FIREHOUSE USER MANUAL

Scheduling Time Off with Coverage

This manual details the steps to enter a staffing record that requires the hiring back of staff to meet manning
requirements.

Eﬁ |

Sched Open the scheduling console by selecting the Sched button on the main Firehouse task bar
|
Figure 1
Scheduling Console E|E
Staff 1D [Name [Act Code [Rolejs) [Position | Start Time [Hours [AllShift [Nomal Shift [ Start Date |End Date | End Time [)]] Showing Scheduls Filtering |
™ Bt cp D [cFDi .| [T 48755 Hour Shit
Unassigned Unit
Euzza Black.Bob 5L 5 0B0000 24 Yes Vs 011072013 011172013 06.00.00 SR
9993 FIREFIGHTER, A OO 08:00:00 24 Yes Yes 011042013 0111/2013 08:00:00 014042013 21:10.08 M
0454 Zacha. KC 5L 57 0RO000 24 Yes  Yes 011042003 011172013 08:00:00 J J&
Unit 101 P VT I Same | Any N
0479 Bayless, Michael 0D 0R0000 24 Yes  Yes D1A0/2013 011172013 08:00:00 g Shift Shift
D213 Jokinson, Dar 0D 55 030000 24 Yes  Yes 0141042013 011172013 0200:00
0235 Mye, Fric il 57 0BODO0 24 Yes  ‘es 014104203 011172013 DZ00:00 Create/Edit Activily | o |
D217 Papp, Michael 0D 59 030000 24 Yes  Yes 014104203 011172013 D&00:00
Unit 141 ————
LII- 0157 Caico Biad 0D 53 0BO0O0 24 Yes  Yes 0141042003 01/11/2013 D&00:00 e e
0224 Biyson, Emest SLP 59 0EO0O0 24 Yes Mo 0141042013 011172013 0&00:00
il 0201 Hamis, John 0D 55 0BO0O0 24 Yes  Yes 0141042013 01/11/2013 D&00:00 . | o |
=] Station CF2
EUnit 102
0205 Birch, Dewaprie  SLP 57 0B0GO0 24 Yes Mo 01/10/2013 01/11/2013 0B:0:00 Shilt Name [ Shift Code |
D460 Gammel, Temy 0D 59 030000 24 Yes  Yes 01/10/2013 01/11/2013 0G:00:00 T Shit-Dap1
D226 Tininsky, Greg 0D 55 030000 24 Yes  Yes 01/10/2013 01/1172013 0&:00:00

Figure 2
When the scheduling console opens, your screen should be similar to the one shown above.

itt [Momal Shift [ Start Date [EndDate  [End Time || Showing Schedule Filtering... |
: | cFom .| [ FD 48796 Hour Shit
S X Shifts & Staff Status At
< | 24hr | > < Same > < ﬂn-y >
Sun Mon Tue ‘Wed Thu Fri Sat Shift Shift
Create/E dit Activity ‘ ‘
1 2 3 4 5
B 7 a q 1 12 Add Exchange ‘ Estended Leave ‘ USI_ng the Calendar bUtton on
Shifts & Staff Status At, go to
13 14 15 15 17 18 19 Add Personnel ‘ ‘ the fII’St Sh'ft fOI’ the membel’
— B i that you need to schedule shift
20 21 ) 23 24 2 2 Cohit DapT C coverage for.
27 e 2 30 3
Time: | 21.07:40 J oF, | Cancal

Figure 3
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ssigned ID_[Assigned Name [ Replacement 10| Replacement Name: | Rolefs) [ Pasition [ Start Time [Hows [40 Shift [Stat Date_|End Date | End Time | Before creating a new
There are no Approved Exchanges exchange, check in the
bottom box to see if
eq 0226 : ; there is already an
Thers are no Unapproved Reassignments approved exchange for
the staff member.

There are no Unapproved Exchanges

If there is an exchange,
double on the exchange

Figure 4 and open the record.
IE Shift Personnel %1 or. Exception
Bas\c} 1 Replacement 1
Assigned Staff r
[0z2z3 .| [Black. Bt
Covering Staff [For a request only, leave this and the checkbaox to the right blank) [
[0223 .| [Biack.Bob
Start Date/Time End Date/Time: r~
[o3r12013 J\ 080000 [03A2/2013 J|na 00:00 Shift Picker...
Miokes
B. Black was on at training while on duty an 03/11./2013 08:00:00 through 034122013 08:00:00 J e L.
Select the Delete button to delete the existing record.
L]
Approved By
EE .| [Eaico, Brad
Request D ated Time Lpproval Date/Time
| n2snarants J\ 131812 [02/03/2013 J|13 2254
) Hew | & save ‘ Hsave & Spit | X Delete h EL* Close

Figure 5

FIREHOUSE Software

\_‘.:j Are you sure you want bo delste Shift Personnel %1 or Exception? A confirmation screen will open, asking if you are sure you want
to delete the exchange. Select the Yes button.
[ fes ] [ Mo ]
Figure 6
EE Schedule Personnel Exchange for g|
Basic: 1 Azsigned 1 Replacement 1
Aszsigned Staff r
u ]
Covering Staff [For a request only, leave this and the checkbox to the right blank) [
\ [
Start Date/Time End Date/Time L
[emeratis | . |33tz | [oamernis | . [Tz ——— After the record has been deleted, select the Close
otes button to continue.
=
If there are multiple exchanges listed in the bottom
box, follow the previous three steps until all exchange
[ & records for the staff member have been deleted.
ppraved By
[ [ |
Request D ate/Time Lpproval Date/Time
[02/08/2013 J\ws w2 | J|
O Hew & Save & Save & Spit [l* Close
| | | | N
Figure 7
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' Scheduling Console

Staff ID [Mame | Act Code | Rolels) | Position | Start Time | Hours | &1l Shift | Momal Shift [Stat Date |End Date [End Time [ Shewing Schedule Filtering J
[ Working Stalf an Duty E
é‘ta“nn e |cFoot ;“EFD 48/36 How Shift
Unit 102
Emsn Gammel Teny 0D 5 080000 24 Yes  Yes 01/10/2013 0171172013 CB:00:00 S
0221 Thorson, Tm 0D 57 DRDNOD 24 Yes  Yes 0171072013 0171172013 DB:00:00 R
0226 Tirireky, Greg 0D 55 ORDNOD 24 Yes Vs 0171072013 0171172013 DB:00:00 JS JA
Station CF1 ame ny
ElUnassigned Unit & ‘2‘”” P ‘ < | shift |> < | Shift >
L6993 FIREFIGHTER, 4 0D 030000 24 Yes  Yes 011042013 0171172013 DB:00:00
E Unit 101
0219 Johnson, Dar 0D 55 0B0NO0 24 Yes  Yes 01/10/2013 01/11/2013 08:00:00 e o ‘
0235 Nye, Eiic o 5 DRDNOD 24 Yes  Yes 0171072013 0171172013 D8:0000
0217 Papp, Michael 0D 55 0B0NO0 24 Yes  Yas 011072013 0171172013 DB:00:00 R E——
EUnit 111
Euzm Hamis.John 0D % 0R0NOD 24 Yes  Yes 01/10/2013 01/11/2013 08:00.00
0183 Rabinson, Toby 0D 5 030000 24 Yes  Yes 0171072013 0171172013 D8:00:00
D454 Zachary, KT 0D 57 0BDNOD 24 Yes  Yes D1AB203 01A1/2013 080000 Godasniel I R ‘
U
I [il] 0141 | Shift Name Shift Code
= Unit 141 T Shil Dap 1 ©
L0197 Caiico, Brad 0D 53 DRDBOD 24 Yes  Yes 011042013 01711/2013 DB:00:00
= All Involved Staff
Station CF2
EUnit 102
D450 Gammel, Teny 0D 53 aom 2 Yas 01/10/2013 011172013 08:00:00
0221 Thorson, Tm 0D 5 ozonon 24 e 0171072013 0171172013 080000
0225 Timinsky, Gieg 0D 55 0RDNOD 24 Yes 011072013 0171172013 DB:00:00
Station CF1
Unassigned Unit
L9939 FIREFIGHTER, & 0D g0 24 Yes 01/10/2013 01/11/2013 08.00:00
Unit 101
0213 Johwson, Dar 0D = 0a0no0 2 Yes 0171042013 0171172013 DB:00:00
235 Nue Fric nn A7 Ne-nrenn__ 24 s MANZMA 01142013 08-00-0n e
Figure 8

Once you are on the correct date and deleted any existing records, highlight the members name and double
click on it. This will open the Schedule Personnel Exchange screen.

Basic 1 Azsigned 1 Replacement 1

Azsigned Staff I This is additional staft, nat an actual replacement
[0zz3 .| [Biack.Bob
Covering Staff [For a request only, leave this and the checkbox to the right blank) [
S .| [wheston. Ritch
Start Date Time End Date/Time I Track for Trading Time
[o1710/2m3 J\ 030000 [01/11/2013 J |0z:00:00 Shift Picker
Mites
Approved By
Request D atedTime Approval Date/Time
[reniamz .. |[zoes2 | |
3 Hew | I save ‘ [ Save & Spiit | K Delete [jl#* Clase
Figure 9

Baszic ] Replacement 1
Activity Code Activity Type
L .| [PvROLL - Sick Leave I Fire
Position [ Medical
‘ J' [ Rescue
Rialz{s) ¥ Other
| L g
Station Shift Unit Hours Worked Credit Points
= Leaving these fields blank
J r J | J ‘ 0.00 :" ‘ :I will allow scheduling to use
Payroll Calculation the values from the original
Haurs Paid Pay Scale r assignment.

= ,7 Y'ou only need to fill out
— Z‘ J |— these fields if you want to

ovenide the walues from

¥ Inchuds This Staff Member In The On Duty Activity the original assighment
) Hew & save Hsave & Spit X Delete | EL* Close
Figure 10
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Once the Schedule Personnel Exchange screen
opens, enter the replacement staff ID in the Covering
Staff field.

Next select the Assigned tab.

In our example in Figure 10, the Activity Code for
sick leave has been entered. This is the only entry that
needs to be made on this tab.

Next select the Replacement tab.




FIREHOUSE USER MANUAL

Basic I Assigned :HEP'E‘CEWE"[:}

In our example in Figure 11, the Activity Code for sick

Activity Code Activity Type . A
D .| [PEROLL Sk Lowve Py St Trs Cre leave pay was automatically entered when the sick
Posiion ™ Medica leave code was entered on the assigned tab.

‘ J' [ Rescue

Role(s] er . . .

| ] i”"" You will need to complete the following fields to
swion St Unit Howsworked  Credi Paints complete the exchange record,

. = 000 ] 000 ) i aiow sl o

the walues from the ariginal

E:ﬂr’:gaﬁjalcmalingay Scale r el PO S I t I on
000 2 [ noss Ak o w1 Station
averide the values from H
¥ Include This Staff Member In The On Duly Activity the °'i9ir:a| assighment Shift y and
Unit
Create Exchange for Replacement... ‘ . .
Note: When you enter the shift, the Approved By field
) Mew & save B Gave & Spit K Delete ‘ [l# Clase IS updated at thIS tlme

Figure 11

Basic 1 #esigned  Replacement I

Activity Code Activity Type

o J | PAvROLL - Sick Leave Pay - Staight Tme I Fire

Position I Medical

57 J\ DriverOperator I~ Rescue

Role(s) v Other

\ = r Figure 12 represents what a completed exchange
Station Shift Unit Haurs Worked Credit Points

.| € .| [ | [—m5— 00 =] Lesina e ok bork record looks like when it is completed.

will allow scheduling to Lse
the values from the onginal

Payroll Calculation
aEsignment.

LR Rydes r el Select the Save and Close buttons to complete the
oo :I J W these fields if you want to
overide the values from record .
¥ Include This Staff Member In The On Duty Activity the ariginal assignment

Create Exchange for Replacement... ‘

) New & Save &S ave & Split. 7 Delete | RI* Close

Figure 12

hedule Personnel Exchange for. - for 0223

{Easic]| Assigned | Replacement .
Assigned Slaff I I™ This is additional stalf, not an actusl raplacement If you look at the Basic tab before you close the
= .| [Biack B exchange record, you will see the Notes field was
Covering Staff (For a request only, leawe this and the checkbos to the right blank) [ Mo covering staff necessan upda‘[ed W|th a descr'pt'on Of the Staff eXChange
[0z .| [Wheaton, Fich
Start Date/Time End Date/Time I"" Track for Trading Time i )
[Grivzns | |00 [Guaa | ([0 s There are rules in place to update the Notes field based
Holes - on most of the payroll codes where there are matching
R. Wheaton covered B. Black's sick leave.

codes, i.e.

Sick Leave - Sick Leave Pay

— - Workmen's Comp - Workmen's Comp Coverage
w7 .| [Cton Bt Transitional Work - Straight Time
Request Date/Time Approval DatesTime Personal Leave - Straight Time
envame _[[miossz  [ranvranz | _J[zirats Personal Trade Off - Personal Trade Worked
D Hew | o 5o \us‘mupm \ X peets | e cioss On-Duty Training - Training Coverage, Straight Time

Figure 13
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Agsighed D ‘Asswgned Mame ‘HeplacementID |F|ep|acemenl Narne |F|o|e[s] |Position ‘StartTime |Hours |AIIShift |StartDate |End Date |End Tirne

= Approved Exchanges
L0223 Black, Bob 020z Wheaton, Ritch 57 02:00:00 0 Yes mA0s2013 0A11/2M3 02:00:00

There are no Unapproved Exchanges
There are no Approved Reassignments

There are no Unapproved Reassignments

In the bottom scheduler
screen, where the
approved, unapproved
exchanges and
reassignments are
listed, your entry will
show up under the
approved exchanges
section.

Figure 14
Staff ID | Hame | &t Code | Rolefs) | Position | Start Time [Hours |40 Shift [ Momal Shift | Start Date [EndDate [End Time ~
=] Working Staff on Duty .
Station CF2 The entry will
EUnit 102 .
0460 Gammel, Temy 0D 59 08:00:00 24 Yes  Yes 0141042013 01/11/2013 08:00:00 also show upin
0221 Thorson, Tim 0D 57 ORO000 24 Yes  Ves 01042013 01172003 06:00:00 the Worki
0226 Timinsky, Greg 0D 55 OR00:00 24 Yes  Yes 011042013 011172013 08:00:00 € Working
Station CF1
= Lllnassigned Unit Staff On DUty
9333 FIREFIGHTER, & OD ORO000 24 Yes  Ves A2 3 01A1/2013 06:00:00 ;
dusam section on the
0219 Johnson, Danr 0D 55 OROGO0 24 Yes  Ves 01A0203 01172013 06:00:00
0235 Nye, Eric oo 57 00000 24 Yes  Ves 01/10/2013 01/11/2013 08:00:00 top part of the
0217 Papp. Michael 0D 55 ORO000 24 Yes  Ves 0102013 01142013 06:00:00 schedule
0203 ‘wheaton, Ritch  5LP 57 080000 24 Yes Mo 01/10/2013 01/11/2013 08:00:00
HUnit 111 module.
0201 Harris, John aln} 55 00000 24 Yes  Ves 01/10/2013 01/11/2013 08:00:00
0189 Fobinson, Toby 0D 55 00000 24 Yes  Ves 01A0/2013 01172013 06:00:00
0454 Zachary, KT~ 0D 57 020000 24 Yes  Ves 01/10/2013 01/11/2013 08:00:00 .
Eunit 141 The entry will
L0197 Carico, Erad oo 53 080000 24 Yes  Ves 01/10/2013 01/11/2013 08:00:00 show the
= All Involved Staff
totion CF2 replacement
Unit 102
anso Gammel, Temy 0D ] 0R:00:00 24 Yes A2 01 A1/2013 08:00:00 staff member
0221 Thorson, Tim 0D 57 080000 24 Yes 01/10/2013 01/11/2013 08:00:00 ivi
0225 Timinsky, Greg 0D 55 08:00:00 24 Yes A2 3 01 A1/2013 08:00:00 and the activity
Station CF1 code that was
Unaszigned Unit
L 9399 FIREFIGHTER, & OD 080000 24 Yes 01/10/2013 01/11/2013 08:00:00 selected when
Unit 101
0219 Johnson, Dar 0D 55 080000 24 Yes 01/10/2013 01/11/2013 08:00:00 the exchange
01235 Mye. Eric oo 57 0R:00:00 24 Yes 1AL 3 01 A1/2003 06:00:00
717 Pann Michael 0D Rq nEnn-nn 24 Yes 1AM 3 1414203 080000 b was created.

Figure 15
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