anytime Tuesday [V] Tuesday 24hrs 00:00 24:00 Split
S?:‘He?et;g:d Works any y || Wednesday 24 hrs 00:00 24:00 split
Can only work during these hours on Thursday [¥] Thursday [l24brs 0800 14:00 []split  18:00 21:00
Works anytime Friday [¥] Friday 24hrs o0:po 24:00 Split
Works anytime $atiirday V] saturday 24hrs  o0:po 24:00 split
Can only work during these hours on Sunday [V] Sunday [l24ahrs 13:p0 24000 Split
Example time format: 13:30 (24 hours) - [1:30p (12 hours)
Enables availabilit
Work pattern to be split across
two periods
Available for split shifts in a day
This means a Wednesday
night shift will 'flag’ a warning
because they are not available
until 6am Thursday morning
< |:| »
Person 1of 7 [ % New Person ] [ < Delete Person ] l el Save and Close ] [ Cancel

Entering information about a staff working time profile.

[0 This information is automatically checked during the course of scheduling and if any conflicts
arise a warning is displayed to take avoiding action.
3. Click Save and Close to update the staff record.

4. From the toolbar menu click the Management Reports button
to display the Reports dialog.

& Management Reports
O-\ L < Local Disk (C)) » Schedule24 Duty Management Toolkit » Management Reports ».
Organize v Newfolder
.~ Name . Date modified Type Size
arts and Graphs ey, e folder
L Charts and Graph 1/31/2012835 File fold
J Costs 1/31/2012835 File folder
| Court 131202835 File folder
HR 1/31/2012835 File folder
= J. Operations 1/31/2012835 File folder
[E Research 1/31/2012835 File folder
d J. Schedule Formats 1312012835 File folder
B
B
<&
-
&
€|
9|
FE
£
G
File name | [schedulezs Reports v

Displaying the Reports dialog

5. Select HR > Staff Work Preference report and click Open to display the
report
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51142012 10 §202012
Name Peter Classificstion FT Agant
Agar Employee Number
Avansminty Hours
Avaliabls for spit shifls First Period second Period
From Ta From Ta
WMondzy
Tussday 90300 2000
Vidnesdzy G000 2000
Thursday 06:00 1400 1500 |[_z100
Friosy G000 2000
ssturasy 9000 2000
sundzy 13:00 2000
WD ming Howrs Thresnoiss
Maximum Dally Hours Maximum Weskly Hours
vammum Dany Hours Wammum Vssky Houre
Avarags Dally Hours Avarags ksl Hours
ovar aays ovar waske
Waximum Dally Waximum Weskly
Qvartims Hours
nm U conEscu e ammum vssty Rest consseutus nours
hours Dally Rest MInimum Vs skly Rest consscutve hours
over wesks
signature Date

An example of a Staff working time profile report

# Tip: A definitive document about working hours can save time and misunderstanding at the
beginning of any agreed working arrangements.

6. Close the Report View using the Close button on the toolbar to return
you to the Schedule View area.

7. From the toolbar menu select View > Issues Pane to display
the Issues Pane at the bottom of your screen.

% Schedule2d Resource Manager - MySchedule ==
i of]gle Edt Wew [nsert Scheduing Tools Data Reports Window telp -8 x
PG A G 6 | - | Q| 8] sieffienager... | 88 Team Manager... | g4 Shiftatten Designer.,. | 100% - @)

i (3 shift Editor | Q@gﬂlﬁnl&.. }}_}gmaiahin, | Breaks... | | Memo... | %HﬂrltnCmﬁds.. | @smﬁmﬁjmeﬁu

g % Day Schedules 23 | & E-mail Staff 5
... B B3 Sat 02 Jun Sun 03 Jun Mon 04 Jun Tue 05 Jun L=
2012 2012 2012 2012
ﬁ 1. Start your Schedule :003-6: Day OFf L
Start a Task

FT Agent Victoria Day Off Day Off 7:00a-3:00p
192:00

Ainsworth

T Agent Richard Alln m:una-ﬁ:unp 10:00a-6:00p  10:00a-6:00p  Day Off Day Off

Day Off 7:00a-3:00p  7:00a-3:00p  10:00a-6:00p  10:00a-6:00p  10:00a-5:00p  10:00a-6:00p  Day OFF

FT Agent Jasnine Fiekls 1m0 Day Off Day Off 7.002-3:00p  7:00a-3:00p  10:00a-6:00p  10:002-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off
7:00a-3:00p  10:00a-6:00p  10:00a-6:00p FORER00 00 10:00-6:00p  Day OFF Day Off --I

[ New Schedule

& EasyStep Schedule Wizard

[8] schedule Templates. .

@ schedule Templates Online...

Open an existing schedule

5 More...
Al All All Count. | 1967 7 7 7 7 7 7 7 7 7 3
< m ] >
&R 2. Addand Remove Staff | Tssues @ x
Schedule ~ person Date |shift [1ssue Description ~
Automate with Shift Pat... |vyschedule.wpn FT Agent Peter Agar Sunday, May 27, 2012 10:00a-6:00p Availability Shift: 10:00a-6:00p does not match this day's staff availabiity: 1:00p-12:00a
MySchedule.wpn FT Agent Peter Agar Thursday, May 31, 2012 3:00p-11:00p Availability 00p-11:00p does not match this day's staff availability: 5:00a-2:00p, 6:00p-2:0
E 4. Manage your Schedule MySchedule.wpn FT Agent Peter Agar Saturday, June 02, 2012 5:00p-1:00a Availability 00p-1:00a does not match this day's staff availabiity: 12:00a-12:00a
MySchedule.wpn FT Agent Peter Agar Sunday, June 03, 2012 11:00p-7:008 Availability p-7:00a does not match this day's staff availabiity: 1:00p-12:00a ||
@ 5. Check How You're Doing | |myschedule.wpn FT Agent Peter Agar Mondsy, June 04, 2012 11:00p-7:003 Availability p-7:00a does not match this day's staff unavalabiity
MySchedule.wpn FT Agent Peter Agar Thursday, June 07, 2012 7:00a-3:00p Availablity : 7:008-3:00p does not match this day's staff avaiability: 6:00a-2:00p, 6:00p-3:00
=) 6. Publish your Schedule S - = = s =

Total Hours 8:00 7/5/2012 8:13

The issues pane displayed with a list of issues, warnings about scheduling conflicts.
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At this point a list of warnings will have been generated for “Peter Agar” because his availability
will conflict with the current schedule. The Issues Pane can be docked and undocked and
adjusted to requirements in the Schedule view area.

173

@ Schedule2d Resof 5] Staff Manager =z ]=]
i orlFle Edt vew Go to: lastname | Tite: | I +| Eirst: Peter Last: Agar o @
HIm A= WEN]
IR NEN Tite |LastName FirstName | Job Titie [Department =] | [Persona | Addeess [ Conack | Traning | Serviee | Gosta | Werking Hours] Avaiabitty [otes
i 5 shiftedior v P U Agar Peter FT Agent A |
_ Ms Ainsworth Victoria FT Agent |a [ int setti
i |4 Day Schedules 3 Mr Ali Javid FT agent |a
M Chiswick Timothy FT Agent E] From To From To M ;:euos n il
Mrs  Fields Jasmine FT Agent ]
1. Start your S{ L
ﬁ your Miss | Green Jane FTAgent  |C [CManday [Cl24hrs [spit Bz
Start 3 Task Tuesday 24hrs o0:00 24:00 split 7:00a-3:00p
(1 New Schedule [#] Wednesday [@2ahrs  [00:00 24:00 split P 10:00a-6:00p
£ Essytep Sche [#] Thursday [24hrs  08:00 14:00 [@spit 1300 2100 --|
[3] schedule Tampl [#] Friday [ 24hes  [00:00 24:00 Spit -|
J Schedule T
@ schedue Temp) [#] saturday []24hrs  [oo:00 24:00 Spit Op  Day OFf

Open an existing scher Sunday [CJ24bes 1300 2400  [Cspit .-I
& m Example time format: 13:30 (24 hours) - 1:30p (12 hours)

.....

Work pa

m 2. Add and Rer] ] Available for split shifts

S 5
5§ 6. Publish your| d ' -
Person 10f7 i@ || igy NewPperson X Delete Person |l save and Close Cancel
= o] I [ I | _
Schedule  |person |Date |shift [1ssue |Deseription | -
MySchedule.wpn FT Agent Peter Agar sunday, May 27, 2012 10:00a-6:00p Availability shift: 10:00a-6:00p does not match this day's staff availability: 1:00p-12:008
MySchedule.wpn FT Agent Peter Agar Thursday, May 31, 2012 3:00p-11:00p Availability shift: 3:00p-11:00p does not match this day's staff availsbility: 6:00a-2:00p, 6:00p-9:00p
MySchedule.wpn FT Agent Peter Agar Saturday, June 02, 2012 5:00p-1:00a Availability Shift: 5:00p-1:00a d atch
MySchedule.wpn FT Agent Peter Agar Sunday, June 03, 2012 11:00p-7:00a Availability Shift: 11:00p-7:00a does not ma
MySchedule.wpn FT Agent Peter Agar Monday, June 04, 2012 11:00p-7:00a Availability Shift: 11:00p-7:00a does not ma
MySchedule. wpn FT Agent Peter Agar Thursday, June 07, 2012 7:00a-3:00p Availability Shift: 7:00a-3:00p does not match this day's staff availability: 6:00a-2:00p, 6:00p-9:00p .
MySchedule.wpn FT Agent Peter Agar Sunday, June 10, 2012 10:00a-6:00p Availability Shift: 10:00a-6:00p does not match this day's staff availabiity: 1:00p-12:00a
MySchedule.wpn FT Agent Peter Agar Monday, June 11,2012 10:00a-6:00p Availability shift: 10:00a-6:00p does nat match this day's staff unavailability v
Total Hours 8:00 7/5{2012 7:50
Displaying the warnings in the Issues Pane and compared with staff working time profile.
[ In the main these should be self-explanatory, but one or two may require further clarification.

8.

What can catch people out is a night shift on the preceding day impacting a constraint on the
following day which flags a warning. One warming listed here deserves more explanation:
“Saturday June 02, 2012 5:00p-1:00a Availability Shift: 5:00p-1:00a does not match this day’s
staff availability: 12:00a-12:00a”. This is caused by the 5:00p-1:00a Saturday evening shift
running into the following Sunday which has an availability constraint starting at 13:00 or 1pm
in the afternoon. Put another way they are unavailable before then, including the 1am hour in
the small hours of Sunday moming, albeit it is considered a Saturday shift. Finally, 12:00a-
12:00a represents a full 24 hour period or day running from midnight to midnight and this is
displayed as part of the warning message. If there was no constraint on the early hours of
Sunday morning there would be no warning.

Close “Myschedule” and clear the Schedule View area.

Work Hour Thresholds

In addition to Staff availability we need to manage information about Work Hour Thresholds.
This is about monitoring when staff are working too many or too few working hours. This is
more sophisticated than just monitoring staff hour totals we saw earlier in the Schedule View
area. For example the weekly hours may add up correctly but may involve working longer
hours over fewer days and for some occupations e.g. driving and operating machinery and not
satisfactory.
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Exercise 6.11
Working with Work Hour Thresholds.

This exercise assumes you have launched Schedule24 Resource Manager, both the
navigation and issues panes are displayed and no schedule is displayed in the
Schedule View area.

1. Open the “Myschedule” schedule in the Schedule View area. Warning
messages will appear in the Issues Pane.

2. Click the Monitor Conflicts button in the toolbar menu to display the Active
Conflict Monitoring (ACM) dialog.

Manitor Conflicts @
Monitor conflicts
Manitor conflicts weeks or months in advance. Spedfic date
ranges can be set with the From and To calendars.
[ Activate conflict checking
Continuously monitor conflicts (@ Chedk date ranges
Ched: now
From: 5(27/2012
Ta: 6/14/2012
Close

The Active Conflict Monitoring (ACM) control dialog deactivated

3. Using the mouse pointer uncheck the “Active conflict checking”
checkbox and click Close to return to the Schedule View area.

4. Save the “Myschedule” schedule and close to clear the
schedule View area.

5. Open the “Myschedule” schedule to display it in the schedule
View area.

3 On opening “Myschedule” on this occasion you will notice the Issue Pane is not populated with
warnings. This is because the background processing has been turned off and checks are not
carried out when opening a schedule.

6. Using the mouse pointer select the Monitor Conflict button in
the toolbar menu to display the ACM control dialog.
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Monitor Conflicts @

Monitor conflicts

Maonitor conflicts weeks or months in advance. Spedfic date
ranges can be set with the From and To calendars.

Activate conflict checking
() Continuously monitor conflicts @) Chedk date ranges

Chedk now

From: 5/27/2012 E
To: 5/14/2012 (=]

The Active Conflict Monitoring (ACM) control dialog settings activated

7. Using the mouse pointer check the “Active conflict checking” checkbox
and click Search this will search and display conflict warnings in the
Issues Pane.

[ It is recommended for large schedules to only activate the ACM control when you need to
check conflicts e.g. before publishing etc. Otherwise there may be a delay of 2 or 3 minutes as
the ACM will carry out all the checks as it is opening a schedule.

8. Close the ACM control dialog to return to the Schedule View
area.

Rest Period Thresholds

2 Associated with work hour thresholds are thresholds for rest periods. The most obvious is the
time between shifts, but it also includes weekly rest periods. Lack of either can have a
cumulative effect and lead to sleep deprivation over a period of time increasing fatigue and risk.

Exercise 6.12
Working with Rest Period Thresholds.

This exercise assumes you have launched Schedule24 Resource Manager, both the
navigation and issues panes are displayed and “Myschedule is displayed in the
Schedule View area.

1. Using the mouse pointer right mouse click on Peter Agar in the schedule
View area and select the Staff manager in the pop-up menu and when
displayed click on the Working Hours tab.

2. Enter the values displayed here:
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9| Staff Manager @
Go to: lastname  Tile: Mr ~ First: peter Last: Agar
Title  LastName First Name  Job Title [Department - ‘ Personal | Address | Contact I Training I Service I Costs | Working Hours |Avai|abi|ity I MNotes |
b |Mr Agar Peter FT Agent |_
Ms Ainsworth Victoria FT Agent |A || Work hour values
Mr Al Javid FT agent |a Uses gliobal .
Mr Allen Richard FT Agent |a values in sef in () Default options (@ Individual values glﬁcebﬁa\“:rgltlael":lle: .:.1:;?512 S;Ert;ﬂ:
Mr Chiswick Timathy FT Agent |E Tools > Options
Mrs Filds Jasmine FT Agent |8 Define week
Miss Green Jane FT Agent C
g | Use a fixed week from: Monday 7
Calculations based on rolling or fixed week options
‘Working hours
Daily Weekly
Maximum: & hours Maximum: 49 hours
Minimum; 4 hours Minimum: 30 hours
Average: hours  over: days Average: hours  over: weeks
Maximum overtime: 2 hours Maximum overtime: 10 hours
Rest periods
Daily Weekly
Minimum consecutive: 11 haurs Minimum consecutive: 24 hours Day off a week
Minimum consecutive: 48 hours over: ﬂ weeks
Between shift periods Two consecutive days off e.q. weekend
< r
Person 1of 7 [ “é New Person ] [ < Delete Person ] l |l Save and Close ] [ Cancel

Displaying the Staff Manager Working Hours controls and configuring values.

3. Click Save and Close to return to the Schedule View Area

[ You can set global Working Hours values in Tools > Options that are applied to all staff in the
schedule; and individual Working Hours values for each member of staff. Values are calculated
depending on option selected i.e. global or individual.

# Enter global first and then deal with exceptions individually.

4. Open the ACM control dialog and accept the default dates click Search

3 There should be no change to the warnings listed in the Issues Pane. The values entered for
“Peter Agar” do not as yet breach any thresholds you have set.

5. Close the ACM control dialog to return to the Schedule View area.

# Tip: use the mouse pointer to grab the top of the Issues Pane and extend upwards to display
more visible area.

6. If not already done so, adjust the Schedule View area to display the
schedule content as follows.
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dles | & E-mail Staff Schedules... | a3

Total Hours | 5un 27 May Sat 02 Jun
7 days 2012 2012

Day Off Day Off

FT Agent Victoria
Ainsworth
7:00a-3:00p  7:00a-3:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off

FT Agent Jasmine Fields Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p

7:00a-3:00p 10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off Day Off -I
Al All All Count | al7 7 7 7 7 7 7 7
] [ m |
Issues
Schedule - |Persor| |Dabe |ShiFt |Issue |Descriph'on
MySchedule.wpn FT Agent Peter Agar Sunday, May 27, 2012 10:00a-6:00p Availability Shift: 10:008-6:00p does not match this day's staff]
MySchedule.wpn FT Agent Peter Agar Thursday, May 31, 2012 3:00p-11:00p Availability Shift: 3:00p-11:00p does not match this day's staff]
MySchedule.wpn FT Agent Peter Agar Saturday, June 02, 2012 5:00p-1:00a Availability Shift: 5:00p-1:00a does not match this day's staff 3
MySchedule.wpn FT Agent Peter Agar Sunday, June 03, 2012 11:00p-7:00a Availability Shift: 11:00p-7:00a does not match this day's staff]
MySchedule.wpn FT Agent Peter Agar Monday, June 04, 2012 11:00p-7:00a Availability Shift: 11:00p-7:00a does not match this day's staff]
MySchedule. wpn FT Agent Peter Agar Thursday, June 07, 2012 7:00a-3:00p Availability Shift: 7:00a-3:00p does not match this day's staff 3
MySchedule. wpn FT Agent Peter Agar Sunday, June 10, 2012 10:00a-6:00p Availability Shift: 10:00a-6:00p does not match this day's staff]
MySchedule.wpn FT Agent Peter Agar Monday, June 11, 2012 10:00a-6:00p Availability Shift: 10:008-6:00p does not match this day's staff]

Adjusting the schedule view area to display this schedule content

It may be difficult to get the exact schedule colors and dates will be different depending when
you do the tutorial, however the scheduling content should be accurate if you have followed the
previous exercises and that is all we are concerned with here. We will be modifying the
schedule content to breach thresholds and display warnings in the Issues Pane.

7. Select “Peter Agar” Sunday 10:00a-6:00p shift and change to
10:00-10:00p shift effectively extending it to a 12 hour shift.

# Tip: Place the mouse pointer on the shift cell and right mouse click and select Shift Editor to
display the Shift Editor controls in the menu toolbar at the top of the Schedule View area.

8. Click the ACM control button to display the ACM control
dialog and accepting the default search range click Search to
display any additional warnings.

s S e
[ ] sr27/2012:7T Agent Peter Agar

%[+ 10:00a-10:000
: Total Hours | Sun 27 May Tue 29 May Thu 31 May Fri 01 Jun Sat 02 Jun Sun 03 Jun Mon 04 Jun Tue 05 Jun
2012 2012 2012 2012 2012 2012 2012 2012
Day Off Day Off

T Agent Victoria ’ Day Off Day Off 7:00a-3:00p
answorth i

Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p

!

Day Off 700a-3:00p  7:00a-3:002Y 90038000 b o sionp | 10:00a-6:00p | 10:00a-6:00p  Day OFF Day Off

&

Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10: £:00p  10: £:00p 1 £:00p 1 0p  Day Off

T:00a3:00p  10:00a 10:002-6:00p  10:002-6:00p  10:00a-6:00p  Day OFf Day Off 3:00p-11:00p  3:00p-11:00p  [SiO0p=ED0AN ! -

T Agent Jasmine Fields

0p
4l All Al Count | a7 7 7 7 7 7 7 7 7 7

[ m | 3
::;sues jl
-zhedule + |Person pate [shift [rssue |Description
viySchedule.wpn FT Agent Peter Agar Sunday, May 27, 2012 10:00a-10:00p Max Daily Hours Daily work hour total of 12:00 hours exceeds maximum daily hours of 8:00
“tySchedule.wpn FT Agent Peter Agar Sunday, May 27, 2012 10:00a-10:00p Max Daily Overtime Daily overtime total of 4:00 hours exceeds daily overtime threshold of 2:00
iySchedide.wpn FT Agent Peter Agar Sunday, May 27, 2012 10:00a-10:00p Availzbility shift: 10:005-10:00p does not match this day's staff svailability: 1:00p-12:008

Additional and new warnings are added to the list of warnings.
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2 Two new warnings are added: the daily 12 work hours exceed the daily 8 hours threshold; and
the daily overtime total of 4 hours exceeds the daily 2 hour overtime threshold. There is
actually a third which is a modified warning in light of the 1pm work constraint on this Sunday
which simply notifies the change of shift hours but the existing warning remains the same.

9. Using the mouse pointer click on the Undo button in the
toolbar menu, alternatively select Edit > Undo to return the
shift change back to 10:00a-6:00p.

10. Use the mouse pointer to highlight “Peter Agar” Mon, Tue &
Wed shift cells and select 10:00a-6:00p from the drop down
shift list and click the check or ‘tick’ button.

[ This action effectively removes “Peter Agar’s” scheduled Days off from the schedule.
11.0pen the ACM control dialog and accept the default dates click Search

[ The previous wamings about exceeding daily hours and overtime are removed from the
warning list and replaced by two more warnings: the weekly 56 hours exceed the weekly 40
hour threshold; and the minimum 24 hour weekly rest period is breached with the longest
period 22 hours falling short. This is a good example how changes can impact the schedule
and the working hours in different ways depending on the threshold values entered.

12.Use the mouse pointer to highlight “Peter Agar” Tue & Wed
following Days Off, and enter 11:00p-07:00a night shifts on
these two days using either the Shift Editor or Copy & Paste
edit tools.

# Tip: Click on the ‘Pin’ icon of the Navigation Bar. This will enable the Navigation Bar to auto
hide and increases the screen view to see more of the Schedule View area.

3 This will now mean “Peter Agar” works more than 2 weeks without a 24 or 48 hour consecutive
rest period in this period. Clear breaches of working hour's compliance.

13.0pen the ACM control dialog and accept the default dates click Search

(3 The previous warnings are still current and more warnings are added: there are more breaches
of the 24 hour weekly rest period (a Day Off); and a new warning about the 2 weekly range rest
period of 48 hours (two consecutive days off) being breached.
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v | 6/6/2012:FT agent Javid Al

1 27 May Mon 28 May Tue 29 May Wed 30 May Thu 31 May Fri 01 Jun S5at 02 Jun Sun 03 Jun Maon 04 Jun Tue 05 Jun Wed 06 Jun Th: :
12 12 i

2012 012 0 2012 012 012 2012 012 012 012 2
# ----Day off Day Off 7:008-%00p  T:008-3:00p  10:00a-6:00p  FTOLImn ol i

oy OFF 7:008-3:00p  7:008-3:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off Day Off

S o-v o Day Off 7:00a-3:00p  7:00a-3:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  Day Off Day OFf

7 7 7 7 7 7 7 7 7 7
—
|pate |shift [Issue  |Description
~ier Agar Monday, May 28, 2012 Sunday, June 10... Week Range Rest Period Longest rest period between 5/28/2012 and 6/11/2012 is 22:00 and below the minimum of 48:00
- iar Agar Monday, June 04, 2012 Sunday, June 10... Min Weekly Rest Period Weekly rest period between 6/4/2012 and 6/10/2012 of 13:00 is below the minimum of 24:00
‘oter Agar Monday, May 28, 2012 Sunday, June 03... Min Weekly Rest Period Weekly rest period between 5/28/2012 and 6/3/2012 of 22:00 is below the minimum of 24:00
-ier Agar Wednesday, June 06, 2... 11:00p-7:00a Min Daily Rest Period This 0:00 hour rest period between shifts is below the minimum daily rest period of 11:00

- er Agar Mondayv. June 04, 2012 Sunday, June 10... Max Weekly Hours Weekly hours between 6/4/2012 and 6/10/2012 of 56:00 exceeds the threshold of 40:00

Working hours’ breaches may impact several compliance factors. Warnings
have been sorted by issue category in descending order

2 Using the mouse pointer click on the Undo button in the toolbar menu twice, alternatively select
Edit > Undo to return to the original shift settings and remove the wamings from the Issues
Pane. The only warnings listed should now be the ‘Availability’ category.

14. Use the mouse pointer to highlight “Peter Agar” Monday
following night shift, and enter 10:00a-6:00p using either the
Shift Editor or Copy & Paste edit tools.

15.0pen the ACM control dialog and accept the default dates click Search

[ This will generate a new warning about the “Min Daily Rest Period” of 11 hours being breached
by a 3 hour period between finishing night shift and starting a later day shift. This is a common
error and even though most people recognise it as an error it continues to prove expensive
when published and exploited as a call out or overtime.

16.Use the mouse pointer and click on the Undo action to remove the
conflict, and Close “Myschedule” schedule and save when prompted.

17.Exit the Schedule24 Resource Manager application.

2 You have covered the basic features of the ACM control. For the purpose of the exercise we
have only been focusing on one person in one schedule. Where multiple staff, or even multiple
schedules displayed in the Schedule View area wamings are identified to their point of origin
i.e. schedule name; person; date and time; category of issue; and sufficient detail to resolve the
issue.
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Working With Staff Costs.

3 Any business manager needs to be aware of staff costs and how they impact business. The
relationship between costs and staff deployment strategies is not a straight forward one. Cost
management with Schedule24 Resource Manager provides instant feedback about how much
a particular scheduling strategy is costing the business, enabling swift comparison to be made
and enable expensive options to be avoided. In fact it becomes a matter of daily routine rather
than annual review. It is not uncommon for organizations to change staff deployment strategies
which incur significant cost hikes while failing to add one hour to the production schedule.

Exercise 6.13
Introduction to measuring staff costs.

Costs are almost exclusively influenced by the number of staff hours, when and
how they are worked. The exercise assumes you have launched Schedule24
Resource Manager and “MySchedule” schedule is displayed in the schedule View
area. It is also assumed regional settings are configured to US English and the $

currency symbol is displayed throughout.

0 The currency symbol does not affect calculations and no calculation is used that applies
currency exchange rates. For example, the figure 10.00 is the same whatever the currency

symbol.

1. From the toolbar menu select Tools > Options ... Costs tab.

Options ]
‘ General | Wiew I Color I User fEmail Information I Calculation I Vacation | Costs |Warking Hours
Default cost type: Default costrate:
[Haur\y Rate - Paid for hours worked {(Amount per hour) V] |7. 50 :
Rate multipliers
Overtime: Standard working hours: per day Overtime calculations are based on
E.q time and a third standard hours per day.
This period applies to a
Other daily premium time: ‘1.25 = ‘ From: |12 00 AM & ‘ To: |12 :00 AM }.7 time period each day e.qg.
working unsocial hours ol
E.g time and a quarter calculating service rates.
Re-defines the weekend
Weekend days: From: (0600 PM & To: [og:00 AM & period other than a
midnight to midnight.
As defined in the public
Public holidays: |2 * holiday list in Vacation
b= ot
E.q Double time

Cost Options for calculating Staff costs
2. In the Default cost type box select “Hourly Rate...”

3. In the Default cost rate box enter the value “7.50”.

180



2] MySchedule o) e |

FT Agent Victoria Day Off Day Off
th
e e

FT Agent Jasmine Fields Day Off Day Off 7:00a-3:00p 7:00a-3:00p 10:00&-6:00p  10:00a-6:00p 10:005-6:00p
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Modify the remaining default values as displayed in the above illustration. Click
OK to close the dialog and set the default calculations for all the staff in the
schedule.

Using the mouse pointer ‘Unpin’ the Issues Pane so it auto hides from the
Schedule View area.

From the toolbar menu select View > Costs to display the staff cost column;
and for the purpose of this exercise hide the staff hour’s column.

Using the mouse pointer right mouse click in the Staff Count dashboard area
and select customize to display the dialog for selecting Category Combinations

Add “All working” and “Cost” category and add to the display list using the <<
button. Click OK and close the dialog. Adjust the dashboard so the cost
information is visible if it isn’t already.

Total Costs | Sun 27 May
2012

10:00&-6:00p  Day Off

Tue 29 May
2012

Day Off

Mon 28 May
2012

Wed 30 May Thu 31 May Fri 01 Jun Sat 02 Jun Sun 03 Jun -
2012 2012 2012

2012 2012

Day Off 7:00&-3:00p

7:00a-3:00p

10:00a-6:00p  10:00a-6:00p

10:00z-6:00p 10:00z-6:00p Day Off

7:00a-3:00p

10:00a-6:00p  10:00a-6:00p  10:00a-6:00p  10:00a-6:00p Day Off

Al All All Count [ (7 7 7 7 7 7 7 7

»

Al Working All Costs | §2,739.38| $373.13 £373.13 £373.13 $435,00 £435,00 £375.00 £375.00 £373.13 -

[ I | o

Displaying cost information in the Schedule View area

Using the mouse pointer highlight the column date headers across the week
range Monday thru to Sunday, and right mouse click and select “Breaks...” to
display the Breaks dialog.

2] MySchedule [E=2ECR === |

Wed 30 May Thu 31 May Fri01 Jun Sat 02 Jun 5un 03 Jun -
2012 2012 2012 2012 2012

300p-11:00p  |3:00p-11:00p [5:00p-1:00a  [5:00p-1:00a | 11:00p-7:00a

10:00a-6:00p  |Day Off

FT Agent Victoria
Ainsworth

5/27/2012:FT Agent Peter Agar - 5/3/2012:FT Agent Jane Green

FT Agent Richard Allen
Select shift: Enter break tme:

Start of Break |End of Break |Total Time
3:00p-11:00p 1:00p 1:450 00:45

5:00p-1:00a Add new break here. ..
11:00p-7:00a
7:00a-3:00p

FT Agent Jasmine Field

-
AllAll All Count 7 7 7 -
All wiorking All Costs $375.00 $375.00 $373.13 -
< 3

———

(@) (o J[ conce

Scheduling Breaks for a multiple selection of shifts over a date range.



SCHEDULE24 USER GUIDE AND TUTORIAL

10. Using the table below enter the following Breaks information into the Breaks

dialog box:
Select Shift Start of Break End of Break Total Time
10:00a-6:00p 1:00p 1:45p 00:45
3:00p-11:00p 7:15p 8:00p 00:45
5:00p-1:00a 9:30p 10:15p 00:45
11:00p-7:00a 3:00a 3:45a 00:45
7:00a-3:00p 11:00a 12:00p 01:00

# Tip: Enter Start of Break and then enter (Copy & Paste) Total time to calculate End of Break
time — it's a little quicker.

11. Click OK to close the Break dialog and update the Schedule View area with

Breaks information.

21] MySchedule

Total Hours | Total Costs | Sun 27 May
7 days 7 days 2012

FT Agent Victoria
Ainsworth

43:30 |$a04.06 | DAY OFF

Mon 28 May
2012

10:00&-6:00p  Day Off
1break

Tue 29 May
2012

Day Off

Wed 30 May
2012

12 1D

Thu 31 May
2012

Fri 01 Jun

Day Off

===

Sat 02 Jun

Day Off

Sun -

700
1br

< [

I

e P pp—— mbroeo:k-ﬁ :00p 10;::—5 :00p mbroeo:k-ﬁ :00p  Day Off Day Off --.
Day Off 7:00a-3:00p 7:00a-3:00p 10:00z-6:00p 10:00z-6:00p 10:00z-6:00p 10:00a-6:00p  Day
1break 1break 1break 1break 1break 1break
. . Day Off Day Off 7:00a-3:00 7:00a-3:00 10:00a-5:0 10:00a-6:0 10
FT Agent Jasmine Fields 35:45 | §333.28 ¥ ¥ T ¥ T ¥ e op U op Tk
7:00a-3:00p 10:00z-6:00p 10:00z-6:00p 10:00z-6:00p 10:008-6:00p  Day Off Day Off
1break 1break 1break 1break 1break
All all All Count 4|7 7 7 7 7 7 7 7~
All Working All Costs $2,470.31) §335.63 $335.63 $335.63 $391.88 $391.88 $339.84 $339.84 §33 ~
2

Updating the Schedule View area with Breaks information
12. Select View > Hours to display the Staff working hours column

Both the work hours and staff cost totals are based on the calculation settings in Options >
Calculation tab. In this example it is calculation over a 7 day period. The Breaks calculation is
not included in shift times which total both hours and costs lower in this displayed example.

Select Tools > Options > Calculate to display the Calculation controls in the
Options dialog and check the “Include breaks in calculation” checkbox.
Click Close to close the dialog and update the Schedule View area with the
new calculations.

# Tip: “Peter Agar's” hours total should be 40 hours; and staff costs $375.00.

13.Select from File > Print Range to display the print range
dialog.
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Print Range @

Select dates

start: | B/27/2012 E End: | 6/2/2012 E

Select staff

Name 4 |Job Title Department Team

FT Agent Peter Agar FT Agent A Team 1

FT Agent Victoria Ainsworth FT Agent A Team 2

FT agent Javid Ali FT agent A Team 3

FT Agent Richard Allen FT Agent A Team 4

FT Agent Timothy Chiswick FT Agent B Team &

FT Agent Jasmine Fields FT Agent B Team 5

FT Agent Jane Green FT Agent [ Team 7

< >
o [ o |

The Print Range dialog for adjusting print range settings.

14. Accept the default selection of all staff and enter the

appropriate dates containing you breaks information in
“MySchedule”.

15.Click OK to close the dialog, and click the Management

Reports button in the menu toolbar to display the reports list
dialog.

16.In Managements Reports folder click Operations and select
the Staff Timesheet report.

@ Management Reports ==

@U=| « Local Disk (C:) » Schedule24 Duty Management Toolkit » Management Reports » Operations [ 4] [ search Operations o
Organize ¥ New folder = 0 @
4 Name .
| 2 Assignment list extra
i 2] Assignment list
1 2 5taff 15 min Count
2 Staff Timesheet

i
]
=
3

E

2 Unavailability list

winwn m® & mpe m
i

File name:  Staff Timesheet v [schedule24 Reports. -

The Management Reports list

17.Click Open to display the Timesheet management report in
Print Preview.
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& Schedule24 Resource Manager - Staff Timesheet =TT
Gidsenp 4 A H =] 150% ]l ¢ 2 @i dose| @
STLTTE TZ (0 0T Zi 20T
Name Peter Classification FTAgent (]
Agar Employee Number
Week Commencing: Sunday, May 27, 2012
shift Shift Breaks shift Total Minus
Date: Name Start Start Finish Total Finish shift Hours Breaks
Sun 27-May-12 Day 10:00 13:00 13:45 0:45 18:00 8:00
0:45 8:00 7:15
Mon 28-May-12 Day Off 0:00
0:00
Tue 29-May-12 Day Off 0:00
0:00
Wed 30-May-12 Late 15:00 19:15 20:00 0:45 23:00 8:00
0:45 8:00 715
Thu 31-May-12 Late 15:00 19:15 20:00 0:45 23:00 8:00
0:45 8:00 715
Fri 01-Jun-12 Evening 17:00 21:30 22:15 0:45 01:00 8:00
0:45 8:00 7:15 -
Ready 7j5[2012 442

Displaying the Timesheet Management Report in Print Preview

18. Click the Close button of the Print Preview manager to return to the Schedule
View area.

Exercise 6.14

Working staff cost breakdown.

A detailed breakdown of staff costs is also available from within the Schedule

View area for instant feedback. This exercise assumes you have launched

Schedule24 Resource Manager and “MySchedule” schedule is displayed in the
schedule View area.

1. Open “MySchedule” if not already open in the schedule View area.

2. From the toolbar menu select View > Daily Costs to display a cost amount in
each individual staff day cell.

3. Using the mouse pointer hover over “Peter Agar” Friday day cell and 5:00p-
1:00a shift to display the breakdown of staff costs for that shift.

1] MySchedule

FT Agent Peter Agar

FT Agent Victoria
Ainsworth

FT agent Javid Ali

FT Agent Richard Allen
FT Agent Timothy
Chiswi

FT Agent Jasmine Fields

FT Agent Jane Green

Total Hours | Total Costs |Sun 27 May

7 days 7 days
40:00 %354.38

43:00 | $412.50
40:00 $326.25
40:00 | $339.38
43:00 $375.00
40:00 | $328.13

40:00 $315.00

2012

10:00z-5:00p
$75.00

Day Off

Mon 28 May
2012

Day Off

Tue
2012
Day Off

29

May

10:002-5:00p 10:00&-6:00p 10:00a-6:00p

£75.00 £60.00 $60.00

Day Off 7:003-3:00p 7:003-3:00p
$50.00 $60.00

11:00p-7:00a  [e=)Redid Day Off

$73.13

7:00=-3:00p 10:00a-6:00p 10:00a-5:00p

575.00 £60.00 560,00

‘Wed 30 May
2012

10:00z-6:00p
£50.00
7:00=-3:00p
$50.00
10:00=-6:00p
£60.00

31May

Thu
2012

10:00a-6:00p

60,00

7:00a-3:00p

60,00

10:00a-6:00p

$50.00

Fri 01 Jun
2012

Sat02 Jun
2012

FT Agent Peter Agar:
is budgeted hourly at a rate of $7.50 per hour

01:00 hrs @ $7.50 x 1 = §7.50
From &:00p to 9:00p basic PREMIUM weekend applies for:
03:00 hrs @ $7.50 x 1.25 = §28.13

From 9:00p to 1:00a basic WEEKEND applies for:

=N Bl =)

Sun 03 Jun -
2012

103 54:00 hrs @ §7.50 x 1.25 = §37.50
TOTAL = §73.13
10006005 I000E600p  I0R00E-6:000
$50.00 £75.00 £75.00
Day Off Day Off

184
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Displaying the breakdown of staff costs.

3 The 5:00p-1:00a evening shift includes the following rates: a 1 hour basic rate from 5p-6p. At
Bp this starts the Premium rate until 9p; and from 9p until 1am the end of the shift the weekend
rate is applied. Where more than one rate is involved in a shift duration all rates are quoted in
the breakdown, but only one can be applied and the rate applied is displayed in upper case.
For example, basic PREMIUM weekend during the times of the premium rate; and basic
premium WEEKEND during the times of the weekend rate.

# Tip: The cost breakdown displayed in the pop-up can be printed in the Staff Week
management report.

4. Click OK to close the dialog, and click the Management Reports
button in the menu toolbar to display the reports list dialog.

5. In Managements Reports folder click Costs and select the Staff
Week report.

6. Click Open to display the Staff Week report in Print Preview.

Staff Weekly Costs

Name Peter

Agar
Week commencing: Sunday, May 27, 2012
Date Start Finish Hours  Basic _ Overtime Premium__ Weekend Public Holiday  Total

Sun 27 10:00AM 6:00PM 8:00 $75.00 $75.00
Mon 28
Tue 29
Wed 30 3:00PM 11:00PM 8:00 $37.50 $28.13 $65.63
Thu 3 3:00PM _11:00PM 8:00 $ 37.50 $28.13 $ 65.63
Fri 1 5:00PM _1.00AM 8:00 $7.50 $ 2813 $ 37.50 $73.13
Sat 2 5.00PM  1:00AM 8:00 $28.13 $ 46.88 $75.00

TOTAL 40:00 $ 82.50 $ 112.50 $ 159.38 $ 354.38

Name Victaris

The Staff Week management report showing the cost breakdown viewed in the Schedule View area.

7. Close the Print Preview and return to the Schedule View area.

1 Changes to global cost rates and type are made in Tools > Options > Costs. These include
salaried, daily and hourly cost type; and cost rates as a $ amount. These rates can also be
changed for individual staff where they are an exception to the rule.

E Exercise 6.15
Setting individual staff cost rates.

Staff cost calculations can be made on an individual basis which override global
settings. This exercise assumes you have launched Schedule24 Resource Manager
and “MySchedule” schedule is displayed in the schedule View area.
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1. Open the Staff Manager and select the Cost tab and select “Peter Agar” in
the staff list.

2. Enter the options and values displayed in the following:

5| Staff Manager 5
Go to: lastname | Tifle: Mr - First Peter Last: Agar
Title  Last Name FirstName _ Job Tite |Department | | | Personal | Address | Contact | Training | Service | Costs | Working Hours | Availabiity | Notes |
» |wr Agar Peter FT Agent |a
Ms Ainsworth Victoria FT Agent |a Cost information
Mr Al Javid FT agent |a
Mr Allen Richard FT Agent |a
Mr Chiswick Timothy FT Agent |B () Default schedule cost type (& Custom individual cost type
Mrs Fields Jasming FT Agent e
Miss  Green Jane FT Agent lc Select cost type:
lDain Rate - Paid for days worked (Amount per day) -
() Default schedule cost rate (%) Custom individual cost rate
Costrate: 450
-
<[l 3
Person 1of 7 [ % New Person ] [ X Delete Person ] [ |l save and Close ] [ Cancel

Displaying the individual cost controls in the Staff Manager

Make sure the “Custom individual cost type” option is selected so the individual values are
applied to calculations.

3. Click Save and Close to return to the Schedule View area.

4. Using the mouse pointer hover over “Peter Agar” Friday day cell and 5:00p-
1:00a shift to display the breakdown of staff costs for that shift.

] MySchedule [E=H[E=H )
Total Hours | Total Costs | Sun 27 May Man 28 May Tue 29 May Wed 30 May Thu 31 May Fri 01 Jun Sat 02 Jun Sun 03 Jun -
7 days 2012 2012 2012 2012 2012 2012
Day Off Day Off
FT Agent Victoria .
Ainsworth (ERET
" . 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p  Day Off
Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:003-6:00p 10:00a-6:00p  Day Off
560,00 $60.00 80,00 560,00 $60.00 $75.00
. . . Day Off Day Off 7:00a-3:00p 7:005-3:00p 10:008-6:00p  10:00a-6:00p  10:00&-6:00p
FT Agent Jasmine Fields £50.00 60,00 40,00 £75.00 £75.00
7:00a-3:00p 10:00&-6:00p 10:00a-6:00p 10:00a-6:00p  10:003-6:00p  Day Off Day Off
£75.00 $50.00 60,00 $50.00 $60,00
—_ _

Displaying the daily rate breakdown of staff costs.

Following the rate change to a daily rate the 5:00p-1:00a evening shift displays a simpler
calculation of the following rate: a basic daily rate from 5p-1a at 1 day $450. No more than one
rate is involved. A multiplier is calculated for weekend and public holidays where they occur for
daily rates.
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5. Click OK to close the dialog, and click the Management
Reports button in the menu toolbar to display the reports list
dialog.

6. In Managements Reports folder click Costs and select the
Staff Week report.

7. Click Open to display the Staff Week report in Print Preview.

Staff Weekly Costs

Name Peter

Agar
Week commencing: Sunday, May 27, 2012
Date Start Finish Hours Basic Overtime Premium _Weekend Public Holiday  Total

Sun 27 10:00AM 6:00PM 8:00 $ 562.50 $ 562.50
Mon 28
Tue 29
Wed 30 3:.00PM 11:00PM 800  $450.00 $ 450.00
Thu 3 3:00PM 11:00PM 8:00  $450.00 $ 450.00
Fri 1 5:00PM _1:00AM 8:00  $450.00 $ 450.00
Sat 2 5:00PM  1-00AM 8:00 $ 562.50 $ 562.50

TOTAL 40:00 $1,350.00 $1,125.00 $2,475.00

Al Aliskasia

The Staff Week management report showing the daily rate cost breakdown viewed in the Schedule View area.

0 The day rate is now reflected in the Staff week management report. The idea of the breakdown
pop-up is instant feedback when making scheduling decisions. Evidence suggests when
feedback is swiftly available better decisions result. Even a short delay at the point of decision
impacts that benefit.

8. Close the Print Preview and return to the Schedule View area.

9. Repeat the above procedure for changing “Peter Agar’s” individual rate to
a salaried rate using the options and values displayed in the following:

Tite: Mr - First: Peter Last: Agar

| Personal | Address | Contact | Training | Service | Costs |Working Hours I Availability | Motes |

Cost information

(") Default schedule cost type (% Custom individual cost type

Select cost type:
’Salaried Rate - Paid for days employed (Amount per year) v]

(") Default schedule cost rate (%) Custom individual cost rate

Costrate: 41000

Displaying the individual cost controls for salaried rate in the Staff Manager
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10. Click Save and Close to return to the Schedule View area.

11. Using the mouse pointer hover over “Peter Agar” Friday day cell and 5:00p-
1:00a shift to display the breakdown of staff costs for that shift.

12. Click Save and Close to return to the Schedule View area.

13. Using the mouse pointer hover over “Peter Agar” Friday day cell and 5:00p-
1:00a shift to display the breakdown of staff costs for that shift.

2] Myscheae =
Total Hours | Total Costs |Sun 27 May Man 28 May Tue 23 May ‘Wed 30 May Thu 31 May Fri 01 Jun Sat02 Jun Sun 03 Jun -
7 days 7 days 2012 2012 2012 2012 2012 12 2012 2012 Tl

10:008-6:00p  Day Off Day Off
$112.33 $112.33 $112.33

P w00 |sa12.50 P OF FT Agent Peter Agar
EESN is budgeted yearly at a rate of $41,000.00 per year

TOTAL = $112.33

FT Agent Richard Allen 40:00 |$339.38 ;';.:5033'5:00” ;g(:]ngg-ﬁ:nm ‘12(:]033-5:00;) vy vy
Day Off 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00&-6:00p 10:00a-6:00p Day Off
£60.00 460,00 460,00 460,00 460,00 575.00

FT Agent Jasmine Fields 20:00 |$328.13 Day Off Day Off ;%0:53:0% ;%0:63:0% :gaﬂggﬁ:ﬂ()p ;l;:soggﬁ:mp ;l;:sogg{‘:lmp

7:00a-3:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p 10:00a-6:00p  Day Off Day Off
$75.00 $50.00 $50.00 $50.00 $50.00
e —_—

Displaying the salaried rate breakdown of staff costs.

[ Following the rate change to a salaried rate the 5:00p-1:00a evening shift displays a calculation
amortized over the year: a basic daily rate from 5p-1a at 1 at $112.33 a day. No more than one
rate is involved. No multiplier is calculated for salaried rates at weekend and public holidays.
Note that the salaried rate is also applied to Days off unlike hourly and day rates.

14. Click the Management Reports button in the menu toolbar to
display the reports list dialog.

15.1n Managements Reports folder click Costs and select the
Staff Week report.

16. Click Open to display the Staff Week report in Print Preview.

Staff Weekly Costs

Name Peter

Agar
Week commencing: Sunday, May 27, 2012
Date Start Finish Hours Basic  Overtime Premium _Weekend Public Holiday  Total

Sun 27 10:00AM  6:00PM 800 $11233 $112.33
Mon 28 $112.33 $112.33
Tue 29 $112.33 $112.33
Wed 30 3:00PM 11:00PM 8:00 $11233 $112.33
Thu 31 3:00PM 11:00PM 800 $112.33 $112.33
Fri 1 500PM  1:00AM 8:00 $112.33 $112.33
Sat 2 500PM  1:00AM 800 $112.33 $112.33

TOTAL 40:00  $786.30 $786.30
Name_Victoria

The Staff Week management report showing the salaried cost breakdown viewed in the Schedule View area.

[0 The salaried rate is now reflected in the Staff week management report.
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17. Close the Print Preview and return to the Schedule View area.

3 Tip: When you highlight any area of the Schedule View area a hours and cost calculation is
also displayed in the left hand side of the status bar. For example highlighting a two column
Sat & Sun weekend column gives an instant feedback on the costs of weekend working.

[ The calculation priority of multipliers in the context of rates can be presented as follows:

Multiplier Rates

In order of

precedence Hourly Day Salaried
Public Holiday Yes Yes No
Overtime Yes No No
Premium Yes No No
Weekend Yes Yes No
Basic Yes Yes Yes

3 Useful considerations when working with Staff costs include:

— Comparing deployment costs in context of production (staff) hours
e.g. know when change in staff deployment patterns threatens
increase costs without benefit in more production hours.

— Calculating service costs for business tariffs knowing your
deployment costs means a more competitive tariff that wins
business e.g. out manoeuvring the competition that make it up as
they ‘go along’.

— Understand your options in the Staff/Cost grid e.g. better
coordination can avoid short notice agency staffing due to lack of

planning.
Staff
More Fewer
o Higher Effective not Efficient Not efficient or effective
Lower Efficient and Effective Efficient not Effective
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Section

Section 7 - Printing and Publishing

How you communicate action is as important as doing it in the
first place. Ambiguity, uncertainty and delay are the
hallmarks of an inefficient and ineffective work place.

After completing this lesson you will be able to:

1. Communicate an effective staff deployment strategy.

2. Publish web schedules for universal access.

3. Email schedules for faster communication.

4. Provide workplace intelligence.

5. Create management reports for improved decision making.
Printing and Publishing Options

[ Schedule24 Resource Manager works with a perpetual calendar which means scheduling is a
continuous process. You control the start and end of schedules you print and publish by
selecting a Print Range and selecting formatting options in Page Setup depending the style of
information you want to print or publish. You also have additional options when working with
the Web and Email Wizards. All this gives you a wide range of choices when it comes to
communicating your information.

B2 Exercise 7.1
Working with Page Setup for Day Schedules.

For these exercise we will be using the example schedule “Business Center” which
is sufficiently populated with scheduling information for creating reports. This
exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed with no schedule open in the Schedule View area.
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[ The “Day Schedule” format has comprehensive detail about staff shifts, assignments and is the

preferred format for a daily manifest or action sheet used by supervisors and staff alike in the
workplace.

1. Open the example schedule “Business Center”

2. Highlight a day cell in the first column and select Data > Sort by > Start
time to arrange the shifts in chronological order at the start of the
schedule.

3 This will help navigate through the steps outlined in the following exercises.

3. From the toolbar menu select File > Page Setup > Day Schedules to
display the Page Setup dialog

Page Setu|

e L Thiesei tabs aﬂre cgﬂm}:;in to allllhe @
W rinting and publishing styles.
@’m Day Schedule | Print Range | Header [Footer P 4 ? b GE

This tab is specific to the
' d re—in—thi

Day schedule

selected stytein-this
case the "‘Day Schedule’ Print...

@
O

) Teams Displays schedule content by Team grouping order

Displays schedule content by staff in alphabetical order

Displays schedule content by shifts in chronological order

Incude in Day schedule
Assignments Unavailability [ shifts only
Check this to remove
v v .
] pzmo [ Breaks non working days from

the schedule e.g. Day off

Controls to display
or not qisplay lhelse
information categories These settings and options will be applied
when printing and to the Day Schedule format in printing
publishing day and web publishing which means
schedule formats. presentation is consistent throughout.

(@
The Page Setup for Day Schedule options displayed.

4. Accept the default values and select “Page” tab to display the page
formatting controls
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Page Setup @

Page |Margins I Day Schedule I Print Range | Header,{Foober‘

Crientation
Print...
= X &

Scaling

[ Fitte page Check this to fit all your content onto one page. This may
mean the font size is quite small if there is a lot of content.

Paper size: | Letter, 8 1/2 x 11in. v‘

Print guality: | 300 dpi v‘

The Page Setup for Day Schedule options displayed.

5. Accept the default values and select “Margins” tab to display more
page formatting controls.

Page Setup @

Page | Margins |Day Schedule I Print Range | Header,{Foober‘

.
Where breaks in page content

occurs adjusting the margin controls
Left: Right: will help align content on the page.
o ] o %
Bottom:

Center on page

[ Horigontally  [] Vertically

The Page Setup for Day Schedule margin options displayed.

6. Accept the default values and select “Print Range” tab to display
options to select the range of data to be published.

192
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Page Setup @
‘ Page | Margins | Day Schedule ‘ Print Range | Header/Footer |
Date range
Print...
Start: | 2/2/2008 [+] End: | 2/7/2008 [=]

5taff range
Name | 30b Title 4 |Department |Team A

CRM Graham Waters CRM Department E Meet and Greet ...

CRM Carol VanAllen CRM Department E Meet and Greet ...

CRM Helen Vizara CRM Department E Meet and Greet ...

CRM Wendy Harrow CRM Department C Meet and Greet ...

FT Agent Peter Agar FT Agent Department A Team C

FT Agent Linda Grant FT Agent Department B Team B

FT Agent Jane Green FT Agent Department C Team D

FT Agent Beatrice Grant-Smith FT Agent Department C TeamH

FT Agent Phillip Bunting FT Agent Department A Team H

FT Agent Gill Spencer FT Agent Department E Team 1

FT Agent Martin Speed FT Agent Department E Team E

FT Agent Richard Allen FT Agent Department A Team G

FT Agent Veronica Smythe FT Agent Department D Team C =

FT Agent Javid Ali FT Agent Department A Team D

FT Agent Victoria Ainsworth FT Agent Department A Team G

FT Agent Elizabeth Fretwel FT Agent Department B Team A

Manager Cynthia Cross Manager Department B Management Team

Mgmt Coach Trevor Casey Mgmt Coach Department B Management Team

PT Agent Matthew Lee PT Agent Department C Evening Team o

The Page Setup for Day Schedule print range displayed.

2 The print range window is sorted by Job Title in ascending order. Each column can be sorted
by clicking on the column header of each category.

7. On this example select the “Finish” date to complete one
week of data to finish on a Sunday; and then select the
Header/Footer tab.

Page Setup

Page I Margins | Day Schedule | Print Range ‘ Header/Footer |

To insert a page number, date, time or schedule name: position the insertion pointin the edit box, then choose the

Header
Left section: Center section: Right section:
&[File] &[Range]
Footer
Left section: Center section: Right section:
&[Date] at &[Time] My Name Here

The Page Setup for Day Schedule print range displayed.

[ You can add additional information to your printed schedule e.g. date and time when printed
and contact details.

8. Click the “Print Preview” button to display the Day
Schedule in the Print Preview window.
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Business Center 222009 to 21712009
February 02, 2009

I [Break

staft Shift
FT Agert Victaria. S0=230
sirs worth
FTAgent Jad Al |5 30e7 300
FT Agert Richerd Allen |5:302230p 3052 15p
Prilio B00p-1
ey

0005

E00p10:00p

hia Cross [8:3025300 [EETSHEY
1200p-12450

£00a-400p

v |[B00s400s 20051250,

Z00p10:00p
Z00p-10:00p. (0052 25

00 10:00;
Day Off _
720s330p

053300
B:00s-400p

Day OFf
Day off

2008008

120028000
123005 20

[CRM GahemWalers [8:005800a

[Des orition Details
[FasResponse Traning Traming
Emg so0m 3om

har e (£ cor

Genersl calls i th ceer g oup b cover demand.

Interviaws sl merming Centact Trevar Casey if you need to schadUle soms time.
with Cynthis. Alisratively she wil be checking emsil lster
during i

Zom-dpm.

covar S

Tran

20 rmirs. If you can't meke it can you ket Resource Flanner
e

by dinnes 165 ing = =nd wil
be invetved
0900- 1400, Vours interes B,

The Day Schedule displayed in print preview.

9. Click Close to return to the Schedule View area.

This exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed and the “Business Center” schedule displayed in the
Schedule View area.

The weekly format schedule displays a traditional layout of staff shifts for each day of the week.
It contains some detail but will truncate long text strings to maintain the format. This format

provides notice of shifts and Day off in advance and does not carry the detail of the Day Plan
format.

1. From the toolbar menu select File > Page Setup > Week Schedules to
display the Page Setup dialog
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Page Setup @
_ Weekly Schedule | Print Range | Header/Footer

Weekly schedule
This option formats weekly blocks
() Print as schedule grid () Full page optimizaon ————————— one after the other and has a
familiar calendar look and feel.
Day of week to start:
This option sets the number of

Number of weeks before repeat: weeks to be displayed b:fort;
(r:elpeitln.g‘e.g.l!wc wee f‘O

Grid headings by
another two weeks. It is used by

Row headings [ Every page the Full page optimization option.
Column headings  [[] Every page This will also apply the format to

the weekly style in web schedules.
Print

[] Black and white Gridines [ staff count

Page order

(%) Down, then over

O Oyer, then down - |( i

i | S

The Page Setup for Weekly style options displayed.

2. Accept the default settings and click Print Preview button to display
the schedule in the print preview window.

3. Click the Setup button in the Print Preview toolbar to display the
Page setup controls and click the Page tab.
4. Select the Landscape option and check fit to page.
2 Depending on your printer and page selection you may need to adjust the margins to display
the full week on the page layout.

5. Click Print Preview button to display the schedule in the
print preview area.
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Business Center
Tie03Fen Wed 02 Feb Fri08 Feb Tun 0B Feb
2008 2005 2009 2008

EEEEED E00s-200p 2 Day OFf RETEED
Sy S

Ta0=330p 500=-400p 2 Day OFf Ta0=330p

z 8:00= 2:00p ©:00a-5:00p 1200p8:00p.
PT Agent Stephen Owen £ o

ing.
800a-200p
1 bresk

Res. Planner Hilery Gough

FTAgent Elizabeth Fratwell

FT Agent Javid Al = Uy

FT Agent Vicioria Ainsworth

FTAgent Richard Allen

PT Agent lan Pearce

FT Agent Merlene Phillips

PT Agent Monice Sewsl

e : ; i
e : i o il I N
TAget P szanp azmp

FT Agent Mertin Spead

T/6/2012 at 08:56 My Name Here

The Weekly Schedule displayed in print preview.

# Tip: You can reduce the hour columns and staff content to maximize the schedule content.

6. Click the Setup button to return to the Page Setup dialog
and select the weekly tab if not already displayed.

7. Select the “Full page optimization” option and accept the
defaults this enables and click the Print Preview button.

Business Center 2/2/2009 to 2122/2009

Total Hours | Mon 02 Feb Fri 06 Feb Sat 07 Feb Sun 08 Feb
7 days 2008 2008 2008 2008 2008 2008 2008

2400

CRM Carl VanAllen HalfDayLeav

CRM Wendy Harow TEyE Tk

FT Agent Peter Agar

FT Agent Wartin Speed Lo

Total Hours Tue 10 Feb Wed 11 Feb Thu 12 Feb Fri 13 Feb Sat 14 Feb Sun 15 Feb
7 days 2009 2009 2009 2009 2009 2009 2009

£:00a4:00p DayOff DayOf 9:00a5:00p | 12:00p8:00p | 12:00p5:00p
‘Support

5:00a-4:00p DayOfr Dayoft S:00a500p | 12:00p8:00p | 12:00p8:00p
Support

DayOff DayOff

PT Agent Stephen Oven

DayOff DayOff

Res. Planner Hilary Gough

FT Agent Elizabeth Fretwel DayOff DayOff

DayOff DayOff

FT Agent Javid Al

FT Agent Victoria Ainsvorth

FT Agent Richard Allen

Mgmt Coach Trevor Casay

The Weekly Schedule displayed in optimized format with following weekly blocks.
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8. Close the Print Preview and return to the schedule View area and
Exit the application and return to your desktop.

Exercise 7.3
Working with Page Setup for Staff Reports.

This exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed and there is no schedule displayed in the Schedule
View area.

0 The Staff Report contains all the personal and contact information you have entered about staff
in the Staff Manager. The options are configurable so you only produce the staff reports with
the content you need.

1. Open the Business Center schedule.

2. From the toolbar menu select File > Page Setup > Staff Report to
display the Page Setup dialog

Page Setup

Page I Margins | Staff |Print Range | HEader!Fooberl

(el
—

S==5
===

Indude in staff
Address Contact
Training Vacation

The Page Setup for Staff Report style options displayed.

) The options are straight forward. If you want the information to be displayed check the
appropriate checkbox, and uncheck if you do not want the information displayed. Note the tab
format is the same except for the style tab. This is the only tab that changes in Page Setup
depending on the style selected, the other controls remain the same.

3. Accept the default settings and click the Print preview
button to display the Staff Report in the print preview
window.
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The Staff Report will all options for content displayed in print preview.

4. Click the close button to return to the Schedule View
area.

This exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed and the “Business Center” schedule is displayed in
the Schedule View area.

The Statistic Report provides detailed information about scheduling content and provides configurable
options to obtain frequency counts about scheduling activity. This is a standard report feature and in
addition to any Management Reports that may be available.

1. From the toolbar menu select File > Page Setup > Statistic Report to
display the Page Setup dialog
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|Page | Margins | Statistics | Print Range | Header/Footer |
Group by
Print...
O Jobtte O Teams __Pnnt Frevien
Parameters
Assignments [[] Assignment detail
Unavailability [1 unavailability detsi
Days worked [[] Days worked detail
Days not worked [ Days not worked detail
Hours worked [ Hours worked detail
Lo ]

The Page Setup for Staff Report style options displayed.

Again the selection options for the Statistics Report are straight forward. The Checkboxes on
the right include more detail when checked. The Checkboxes on the left will exclude the
category data if unchecked.

2. Accept the default settings and click the Print preview button
to display the Statistic Report in the print preview window.

CRI Hslen Vizara
CRM Graham Waters

The Statistics Report displayed in print preview.

3. Click the close button to return to the Schedule View area.
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Exercise 7.5
Working with Page Setup for Management Reports.

This exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed and the “Business Center” schedule is displayed in
the Schedule View area.

[ The Management Reports are a suite of business reports shipped with the product. Additional
Management Reports are also available for download. They are dealt with in more detail in a
later section. The Page Setup control has the standard four tab page layout controls as the
other styles, but there is not a specific tab control for management reports.

1. From the toolbar menu select File > Page Setup > Management Report
to display the Page Setup dialog

Page Setup @
| Page | Margins | Print Range | Header [Footer |
Date range
Start: | 2/2/2008 [=] End: | 2/11/2009 =]
Staff range
Mame a |Job Title Department Team *
FT Agent Peter Agar FT Agent Department A Team C
FT Agent Victoria Ainsworth FT Agent Department A Team G
FT Agent Javid Ali FT Agent Department A Team D
FT Agent Richard Allen FT Agent Department A Team G
FT Agent Phillip Bunting FT Agent Department A Team H
Mgmt Coach Trevor Casey Mgmt Coach Department B Management Team
Manager Cynthia Cross Manager Department B Management Team
FT Agent Elizabeth Fretwel FT Agent Department B Team A
Res, Planner Hilary Gough Res, Planner Department B Management Team
FT Agent Linda Grant FT Agent Department B Team B
FT Agent Beatrice Grant-Smith FT Agent Department C Team H
FT Agent Jane Green FT Agent Department C Team D
CRM Wendy Harrow CRM Department C Meet and Greet ...
PT Agent Matthew Lee PT Agent Department C Evening Team
PT Agent Jackie Long PT Agent Department C Day Team
PT Agent Stephen Owen PT Agent Department D Day Team
PT Agent Ian Pearce PT Agent Department D Day Team
FT Agent Marlene Phillips FT Agent Department D Day Team
FT Agent Monica Sewell PT Agent Department D Evening Team b

The Page Setup for Management Report style displayed.

2. Accept the default options and click the “Print Preview” button to display
the Management Report dialog.
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T —

®-| . « Schedule24 Duty M Toolkit » K Reports » ~ [ %2 |[ Search Management feports 9|
Organize = Mew folder > [l @
~ TN Y ~ ~ ~
Charts and Costs HR Operations  Research Schedule
Graphs Formats
N Costs  Date modified: 1/31/2012 8:35
j l File folder
File name: Training and Qualifications ~ | Schedule24 Reports -

The Management Reports dialog listing report categories

You access Management Reports in their own folder location on your computer or network.

3. Select the “Charts and Graphs” folder and select the “Department Costs
Chart” and click Open to display the report.

Department Monthly Profile

Department E

For the month of:  2/2009

costs Daily Hours
420 x
.
1,250 =
£550 E \
f
Date Hours Basic Overtime Premium Weekend Public Holiday Total
Mon 2 2800 $4000 5000 $25000 $34000
Te 3 200 $4000 $3000 $25000 $34000
Wed 4 1200 $4000 $5000 $50.00 $ 14000
T 5 240 $8000 $10000  $10000 528000
Fio6 &0 §10000 $10000
st 7 000
s 8 200 58000 $10000  $10000 528000
Mon 9 2400 8000 $10000  §100.00 $28000
T 0 2400 $8000 $10000  §100.00 $28000
Wed 11 1600 § 20000 $20000
TOTAL 188:00 $ 44000 $550.00 $1,250.00 $2,24000
of & M'

The Management Reports displaying Department Month Graph in print preview window.

This chart has been navigated to Department “E” using the forward and backward navigation
arrows in the print preview toolbar.

4. Click the Setup button in the print preview toolbar to display the Page
Setup controls and click the Print Range tab.

5. Select the End date drop down calendar and enter the last day of the
month (in this example 28 Feb-09).
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6. Click Print Preview to display this management report in the print preview.
Use the navigation arrows to move forward and backwards across multiple

pages.

Management Report information can be exported in @ number of formats including Microsoft®

Excel.

7. Using the mouse pointer click the Export button in the print preview

toolbar to display the Export dialog.

Department Monthly Profile

Department E

Costs
$150 £g4p

51,181

£5,600

The export function for Management Reports

Export

Format:

For the month of: 2/2009

a & "M & 8

| Microsoft Excel 97-2000 - Data only (¥L5) -|

[[Q Application ']
Description
Microsoft Excel - Data only is a record-based format that is useful for
data transfer but retains less formatting information that the Microsoft

Excel format does, Unlike the Microsoft Excel format, Microsoft Excel -
Data only format does not merge cells. This format can also export

ok |
Destination:

e

(4

-

A

The export dialog for Management Reports

8. Select the settings to export to Microsoft Excel and accept
the default setting through the procedure and click OK to

display the Excel spreadsheet.

Dai

N
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!/E@ H ) - [ = ~De21C0 [Compatibility Mode] - Microsoft Excel - [=] x
Home Insert Page Layout Formulas Data Review View Developer @ - = x
[ AL - &]
A B & D E F G H " K L M M (o] P Q R S T u Vil

1 _| Department Monthly Profile

2 Department A

3 Forthe Feb-09 Date Hours Basic Overtime Premiur Weekend Public Holiday Total

4 2/19:00  $0.00 $0.00 $237.50 $§0.00 $0.00 $237.50

5 3/19:00 $0.00 $0.00 $237.50 $0.00 $0.00 $237.50

[ 4/ 24:00  $0.00 $0.00 $300.00 $§0.00 $0.00 $300.00

T 6/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

§ 6/ 4:00 $0.00 $0.00  $50.00 $§0.00 $0.00 $50.00

9 7/ 0:00 $0.00 $0.00 5000 $000 $0.00 $0.00

10 8/ 0:00 $0.00 $0.00  50.00 50.00 $0.00 $0.00

11 9/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

12 10/ 24:00  $0.00 $0.00 $300.00 50.00 $0.00 $300.00

13 11/24:00  §0.00 $0.00 $300.00 $§0.00 $0.00 $300.00

14 12/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

15 13/ 4:00 $0.00 $0.00  $50.00 $§0.00 $0.00 $50.00

16 14/ 0:00 $0.00 000 $000 $000 $0.00 $0.00

17 16/ 0:00 $0.00 5000  80.00 §0.00 $0.00 $0.00

18 16/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

19 17/24:00  $0.00 $0.00 $300.00 50.00 $0.00 $300.00

20 18/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

21 19/ 24:00  $0.00 $0.00 $300.00 50.00 $0.00 $300.00

22 207 4:00 $0.00 $0.00  §50.00 $§0.00 $0.00 $50.00

23 21/ 0:00 5000 $0.00  50.00 $50.00 5000 $0.00

24 22/ 0:00 $0.00 $0.00  §0.00 $§0.00 $0.00 $0.00

25 23/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

26 24/ 24:00  $0.00 $0.00 $300.00 $§0.00 $0.00 $300.00

27 25/ 24:00 $0.00 $0.00 $300.00 $0.00 $0.00 $300.00

23 26/ 24:00  $0.00 $0.00 $300.00 $§0.00 $0.00 $300.00

29 27/ 4:00 $0.00 $0.00 $5000 5000 $0.00 $50.00

30 28/ 0:00 $0.00 $0.00  50.00 50.00 $0.00 $0.00

31 TOTAL 390:00 - - $4,875.00 - - $4,875.00

32 |Department B

33 Forthe Feb-09 Date Hours Basic Qvertime Premiur Weekend Public Holiday Total

4 4 » | Sheet1 %1 [T m []
Ready | £ | =80 =

The exported data displayed in Excel ready for more in-depth analysis.

[ The data will be exported to Excel and the default values should enable all Excel functions to
be applied e.g. sum, average and counts depending on your version of Excel. You do need
Excel installed on your computer. All management reports have this export function.

9. Close the Print Preview window and return to the Schedule
View area.

Exercise 7.6
Working with Print Ranges.

This exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed and the “Business Center” schedule is displayed in
the Schedule View area.

[ Schedule24 Resource Manager only understands the concept of scheduling on a continuum;
schedules do not have a start or an end they are part of a never ending timeline. You can
however create discrete schedules with a start and end and you do this using the Print Range
control.

1. From the toolbar menu select File > Print Range to display the Print
Range dialog controls.
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Name - |Job Title
CRM Carol Vanallen
CRM Graham Waters

CRM Wendy Harrow
FT Agent Beatrice Grant-Smith FT Agent

FT Agent Jane Green

FT Agent Linda Grant
FT Agent Martin Speed
FT Agent Peter Agar

FT Agent

FT Agent Richard Allen
FT Agent Veronica Smythe

|Deparh11ent

CRM Helen Vizara

Department C
FT Agent Elizabeth Fretwell FT Agent Department B
FT Agent Gill Spencer FT Agent Department E
FT Agent Javid Ali Team D =
FT Agent Department B
Department A
FT Agent Phillip Bunting FT Agent Department A
Department D

|Team

”~

Team H
Team A
Team I

Team B

Team C
Team H

Team C

i

Print Range (==
Select dates
Start: |2;2;2009 E| End: |2;28,f2009 E|
Select staff

(

Ok

][ Cancel

]

The Print Range controls for publishing schedules with a start and end date.

2. With the mouse pointer click on the Name column header to

sort contents in ascending order.

# Tip: The little black arrow indicates the sort order, up for ascending; and down for descending.

3. Using the mouse pointer and the Shft & Ctrl keys select the

records to be included in your published content.

# Tip: Sort by Department to select records for a department schedule; and similarly for teams or

Job Title.

4. You can select any date range for your published content

using the drop down calendar controls.

# Tip: You can extend the calendar control to view a large selection area on your time line.

5. With the mouse pointer pull the lower right ‘grab’ handle of
the calendar control and extend across and down to reveal

more dates.
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Print Range @
Select dates
Start: | 2/2/2009 End: | 2/28/2009
Day |Monthevear
Select staff 4 Februany, 2003 tdarch, 2009 april, 2009 bay, 2003 June, 2003 13
Name: “ |20b 7] 1234567 34 12 123458
CRM Carol Vanallen CRM| 1 2 3 4 567 8 %10M121314 5 6 7 8 § 3456786889 789510111213
CRM Graham Waters Crm| B 9 10711121314 151617181920 21 1213 8 1011 1213141 17 18 19 20
1516171818 2021 222324 25262728 192021 Z 1718192021 2223 2 2425262
E$ TE" Vizara CRM\ 55 23 24 25 26 2728 29 30 21 24 25 26 27 28 29 30 28 29 30
'endy Harrow CRM 31
FT Agent Beatrice Grant-Smith FT A
FT Agent Elizabeth Fretwell FT A July, 2009 August, 2009 September, 2009 October, 2009 MNovember, 2009
FT Agent Gill Spencer FT &
FT Agent Jane Green FT A 123 4 1 123 45 123 1234567
FT Agent Javid Ali FTA{ S 6 7 8 9101 2 3 45 67 8 €67 8910M1M12 4567 89810 & 951011121314
FT Agent Linda Grant Fraf 1213 1415161718 9 10 M1 12131415 1314151617 1818 M 1213 14151617 151617181520 21
FT Agent Martin Speed Fral 19202122232425 161718 19202122 2021222324 2526 131920212223 24 2223 24 2526 27 28
FT Agent Peter Agar ET A 26 27 28 29 30 ¢ 2324252627 2829 2T 2829 30 252627 2629 30 31 29 30
2013
FT Agent Phillip Bunting FT A
FT Agent Richard Allen FT A December, 2003 Januany, 2010 February, 2010 March, 2010 Apiil, 2010
FT Agent Veronica Smythe FT A
ET Anant Virtaria Ainsuwnr th FT &, 12 3 45 2 123 456
6§ 78510112 3456788 78 8 WM 1213 4 5 8 7 8

14 1516 17 18 19 20
2F M 222324252627 18
282930 31

131415 16 17 1819 10 11 1 1516 1415

2021222324 2526 17 181920212223 212233242
27 2829 30 31 24 2526 27 28 28 30 28

3

3

[ Today: Friday, July 08, 2012 4

The date ranges displayed by extending the calendar in Print Range control.

3 You will come across the print range calendar control in the email and web publishing wizards.
These operate independently from the Print Range control used for publishing printed
schedules. The reason is web and email publishing typically have longer date ranges than
printed schedules and this reduces the need to keep going back and changing the start and
end date settings when swapping between different publishing channels.

6. Click the Cancel button in the Print Range control so you
don’t save changes and return to the Schedule View area.

B2 Exercise 7.7
Working with Print Preview.

This exercise assumes you have launched Schedule24 Resource Manager and the
Navigation Pane is displayed and the “Business Center” schedule is displayed in
the Schedule View area.

3 You have already familiarised yourself working with the Print Preview window. Here you are
made aware of accessing Print Preview quicker.

1. From the toolbar menu select File > Print Preview to display the Print
Preview style options.
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]
3 New 3 g =
Open... Ctrl+0
: Close
= b Save cri+s @ x Mon 02 Feb
a Save As... 2009
L= Save As Template...
Stal
— Publish to the Web... 9:30a-2:30p
l: —— Training
Export... 9:30a-2:30p
Training
4% mport.. 9:302-2:30p
U Archive... Appraisal
[ Page Setup 4
Print Range... Mgmt Coach Trevor Casey
| Ops [&  Print Preview 3 Day Schedules 8:30a-5:30p
- i 4 eek Schedul E asal
g o & uies | 3:00a-4:00p
etwell
Send To » Staff Report 1break o
8:00a-4:00p
Properties Statistics Report ugh 1break
Exit ‘45 Management Reports
T —

The Print Preview style options from the main menu.

You can access any style of schedule or report for print preview without going through Page
Setup and your previous settings and header and footer information used in the session will be
‘remembered’. Similarly with File > Print the same options are presented for direct access
without going through Page Setup options.

2. Close the Business Center schedule and exit the application to your
desktop.

Web Schedules

This exercise assumes you have launched Schedule24 Resource Manager and
“Business Center” schedule is displayed in the schedule View area.

Publishing schedules to the web enables anyone in the organization to access and see their
scheduling information from any browser.

1. From the toolbar menu click the “Publishing to the Web...” button to
launch the Web Wizard.
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v Introduction
Content
Staff
Options
Publish

'Web Schedule Publishing Wizard

Welcome to the Web Schedule PublishingWizard

You can save schedule data as Web pages any
an FTP site, a Web server, or a network ser)

- -

ke them avaik®€ on an
s to view.

The welcome screen of the Web Wizard

2. Click the Next button to move to the next step.

v Introduction

v Content
Staff
Options
Publish

This inherits the current
Page setup settings for
the Day Schedule

Web Schedule Publishing Wizard

What elements would like to be induded in your web site:

[OF-1
(O Select

Week Schedule
Staff Counts
Day Schedule

Do not publish cost informaton

Staff Informaton ———

This inherits the current
Page setup settings for
Weekly Schedule

This displays the current staff
count settings as displayed at the
bottom of the Schedule View area

This inherits the current
Page setur settings for
the Staff records

[ <Bak [ mext> || concal

The content screen of the Web Wizard

3. Click the Next button to move to the next step.

Introduction
Content
Staff

L S S 4

Options
Publish

Similar to but
independent of the
Print Range control
for selecting the
range and content of
the web schedule

Web Schedule Publishing Wizard

Dates
Start: | 2/2/2009 [] Fiish: | 2/10/2009 []

Staff
MName « |Job Title |Department |Team =
FT Agent Peter Agar FT Agent Department A Team C
FT Agent Victoria Ainsworth FT Agent Department A Team G
FT Agent Javid Ali FT Agent Department A Team D
FT Agent Richard Allen FT Agent Department A Team G
FT Agent Phillip Bunting FT Agent Department A TeamH —
Mgmt Coach Trevor Casey Mgmt Coach Department B Manage
Manager Cynthia Cross Manager Department B Manage
FT Agent Elizabeth Fretwell FT Agent Department B Team A
Res, Planner Hilary Gough Res, Planner Department B Manage
FT Agent Linda Grant FT Agent Department B Team B
FT Agent Beatrice Grant-Smith FT Agent Department C TeamH .
< | >

[ <Bak |[ mext> |[ cancel

The staff screen of the Web Wizard
4. Click the Next button to move to the next step.
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Web Schedule Publishing Wizard

Select format options for your Web page

v Introduction Tithe: ‘Sd"\EdUIEZ‘l Professional |
v Content Comments: Example schedule of 3 business fadlity with multiple departments and
v Staff combinations of different work patterns. Use of color to fiag multiple staff
assignments and staff absences,
v Options
Publish

Author: schedule24 |

E-mail: info@ntelicate.com |

[ < Back ][ Next = ][ Cancel ]
The format screen of the Web Wizard

[0 This information is formatting content for the home pages and is used to brand the ownership
along with contact information.

5. Click the Next button to move to the next step

Web Schedule Publishing Wizard =]

That's it, this is all the information Schedule24 needs to create your Web schedules.
v Introduction
w Content

v sar ]
v Options Preview in Browser
Publish
Choose a folder for your published web schedules:
‘C:\‘Sd’\edu\eﬂ Resource Manager \Web E‘
Publish to

Select the folder where you want to publish your web pages

i | Schedule24 Duty Management Toolkit =
4 | Schedule24 Resource Manager
b ). Common
|| Export
> L Import
> |J Management Reports
| Movies
| Schedules
> . Shift Patterns
| Templates
| Web | -

[ < Back H Einish H Cancel

m._ |

[NewFoIder ] I Ok ] [ Cancel ]

The preview screen of the Web Wizard

1 You can choose any location on the network to save web schedules. To save web schedules
to an external hosting location you need access to a file transfer protocol solution.

# There are a number of suitable open source FTP solutions e.g. “Coffee Cup” and “FileZilla”

6. Click the Preview in Browser button to display the web schedule in your
local browser.
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[E=8ER =

(& CAUsers\Richard\AppData.. % {0 2 fe8

& C:\Users\Richard\AppData\Local\ Temphindex htm

Schedule24 Professional for Mon, February 02, 2009 to Tue, February 10, 2009

Example schedule of a business facility with multiple departments and combinations of different work patterns. Use of color to flag multiple staff assignments and staff absences.

< Print

Week Schedule

+ Entire Schedule

*_week starting 02 Feb 09

* week starting 09 Feb 09

Day Schedule

+ Monday 02 Feb 2009

+ Tuesday 03 Feb 2009

* Wednesday 04 Feb 2009
* Thursday 05 Feb 2009

+ Friday 06 Feb 2009

+ Saturday 07 Feb 2009

+ Sunday 08 Feb 2009

« Monday 09 Feb 2009

+ Tuesday 10 Feb 2009

Staff

- FT AgentPeter Agar

+ FT Agent Victoria Ainsworth
+ FTAgentJavid Al

+ FT AgentRichard Allen

« FT Agent Philip Bunting
+ Mgmt Coach Trevor Casey
- Manager Cynthia Cross

- FT AgentElizabeth Fretwell
* Res. Planner Hilary Gough

+ FTAgentLinda Grant

* FT Agent Beatrice Grant-Smith
« FTAgent Jane Green

+ CRM Wendy Harrow

- PTAgent Matthew Lee

- PTAgent Jackie Long

- PTAgent Stephen Owen

+ PTAgentlan Pearce

+ PTAgent Marlene Phillips

+ PTAgentHonica Sewell

- FT Agent Veronica Smythe

« FT Agent Martin Speed

- FT Agent Gill Spencer

- CRM Carol VanAllen

*CRM Helen Vizara -

Displaying the web schedule home page in a browser. All sections are fully hyperlinked.

# Tip: Once you have setup your web schedule location on your network you can select the
option to update the web schedule every time you save your schedule.

Sptions e

- General |V|ew ICoIor IUserIEmaiI Information | Calculation | Vacation I Costs IWorking Hours

i Settings
Recently used file list: entries

Prompt for schedule properties [] Prompt for shift pattern properties

[] Publish to the Web when saving schedule

Tools > Option > General tab displays option to update web schedule when saving file.

The time taken to save to a network location is dependent on available bandwidth and network
traffic at the time of day. Care needs to be exercise when loading content onto network
locations e.g. personal contact information. Contact your local IT administrator about your
security protocols.
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Email Schedules

Exercise 7.9

Working with Email schedules.

This exercise assumes you have launched Schedule24 Resource Manager and

“Business Center” schedule is

displayed in the schedule View area.

[ Publishing staff schedules via email enables anyone in the organization to be quickly kept up to

date about schedule changes.

1. From the toolbar menu click the “E-mail Staff Schedules...” button to

launch the Email Wizard.

E-Mail Publishing Wizard

Introduction
Staff
Content
Options
Send

i?,' Configure E-Mail...

55
Welcome to the E-Mail Staff Schedules Wizard

This wizard enables you to e-mail shifts, assignment, unavailability and memo information to staff.
If you need any assistance while using the E-Mail Wizard, dick Help on any page.

[ Don't show this page -

The welcome screen of the Email Wizard

2. Click the Next button to move to the next step.

E-Mail Publishing Wizard

v Introduction

v Staff
Content
Options
Send

Similar to but
independent of the
Print Range control
for selecting the
range and content of
the web schedule

==

Dates
Start: | 2/2/2009 [+] End [2A1/2009 [=]

Staff
Mame  |Job Title Department Tea *
FT Agent Peter Agar FT Agent Department A Tea
FT Agent Victoria Ainsworth FT Agent Department A Tea
FT Agent Javid Ali FT Agent Department A Tea
FT Agent Richard Allen FT Agent Department A Tea
FT Agent Phillip Bunting FT Agent Department A Tea
Mgmt Coach Trevor Casey Mgmt Coach Department B Mar
Manager Cynthia Cross Manager Department B Mar
FT Agent Elizabeth Fretwell FT Agent Department B Tea
Res. Planner Hilary Gough Res. Planner Department B Mar
FT Agent Linda Grant FT Agent Department B Tea
FT Agent Beatrice Grant-Smith FT Agent Department C Tea &
<

S

The Staff screen of the Email Wizard
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3. Click the Next button to move to the next step.

E-Mail Publishing Wizard ==
Include
v Introduction Shifts Breaks Assignments Unavailabiity Memo
v Staff
Dear [Employes],
Content
Options Date: Monday 07/05/2010
Shift: 2:00 pm - 10:00 pm
Send
Breaks: 6:00 pm - 6:30 pm
Assignments:
Type: Training
Details: FastResponse Training Course
Description: Course update on new help desk software.
Training room A2 from 3:00 pm.
Unavailability:
Type: Sick
Details: Uncertficated
Description: Planned absence.
Memo:
olunteers for 4 hours overtime to cover sickness: 9:00
am-2:00 pm. Contact Hilary Gough if you're interested.

Option of the Email Wizard displaying format of schedule content.

0 The configurable content is a visual cue of representative data. You can decide how much or
how little scheduling content is forwarded to staff email boxes.

4. Click the Next button to move to the next step.

E-Mail Publishing Wizard ===
Attachments
v Introduction Indude an iCalendar attachment for each member of staff
v Staff
Add the following file attachments below to every email

v Content

Options

o anagement ReportzhOperationshTime and Attendance.rpt

< | [

The iCal format and attachment screen of the Email Wizard

1 The iCal format enables email recipients to import their schedules and assignment information
direct into their personal Outlook and Google calendars and access mobility of scheduling data
via mobile devices. The attachment feature will send any attachment to all email recipients.

7=~ You will not be able to complete this exercise without genuine email addresses and
connection to a mail server.
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Schedule24 Professional - Printing and
Publishino 2 12

5. Click Cancel to close the Email Wizard and return to the schedule View
area.

Management Reports

[ Management Reports are a series of reports in addition to the standard schedule formats,
statistics, and staff reporting. They are flexible additions and from time to time additional
reports are made available for download. Where a customer has specific requirements they
can be delivered against a specification.

Exercise 7.10
Working with Management Reports.

This exercise assumes you have launched Schedule24 Resource Manager and
“Business Center” schedule is displayed in the schedule View area.

0 Management Reports have their own file location and by default are stored in the root directory
at the time of installation. You can change the file location using Tools > Options > General tab.
All Management Reports can be exported to a range of different applications including Excel,
Word and PDF formats.

1. From the toolbar menu select Tools > Options > General tab to display
the control settings for changing location pathnames.

Options

g

General | view | Color | user/Email informatien [ Calculation [ vacation | costs | weorking Hours

Settings
Recently used fie fist: entries
Prompt for schedule properties [ Prompt for ghift pattern properties

[ Publish to the Web when saving schedule

Fie paths

Scheduie location: |cichedule24 Resource Manager\Schedules )

Templats locaton: [cr\Schedule24 Resource Manager Templates J

Shift Pattern location: |c‘ \Schedule24 Resource Manager Shift Patterns E\

Management Reports location: [C:\Schedule24 Resource Manager Management Reports &

Choose Directory (23]

Select the default file location

4 | Schedule24Resolrce Manager P
Common
Export
Import
Management Reports
| Crarts and Graphs
Casts Cancel
HR
| Cperations

(=T

Research
Schedule Formats -

[ vew Folder | [ ][ concal |

The Option controls for changing the pathname location for all file types including Management Reports.
2. Cancel the dialog and return to the Schedule View area.

3. From the toolbar menu click the “Management Report” button to
display the Management Reports dialog from where you can select your
report from one of the six categories of Management Report.
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% Management Reports =
r X Z —— e — = ]
vv ‘ <« Local Disk (C:) » Schedule2d Resource Manager » Management Reports » - | 3 H Search Management Reports P
Organize v Newfolder B~ O @
1 l ] I l | l 1 l 1 l
Charts and Costs HR Operations. Research Schedule
Graphs Formats
6 items
File name: ~ |Schedule24 Reports -
oI

The Management Report categories containing a range of business reports.
4. Click Cancel and return to the Schedule View area.

[ The procedure for opening, displaying a chart in the Print Preview window, and publishing
using the Print Range options is common to all the categories of Management Reports. A full
description of each report can be found in the Help files, and more information about available
charts can be found by logging onto the Intellicate Knowledgebase online. There are however
a class of Management Report worthy further attention, the Dynamic Report.

Dynamic Reports

2 All management reports can be configured by using Print Range options, and the ranking and
sorting criteria selected in the application. Dynamic reports have additional controls to filter and
select reports content.

Exercise 7.11
Dynamic Management Report: Activity Detail

2 This report enables the user to select parameters based on assignment and unavailability
information entered into a schedule. Information includes frequency counts of the selected
records by date and by officer. In common with all other reports personnel and date ranges can
be selected using the Print Area dialog.

. From the toolbar menu click the “Management Report” button to display the
Management Reports dialog.

. Open the Research folder and select the “Activity Detail” Report and click
Open to display the report in the Print Preview window
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@ Schedule24 Resource Manager - Activity detail [el[@]=]
etup ER: e Whole Page x| 7

Assignment or Unavailability Activity

‘SELECT ACTIVITY TYPE:

Avaiable Values: ‘Selected Values:

ssignment
Unavaiabilty

‘SELECT ACTIVITY DESCRIPTION:

Avaiable Values: Selected Values:
ority

Support

A dynamic report with addition controls to filter and search on combinations

3. Using the mouse pointer select the items in the display and move them to
the “Selected Values” pane.

# The menu items automatically filter content dependent on the previous selection.

4. Click OK to display the report content in the Print Preview window.

[E=8 =8 )

€

Activity Research

Person Date Cateqory. Description Detail

Richard Allen Won 02-Fep-09  Assignment Appraisal Management Suite
Richard Allen Tue 03-Feb-09 Assignment Priority Priority cals
Richard Allen Won 09-Feb-09  Assignment Priority Priority cals
Richard Allen Tue 10-Fep-09  Assignment Priority Priority cals
Richard Allen Wed 11-Fep-09  Assignment Priority Priority cals
Richard Allen Thu 12-Fep-09  Assignment Priority Priority cals

Subtotal 6

Stephen Owen Won 02-Feb-09  Assignment Meeting Team Meetingin
Annex 09:00 am

Stephen Owen Tue 03-Feb-08  Assignment Mesting Team Meetingin
Annex 09:00 am

Stephen Owen Sun 08-Feb-09  Assignment  Priority Priority cals

Subtotal 3

A dynamic report with selected content looking at page 4 of 6.

It pays dividends to think about the kind of activity you want to record in your schedule as it can
provide invaluable information about workplace activity especially over time.

5. Click Close to return to the Schedule View area.
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6. Repeat the above procedure to open the Management Report
dialog and from the “Research” folder select the “Skills
availability” report and click open to display in the Print
Preview window.

@ Schedule24 Resource Manager - Skills availability o & =
H B 100%

(T

SEARCHING STAFF AND DATE RANGE IN CURRENT PAGE SETUP Target Staff
| A1 staff and selected skils |
FOR SPECIFIC TIME SEARCHES ENTER A TIME OTHERWISE ACCEPT DEFAULT Target Time

Pizase enter Time n format “hh:mim:ss”

[os:00:00

SELECT AT LEAST OHE SKILL OR ROLE Target Skils | |

Remove

A dynamic report with selected options for specific skill set availability at 9:00am.

7. Select the options to search for a specific skill set at a
particular time over the current print range dates and click
OK to display the content in the Print preview window.

End Staff
Date Person Iime Time With these skills:

Lingistics - Mandarin Chinese
Monday 02 Feb-09
Matthew Lee T7:30AM 3:30PM Department C

Tuesday 03 Feb-09
Watthew Lee T:30AM T30PM Department C

Wednesday 04 Feb-09
Matthew Lee 8:00AM 4:00PH Department G

Thursday 05 Feb-09
Matthew Lee 8:00AM £00PH Department G

Saturday 07 Feb-09
Watthew Lee 8:00AM 400PH Department G

Sunday 08 Feb-09
Watthew Lee T:30AM 330PM Department G

Monday 09 Feb-09
W atthew Lee 8:00AM &00PH Department C

Tuesday 10 Feb-08
Matthew Lee 8:00AM 4:00PH Department G

Eriday 13 Feb-09
Matthew Lee 9:00AM 5:00PM Department G
Saturday 14 Feb-09
Hatthaw | aa

nnnnnnn o.nnbu Manartmant ~

A dynamic report with selected content about skill set looking at page 1 of 7.

8. Click Close to return to the Schedule View area.

The available skills are searched across the training records entered into the Staff Manager
and matched in the context of scheduled staff availability.
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lastname  Title: Mr ~ FBirst: Matthew Last: Lee
___|Tfe LastName FirstName  Job Tide Department o ‘ Personal | Address | Comact‘ Training |5erwce ICosts | Working Hours | Availability | Motes ‘
Dr Agar Peter FT Agent Department A B
Miss | Ainsworth Victoria FT Agent DepartmentA | | Training information
Mr Ali Javid FT Agent Department A
T M |Alen Richard FT Agent Department A Lype: Work permit required
% Mr Bunting Phillip FT Agent Department A Description: e
Dr Casey Trevor Mgmt Coach Department B
Mrs. Cross Cynthia Manager Department B
8 Mrs | Fretwel Elizabeth FT Agent Department &
" IMrs  |Gough Hilary Res. Planner | Department B i
Mrs. Grant Linda FT Agent Department B
e Mrs Grant-Smith Beatrice FT Agent Department C Start: Iz‘ End: Iz‘
Green Jane FT Agent Department C Authorization
s ST [ ——
Long Jackie PT Agent Department C
Owen Stephen PT Agent Department D [valid From [Type IDesaription 1
Pearce Ian FT Agent Department D | |Lingistics - Mandarin Chinese [
Philips Marlene FT Agent Department O ¥ _|7/1/2007 [Work permit required I
Sewell Monica PT Agent Department D
Smythe Veronica FT Agent Department D
Speed Martin FT Agent Department E
Spencer il FT Agent Department E
VanAllen Carol CRM Department E
Vizara Helen CRM Department E
Waters Graham CRM Department E
i
< [l 3 i

Add Record Delete Record

9. Close the “Business Center” schedule and Exit the application to desktop.

Person 14 of 25

[ save snd close | [

@ H;.j:w Hew Persan H ¥ DeletePersan |

A combination of skills associated with the availability across the date range.

Cancel
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Section 8 - Exchanging Data

Importing, Exporting & Archiving Database information enable
you to maximize your investment and maintain the integrity
of staff work place records.

After completing this lesson you will be able to:

1. Import staff information into Schedule24.

2. Export Schedule24 database information.

3. Share information with third party applications.

4. Know how to create import and export scripts to automate data exchange.
5. Archive large or very large Schedule24 databases.

6. Password protect your schedules and shift pattern designs.

Importing and Exporting

Wizards enable you to configure your importing of staff details; and exporting
of all your scheduling content to other applications.

Exercise 8.1
Import staff from another Schedule

This exercise assumes you have launched Schedule24 Resource Manager and there
is no schedule displayed in the schedule View area.

1 Once you have entered staff into a schedule and you want to start a new schedule with the
same staff it is easy to import staff from an existing schedule using the Import Wizard. This
includes all their data including training and service records and working profiles.
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1. From the toolbar menu File > New > New to display the New
dialog and select Blank schedule icon and click OK to display
a new schedule in the Schedule View area.

2. The schedule Assistant will be displayed, select the” Import
staff from an existing schedule?” prompt and click OK to
display the “Insert staff from another Schedule” dialog listing
all the available schedules.

3. Select the schedule “My Business Center” and click OK to
close the dialog and populate the new schedule with the staff
records from the existing schedule.

4. Close the Schedule Assistant prompt using the window close
button.

[ If you repeat the procedure to import staff from another schedule they will be added to the
existing staff. This procedure is constrained by your licensing terms and conditions. You will be
unable to import staff which exceeds the number of staff licensed per schedule.

Exercise 8.2
Import staff from another Application

This exercise assumes you have launched Schedule24 Resource Manager and
there is no schedule displayed in the schedule View area.

1. Repeat the above procedure to open a new blank schedule in the Schedule
View area.

2. The Schedule Assistant dialog will be displayed prompting your option.
Select the “Import staff from another source?” option and click OK to
display the “Import Wizard” dialog.

Import Wizard @

Import Wizard
This wizard gives you the ability to import staff data into Schedule24,

Which import format would you like?

(®):5chedule24 format (= txt or *.csv):
() other

Description
Import data from Schedule24 Resource Manager.

IEI [ Mext = ] | Cancel |

The import wizard prompting for file format to import.
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3. Select the option displayed and click Next to display the file prompt.

Import Wizard @
Import Wizard
This wizard gives you the ability to import staff data into Schedule24.
Select file:
V1 \5chedule24 Resource Manager Import\Examples\Schedule 24 Format. bt E]
[ < Back ] l Finish ] I Cancel ]

The import wizard prompting for file to import.

[ You need to select an example file located as above in the default installation path. This is a
common separator value format of a Schedule24 database.

4. Click Finish and the file will be imported into the Staff Manager.

5. Close the Schedule assistant prompt dialog that will appear and the
schedule without saving to clear the schedule View area.

6. Repeat the procedure to open a new blank schedule in the schedule View
area.

7. The Schedule Assistant dialog will be displayed prompting your option.
Select the “Import staff from another source?” option and click OK to
display the “Import Wizard” dialog.

8. Select the “Other” option displayed and click Next to display the file
prompt.

Import Wizard @

Import Wizard
This wizard gives you the ability to import staff data into Schedule24.

Which import format would you like?

() Schedule24 format (= txt or *.csv)
() Other

M 0B Employes Card
MY0B Personal Card
Description QuickBooks Employes

Import data from other programs, incuding MYOB and
QuickBooks.

Cancel

The import wizard displaying available options.
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9. Select the option from the drop down menu list displayed below to save to

a location.

Import Wizard \EI
Import Wizard
This wizard gives you the ability to import staff data into Schedule24.
Select file:
‘C:\Schedulezq Resource Manager\Import\Examples\QuickBooks Format, tet E|
[ < Back ] [ Finish ] [ Cancel ]

The import wizard prompting for the file name to import.

2 You need to select this example import file located as above in the default installation path.

This is a standard import format for QuickBooks.

10. Click Finish and the file will be imported into the Staff Manager.

11.Close the Schedule assistant prompt dialog that will appear and the

schedule without saving to clear the schedule View area.

[ The menu items are defined importing scripts saved with the file extension .IMP and located in

the Import folder of the installation path.

[E=S|EoR ==
@@-| <« Schedule2d Resource Manager » Import » ~ [ 42 |[ Search import 2]
file Edit View Tools Help
Organize » [ Open v Bum  Hew folder =~ [ @
Name Date modified Type Size
Examples 1/31/20128:20 File folder
5] MYOB Employee Card 618/20061252  IMP File 1K8
5] MYOB Personal Card 6/18/20061252  IMP File 1KE
[ =] QuickBooks Employee 6/18/20061252 VP File 1KB
ey QuickBooks Employee Date modified: 6/18/2006 12:52 Date created: 6/18/2006 12:52
=| mPFile Size: 254 bytes

The import files used to create items in the drop down list.
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[FieldMap]
REFNUM=UFPRN
SALUTATICN=Title
FIRSTNAME=FirstNames
LASTHNAME=LastName
SSNO=NI Number
NCTEPAD=Memo
ADDR1=Home Address
ADDR3=Home County
ADDR2=Home City
ADDR5=Home Country
ADDR4=Home Post Code
PHONEl=Home Phone 1
PHONEZ=Home FPhone 2

Example of a script of an .IMP file for QuickBooks format.

12.Close the Schedule assistant prompt dialog that will appear and the
schedule without saving to clear the schedule View area.

Exercise 8.3
Export Schedule24 as an Access database

This exercise assumes you have launched Schedule24 Resource Manager and the
“Business Center” schedule is open and displayed in the Schedule View area.

2 You can export a Schedule24 database in several formats, as a Microsoft® Access database,
to another application using a script file, or as a CSV file format.

1. From the toolbar menu select File > Export to display the Export
Wizard. Alternatively you can select “Export to Microsoft Access” from
the Export Section of the Publish your Schedule bar of the Navigation
Pane.

Export Wizard (=3l
3 Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Which export format would you like?

(&) Microsoft Access database
O CsV fle
© Other

Description
Microsoft's Access database refers to the .mdb formats used within Access.

The Export Wizard with the Access option selected




2. Select the Access option and click Next to move to the next step.

3. Accept the default options and click Next to move to the next step.

4. Accept the default options and click Next to move to the next

step.
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{ 3 Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Select the records you would like to indude in your export:
Staff information

Staff records

Personal details
Address details
Contact details

Record information

Shift times Training records Activity records
Shift descriptions Service records

Indude headers

[ Column headers on (Contains the fields in the top-most row.)
Row headers on (Contains the names in the left-most column of data.)
[ <gack |[ nmext> | [ canel |

Export Wizard (=3l

The Export Wizard with the content options selected

{ 3 Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Select staff and date ranges to export:

Dates
Start: | 2/2/2002 Finish: | 2/28/2009 [+]
All available dates

Staff
Name « |Job Title |Department [Team
FT Agent Peter Agar FT Agent Department A Team C
FT Agent Victoria Ainswarth FT Agent Department A Team G
FT Agent Javid Al FT Agent Department A TeamD
FT Agent Richard Allen FT Agent Department A Team G
FT Agent Philip Bunting FT Agent Department A Team H
Mgmt Coach Trevor Casey Mgmt Coach Department B Manage
Manager Cynthia Cross Manager Department B Manage
FT Agent Elizabeth Fretwell FT Agent Department B TeamA
< ¥

Select All Clear All

[ <gack |[ nmext> | [ canel |

Export Wizard (=3l

The Export Wizard with the range options selected

Export Wizard (=)
& Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats,

Save exported file as:

[ \sers\pesktop MyExport.MDB (]

That's all the information the export wizard needs to export your data.

) <sack |[ Fnsh | [ cancel
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The Export Wizard with the target file and location selected

Enter a file name and target location to save the Access database. For the purpose of the
exercise save the file as “MyExport.mdb” and save to your desktop.

5. Click Finish to start the export which may take a few
minutes.

# Tip: You can see the progress of your export in the flood bar of the Status Bar and the process
display “Exporting...” If you have other background process operating the flood bar may ‘freeze’ but
the export will complete.

&y

” File Edit View Insert Format Records Tools Window Help
|- B @Ry |smey - A& HU TE Y MR BE [
[op—— =rEE
Eaves | Bouees | Elroms | Breporis | 2 Maaos | o vods |

Activity

Personal
Service
shift
Training

Shift Id Description
26 Unavailability  Sick Uncertficated Planned absence.
27 Unavailability  Sick Uncertficated Planned absence
28 Breaks User defined break 1:30p-2:15p

28 Assignment Priority Priority calls Liaise with supenvisor to cover absences from this station.
29 Breaks User defined break 1:30p-2:15p

29 Assignment Priority Priority calls Liaise with supervisor to cover absences from this station.
User defined break 1:30p-2:15p

Support General calls Liaise with peer group to cover demand.

Breaks User defined break 1:30p-2:15p

Support General calls Liaise with peer group to cover demand.

Breaks User defined break 1:30p-2:15p

Assignment  Support General calls Liaise with peer group to cover demand_
Breaks User defined break 1:30p-2:15p

36
36 Assignment Support General calls Liaise with peer group to cover demand.
387 Assignment  Training FastResponse Training Course
388 Assznment Training FastResponse Training Course
Assignment

Training FastResponse Training Course
Assignment  Training FastResponse Training Course
Assignment Support General calls Liaise with peer group to cover demand.
395 Support General calls Liaise with peer group to cover demand.
396 Assignment | Support General calls Liaise with peer group to cover demand.

21/
Record: M| 4 [[T 1 b [ ¥ |b3]of 237

[Datshest view N ] N 1

The exported database tables and displaying the records of the Activity table.

This exercise assumes you have launched Schedule24 Resource Manager and the
“Business Center” schedule is open and displayed in the Schedule View area.

This procedure is very similar to exporting an Access database in the steps and choice of
options to select range and format of data.



1. From the toolbar menu select File > Export to display the Export
Wizard. Alternatively you can select “Export to file” from the Export
Section of the Publish your Schedule bar of the Navigation Pane.

2. Select the CSV option if not already selected and click Next to move to

the next step.

The Export Wizard with the content and formatting options selected

3. Accept the default options and click Next to move to the next

step.

SCHEDULE24 USER GUIDE AND TUTORIAL

Export Wizard ==
3 Export Wizard
e This wizard gives you the ability to export Schedule24 data to many other formats.
Which export format would you like?

) Microsoft Access database
(3 Csy fle
© Other

Description
Microsoft's Access database refers to the .mdb formats used within Access.

The Export Wizard with the CSV option selected

Export Wizard ==
g Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Select the records you would like to indude in your export:
Staff information

Staff records
Personal details
Address detais
Contact details

Record information

Shift times Training records Activity records
Shift descriptions Service records

Indude headers

[ Column headers on (Contains the fields in the top-most row.)
Row headers on (Contains the names in the left-most column of data.)
[ <Back |[ Mext> | [ cancel |
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Export Wizard 3]
@ Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Select staff and date ranges to export:

Dates
start: | 2/2/2008 [=] Finish: | 2/28/2008 [=]
Al available dates

staff

Name a |Job Title |Department [Team &
FT Agent Peter Agar FT Agent Department A TeamC
FT Agent Victoria Ainsworth FT Agent Department A Team G
FT Agent Javid Al FT Agent Department A TeamD
FT Agent Richard Allen FT Agent Department A Team G
FT Agent Phillp Bunting FT Agent Department A TeamH
Mamt Coach Trevor Casey Mgmt Coach Department B Manage
Manager Cynthia Cross Manager Department 8 Manage
FT Agent Elizabeth Fretwel FT Agent Department 8 TeamA
S o B S

[ <Back ][ mext> ] [ cancel |

The Export Wizard with the range options selected

4. Accept the default options and click Next to move to the next
step.

Export Wizard ==
@ Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Save exported file as:

| s wsersipeskiop\yExport. csv [J

That's all the information the export wizard needs to export your data.

[ <Back |[ Fmsh | [ cancel |

The Export Wizard with the target file and location selected

[ Enter a file name and target location to save the Access database. For the purpose of the
exercise save the file as “MyExport.csv” and save to your desktop.

6. Click Finish to start the export which may take a few
minutes.

0 You will be returned to the schedule View area for the next exercise.
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Exercise 8.5
Export to another application

This exercise assumes you have launched Schedule24 Resource Manager and the
“Business Center” schedule is open and displayed in the Schedule View area.

[ This procedure uses scripts to map data fields to other applications. It is similar to the import
script files, but of course in this case they are export script files with the file extension .EXP and
appear in the drop down menu as items.

1. From the toolbar menu select File > Export to display the Export
Wizard. Alternatively you can select “Export to file” from the Export
Section of the Publish your Schedule bar of the Navigation Pane.

Export Wizard =
E Export Wizard
' This wizard gives you the ability to export Schedule24 data to many other formats.
Which export format would you ke?

) Microsoft Access database
(O csy file
) Other

AllInformation

Description MYQE Emplopes Card

Export dataMY0B Personal Card
QuickBooks Emplayse

The Export Wizard with the Other option selected

2. Select the QuickBooks employee item from the drop down list and click
Next to move to the next step.

Export Wizard ==
& Export Wizard

e This wizard gives you the ability to export Schedule24 data to many other formats,
Select staff and date ranges to export:
Dates

Start: | 2/2/2008 [=]  Finish: | 2/28/2009 =
All available dates

Staff
Name « [Job Title Department. Team #
FT Agent Peter Agar FT Agent Department A Team C
FT Agent Victoria Ainswarth FT Agent Department A Team G
FT Agent Javid Al FT Agent Department A Team D
FT Agent Richard Allen FT Agent Department A Team G
FT Agent Phillip Bunting FT Agent Department A Team H
Mgmt Coach Trevor Casey Mgmt Coach Department B Manage
Manager Cynthia Cross Manager Department B Manage
FT Agent Elizabeth Fretwell FT Agent Department B Team A

£ b

Select All Clear All
I [ —

The Export Wizard with the range options selected
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3. Accept the default options and click Next to move to the next
step.

Export Wizard

L@ Export Wizard

This wizard gives you the ability to export Schedule24 data to many other formats.

Save exported file as:

|c:\usersiDesktop\wyExportooz.csv [

That's all the information the export wizard needs to export your data.

[ < Back ” Finish ] [ Cancel ]

The Export Wizard with the target file and location selected

Enter a file name and target location to save the Access database. For the purpose of the
exercise save the file as “MyExport003.csv” and save to your desktop.

4. Click Finish to start the export.

(0 MyExport003 - Microsoft Excel _ & x
ca Home Insert Page Layout Formulas Data Review View Developer Add-Ins @ - 7 x
=W ocut Calibri - A x| | Eiwian ext General - ﬂ ﬁ I;? E- ;‘ El AL ? ﬁ
= 53 copy . = - (] Fin -
T pamt panter (BT [ [ S A | B erge 2 enter - | [ mielood|[ 31 08) | SO e stese || o e e || QClewr  ifers Seae
Clipboard £} Font ) Alignment £} Number ) Styles Cells Editing
d9-c = J
| R14C15 -0 £ |
1 2 3 4 = 6 7 8 9 10 11 12 13 14 15 16 17 i
1 REFNUM SALUTATION FIRSTNAME LASTNAME SSNO NOTEPAD ADDRL ADDR3 ADDR2 ADDRS ADDR4 PHONEL PHONE2
2 123 Mr Richard Allen 667-89-7389 7 The Cresecent WA Seattle USA 98667 206-411-4234
3 127 Dr Peter Agar 148-01-3534 1990 Universal City Blvd WA Seattle USA 78143 206-111-1234
4 128 Mr lan Pearce 876-65-7654 Flat 21a Allans Park WA Seattle USA 98401 206-455-1434
5 131 Mr Phillip Bunting 223-76-4899 77 Romanby Road WA Seattle USA 98667 206-011-0234
6 132 Mr Graham ‘Waters 092-782-6673 90 Apple Yard WA Seattle USA 98401 206-597-9537
7 134 Mr Stephen Owen 987-98-8765 133 Greenhill Road WA Seattle USA 98401 206-355-3534
8 136 Mr Matthew  Lee 321-09-8765 4001 London Road WA Seattle USA 98401 206-575-1734
3 140 Mr Javid Ali 667-92-8122 889 Rushmore Road WA Seattle USA 98667 206-311-3234
10 142 Mr Martin Speed 111-99-0012 92 Hillcrest Road WA Seattle USA 98401 206-545-4534
1 146 Mrs Beatrice Grant-Smith 456-67-7890 54 Crocus Way WA Seattle USA 98401 206-115-1235
12 147 Mrs Jackie Long 210-98-8765 16 Farriers Close WA Seattle USA 98401 206-585-1834 =
13 148 Mrs aGill Spencer 009-45-7823 9017 Central Boulevard WA Seattle USA 98401 206-565-6534
E 149 Mrs. Elizabeth  Fretwell 789-90-1234 56 Queens Court WA Seattle USA 98401 206-181-8234 I !
15 150 Mrs Hilary Gough 123-45-6789 18 Kingsway WA Seattle USA 98401 206-113-1233
16 151 Mrs Caral Vanallen 826-01-8493 22 Shippham Close WA Seattle USA 98401 206-591-9531
17 152 Mrs. Veronica Smythe 220-66-4321 56 High Street WA Seattle USA 98401 206-535-3534
18 153 Mrs. Jane Green 789-01-2345 237 Low Street WA Seattle USA 98401 206-116-1236
19 156 Mrs Marlene Phillips 765-65-8765 7 Woodside Hill WA Seattle USA 98401 206-655-6534
20 157 Mrs Cynthia Cross 809-67-5678 611 The Walkway WA Seattle USA 72076 206-141-4234
21 158 Miss. Helen Vizara 326-01-9302 6b Centre Hill Tower WA Seattle USA 98401 206-598-3538
22 160 Miss Victoria Ainsworth  408-63-8729 1041 Moss St WA Seattle USA 47408 206-211-2234
23 164 Mrs Linda Grant 012-23-4567 40 Main Street WA Seattle USA 98401 206-114-1244
24 165 Miss Monica Sewell 432-76-9878 66 New Elms Way WA Seattle USA 98401 206-955-9534
25 170 Dr Trevor Casey 221-76-2122 100 Centre Park Cresecent WA Seattle USA 87109 206-121-1234
2

171 Mrs Wendy Harrow 876-65-5432 16 School Street WA Seattle USA 98401 206-119-1239
[

6
W 4> M| MyExport003 <% L Im
Ready | £ | [EEEFT e ===t===]|

The exported data mapped to QuickBooks staff records.

The menu items are defined importing scripts saved with the file extension .EXP and located in
the Import folder of the installation path.
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o =]
@T}-‘ | « Local Disk (C:) » Schedule2d Resource Manager » Export ~ [ 43| [ Seorch Eport 2|
Fle Edit View Iools Help

Organize » | Includeinlibrary »  Sharewith = Bum  New folder #- 0 @

Neme ’ Dete modified Type Size

2] Allinformation 6/18/200612:50 EXP File 3K8

2] MYOB Employee Card 6/18/2006 12:51 EXP File 2K8

2] MYOB Personal Card 6/18/200612:51 EXP File 1K8

%] QuickBooks Employes 6/18/200612:51 EXP File 1K8

’ 4 items

The export files used to create items in the drop down list.

[options]
ExpColumnEeaderP=true
ExpRowHeaderP=false

ExpAddressDe
ExpContactDe
ExpServiceRe
ExpTrainingRecord=false
ExpShiftsRecord=false
ExpPeriodsRecord=false

al, Title=SALUTATION

al, FirstNames=FIRSTNAME
Personal, LastName=LASTNAME
Personal, NI Number=SsSNC
Personal, Memo=NOTEPAD

21, Home Address=ADDRL
al,Home County=ADDR3
al, Home City=ADDR2
al,Home Country=ADDRS
al,Home Post Code=ADDR4
Personal, Home Phone 1=PHONE1l
Personal, Home Phone 2=PHONE2

Example of a script of an .EXP file for QuickBooks format.

You can have as many scripted import and export files as you like. Each file will appear as a
menu item in the respective drop down list for either imports or exports. It is ideal for mapping
Schedule24 data to other applications you want to share data with regularly.

# How to script these files is outside the scope of this user guide and tutorial. More detailed
information can be found in the application Help files.

5. Close the schedule and clear down the schedule View area.
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Archiving Schedule24 Database

2 Although you can work on as many schedules in the Schedule View area as you like it is not
uncommon to keep all your scheduling data in one schedule and over very long time ranges.
Over time the schedules can become large and archiving is one way to keep files to a
manageable size and still keep your historic data.

] Exercise 8.6
Working with the Archiving Wizard.

This exercise assumes you have launched Schedule24 Resource Manager, the
navigation pane is displayed and there is no schedule displayed in the Schedule
View area.

1. From the toolbar menu select File > Archive... to display the Archive
Wizard.

2. From the drop down file box select “Business Center”
schedule to populate data into the other fields about the
content.

Archive @
Archive schedule
To keep your schedule manageable, you can archive data older than a -’l
specified date to help reduce file size. =

Select schedule to archive

|C: \Schedule 24 Resource Manager\Schedules\Business Center.wpn E]|
Schedule holds data from: [1/25/2003 | to: [/4/2015 |
Archive data older than: | 7/3/2012 |E|
Archive file to:
|C: Wsers\DesktopMyarchivedd 1.wpn E]|

The archive wizard displaying the dates of the schedule range and selected archive date

3. Select a “Archive data older than” date between the two dates
displayed holding scheduling data.

4. Using the ... button select a target location and suitable file name of
the archive file e.g. MyArchive001 and click OK to archive that data.

3 Archiving reduces file size. If you want to recover archived files simply open the archive file as
you would a normal schedule and it will open in the Schedule View area.
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Password Security

You want to secure your schedules or shift pattern designs to prevent
unauthorized modifications. Always keep your password in a safe place and
do not lose it otherwise you will not be able to access your files.

Exercise 8.7
Protecting schedules and shift patterns

This exercise assumes you have launched Schedule24 Resource Manager and
“MySchedule” schedule is displayed in the schedule View area.

0 THERE IS NO WAY YOU CAN RECOVER A PASSWORD PROTECTED FILE WITHOUT
THE PASSWORD.

1. From the toolbar menu select Tools > Protection > Protect Schedule to
display the password dialog control.

% Schedule?4 Resource Manager - My5Schedule
! oi]fle Edit View Insert Scheduing [Tools | Data Reports Window Help
d -5 d 101 =5 d - | & 8] Staff Manager... ff Manager... |%Ieaml‘¢'lanager... |[§jS}ﬂ&Pathemgesigner... | 10
i (L shift Editor |« Assignments... 7| 98 Team Manager... bmo... | Sy Monitor Conflicts... | (]l Staff Distribution Graph
i |4 Day Schedules = Week Schedules |4 shift Pattern Designer... fublish to the Web... i €& StaffReport | g Statistics Report | 43 Manag
% Monitor Conflicts. .. 5un 27 May Mon 28 May Tue 29 May Wed 30 May
e | 2012 2012
ﬁ, 1. Start your Schedule | Protection 3 | 2 Protect Schedule bﬁ: Day OFf -
o F T T e e
1 New Schedule Q‘?ﬁms'“ | ----

ﬁ EasyStep Schedule Wizard

. 10:00a-5:00p 10:00a-5:00p 10:00a-5:00p Day Off
FT Agent Richard Allen
;EJ Schedule Templates. .. 1brea::(F 1break 1break
L Day O 7:00a-3:00p 7:00a-3:00p 10:00a-6:00p
B 1break 1break 1break

@ schedule Templates Orline. ..

Day Off Day Off 7:00a-3:00p
FT Agent Jasmine Fields - Ak

T A t 3 G ;:;O:a—f:(mp 10:005-5:00p 10:005-5:00p 10:005-5:00p

Open an existing schedule

- 1break 1break 1break
= More...

Accessing the password controls to protect your work.

Set Password @

Password

OK | [ Cancel ]

Caution: If you lose or forget the password, it cannot be
recovered, Itis advisable to keep a list of passwords and
their corresponding schedule and template names in safe
place. (Remember that passwords are case-sensitive.)

The Set Password dialog with password entry entered

2. Click OK and Save before closing the schedule and re-open in the
Schedule View area.
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£2} 1. Start your Schedule

Starta Task

[ Mew Schedue
£ EasyStep Schedule Wizard
8] schedule Tempiates...

@ schedule Templates Online...

Open an existing schedule

(5 More.

&8 2 Add and Remove Staff

T3 3. Automate with Shift Patterns

Ekmymrsdmle

@ 5. Check How You're Doing

§ 6. Publish your Schedule

The screen display when opening a protected schedule.

The procedure is identical when working in the Shift Pattern Designer environment and you
want to protect your shift pattern design files.

3. Cancel or close the Set Password dialog control and exit the
application to desktop.

Schedule24 File Types

For convenience the different file types you will be working with are produced in this table. You
can also find information about Schedule24 files in the application Help files.
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than one user.

.
WPN Staff Schedule Schedules Delete if
| sure
g RPN ShnBc Pgttern Shift patterns Delete if
I esign sure
2 WPT Schedule Templates Delete if
: Template P sure
Crystal or )
RPT Business Objects Management Don’t
R Reports delete
eport
System backup of Don’t
BAK your files to aid With original
delete
recovery
Created when Can
I cop accessed by more With original Delete
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All trademarks acknowledged.

© Intellicate Limited 2000-2012. Schedule24 is a registered trade mark in the United
States of America the United Kingdom and/or in other countries.

All reasonable precautions have been taken in the preparation of this document,
including both technical and non-technical proofing. Intellicate and all staff assume no
responsibility for any errors or omissions. No warranties are made, expressed or implied
with regard to these notes. Intellicate shall not be responsible for any direct, incidental
or consequential damages arising from the use of any material contained in this
document. If you find any errors, please inform Intellicate. Whilst every effort is made to
eradicate typing or technical mistakes, we apologize for any errors you may detect. Al
content is updated on a regular basis, so your feedback is both valued by us and will
help us maintain the highest possible standards.
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