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Chapter 1
Introduction

This chapter introduces the Floor Schedule program and familiarizes you with
the components associated with the system.

1.1 What is Floor Schedule?

Floor Schedule is an easy-to-use program designed to assist real estate managers
with the tedious task of floor duty scheduling. The program saves time preparing
office and site duty schedules and assures that the same agent is never scheduled
at different sites at the same time. Floor Schedule assigns and organizes
schedules for up to sixteen agents per day for each site. Each time a schedule is
created, Floor Schedule automatically generates a report of assignments, by
agent, that can be viewed or printed.

1.2 What are the Benefits of Floor Schedule?

Create monthly duty schedules according to your instructions.
Up to sixteen agents per day for each site.

Synthesizes your requirements and instantly generates the best possible
schedule.

o Allows for days off, holidays, and maximum number of duty times per
agent per month.

o Saves you hours of tedious and agonizing decision making, creating an
equally fair schedule to all agents.

o Permits the assignment of an individual agent to work only specific dates
and times.

0  Gets the job done! Whether you have a five-agent office or a seventy-five-
agent organization with multiple sites.

o FLOOR SCHEDULE CAN HANDLE IT ALL.
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1.3 System Requirements

Floor Schedule operates properly only if the system on which the program is
installed fulfills these requirements.

SPECIFICATIONS
OPERATING SYSTEM e Microsoft Windows 95, 98, 2000, XP, or
better
PERSONAL COMPUTER e 32 MBRAM
(PC) e 12 MB of free hard disk space
e  Monitor with at least 800x600 resolution
e Keyboard
e  Microsoft Mouse or compatible device
OPTIONAL DEVICES/ e  Printer (optional, to print reports)
CONNECTIONS
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Chapter 2
Getting Started

This chapter provides the set of procedures that leads you through Floor
Schedule installation, launch of the program and an introductory to the Main
window and its components.

2.1 Installing Floor Schedule

The Floor Schedule offers two methods for installing the program. These
methods include the option to download from the web or install using a CD. The
installation provides full functionality and one month of scheduling capability.
However when you purchase the software license, Floor Schedule provides you
with the complete functionality and twelve full months of scheduling.

2.11 Floor Schedule Web Installation

Installing Floor Schedule from the web will not overwrite any existing license
file or data that you have already entered.

1. From your Internet provider, enter www.FloorSchedule.com.

Welcome to the CRS websitel

CRS (Cuslom Rea estale Soltwarg), makers of gh qualty Real Eslale soltware since 198815
proud to prasent

Floor Schedule

AKA: Floor Dy, Opportunity Time, Duty Roster, Agent Schedule

Problem: The dey s Apnl 20th. You May duly imes need 1o be hiled. Everyone has a dilferent
recuest!

Answer: Floor Schedule!

Our agent floor inve scheduling program, Floor Schedute, makes the real estate office manager's
job & breaze when il comes to agent laor duly scheduling free trial

New!

D one:
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21.2

From the Floor Schedule Welcome window, click Free Trial.
Enter your email address and click Get Free Trial.

Review the download instructions and click Free Trial download.

File Download @

L ] You are downloading the file:
.‘h'

FloorInskall, exe From s, Floorschedule, com

Whiould you like to open the file or zave it to your computer’?

Open l [ Save ][ Cancel ] [ tare [nfo

From the File Download dialog, select Open to run the installation from the
Web site. The program automatically downloads.

OR

To download the installation file to your computer and install the program
yourself, click Save.

a. Select your desktop or a directory to which the “FloorInstall.exe”
installation file is to download.

b. Click Save.
The program automatically downloads.

c.  When the download completes, locate the “FloorInstall.exe file” on
your desktop or in the directory to which you downloaded the file.

d. To install Floor Schedule on your computer, double click
FloorInstall.exe.

Floor Schedule CD Installation for Windows

95, 98, 2000, and XP Systems

1.

A o

Start Windows.

Close all currently running programs.

Insert the CD.

From your Windows desktop, click Start—=>Run.

In the command text field, type [CD drive letter]. \setup.
Click OK.

Follow the on-screen instructions.

2-4
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2.1.3 Installation Upgrades

Existing users of Floor Schedule installing an upgraded version of the program
on their computer are notified by the installation if an earlier version of the
program is found on their computer. When an earlier version of the program is
identified on your computer you will be asked if you would like to copy your
existing site, agent information and license over from the earlier version.

3 Existing Floor Schedule Information Found

Flaor Schedule has found an earlier version of himself on
this computer. Press Ok tao copy the earlier version's Site
and Agent information and program license over to this
NEwEr yarsion.

[ Inthe future, do not show this message.

Cancel

Select OK.

You are ready to continue generating new schedules.

2-5
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2.2 Launch Floor Schedule

There are two ways to launch Floor Schedule.

1. From your Windows desktop, select Start= Programs— Floor Schedule
2002.

&

7

Quichen
200
.l

W

OR

2. Double click the Icon displayed on the desktop.

Paint Shop Pro 7

Cuicken 2002 Mew |
Edikicn

RealPlayer
e - Dvoate Bzzemble
]

Microsaft Yord

All Programs | 3

WordPerfect OFfice 2000 »

R

{‘zj Floor Schedule 2002
Microsoft PowerPoink
2
Microsoft Waord

Microsaft Access
Micrasaft Excel

Microsaft Cutlook,

Microsaft Publisher

Floar Schedule
2002

The Main window will open.

2.3 Exit Floor Schedule

Floor Schedule provides two options for closing the program when scheduling

transactions are completed.

A. From the Main window menu bar, select File— Exit.

EXIT

B. From the Main window toolbar, click the exit icon. Exit

2-6
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2.4 Main Window

The Main window appears as soon as you launch the Floor Schedule program.
The Main window consists of the standard functional components found in

Window

programs. The menu bar provides access to all the Floor Schedule’s

task, its settings, and on-line help. The toolbar provides quick access icons to the
most frequently used menu items.

&3 Floor Schedule i -10] =
Menu bar —p - ; : : B3
File Personal Month Sites Agents Generate  [Mext Site Report  Print  Settings Examples  Help
Toolbar —» BB @ [ &%, ;/ = 2 2 | =
VleW 4’ Personal Month Sites Agents Generate | Mest Site H.epurl Frint Save Exit
( Personal Calendar: 11/2002
T Thursday Friday Saturday ket
Oct. 2702003 8 29 30 31 oo, 172002 7
Display Area < : . ’ - - = -
0 1 1z 13 14 15 15
K| Personal Calendar: 11/2002 | Licensed through: 1/2003

The display area of the Main window provides two basic views.

e  The Personal Calendar (default view) offers a simple calendar for your
own use allowing entry of personal information.
e  The Generated Floor Schedule is activated when you click Generate
and includes access to schedule specific options.
g [ 5
File Personal Month Sikes  Agents Generate  Mext Sike  Report  Print  Settings  Examples  Help
T ~
| @2 )= ]| 8=
Personal tanth Sites Agents Mewt Site Report Print Save Exit
OFFICE.
s T s Iy Thursday Friday Saturday |~ |
Dec. 172002 I kg 4 L L 7
9 LUCY 9 NICK 9 TODD 9 JUNE 9 PHIL 0 TODD 9 JUNE
12 hMARE 12 LUCY 12 MaR K 12 PHIL 12 52 12 Sa 12 HICK
2 TODD 3 PHIL 2 St 2 JOHN 2 TODD 2 JUNE 2 MARK
2 ] 10 1 12 12 14
9 JOHM 9 58hd ERE 9 JOHN 9 PHIL 9 CARL 9 5 Ahd
12 TODD 12 MARE 12 NICKE 12 580 12 JUNE 12 PHIL 12 MARE
3 5 3 PHIL 3 JUNE 3 CARL 3 LUCY 3 NICK 3 TODOD
15 16 17 13 14 0 il
9 CARL 9 S8 9 CARL 9 JOHH 9 CARL 2 MICK 9 JOHM
12 JOHN 12 htaR K 12 TODD 12 HICK 12 PHIL 12 JUNE 12 TODOD
OFFICE. Licensed through: 1/2003 e
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2.5 Menu Bar & Toolbar

Menu Bar Toolbar

File

Save current
schedule

Retrieve saved
schedule

Export
(Backup)

Import

Exit

Personal

Month

Sites
Agents

Generate

Next Site

Report

Agent Report
Site Report

Report

Description

Saves the current schedule, including its
Assignment by Agent report. Floor Schedule
supports only one saved schedule. The next
saved schedule overwrites the previously
saved schedule. Use this feature to save a
schedule that you want to come back to later
for further editing. (Personal calendar entries
are automatically saved.)

Floor Schedule supports only one saved
schedule. Each saved schedule overwrites the
previously saved schedule. The Retrieve
schedule function opens the last (and only)
schedule saved.

The Export process allows you create a
backup of your license and data files.

The Import process allows you to restore a
corrupted or lost copy of your data and license
files with a backup copy.

Closes the program.

Displays the view for the Personal Calendar.

Window that specifies the month for which to
generate a new schedule. Available months
are determined by your license.

Window that manages the addition, and
deletion of site locations.

Window that manages the addition and
deletion of site agents.

Generates a new Floor Schedule.

The button enables only when more then one
generated site exists. It clears the current
schedule and displays the next. Any edits you
make to the current calendar schedule days
are lost unless saved.

The Assignment by Agent report containing
each agent's duty times as assigned by Floor
Schedule. This allows you to scan each
agent’s schedule for spacing and total times
assigned. You may also give a copy of this
report to agents to help them find their shifts
on the Calendar schedule.

Generates a report on Agent assignments.
Generates a report on Site locations.
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Menu Bar
Print

Settings

Calendar
Settings

Schedule Times

Schedule Fine
Tune

Examples

Help

Getting Started

Generated
Schedule

Web site /
Latest Help

Web site /
License update

Description

Prints the current calendar view, whether
Personal or Generate schedule.

Defines the parameters for how calendar data
is displayed and printed.

Option to show times in place of letters for
sites, days, and times.

Option to select automatic Fine Tuning or
Manual Tuning. Automatic fine-tuning is the
recommended setting.

Provides a number of scheduling examples to
copy or study as a reference.

Displays options for assistance to the
utilization of the program.

Provides a simple overview of the steps that
need to be taken to create a new calendar
schedule or perform program maintenance.
Provides help on how to proceed once you
have generated a schedule

Connects you to the Floor Schedule web site
help page where you can access the latest help
and connect with technical support.

Connects you to the license ordering page on
the Floor Schedule web site.
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2.6 Getting Help

Floor Schedule provides Help buttons with many of the task windows to provide
quick help on that task. Help can also be accessed through the menu bar.

2.6.1 Task Window Help

1. From the currently displayed task window, click the Help button.

A Help View popup appears providing instruction about the data that is to
be entered into the current window.

The figure below is an example of the (Site Information) Help View.

3 Help View

Close

Enter information_about each site; il

Required information:

Site Hame

SITE NAME:

Only the first 5 letters of the
name are uzed. If you link two
gites the name of the second
site created iz used.

LIME:
Enter the letter here to fold two
sites into one. Use when two agts
are on in the zame time period.
Caution: If you enter a letter
here, you must alzo enter this
game letter in another site.

2. Scroll through the Help View for information about what that control does.

3. To exit the Help View popup, click Close.

2-10
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2.6.2 Standard Menu Help

The standard menu help identifies the steps that need to be taken to create a new
calendar schedule or perform program maintenance. Standard help can also
directly connect you to the website help and support. The website offers a
complete user’s manual available for review and/or printing in addition to an
Answer page that contains answers to many of the questions presented by our
users. Within the site a support email address is available from which you my
post any questions you may have. Support is provided for free as part of the
license purchase.

1. From the menu bar of Personal Calendar or the Floor Schedule Main
window, select Help.

2. Select the preferred Help option.
A. Getting Started

a. For an overview of the steps that need to be taken to create a new
calendar schedule or perform program maintenance, select Getting
Started.

b. To exit the Help View, click Close.
B. Web Site/Latest Help

a. To connect to the Floor Schedule web site help page where you
can access the latest help or contact technical support, select Web
Site/Latest Help.

b. Select the preferred option or review the questions and answers.

c. To exit the Floor Schedule web help, click X in the upper right
corner of the web page.

2-11
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Chapter 3
Settings

3.1 Schedule Fine Tune

Each time you generate a schedule all agents are assigned their time slots using
the Floor Schedule’s unique copyrighted algorithm — Automatic Fine Tuning.
This system is designed to give all agents the fairest possible schedule. It is the
default setting for the program and in almost all cases you will want to leave this
setting as checked.

3.1.1 How Automatic Fine-Tuning Works:

Automatic Fine Tuning weighs the factors that are most important to agents and
distributes the time slots to each accordingly. The factors that are considered and
balanced include: even distribution of weekend slots, even distribution of time
periods, even distribution among days of the week and even distribution among
the weeks in the month. Automatic fine-tuning also works to minimize back-to-
back scheduling for all agents.

Automatic fine-tuning assigns all agents to a nearly equal number of duty times.
To have an agent assigned less then an equal number of times, edit the agent’s
MAX TIMES field on the AGENT INFORMATION screen. If you do not want
the agent to work any more then 6 times during the month, place the number 6
in this field.

If an agent can only work specific dates and time, use the “Agent Can Only
Work” feature on the Agent Information screen. Agents assigned in this manner
are excluded from the automatic scheduling process.

For most offices, you will want to leave the Automatic Fine Tuning setting
on.

3-12
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3.1.2  When to use Manual Fine Tuning:

There are two circumstances where you will want to disable the Automatic fine
tuning feature and set the scheduling rules yourself “manually”.

Agents to work more then once a day: 1f you want agents to work more then
once each day you must disable Automatic Fine Tuning and then uncheck the
Once A Day check box.

Agent spacing: If you want strict enforcement of agent spacing — for example:
you never want an agent to work two days in a row, then set the parameters for
Manual Fine Tuning as follows:

1 (or 2) day before.
1 (or 2) day after.
X once a day.
Method 2.

3.1.3 Drawbacks to using Manual vs. Automatic
Fine Tuning

Manual Fine Tuning strictly enforces all parameters you set. If it cannot find an
agent to schedule for an open slot without violating the set parameters (for
example, no agent can work back to back days) then it will place an “AGT?” in
the slot. To manually replace “AGT?” see Edit Schedule.

Automatic Fine Tuning does the best job possible to generate the fairest
schedule, balancing all factors. However, it will schedule an agent where
needed, even if this results in less then an ideal schedule, in order to cover all
time slots.

3.1.4 How to Set Fine Tuning:

1. From the Main window menu bar, select Settings— Schedule Fine Tune.

The Fine Tuning window appears.

¥ Automatic Fine Tuning [Manual Tuning Disabled]

1] LCancel Help

Floor Schedule’s default is set to Automatic Fine Tuning. This is noted from

the minimized window that appears and the Automatic Fine Tuning box is
checked.

2. If the Automatic Fine Tuning is not selected an expanded version of the
Fine Tuning window is displayed.

3-13
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7.

FINE TUNING

™ Automatic Fine Tuning [Manual Tuning Disabled]

— Each date agent iz scheduled. do not schedule again for...

iz vl Days Before that Day iz vl Days After that date.

— Do not schedule agents to work more then...

¥ Once a Day. ¥ Once a Week. ¥ Once any Same Weekday
t Method
i Method 1 = Method 2
oK Lancel Help

To select automatic fine tuning, click the Automatic Fine Tuning box to
insert a check.

To perform manual tuning, click (if applicable) the Automatic Fine Tuning
box to remove the check.

In the Each Date Agent is Scheduled, Do Not Schedule Again field, enter 0,
1, or 2 to represent the number of days between assigned duty dates.

Example: Days Before = I and Days After = 0 Indicates agents may be
assigned to work 2 but not 3 consecutive days. 1 and 1 indicates no
consecutive days.

In the Do Not Schedule Agents More Than field, check the boxes as
follows:

o Once a Day - This box is always checked by default and
indicates your agents will NOT be scheduled more than once
per day. If you want agents scheduled more than once a day,
uncheck this box.

o  Once a Week - If agents work 4 or less times per month, check
this box so they are not scheduled more than once a week.

o Once Any Same Weekday - If your agents work 7 or less times
per month, check this so they are not scheduled more than one
same weekday during the month.

In the Assignment Method field, select the order in which agents are
assigned to the schedule based on the following:

o Method I assigns agents starting from the beginning to the end
of a randomized list, then repeats itself.

o Method 2 assigns agents starting from the end to the beginning
of a randomized list. It then moves from beginning to end,
then end to middle, then repeats itself. Method 2 is
advantageous when you have two linked sites or have a large
number of agents and time slots to fill.

Click OK.

Caution: With each fine tuning, you narrow the number of available duty
times any one agent may be assigned to work. As a result, some of your
duty times may go unassigned (indicated by AGT?). If this happens, remove
or decrease settings.
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3.2 Calendar Settings

The Calendar settings allow you to adjust how your Calendar Schedule appears
on both the screen and the printed-paper.

1.

From the Main window menu bar, select Settings— Calendar Settings.

The Calendar Display Settings window appears.

a Calendar Display Settings

[T Use Default Settings

— Display Slot Letters or Times on Calendar —  — Day Height Setting
L On Screen 1125
= Mever, Printed i1 50

& Only when an agent is assigned.

— Use Full Agent Hame instead of Initials - — Font Setting

¥ ise Full &gent Names [up to 12 characters]: Set Screen Font |
IB Mumber of characters to dizplay. St Printed Fort |

OK Cancel | Help |

In the Use Default Settings box, check this box to use the default program
settings.
OR

Remove the check from this box to use or edit your own settings.

Default settings cannot be changed. They are included so that you can
revert to them when desired. You may change the custom settings as much
as you like.

Select the applicable option to Display Slot Letters or Times on Calendar:

o Always: Slot Letters (or Times if you are using them in place
of letters) will appear for each available slot, whether or not
the current site schedule uses this slot.

o Never: Do not display Times or Slot Letters. Only the agent
names (or initials — see #4) will appear on the schedule.

o Only when an agent is assigned: Slot Letters or Times only
appear if the current site schedule uses that slot.

In the Use Full Name instead of Initials box, check this box to have the
schedule use the agent’s full name (as entered in the Agent Information
screen) up to the number of characters entered in the accompanying box.
OR

Remove the check from this box if you want the schedule to use the Initials.

In the Day Height Setting, enter a number to adjust the height of each day
on the calendar. A greater height may be needed to show all agents
scheduled for each day depending on the number of slots on that day and
the font used. Use these settings to adjust the day height to your preference.
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The screen day height will generally need to be smaller then the printed day
height.

6. From the Font Settings, click the corresponding font button and select the
desired font and size. Fonts can be set for both the screen calendar and the
printed calendar. You may adjust the font, style, size, and color of the
information displayed within each day.

7. Click OK.

3.3 Schedule Times

Schedule Times provides the option to have the program display times in place
of the default slot letters.
1. From the Main window menu bar, select Settings— Schedule Times.

The Show times in place of letters window appears.
ﬂl Show times in place of letters

Use this form to replace a Site's Slot Letters with a
Time Range or other custom label of your choice.

— 1. Select Site ————— [~ 3. Enter Times

2_0PEM HOUSE

1

— 2. Select Day

Mon

Tues :J

[~ Use Times in place of letters.

— Shortcut... Set times to be the zame as thiz dap that's already been entered,

Sl v 1] wi Th] F e

DK Cancel o

2. For each site, select each day in that site, and enter the times you want
displayed in place of the slot letters shown.
To aid you with your entries, the slot letters in use on that day are
highlighted. (You selected these slots when you entered your Site
Information.)

3. Make sure that the ‘Use Times in place of letters’ check box is checked for
each day (This is the default when you enter times).

4. From the Calendar Display Settings, verify that the ‘Display Slot Letters or
Times on Calendar’ setting has NOT been set to ‘Never’. For further
information, refer to section 3.2.
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To help you in this task, you may simply copy a day’s times that
you’ve already set, and use them in the currently displayed day by
clicking on the appropriate day button under ‘Shortcut...’.

Move to the blank day, and then press the button with the name of
the day you want to copy.

For example: Monday through Friday, all have the same times. Rather then
entering the times for each day manually, enter them for Monday only. Then
copy Monday times to each of the other days.

O

From the Select Site field, highlight the desired site.

From the Select Day field, select Monday.

Enter the times you want next to highlighted slots.

Select Tuesday.

Click ‘M’ under Shortcut to copy Monday’s times to Tuesday.
Continue copying to other days using the same method.
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Chapter 4
Creating a Schedule

This chapter provides the procedures that leads you through the steps and
dialogs to perform the functions that create a new schedule.

4.1 New User Template

For new users, it is recommended that you select an example to use as a
template for creating your first schedule. Floor Schedule provides a number of
schedule set ups on which you can base your own schedule.

1.  From the Main window menu bar, select Examples.

The Example Floor Scheduling Setups window appears.

Example Floor Scheduling Setups

~ Example Setups
IOne Site, one agent per slot Ll J

on 9] it
One Site (Linked), two agents per slot, Agent Team.
i Two Sites - One Linked and one Subdivisian,
agents hawe awariety ot times that they hawve requested off.

TS

OK Cancel Help

2. From the Examples Setups drop-down, select the example that best
represents your specific office situation.

3. Click OK.
The settings of the selected example are loaded, and a schedule based upon
those settings is generated.

4. To save the example as your default setting, select Use as Default.

5. Proceed to section “Schedule Setup”.

4-19



Floor Schedule

User Guide

4.2 Schedule Setup

Creating a Schedule involves selecting a schedule period, entering site
information and entering agent information.

4.21

Selecting the Month and Year

Decide which month you want your Floor Schedule to be generated for.

1.

From the Main window menu bar, select Month.
OR

From the Main window toolbar, click _Mrth |,

The Month window appears.
g GENERATE SCEDULE USING __.

Schedule Month and Year
Month : Year :

[12 | |e008 -

0K | Cancel |

Using the Month and Year drop-downs, select the month and year that is to
be scheduled.

Click OK.

A message appears indicating that you plan to change the schedule month
and asks if you want to delete scheduling request from the previous month.

Since this is a new month, these previous requests are normally not valid.

MONTH / YEAR CHANGED x|

“T/ ‘fou have changed the month For the Floor schedule, Dates that agents previously requested OFF or ON are no
-

longer walid, Do vou want ko delete these previous requests?

Select the appropriate option:

A. To delete the request from the previous month, click Yes.
Deleting the previous month will permanently remove the dates agents
requested to be off or on.

B. To keep the previous request, click No.
The previous agent request will remain in tack.

From the Month/Year window indicating that the previous request are still
in use or are deleted, click OK.
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4.2.2

Fields to enter
site information

Dates Closed —p» |

Site Information (Add/Edit/Delete)

A Floor Schedule must include site information. Site information contains the
specifics about shifts (slots) and identifies any holidays on which the site is
closed. The functions available for the site information include, changing,

adding and deleting site information.

The program requires the existence of at least on site.

1. From the Main window menu bar, select Site.

OR

From the Main window toolbar, click __Ste

The Site Information task window appears.

SITE INFORMATION

Command Buttons— abp

DELETE

FIND ‘ HELP

<< PREVIOUS << ‘ >» NEXT >>»

— Site Number and Site name

SITE# .

SITE NAME IDFFII:E

" Link [if any]

\

f — Slots needed for each period of the day

AM PM1 PM2
[AB) [CDEF) [GH)
0-2 0-4 0-2
sun: |1 1 1
< MON: 1 1 1
ToE: |1 1 1
weD: |1 1 1
THU: [T T T
FRI: 1 1 1
sat: |1 1 1

—Click List

OFFICE

—Holidays / Closed [ Eg.: 25 29-31 )

LCANCEL ADD

. DK/EXIT

>

2. Perform the applicable function:

a.

For specific information about any of the entry fields, click Help.

To Add a new site, click Add. Proceed to step 3.

OR

To cancel out of the add process, click Cancel Add.

List of
Sites

To Change existing site information, use the Click List to click on
the applicable site’s name, use the Next/Previous buttons to locate
the site, or click Find and enter the name of the site that requires

change. Proceed to step 3.

To Delete an existing site, use the Click List to click on the
applicable site’s name, use the Next/Previous buttons to locate the
site, or click Find and enter the name of the site that is to be
deleted. From the applicable site, click Delete.

3. The Site # is an automatically generated number and does not require entry

and cannot be changed by a user.

4. In the Site Name field, enter the name that identifies the site.

5. In the Slots needed fields, enter the number of duty times for each period of
that day as follows:
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For each weekday period (i.e. AM, PM1 or PM2) enter the number 0, 1, 2,
3, or 4 based on duty times to fill.

o AM can have up to 2 slots or duty times.
o PMI can have up to 4 slots or duty times.
o PM2 can have up to 2 slots or duty times.
o A blank is interpreted as zero (0) or no duty time.
6. Inthe Holidays field, enter any date in the current month in which the site is
to be closed.
o Dates must be numeric and separated by a space.
o Consecutive dates are indicated by a hyphen (-) between the
dates. (No spaces)

Example: if closed on the I and the 12" through the 15", enter as 1 12-15.

~

If applicable, link the current site with another site: For further information,
refer to section 4.2.3
a. In the Link field, enter a letter.

b. From the site you wish to link to, enter the same letter in that site’s
Link field.

When two sites are linked, they are placed on one calendar schedule, in
effect, showing two agents working at each matching duty time. By linking
two sites you may have up to 16 agents working in any one day.

Only two sites may be linked with the same letter. If the same letter is not
entered into the linking site’s Link field, the link is overlooked.

8. When finished adding sites, click OK/Exit.

4.2.3 Linking Sites

You may link two sites together to create one out of two. This is helpful in a
situation that has two agents per duty slot. In this case, make two identical sites,
and then LINK them by entering the same letter in the Link field of both sites.
When two sites are linked, they are combined when the schedule is generated, in
effect, showing two agents working at each matching duty time. By linking two
sites, you may have up to 16 agents working in any one day. Only two Sites may
be linked with the same letter.

The sites you link do not need to be identical. If only one agent is needed to
cover a particular slot, then only enter that slot for one of the two linked sites.
When the schedule is generated, only one agent will be assigned to the one-
agent slots.

Caution: If you enter a letter in the link field, you must also enter the same
letter in another site’s link field. Otherwise the link is overlooked.

You can find example of a linked site by Clicking Examples on the Menu Bar.
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4.2.4  Agent Information (Add/Edit/Delete)

In order to complete the schedule setup, agent information must be included.
The task associated to agent information includes adding agent names, changing
names, deleting names and entering agent scheduling requests, restrictions, and
site assignments.

The program requires the existence of at least one agent.

1. From the Main window menu bar, select Agent.
OR

From the Main window toolbar, click _Agents |,

The Agent Information task window appears.

A RMATION

Command Buttons ADD | DELETE | EIND ‘ HELP << PREVIOUS << >> NEXT >>
[ — Hame and Calendar Initials
NAME I[;AHL INITIALS ImHL
— Assigned Site(s) and Max dutytimes —————————————————————— _ Click List -

SITES ON [q MAX TIMES [gg
CARL [CARL)
JOHN {JOHN)
JUNE [JUNE)

. — Agent cannot work 510-11 18) LUCY [LUCY .
Fields to enter mnx[[mm]q List of
agent information SRTERREREEE 2 110 BRI  Agents

DATES OFF AM: a-b SAM [SAM]
DATES OFF PM1: cf TODD [TODD)
DATES OFF PM2: g-h
— Agent can OHLY work 1A 12G) CANCEL ADD
SITE # [g -> TIMES ON
\ SITE # [g -> TIMES ON TS

2. Perform the applicable function:

a. To Add a new agent, click Add. Proceed to step 3.
OR
To cancel out of the add process, click Cancel Add.

b. To Change existing agent information, use the Click List to click
on the applicable agent’s name, use the Next/Previous buttons to
locate the agent, or click Find and enter the name of the agent that
requires change. Proceed to step 3.

c. To Delete an existing agent, use the Click List to click on the
applicable agent’s name, use the Next/Previous buttons to locate
the agent, or click Find and enter the name of the agent that is to be
deleted. From the applicable site, click Delete.

3. Inthe Name field, enter the Agent’s name in the First Name/Last Name
format.

4. To automatically enter the 4-character initials in the Initials field, press the
tab key after you type in a name in the Name field.
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Either the name field or the Initials field displays on the printed schedule.
The option selected in the Settings section determines if the name or initials
print on the schedule.

When adding an agent, after you move off the name field, the Initials, Site,
and Max duty times fields are automatically filled in for you. We suggest
you fill this information in for all agents first, then come back and enter the
dates off information for those agents that have special requests.

When you type a name, initials automatically fill the initial text field.
Initials are 4 characters in length and may used to represent the agent on the
printed schedule. To change the default initials, click on the text box and
type new initials. Initials must be unique for each agent.

If the agent is part of a team, use a plus sign (+) as the last character of the
agent initials. For further information about teams refer to section 4.2.5.

In the Assigned Site(s) and Max duty times field, enter the following:

a. Assigned Sites - Defaults to 1. The default number indicates Site
number 1. To change, click on the text box and select a new site
from the pop-up list.

Example: If an agent is available to work at sites one, two and three, enter
1 2 3, separating each number by a space.

b. Max Times - Defaults to 99. The default number indicates the
agent has no duty restrictions for that scheduled month. If desired,
click on the box and type the maximum number of duty times an
agent can work during the month. If 0 (zero) is entered the agent
will not be assigned any duty times.

In the Agent cannot work field, enter any requested days off as follows:

o Dates off ALL - Click on the text box and from the pop-up
calendar, select dates agent is unable to work.

o Dates off AM - Click on the text box and from the pop-up
calendar, select dates agent is unable to work during the AM
section of the day.

o Dates off PM1 - Click on the text box and from the pop-up
calendar, select dates agent is unable to work during the PM1
section of the day.

o Dates off PM2 - Click on the text box and from the pop-up
calendar, select dates agent is unable to work during the PM2
section of the day.

o  To enter a range of dates, you must manually type the dates
and include a dash. For example, July 2™ through 8" should
be 2-8.

If an agent can only work certain dates and times, use the Agent can only
work fields to assign duty times. The agent will only be assigned the dates
and times you enter:

o Site # - Click the text box and select the site number from the
pop-up list.

o Times On - Click on the text box and type the date followed by
the time slot (A-H).

Example: 14 10C 24A. If you need more room for one site, you may enter
the same site number twice.
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10. Click OK/EXIT to save and close.

4.2.5 Working with Teams

Some agents want to work together, as teams. You may want to use teams on
sites that have two agents working per shift. Set up your site to have two agents
per shift using the Link feature. Now you are ready to assign a team to these
combined sites.

You enter a team from the Agent Information screen, as you would any agent.
To let the program know that this is a Team of agents rather then one, use a plus
sign (+) as the last character of the agent initials.

For example:
Name: Team One Initials: ONE+ Sites On: 1 2

The “+” in the initials tells the scheduler that this represents two agents,
therefore, no other agent will be assigned to the same shift that a team is.

The Sites On field contains two sites because using teams requires a Linked set

up, where two sites are linked together to create one, creating one shift with two
agents. For further information on linking sites, see section 4.2.3, Linking Sites.
You can find an example of an Agent Team set up by Clicking Examples on the
Menu Bar.

AGENT INFORMATION i}

DELETE ‘ FIND ‘ HELP << PREVIDUS << ‘ >> NEXT >> |

ADD

— Hame and Calendar Initi:

HAME ITEAMDNE INITIALS IIJNEP

— Assigned Site(s) and Max duty times Click List
SITES OM MAX TIMES
= I1 z = 3 CARL [CARL)
JOHHN [JOHN]
JUME UME1
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4.3 Generating a Schedule

Once you enter the current month and year, enter or edit agent information, and
enter or edit site information, you are ready to generate your schedule(s).

4.3.1  Generating the Schedule

1. From the Main window menu bar, select Generate.
OR

From the Main window toolbar, click |_Ben=rate

The generated schedule appears.

& Floor Schedule [_T&a]x]
File Posomal Month Sites Agents Generate MestSite Repot Prirt Selngs Esamples Help
e | [ 5 ‘ & =2
T ll 7
Schedule Pervanal | Morth | Sites | Agents | iGenerstel| Mewsie | Aepm | Pint Save Bt
Name —P»| OFFICE.
( Sunday anciay Tuesday Wednesday Thursday Friciay Saturday el
Mar. 3072003 3 Apr_ 142003 2 3 4 5
A Y KA \A-DAVID \A-EVA CO A -MARINA A -SHERRY
C-CLAREN C-DORTHY C-KIM HO C-|OSHEP C-JOANF
A t G-TIFFAR C-FRAN R C-ZOVAZ G-BOBBIN C-CAROL
gents
6 7 ) 9 10 11 12
scheduled |A-EVA CO WA -KIM HO A-JACK G \A-CAROL \A-JOYCE A-LORIE A-BETSY
C-JILLS (C-RANDY C-FRAM R C-SHERRY C-DAVID C-JAY KA C-MICHAE
C-A NN MI [C-DONNA G-KAREM C-SHELH C-HARRY G-TIFFAN C-SLISAN
1 14 15 16 17 18 19
|A-]OYCE JA-KAREN A-DONNA |A=-MICHAE \A-BOBEIN A-ZOYAZ A -DORTHY
C-HARRY (C-SHEL H C-JOANF C-CAROL C-JACK G C-SHERRY C-CAROL
\ C-RANDY G- |OSHEP C-BETSY C-A NN I C-lILLS C-Eva CO C-DAVID

| OFFICE. | Licensed through: 4/2003

2. Floor Schedule generates a schedule in calendar format for each site. The
generated schedules begin with the smallest schedule (according to the
number of time slots open each week) and advance to the largest.

3. When more than one schedule exists, click Me#tSte| to advance through the
schedules.

Each schedule is unique and generated based on randomized lists. Each

time you generate a schedule, the order of agents is reshuffled so, if you do
not like the current schedule, simply generate another.

4.3.2 Edit a Schedule

You may edit any day you wish by double clicking on the desired day on the
calendar. You can also use this feature to enter your own general comments.

1. Generate your schedule. For instructions on generating a schedule, refer to
section 4.3.1.
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The selected schedule appears.
¥ Floor Schedule [_[5]x]

File Personal Month Sites Agents Generats Mest Site Bepot Piint Seftings Ezamples Help

BE @ = | FF
o | d
Fesonal | Month | Sies | Agents | Generate | NestSke| Fepot | Pt | Save | EWt
OPEN HOUSE.
Sunday Monday Tuesday Wednesday Thursday | Friday Saturday [=]
Mar. 30,2003 3 Apr.1/2003 4 Enter Edits Here ;I 4 5
(C-KIM HO
G- A KA
B 7 8 g " 12
C-HARREY C-JACK G
C=ANN M C-EVA CO
13 14 15 18 17 18 19
C=lILES C-DAVID
C-SHEL H C-ACT?
| oPEN HOUSE. | Licensed through: 472003

2. Double click on the calendar day you wish to edit.

3. Enter the applicable data.

=

Save

4. If you want to save this schedule, click Save.

%)
-

ress Print to print your schedule.

Next Site

6. If applicable, move to the next site by clicking the Next Site button.

Edits made to the Calendar Schedule are not automatically reflected in the
Assignment by Agent report. This Report only contains the schedules
generated by Floor Schedule. However, you may edit the report to mirror
your changes simply by opening the report and editing it as needed.

CONGRATULATIONS! You successfully completed your first schedule and
saved yourself the cost and time of many hours of tedious work. When it comes
time to create next month's duty schedules, simply edit as needed according to
that month's holidays and agents' scheduling requests. Then generate a new
schedule.
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4.3.3 Print Schedules

Printing your schedule consists of two parts. The Assigned by Agent report
shows you how the agents are scheduled on the calendar before printing. Choose
to print or not print this report, as you prefer.

1. Generate your schedule. For instructions on generating a schedule, refer to
section 4.3.1

%) Floor Schedule [ [5][x]
Fi Posorsl Morth Sitss Agsrts Gensrsts HestSits Repot Pt Getings Esamplss Help
Personal | Month Sies | Agents J}enelate,| Mest Sits | Repatt Print Save
Sunday Monday Tuesday Wiednesday Thursday Friday Saturday [=]
Mar. 30/2003 i Apr. 162003 2 7 4 5
A 1A KA \A-DAVID A-EVA CO A -MARIMA \A-SHERRY
C-CLAREN C-DORTHY C-KIM HO C-|JOSHEP C-|OAMF
G-TIFFARN G-FRAM R C-Z0VAZ G-BOBEIN G-CAROL [
B 7 8 9 10 11 12
|A-EWA CO A=K HO |A-ACK G |A-CAROL A-]OYCE 1A -LORIE |A-BETSY
C-JILLS C-RANDY C-FRAN R C-SHERRY C-DAYVID C-JAY KA C-MICHAE
=AM M C-DOMMA L-KAREN G-SHELH C-HARRY G-TIFFAR L-SUSAN
13 14 15 16 17 18 19
|A-|OYCE A -KAREN A -DOMNA A -MICHAE A -BOBEIN |A-ZOYAZ |4 -DORTHY
C-HARRY C-SHELH C-]OAN F C-CAROL C-JACK G C-SHERRY C-CAROL
C-RANDY C-]OSHEP G-BETSY =AM M C-]ILLS C-EVA CO C-DAWID
| oFFICE. | Licensed thiough: 472003

2. From the menu bar of the selected schedule, click Print.

OR -
=1

From the toolbar, click _fint_|,

The Report of Assignments by Agent appears.

If you've edited the screen calendar. you must also edit this report.
PHIL - MON/0Z/G WED/04/C FRI/O6/h SUN/OS/h TUES1O/h FRIS13/C
SUN/15/G TUE/SL7/G SUNf22/C WED/25/G FRIZ7/G MOM/30/R  (1Z).

-
JUNE - WED/O04/A4 FRI/OE/C SAT/ 0V A TUES1OQ/G THUSLZ/C SAT/14/G
WED /187G FRI/Z0/A SAT/Z1/G TUE/24/C THUSZE/G SAT/Z8/G  (1Z).

MARE - SUN/O0Ll/G WED/04/C FRI/SO6/G MON/OS/G WED/1Ll/C SUN/LS/R
WED /12/C FRISE0DSC MON/Z27A SAT z8/h TUESZLFA (11},

TODD - TUE/O03/A THU/OE/G SUN/OS/G MON/OS/C SAT/l4/A MON/Ll&/C
TUE/17/7R THU/L3/ A SUNsZ2/4 TUESZ4/A FRI/Z27/7A MON/Z0/G (12).

NICE - TUE/03/F THU/OE/A SAT/07/C WED/1l/G FRI/L13/4 TUE/L17/C
THU19/C SAT/Z1/8 MONY/Z3/C THUSZE/ A SUNJESfR (11).

JOHN - SUN/OLSC SAT/07/C MON/SOS/A SAT/14/C MON/lE/h THU/L1D/G
HMON/25/6 THU/26/C TUES31/C (5).

CARL - WED/1l/A FRI/L2/C BUNSLE/C WED/18/4 FRIJEQ/G SUN/ZZ/C
WED /Z25/h SAT/ES/C SUN/ZS/G MOMN/30/C TUE/3Ll/G  (1l).

LUCY - SUN/0lf/A MON/OEZ/C THUSLZ/G WED/ZE/C (4). _:J

Close
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3. To print the report, click Print.
4. To print only the calendar schedule, click Close.

The Print Window appears for printing the calendar schedule.

Print I
~ Prirter

Mame: HF Lazer)et 55155 b PS Properties |
Status: Ready

Type: HF Lazer)et 55155 b PS
Where:  10.10.1.243:

Comment; [ Frint ta file
— Prirt range Copies
& Al Nurmber of copies: i'l 3:
) Fages T |1— it |1— [
" Selection EIII \El—il Ij—i|

QK. I Cancel

5. To print in landscape mode or specify other printing options, select the
Properties Button, then Landscape and any other criteria.

6. Click OK.

4.3.4 Saving a Schedule

=

Save

This action saves the current schedule, including its Assignment by Agent
report. Floor Schedule supports only one saved schedule. The next saved
schedule overwrites the previously saved schedule. Use this feature to save a
schedule that you want to come back to later for further editing.

File Persomal Maonth Sikes  Age

Save Current Schedule
Retrieve Saved Schedule

Fwnork FRArckim

To retrieve a saved schedule, Use the File, Retrieve Saved Schedule menu
option.
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4.3.5 Helpful Hints

BE FAIR

Keep requested days off to a minimum and allow FLOOR SCHEDULE to assign
duty dates and times. The more requests some agents have the greater need for
the other agents to pick up their shifts.

Max Dury TIMES

Use the Max Duty Times field to limit agents' duty times. If this field is left at
99, then FLOOR SCHEDULE generally schedules everyone fairly. If an unfair
schedule is generated because of requested days off, use this field to balance the
schedule among agents.

Example: If Myrna has 19 duty times and everyone else has 12, set this field
to 12 for Myrna and run again.

If this field is left blank or contains a 0 (zero), then the agent will NOT be
scheduled.

AGENT ORDER

Agent order effects which times are assigned to what agents. Each time you
generate a schedule, FLOOR SCHEDULE reshuffles the order of agents. This
ensures there are no repeating patterns of assignments from month to month.
Each available agent is matched with his/her next available matching date, and
then FLOOR SCHEDULE advances to the next agent. Duty times are assigned in
the following order:

o First shift for all Saturdays, second shift for all Saturdays,...to
last shift for all Saturdays.

o  The same procedure occurs for Sundays.

First shift for all weekdays, second shift for all weekdays, and
third shift for all weekdays...to last shift for all weekdays.

Every other time a schedule(s) is generated, agent order is re-shuffled and shift
assignment is reversed. For this reason you may wish to generate schedules
more than once to see which schedule works better for you.

CHANGE SCHEDULE WITH CARE

When FLOOR SCHEDULE generates schedules that include more than one site
for the same agent, make your manual changes to the printed schedules with
care. The FLOOR SCHEDULE ensures no agent is scheduled to work more than
one site on the same day and always ensures that no agent is scheduled to work
the same time slot at two different sites.
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4.4 Reports

Floor Schedule offers a number of pre-defined reports that can be printed or
viewed.

441 ASSIGNMENTS BY AGENT REPORT

The Assignment by Agent Report is produced automatically each time a
schedule is generated, i.e., each time you select the Generate button.

1. From the Floor Schedule window toolbar, click _Fepatt |,

The report window appears.

REPORT OF ASSIGNMENTS BY AGENT |

If you've edited the screen calendar. you must also edit this report.
JOHN - WED/04/G SUN/OS<4 WED/ll/A SUN/LE/C WED/lSsA SAT/Z1/A =
MON/23/h FRIFZ7/G MON/30/G  (9).

CARL - WED/ll/G FRI/13/A SUN/SLE/A TUE/LV/ A THUSLS/ A SUN/ZZ/G
TUE/Z4/A THUOFZE/C SAT/Z8/a SUMN/Z3/C TUESZ1/G  (11).

LUCY - SUMN/01/A MON/O0Z/C THUO/1l2/G WED/Z5/C  (4).

SAM_ - TUE/O03/G THUSO0S/C FRIVO6/C SUN/OS/G MON/OS/A WED/11/C
SAT/14/h MON/1lE/A THU/L12/G SUN/ZZ/A THU/ZE6/A MON/S3078 (12) .

PHIL - MOM/OZ/C WED/04/C THUSOS A MON/O9/G THUS1Z4 4 FRIF1Z/C
SUNSLESG TUESL7/CG THUSL9/C MONJZ2/C WEDAZLAG SUNSESS A (1Z2) .

JUNE - WED 04/ A FRIFOG6/CG SAT 077A TUESLO/SG THUS1Z/C WEDS1E/G
FRI/ZO/C SAT/Z1/C TUE/Z4/C THU/ZE/G SAT/Z5/C  (11).

MARE - SUNsO01/C TUE/SOZ/C SAT/O07/C MON/OS/C TUE/LlOfA SATS1l4/C
MOM/15/C FRI/Z0/G MON/E3/G FRI/ZV/A SUN/ZR/G TUE/S31/5a  (12).

TODD - SUMS0OL1lSG TUESO3 A THUSOE/G FRIFOG/A SUNSOSSC SAT 14/C
TUE/L17/C SAT/Z1/C TUE/Z4/C FRI/Z7/C MON/Z0/C  (11). LI

Close

2. To print the report, click Print.

The Print button prints the Report of Assignments by Agent report

442 AGENT REPORT AND SITE REPORT

The Agent Report and Site Report list the settings you have entered for Agents
and Sites.

1.  From the Main window menu bar, click Reports.

2. Select Agent Report or Site Report.

Based on your selection, an agent or site report is generated and displayed
on-screen.
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REPORT

AGENT REPORT. FLOOE SCHEDULE. ﬂ

AMY SMITHE f SME . SITES ON: 1 2. MAX TIMES: 939
OFF ALL:

OFF HAM:

OFF PM1:

OEF PM2:

MANUAL {on only):

ANN MILE f AMIL. SITES ON: 1 2. MAX TIMES: 99
OFF ALL:

OFF HAM:

OFF PM1:

OEF PM2:

MANUAL {on only):

BETSY ALPERT f EALP. SITES ON: 1 2. MAX TIMES: 99
OFF ALL:

PRINT

The Agent Report summarizes all information for each agent including
scheduling requests or restrictions and site assignments.

The Site Report summarizes all site information including scheduling slots
and office closures.

3. To print the report, click the Print button.
4. To exit the report utility, click the Exit button.
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5.1 Export (Backup)

Chapter 5
Maintenance

A computer may fail at any time. It is important to have a backup of your data so
that it can be restored should that be necessary. The Floor Schedule program
itself may be reinstalled any time you need to from the web site, but unless you
make a backup of your Site and Agent data and you license, these items may be
lost to you in the event of a computer failure.

To export your data and license files:

1.

From the Main window menu bar, select File—= Export.

The Export To Drive dialog appears.

§§ Export To Drive x|

Iga:

pd

Cancel |

From the drive drop-down, select the drive to which the export your data
and license files. (Normally drive A, to save the export to a floppy disk)

Click OK.

From the File and License dialogs click OK.

o

Export copies your Data Files to the drive of your choice. In
most cases you will want to export to a floppy disk in Drive a:.
You may also export to any portable data storage device that is
interpreted as a drive.

Export creates a backup copy of your license and data files. A
backup copy is always recommended for data safety. If the
hard drive on your PC should fail or become infected with a
virus, you will still have a copy of your data available to you.

Export allows you to transfer a copy of your data and license
files from one computer to the other. For additional details see
Import below.
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5.2 Import

NOTE: It is a violation of your license agreement to use this program in a
physical office other then the one it was licensed to. If a company has
multiple offices, each office must purchase a separate copy of the program
if they wish to use it within that office.

The export process copies your License and Data Files to a
specific folder on the target drive's root directory. This folder's
name is FloorBackup. The import process looks to this
directory and folder to find the files to import. This is why you
are not asked to enter a complete path but only the drive. This
keeps the process simple and consistent, eliminating potential
confusion.

Import copies your backup files from the drive of your choice. In most cases you
will Import from a floppy disk in Drive A: or B: You may also Import from any
portable data storage device that is interpreted as a drive.

The Import process allows you to restore a corrupted or lost copy of your data
and license files with a backup copy.

1.

From the Main window menu bar, select File—=Import.

The Import From Drive dialog appears.

ﬂ Import From Drive El

Iga:

b

Canicel |

Select the drive you want to Import from (normally “A”.)

Click OK.

From the File and License dialogs, click OK.

o

Import copies your backup files from the drive of your choice.
In most cases you will Import from a floppy disk in Drive A:
or B: You may also Import from any portable data storage
device that is interpreted as a drive.

During the Import process, if the file being imported is older
then the file that it will overwrite, you are warned and asked if
you want to continue the process.

Import allows you to restore your backup files. If the hard
drive on your PC should fail or become infected with a virus,
and you have created a backup copy of your file, you can use
the import process to restore your data.

The export process copies Files to a specific folder on the
target drive's root directory. This folder's name is
FloorBackup. The import process looks to this directory and
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folder to find the data file to import. This is why you are not
asked to enter a complete path but only the drive. This keeps
the process simple and consistent, eliminating potential
confusion.

5.3 Troubleshooting and Support

The troubleshooting questions and answers are a collection of inquiries
composed by users. Before contacting technical support it is a good idea to
review these inquires in hopes of resolving your issue with immediate results.

NOTE: All support is free and included as part of your trial use of the software
and as part of license ownership. You may reach us through our web site at
www.Foorschedule.com. You may reach us through the Program help menu,

which includes a direct connection to the web site. Our web site includes a
complete section on Answers anticipated question.

5.3.1

5.3.2

5.3.3

Where's my other site?

Q. I entered two sites but Floor Schedule only printed one? Why?

A. If you put a letter in the LINK field of any one site, there must be a
matching letter in the LINK field of another site. Make sure that the letters
match each other or, if you do not want any linking to occur, that this field
is empty (space bar) for all sites.

What is AGT?

Q. AGT? appears on my schedule instead of an agent name. Why?

A. You do not have enough agents with available time to cover all duty
times. As aresult, AGT? is printed.

To correct, check the following:
Check that you are Using Automatic Fine Tuning under Settings.
If you are using manual Fine-tuning is it too restrictive?

Too many agents requested days off so there are not enough agents
remaining to cover all shifts.

Are some Agt's Max Duty Times set at zero or too low? This should be 99,
except in special cases.

Two Agents For Each Duty Period

Q. Two agents are assigned to work each duty time. Can FLOOR SCHEDULE
handle this?

A. Yes.
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5.3.4

If the site has 4 or less duty times per day then simply enter the number of
duty times twice when entering the site information. This effectively results
in 2 agents being assigned for each duty time. Thus, if you have 2 duty
times per day - one in AM and one in PM1 - each with 2 agents, enter duty
times on your site schedule as 2 in AM and 2 in PM1. FLOOR SCHEDULE
will now assign 2 agents in AM and 2 agents in PM1.

If a site has more than 4 duty times per day then use the LINK feature to
bind two sites together on one calendar.

The LINK (see LINKING ) will give you a fairer schedule where the
position of the two agents is important. For example, where the second
agent is only a backup.

Where’s The Agent?

Q. One agent isn't showing up on the schedule. What's wrong?

1.

Check the Agent Information screen for that agent. Did you enter a site
number for which the agent is available to work?

Check the Agt's Max Duty Times field. If set to 0, the agent will not be
scheduled.

Check the Agent Can Only work, Site and Times on fields. If you incorrectly
entered this information it will not be recognized.
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