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Creating a Company

The first thing you want to do with TAS Scheduler is to create a company. You may either
click on the new company icon - = in the upper left hand corner or click the
panyicen QD PP

-

Edit Company button on the caption bar.

i) Import Data, Create Forecast, Update Employees, Create Schedule Edit Company...

Both choices bring up the following Company dialog box:

Company E|
Caompany Name: | Address: ‘
City State Zip: | | E-Mail: |

Fhane: Fax: Schedule Start Day: | Sunday v| MaxSeats: |1

binimurmn # of hours between shifts: |0

Shifts
(e ‘1st8hiﬂ | 2na |2nd Shift | 3rd: |3rd Shitt |
12 |:15]:30]:45] 1 [:15]:30[:45] 2 |:15]:30]:45] & |:15|:30]:45] 4 |:15]:30]:45] 5 |:15|:30]:45] & [:15]:30:45] 7 |:15]:30]:45] & |:15]:30]:45] 9 |:15]
M
P |
Kl I

(0] | Cancel ‘

You'll need to enter the company name, the schedule start day (the day your company uses
for the first day of a schedule), the maximum number of seats for your call center and the
minimum number of hours between shifts for your employees. You will also want to setup the
1st, 2nd and 3rd shift hours for your company. Double-clicking a color button brings up a
color selection palette while a single click selects that color for drawing.

Shifts
Tst: |1stShift | 2nd: |2nd8hiﬂ ! 3rd: |3rdShif‘t |

12 [:15[:a0(:45] 1 [:15[:a0]:4s] 2 [:15]:a0]4s] 3 [i15]m0]9s] 4 [15]E0]es] 5 [s]E0]es] 6 [s]e0]es] 7 [s]e0]es] 8 [as]e0]es] 9 0]

AM

P

< | I

When you click the OK button your new company will be created and the company name will
show up in the bottom right corner of the TAS Scheduler window.

AnswerdlLL

From now on the last company you've worked on will automatically be loaded when you start
TAS Scheduler. Two files have been created in the current users documents folder; [your
company name].tsf and [your company name].hld The .tsf file is the file that will hold all of



your company information including employee, forecast and schedules. The .hld file copies a
template holiday/special days file that can be modified for this particular company. Whenever
acompany is open in TAS Scheduler a [your company name].lck file is created to prevent
someone else from open the same file. If for some reason the program get closed improperly
the .Ick file will remain and you will be told that the company is locked by another computer. If
you know that you were the only one working on the file and it was improperly closed just
delete the [your company name].lck file and the select the open company icon

in the upper left corner of the TAS Scheduler window. —@

This will open the open file dialog where you can choose the company you wish open.

Loak jn: | ) My Documents j = B~
) I Adobe Scripts |01 TAS Scheduler Manual
‘_"m§ ) AdobestockPhotas IC1Updaters
My Recent ) AnsweralL I Yersion Cue
Documents = 1 ret and Google CvoIP
T [ dehbt JnnswerALL.tsf
I0) Generator
Desktop Links
_ I Linksys
____) ﬁMy Music
[;E'|M':.-' Pickures
by Documents h%f"'l':.-' Videos
— M':.-' YWebs
.j])*g ) Mew Folder
My Compuiter Dprivate
uﬂSEript Designer
Py Metworl:, File narme: | ﬂ Open
Places
Files of type: |T.-'-‘-.55n:heduler Files [*.tzf) ﬂ Cancel




Global Software Options

Under the global menu option "=
options menu item.

Global Data

V| Status Bar ¥ Schedules

.. you may select the change software

Faorecast

V| Caption Baf_| & Change Software Options

Employees

Upon selecting the change software options menu item the following Options Dialog will pop

up:
P Options

Drata:

Source: I R=T

Cap call length: |2

Special day colar:

Forecast:
[ UseErlangC

Schedule:

Chart moving line colar: | Chantfill colar:
Chart line colar: - Schedule line colaor:
S aE Cancel

3

minutes

—
O

Under the data section you may choose the source for which equipment you are using in your
call center. The cap call length allows you to limit the amount of time for inbound and

outbound calls. This way if a system gets stuck

on releasing a call it won't skew your data.

The special day color is the highlight for holidays and specials day defined in the Holiday/

Special Days Dialog.

Under the forecast section you may choose the Erlang-C method for forecasting. If not

selected then the Talk/Time method will be used
Under the schedule section you may choose the

different colors used for the schedule view.



Exporting Data

Before importing data into TAS Scheduler you must export the data from your system.

Telescan: Under the Tools menu item select Generate TAS Scheduler File. The following

dialog will pop up: [l M= Select a starting date and an ending
date that you wish to export. When importing you will
only get the data up to the day before the ending date.
This way we StatingDate | Monday Navember 02,2003 v ensure that you import a full days
worth of data. EndingDate | Monday . MNovember 09,2003 | Once you have selected the dates click
the the Create File button.

Create File

Upon clicking the Create File button the following dialog will pop up:

Use the save in selection to pick the folder where
the file will be saved. The best choice is the e PGS - ~ B~
My Documents folder. This will take the least :
amount of time and the file may be copied to

a location that may be seen by TAS Scheduler.

[£] WovDZ2009_Nov092009,bxt

File narme: |NovD22DDS_NDvDSZEIUS.t:<t
Save a3 bype: | TAS Scheduler File =l Cancel

Upon clicking the save button you will see the following:
By

When the file has been written you will see the following:
Select the No button and you are done exporting your lermanian

data. \.i‘) Dperation Complete, Yiew file?




item under Logs.

=S

Totd

In Ho

Stareiby.

| [Mezsage:

| nceered
| Echoex

Suspendy

L M1 sceesshuby logesd in. Connacted b Data Servioe on D01 552 . Lzer MZ sccessholy logged . Connected to Daka Service on [V-DL532 [

Next select advanced menu item under Filter, Set Date range ( all accounts, all agents, both
directions should be default values already ) then click OK button.

[Date Range Call direction..

i Fom | [EO000&M 1117/2008 = AHI CEE)
033114 FH 117008 00T (34 [ [ [ wos| oo mx| 0w 0woo O = © Inbound ealls
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RN PH 11700 00T |m o MEw  |uew me| oo ww o wm O geerciil doenis} Hz] Auto Ansver
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02543 FH 1171772008 o031 2R m [ W wm wo| w7 ww w0 Flolate
.75 0 P 1117308 A i i i e wo| mo mE o w0 Masimum Duration: | 10 (111 Dial
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Select the Select All menu item under List, then select the Save as CSV menu item under List.

Save in: ‘@ tasscheduler V| \) _? = '

e Ehl6_1_09to 7_1_09.c5v
= El)7 1 09_to 81 _09.csv
(T Local Disk. [ aja_1_09_to_9_1_09.csv
9_1_09_to_10_1_09.csv
= EL10_1_09_to_10_27_09.csv
(=] Bl 10_28 09 to 11_02_1.csv
(D] Full Backup | el 110103 to 11_10 0.5
El11_10_09 tol1_16_09.csv

S

[E:] Local Disk

Name the file and click the save button. @

Desklop

File name: |\ by | [ Save ]

My Metwork | Save as ype: | Comma Separated Values [* csv) v | [ Cancel ]




amtelco: From the Access Report Generator click the Account Traffic button.

B Access Report Generator,

Accurate Messages

adrninistrative MOR l che ] it ]

Account Statistics
Ahandonz Op Interval
Al [rata ln
AcctStat Events Op Login
Call Dretail | [rata Out

Acct Statz Total Op Scheduling
Dialout Dretail - Diial List
( 3—‘ Operator Traffic
Dperators Diialout Finder
Call Bugied

Traffic: Get Descriptars
Call Handling
OnCall Ingert

Fatch Time

Whd Serpting

di e

Generation
Optiong Call Finder | WwiebCall Detail
OnCall Delete
DratedTime Client b airt Zero Time About
Corveerter

C:A%Program FilesMDR Capturebmdr.mdb = 14933 kMb at 11/18/2009 1:10: Exit

Select date range and check the following selections and click the export button:
& Account Traffic E|

Account Traffic Report Angwer Time
[ Ring Time _
Start date:; 7A1/200912:00:00 A Set W Autodng Time Eririt
End date: 10A7/2009 12:00:00 Abd - Set v ZernTime View
[ Hold Time =
Start account: 1 [ wait Time Ehzpfizm
End account s 4 | ; -
Repart Options ToFie
Start Billing: N (v Totals —
End Billng: sosmge A ||| ¢ Averages
i~ Erang
[ Tally once per aszigned/answered call, i~ Modified E-rnail
[ Erxclude calls less than 1 e/ —

. E =port Dptions
Exclude Greeting-H
[ Erclude Greeting-Hangups ~ breess Db

Cuick Anzwer Time:; 18 e secoedef P B ERe k]

Repart Interval: W A e psianf et Ei |
[ System —
[ Operatar
[ OpHangup
[ Rewverted
[ AnzReverted
[ [GreetingHangup




Infinity: From the Unified Reports Call Detail with the following options:

Call Detail w1.02.05

Start Date and Time:
End Date and Time:
Start Account:

End Account;

Start Billing:

End Billing:

Highlighted Time Only:

Type of Call:

Unigue Call Mumber:
Dperator Initialz

Qriginating Account:

A

Duration Lezs Than [zec.);
Duration Equal/Greater Than [zec):
Talk Time Lezs Than [zec):
Talk Time More Than [zec):
Hold Time More Than [zec);
Ring Time More Than [gec);
&hold Time More Than [zec):

041110 712:00:00 &AM

04180 712:30:00 AM

1

3333533339

0

Repaort T_I,Ipe:1

9333333333

Chronologica

1“r’es

Ay

Lo e el f e |

Cancel

Generate

Upon generating export the file as a Tab Delimated file; however, name the file with a .txt or .

cSv extension.




Startel: v10_tass.exe was installed to your default directory usually C:\Program Files\Creative
Wizard\TASScheduler\. This file was written by Larry Kinder, a Startel user, to export data.

Select the dates you wish to export. Then select a folder to put the results file in.
Contents to CSY : _ _ Contents to CSY
Run 040172010 3| (05012010 3| ¥ Run o4m2010 (3] (050172010 (3
Choose Directory
Folders:
(2 Desktop
E!lDMyDocunents
: # % My Computer
The data will be extracted SN e
o e 12D ¥nc Viewer
[Z .Prmlnghewds... n
.[ ] Folder: | Deskiop
Records sppended: 42921
Lok J[ conce ]

(f Run | [0ami2010 3| (050172010 (3

File Saved

This is the file that you will import into TAS Scheduler.



Pinnacle: TASSchedulerExportV31.rpt was installed to your default directory usually C:
\Program Files\Creative Wizard\TASScheduler\. This report was created by Alan Hartman at
Pinnacle. Just add this to the other reports on the Pinnacle system and it will be a report
choice. Once the report is created select the export icon at the top. Choose character
seperated value. Leave the comma as the seperator; however, delete the double quote as the
deliminator and leave blank. When asked for a filename add either .csv or .txt as the
extension rather than the default .chr.



Importing Data

Before importing any data, it is important that you have selected the appropriate source. See
Global Software Options. With the data tab @ Enacast [—ecoau M Selected,

-
-”f Global Data Forecast Schedule

— menu item
| Holidays/Special Days

select Import Data Manager CSV file

-3 Import Data Manager C5V file
from the Data Menu. i s

£, Filter the dates
= Show all Dates

This will open an open file dialog [z 3

where you may select the file that Lookin: [ Decuments ~| « @k E-
you wish to import. Either double-
click the file or click the file and

I Amtelca @ Cck1932009_Ock262009,kxk
) Axialis Librarian
ty Recent [C)Donna

&

then click the open button. Documents | index_fies

' Iy Music
This will put an Importing Data Deskiop m:iuor:s
message on the screen. Once % gg:j:“‘;:;’::t;:f:“
this message has disappeared " DEEL/; Ly |CDTASSCheduer screen Shots
all of the data has been imported. I elccan

I visual studio 2005
Ivisual Studio 2005

%.

We recommend importing ayear's | My Computer

worth of data if possible on the i.‘]
o . ; g
first 'ImpOt.‘t. This way the Previous by Network — File name: |NDVD22UUS_NOVDS2UUS.M j Open |
year's holidays may be factored Places _
Files af bpe: |Te:-ct Files [* tet] j Cancel

into your forecasts.

After the initial import of data, you will only need to import weekly/bi-weekly or however you
are set up for scheduling.



The Data Tab

Once your data has been imported you'll see a break down of how many calls you have
received in 15 minute increments. The far right shows a break down of total calls per shift as
defined in your company set up and total calls for a particular date.

Data Forecast Schedule

Date 34130 [ 24:45 ] 35:00] 25115 [ 25:30] 25:45 [ 26,00 38115 [ 2630 36145 | 27:00 [ 27: 15 27:30 [ 37,45 ] 38200 98115 [ 381 30| D145 [ 39:00] 39215 [29:30[ 3945 10000 10015 [ 10:30 [10:es 100 11 s [1e0 1S ] 1t | 2rd [ ard | Total
10/04/09 | 50 | e+ 115 | 84 84 @l | 71 | 46 42 | 51 | 38 31 | 44 40 | 30 | 33 | 32 | 31 33 | 17 | 20 19 | 24 13 | 18 18 29 o | 10 | & | 1250 | i34 225 | 2799
10/o2f00 | 48 | 67 108 76 111 59 | 62 | 50 | @2 | 42 | 61 33 | 41 44 | 47 |20 | 21 | 25 29 | 2z | 30 19 | 30 17 | 14 19 | 20 15 | 11 | 7 | 1802 | 1379 223 | 3104
10/03/09 | 36 | 43 45 | 26 38 a1 | 4 | 37 22 | 20 | 28 a1 | 22 | 34 | 33 | 29 | 30 | 24 22 | 26 | 26 A7 | 38 | 8 | 15 11 | 16 14 | 12 | 14 | 1343 | 940 228 | 2511
10/04/09 | 26 | 31 | 30 | 27 27 24 | 24 | 18 | 23 | 34 | 26 29 | 25 | 33 | 46 | 24 29 19 17 |17 18 9 |20 | 11 |13 13 | 13 8 | 17 | 11 | 769 | 7B 227 | 1744
\0j05{09 | 42 | &2 135 6@ 99 73 | @3 | 50 | 53 | 59 62 42z | 40 34 | 29 | a7 | 29 | 2 24 15 21 | 21 | 20 | 17 | 18 1& | 28 11 | 14 | 7 | 1528 | 1397 245 | 3170
I0j0ef09 | 47 | &0 139 79 81 79 | @@ | 59 52 | 60 | 38 39 | 41 | 30 | 36 | 40 | 14 | 26 a2 | 14 | 12 1t | 13 13 | 11 19 29 & | 9 | 10 | 1348 | 1329 214 | za9l
\0jo7foa | 37 | 77 16 78 | 83 72 | 73 | 51 | 53 | 53 | 48 42 | 40 41 | 24 | 34 | 24 | 18 29 | 23 25 17 | & 14 | 7 17 | 1z 18 | 9 | 9 | 1213 | 1289 194 | 2696

If you select a call cell then the number of calls and the total time 1fnzfos | 50

for those calls will show up in an hour:min:sec format on the status 11§§j§§2 -

bar in the lower left corner. If you select multiple cells the total 11/05/09 | 47

calls and total time for the selected cells will be displayed. For IR
example if you wish to know the total number of calls and total time 11/08/08 | 13

for those calls for the month of October you would select October <]

1st through October 31st in the Total column. e —caa H—
You may also filter the data to view a particular day or ~=»

days within a date range. To do this click on the Filter

. 5 Import Data Manager CSV file [HH| Holidays/Special Days
the dates menu item on the Data menu. =

231, Filter the dates

= Show all Dates

Once clicked the following dialog will pop up:

Both the start date and end date selections will Start Date:
auto-fill with every date you have imported. o109 7]
When a date is selected the actual day is shown Ll izt
to the right of the date. In the case shown here
we want to look at all of the Fridays that fall
between October 1st and October 31st. oD
[10/31/09 [~ Seturday

To show all the dates again just click on the Show
all Dates menu item on the Data menu.

-_—-'l'/ Global Data Forecast Schedule b | T | W | o IT o

=3 Import Data Manager CSV file ﬁ Holidays/5pecial Days

21 Filter the dates SelectAllDays | | OK Cancel |




Holidays/Special Days

The last menu item under the Data menu is
Holidays/Special Days.

—

=3 Import Data Manager C5V filé

Global Data

Schedule

Forecast

HH Holidays/Special Days

2L, Filter the dates
= show all Dates

Once clicked the Holidays/Special

Days dialog pops up. When a idolidayfs pecial days ]
company is first created a holiday Date: Holiday/Special days list
template is copied over with some ‘m.qgl,.'gggg j Diale [ Name [~
predefined holidays and special 01/01/2014  New'Year's Day
days. The day doesn't have to be a bl g?igg}’gglj ms;”piﬂgg -
holiday, it can be any special day \ 09/01/2014  Labor Day
that would cause a change in call ) 11/27/2014  Thanksgiving Day

| Addto List> | 11/28/2014  Black Friday
stats each year. Aslong as the name 12/24/2014  Christmas Eve
is the same for the previous and 12/28/2014  Christmas
current year the data will be adjusted Bfigligg]g Ezﬂs:;zg‘;ﬁ
accordingly. These days will be Savelist | Y 3
highlighted on the Data Tab with the -
color selected in Global Software Cancel | S A

Options.



The Forecast Tab

The forecast tab is used to show the number of operators forecasted for each 15 minute
segment of each day of each week. Without every inputting the first skill or employee a
forecast may be created based off of the imported data.

Data Forecast Schedule w X

Date 37:00[37:15[27:30] 97:45 | 38:00[ 38: 15[ 08:30[ 3545 32:00[ 22: 15 33:30[ 0945 [10:00[10: 15 [10:30 10:95 1 1001 1:15]11: 301 1:45 ] t2p [12:15]12:30]12:45]31:00]21:15]21:50] 3145 a2:00] 32: 15[ 02: 30 22:45 [ 03:00 [ 25:15 [ 3330 05145
\ijozjos | 1.0 L5 23 35 74 64 54 58 55 45 36 32 35 32 43 33 35 32 47 33 41 34 54 43 50 44 40 34 43 30 42 32 32 36
11030 | 0E L0 19 37 48 50 48 52 494 34 34 35 28 39 41 35 22z 33 3Z 41 45 39 34 33 3T 51 42 40 33 43 34 31 23 33 (ANl
11J04/09 | 0E L4 23 34 40 46 46 38 43 48 37 33 34 23 26 34 31 33 25 35 45 39 44 35 43 I8 37 35 44 39 58 30 30 34 (0N
1Jos/0e | 08 L3 16 32 43 47 448 50 45 25 26 30 38 25 2d 27 L9 26 27 33 30 34 35 29 29 39 34 40 36 35 34 33 37 2o [EONba
110609 | 09 14 18 27 40 51 45 43 48 B0 36 31 37 33 29 23 25 24 24 43 40 57 41 36 53 43 51 51 45 48 46 52 50 39 [SANbael
\jov/oe | 03 L0 08 14 20 29 28 40 48 52 57 57 58 60 64 56 60 60 52 55 56 51 35 43 53 46 38 45 45 54 47 33 42 44 SNbaEN
11joE/0e | 04 03 04 07 05 08 18 16 27 B0 27 33 23 31 34 32 25 40 Z6 24 43 29 31 23 30 26zl 3z 28 27 31 37 30 25 [Empee

To create a forecast, first select the Forecast Tab then choose ' Giopal  Data | Forecast
the Create a Forecast menu item on the Forecast menu. Upon
selecting the menu item a Forecast Dialog will pop up.

|4 Create a Forecast
@ Preview and Print the Forecast

Depending on your checking or
not checking the Erlang-C
method in the Global Software

Forecast

Options will determine which TSRS |11f et j HEEL e |1U Set j
portion of the dialog is enabled. # of previous weeks: 3 # of previous weeks: 3

In either case you select the VR UTiE v Eiae —

week for which you wish to CReinRiaeny: &

forecast. You must seleptthe e e

day that corresponds with your ’7 Senvice Level: 60 y -LAE'I'
schedule start day. Next select B2l
the number of previous weeks Targetanswertime: [30  secs.
of data you wish to use for this

forecast. If using the Talk-Time Create and Sawve Create and Sawve

method an operator efficiency

is input. This equates to what Cancel Cancel

percentage of the time you
expect an operator to be handling calls. The Erlang-C method takes a Target Answer Time
(the amount of time in which you want calls answered) and a Service Level (the percent
probability of answering calls withing the Target Answer Time). Clicking on a # of operators
cell displays the data that helped forecast the # of operators. Based on the # of previous
weeks selected the average number of calls and the average time per call in shown on the

status bar in the lower left corner. |pate  [33:00]33:15]33:30| 13:45 | 34:00] 34:15] 34:30| 34:45 | 35:00] 35: 15| 35:30] 15:45
11jozjos | 3.2 36
Efforts to normalize the data have |110309 | 2.3 3. | NSRS IS IS NN NS I RS N
been implemented by capping the (et 22 34 [30][33127 56 [58 4565 [67 [48]58]

P y capping 1josos | 3.7 2. |G N S N 56 47
call length and normalizing data |iyjosfos | 5.0 3.0 SR RSN RSN RSN e hEe 53 47
with means and standard 14j07j09 | 4.2 4.4 | N S R R ‘23 21
deviations; however, if an event 11/08/09 | 3.0 2.5 --------

other than hoIiday or special day ve, Calls=112.7  Ave. Time=4515 Days Employee T




has caused the data in a time frame to be skewed you may change the < — '
average number of calls, the average time per call or both by double- anee Lorecast
clicking the number of operators required in any date and time frame.
Double-clicking a # of operators cell will pop up the following Change
Forecast dialog:

Ane Calls
|112.EE?

Ave, Time (5]
|45.1351

Just make the changes you wish and click the save button.

Sawve

The other Forecast menu Y ciobal  Data
item is Preview and Print
the Forecast. Clicking

Forecast

g Create a Forecast Cancel

“ Preview and Print the Forecast

this menu item allows you
to print out the Forecast and the data used to calculate the Forecast.

Weekly Forecast Report

Humber of Prewions Weeks Used: 3 Effciency: T5%

11/02/09 11703409 11704509 11/05/09 11506709 11/07/09 11/08/09
12:00 am. 0 ] 16 = 11 = 18 [ 13 |5 12 [+ 06 —
12:15 0F ———— 13 — 17 0 0% ——— 08 |[—— 18 ——— 15
12:30 05 —— 07 [ 04 —1 0% 1 13 == 06 [——— 04
12:45 12 —— 07 [—— 0% ——— 10 —— 06 [ 10 (——=— 05
1:00 07 — [E] — 1.1 — [ = 05 — 09 i [
1:15 1.1 r——=] 07 |- 03 —— 08 ]| 08 s 10 [~ 10
1:30 10 - 02 |+ 08 H——— 07 —— 08 [——— 0% |+—— 03
1:45 07 - 03 (v~ 05 —— 03 [+~ 08 ~—— 05 [~—— 06
2:00 12 —— 02 — 035 —— 05 Lk B 0.6 — 03 ——— 04
2:15 05 [~ 08 = 06 o] 03 [ 03 [ 0F [ 0%
2:30 03 ——— 05 [—— 08 ——— 0F ] 08 [—— 05 [~——— o7
2:45 o2 =21 o3 [ =2t o6 =21 o1 [ =i 1 02 |[=2:1 o4 [ =21 o35
3:00 02 ——— 02 |——— 03 /- 01 [——— 05 |F——— 0F [F——— 0&
3:15 06 [—— 02 [—F—— 03 | =——/—- 03 [——— o0& ——— 03 [ —/—— 03
3:30 [ e 01 ] 07 i 03 =1 o1 |=2i] o3 [~ o4
345 03 = 03 = 03 — 03 = 06 == 04 — 02
4:00 01 (~——— 02 |——1 03 (—— 02 (+——— 01 [——— 01 |——— 03
4:15 0.1 — 05 |+ 035 — 03 —— 03 |+— 02 — 0.1
430 04 [ —- 02 (v 03 (=1 02 [w——1 01 (-1 04 |+ 02
445 03 ——- 03 —— 06 ——- 04 [——— 02 —— o5 ———— o2
5:00 0.1 1 02 [+ 03 —1 0& 1 05 (== 03 [+ 03
5:15 03 | —— 02 ——— 02 |—/—— 01 [(——— 02 =—— 04 |=—— 10
5:30 [ ——— 03 [——— 03 —— 03 — 03 [——— 02 ——— 03
5:45 03z [~ 1 03 |[——1 02 [ —— o4 [ ——=1 03 |1 03 [—— 02
6:00 03 —— 0% [ 04 ———1{ 05 = 01 02 [—=— o0s
6:15 04 — [ — 03 — 05 — 04 — 05 — 02
6:30 07 ——] 05 — 05 — 05 —1 04 11 05 —— 035
6:45 06 ——— 07 (~—-— 05 }—r 06 ~—— 05 |—— 08 |—— 03
7:00 10 (—— 08 —— 08 |—— 08 [——— 08 ——— 03 |——— o4
7:15 15 — 10 — 14 — 13 — 14 — 10 ——1 03
7:30 23 = 19 [+ 23 B 16 [~ 18 =" 08 | o4
T:45 3§ I/ 37 [ 34 [/ 32 ———— 17 |40 14 [~ o1
8:00 T4 (=] 48 |- 40 = 43 == g0 | 20 = o5
8:15 64 —— 50 [ 4% ——— 47 —— 51 [—— 29 [———— 08
2:30 54 —— 4% — 45 1 49 ——— 45 — 28 e 18
8:45 50 —— 52 — isg —1 50 — 43 — 10 — 16




Employee Skills

Before creating employees you must create employee skills. To create a new skill or edit an
existing skill click on the skills button under the employees view. Employzes

Upon clicking the button a skills dialog pops up.
This dialog will show all skills that have been
created and allow for the creation of additional
skills. The New button allows you to create a new
skill. Either double-clicking a skill or selecting a
skill and clicking the Edit button allows you to edit
an existing skill. The Move up and Move down
buttons allow you to change the position of a skill.
Skills are listed with the premise that an employee
can perform that skill and all skills listed beneath.
The Save button saves the current changes will the
Cancel button allows closing the dialog without
saving changes.

Clicking the New button or Edit button brings up the
following dialog:

A name must be given to the skill. To give the skill
a color double-click the color square and select a
color that will look good on both a black screen and
a white sheet of paper (for printouts). The percent
effective allows you to choose what percentage of
an operator this skill is. It also allows that
percentage to change based on the number of other
operators. The minimum per shift helps in the auto-
filling of schedules by scheduling the minimum
required skills first. If you wish to create a Trainee
skill, so that a new hire can be scheduled without
effecting the schedule graph just set all of the
settings to zero.

o x
@ o
Skills X
| Color || MName ‘ Mew ‘
[N Supsrisor | .
I Dispstcher Edit
Alarms
OnCall Delete
BN Operator
e
Cancel
howe Down ‘ howe Up ‘
Skills X
Name |
Color:
Fercent Effective wy
1 Other Person J— 0
¢ Other People J— 0
3 Other People J— 0
4 Other People J— 0
Minimurm per Shift
15t Shift L 3:
2nd Shift 0 3: e |
3rd Shif =

Cancel




Employees

Once the employee skills have been created you may start adding Employees 2 x
employees to the company. To create a new employee just click the //
New Employee button on the employees view.

Upon clicking the button the following dialog will pop up:

Employee

MNarme: ‘ Address: ‘

City State Zip: | | E-Mail: |

Fhone: Minirnurm Hours perWeek: |20 Mairurn Hours per week: |40

Minirmum Hours per Day: |4 Maimurn Hours per Day: |8 [ Split Shift Capakle

Skill Lesel (1-10: |1 [~ PoorPerformance [ Inactive  Pay Rate; |0 per |Hour - ™ Overtime

Skill List:

Supervisar | Shift Awailability:
Dispatcher Edit
Alarms

OnCall

Operator

Trainee

I

Save Cancel

The minimum and maximum hours per week and minimum and maximum hours per day are
important for the auto-filling of schedules. The skill level not only allows for a percentage of
an operator, but also the grading of employees. Skill levels 1-4 are multilplied by 20% to allow
for new operators to work to a 100% operator. For example a skill level of 3 would mean this
employee was 60% of a full operator. Skill levels 5-10 are 100% operators and these levels are
used as a hiearchy. The higher the number the better the employee. Auto-filling schedules
the top employees first. The Poor Performance check box allows this employees hours to be
scheduled last regardless of skill level. The Inactive check box allows a employee to be
removed from scheduling. All of the payscale information will be used at a later date. The
skill list allows the selection of the employee's skill. The Edit button under Shift Availability
allows for the creation or editing of an employee's shift availability.




Clicking on the Edit button brings up the following dialog:

Employee 5hift Availability

Das: Awallahiliby List:
Sunday Addd -» sunday: 03:30p-09:30a
bdonday bonday: 03:30p-09:30a
Tuesday Delate Tuesday: 03:30p-09:30a
Wednesday Wednesday: 03:30p-05:30a
Thursday Thursday: 03:30p-09:30a
Fricay Friday: 03:30p-09:30a
saturday Saturday: 03:30p-09:30a
Start Time: [12:00:00 AM%
Stnp Tirme:|12:00:00 .-":"-.|"'.-"|+

Save Cancel

The Days listbox allows for the selection of multiple days. A Start Time and Stop Time may be
selected then click the Add button. All selected days will be given the Start and Stop Time
and will be added to the Availability List. To delete and availability select the availability to
delete and either press the delete key or click the Delete button. Either choice will ask for a
confirmation of deleting the selection. Once you have created the Availability List click the
Save button.

Once an emloyee has been saved they will

Employees o X

i r’&? j

be listed under their appropriate skill in the = .Eﬂzrswermt
- = Superyisor

employees view. & Tiffany Lamb :)
—|-&% Dispatcher

@& Jennifer Head

& Erica Meunier

@s Kaleigh Ferguson

@& Christina Smith

s Tracy Keadle

& Krista Seyraur

s Teri Skanley

&4 Margaret Freeman
-|-&f Alarms

To edit an employee just double-click the
employee.

To delete an employee just select the
employee to be deleted and press the
delete key on the keyboard. You will be
asked to confirm the deletion.

& Gina Wilson
@s Chandra Tolliver
&8 CaraKline
@&s Beth White
&8 Ben Alison
&b onCal

@8 FKatelyn Sandetlin
& Alexis Jimenez
&4 Liz Hughes

&5 Trainee



Time-off Requests

Under the employees view there is a Time-off Request button.
Upon clicking the Time-off Request button the following dialog

will pop up:

The Requests list shows a list of
time-off requests that have

neither been approved or denied.
Clicking the Submitted, Requested,
or Employee column at the top will
sort by that column. The Add
button allows you to add a new
time-off request, the Edit button
allows for editing, approving or
denying a time-off request. The
Delete button lets you delete a
time-off request. The Processed
Request Filter section allows you
to view both time-off requests

that have been approved and
denied for a particular time frame.
Just select a Start Date and an End

Time-Off Requests

Employees

> &

X

Feguests:

Submitted

| Feguested | Employee | Feason |

Add Edit ‘ Delete

Frocessed Regquest Filter:

Start Date: [11/23/2008 +| End Date: |11/23/2009 «

|Time

v Approved " Denied

Feguested | Ermployves

Sawve ‘ Cancel ‘

Date then click either Approved or Denied. Clicking the Add or Edit button displays the

following dialog:

All employees are listed for
selection. Select the appropriate
employee, the date they

submitted the request and the date
they are requesting off. Indicate
the reason for the request and if the
request is for all day check the all
day box otherwise indicate the Start
and Stop times. The request may
be Approved or Denied at this time
or just added to the requests list.
Make the appropriate selections
and click the Save button.

Add Time-Off Request

Employee:
Tiffany Lamhb 3
Jennifer Head
Erica Meunier
Kaleigh Ferguson
Christina Smith
Tracy Keadle

Submitted: \11;23,*2%9 jﬁequested:|1”23fzﬂﬂg j

W

Reason: |

[ AllDay & Addto Requests  © Approve ¢ Deny

e

Star‘tTimej|HZD?ZDB.ﬁ.M % StDpTimej 11:07:08 Ak

Sawve Cancel

X




The Schedule Tab

The schedule tab is used to show the number of operators forecasted for each 15 minute
segment of each day of each week with a graphical representation and is used to assign shifts
to employees. The schedule tab is also used to create templates.

!
- Global Data Farecast Schedule Style -

Data Forecast -

ampayas g |

#u |

15
L

10:00 11:00

3:00 4:00 5:00 6:00 B 3 3 10:00 11:00 12:00pm g : B 3 5:00 6:00 Z:00 g:00 9:00

,,,,,,,,,,,,,,,,,,,,,,,,,, ' ENNENEEEREENEENERNEEN
BAP - Tracy Keadle: 07:30a-03:15p T
|
| | | BAP - Teri Stanley: 04:45p-11:30p

OnCall - Beth White: 06:30a-12:30a

BAP - Liz Hughes: 08:00a-06:15p

o 3
Day - 10.26 hrs  Week = 43.53 hrs P ————— Total = 676.20 hrs | answerall
All saved Forecasts, Schedules and Template are listed under the Schedule 1x
Files on the Schedule View. To recall a Forecast, a Schedule or a Template S~y
for viewing or editing just double-click the appropriate selection. If a ”%Eﬁg;;
Schedule is double-clicked, the Forecast used for that particular Schedule g oo
is also loaded. To delete any of the listed files just select what you wish to g Ly
delete and press the delete key on the keyboard. You will be asked to confirm g oot
the deletion of your selection. S eonie

F3 11jozfoa-2F
"3 1te/0a-tF
B3 1j16/00-2F

The Schedule menu is broken into two seperate sections. Menu items iy Lzoe
that deal with schedules and menu items that deal with templates.

__l-}_." % 09/21/09-43
= i ar s - - £7% 10f05/09-15
Global Cata Farecast Schedule 5 1001310012
% 10/19/09-15
LA 10fz6/09-15
j Create a schedule ,_';_-‘ save Schedule j Create a Template %m;’za;n'}za
DA 11f02/09-15
a = . 11)02/09-25
|_-r"] Copy a schedule ,.j"'_q Preview and Print the Schedule L',—_-‘ Save Template %ﬁﬁifﬁi’?i
. B3 11/15/09-15
3? Create Using Template % 1jz3e s
B3 11)z3/09-25
[ - - - - -1l Templates
Schedule Template 55 Chrtn T
ﬁlennlfer—T



Templates

Templates are used to create fixed shifts for employees. Whether you create two templates
for alternating weekends for certain employees, or you have certain employees that always

work the same fixed shift every week; a ~ Global  Data  Forecast | Schedule
template may be created. To create a B Create aSchedule g Save Schedule @
temp|ate, click on the Create a Temp|ate [Z5 Copy a schedule {0 Preview and Print the Schedule || (i Save Template
menu item on the Schedule menu. 4 Create Using Template

Schedule Template

Upon clicking the Create a Template menu item the following

dialog will pop up:

Mame:

After giving your template a name click on the create and |Week1|
save button to create your template. You will be presented
with a schedule tab that has no forecast graph and shows Create and Save
your template name in the graph area. The date/day buttons
are now just day buttons, starting with your schedule start ]
day through the last day of your schedule. Your current
employees along with their availability is also displayed. The white blocks are available times,
while the black blocks are unavailable times.

Monday =
Wednesday
Friday
Weekl TEMPLATE
Sunday
COMFLICTS:
12:00am _1:00 2:00 3:00 4:00 5:00 6:00 7:00 8:00 9:00 10:00 11:00 12:00pm 1:00 2:00 3:00 4:00 5:0
[Tittany Lamb :] 0.0
ifer Head 0.0

Erica Meuni 0.0
Kaleigh Ferguson 0.0
Christina Smith 0.0
[Tracy Keadle 0.0 | |
Krista Seymour 0.0 | |
Teri Stanley 0.0
Margaret Freeman 0.0
Gina Wilson 0.0
Chandra Tolliver 0.0
Beth ¥hite 0.0
Ben Allison 0.0
Katelyn Sanderlin 0.0
Alexis Ji 0.0
Liz Hugh 0.0 -

-

| o




Shifts

Dealing with shifts works the same in both Templates and Schedules.
To Add a shift to an employee either left click in the time slot you

want the employees shift to start and press the Ctrl + Insert key

the keyboard or right click in the time slot you want the employees
shift to start and select the Add menu item from the pop up menu.

Either choice pops up a Shift Dialog. Since the 7:30am time
slot was clicked the Start Time automatically fills with a
7:30am. A Stop Time needs to be entered. The skill defaults
to the employees skill; however, a different skill may be
selected for the shift being added. Once the appropriate data
has been selected click the Save button to add the shift. If
3:30pm was selected for the Stop Time the shift whould look
Left clicking on

the shift selects '
the shift and puts

rrr 11111
Add Ctri=Insert

s on

3

Tracy Keadle's Shift

Start Time: | BI0:00AM =
Stop Time: 12:00:00 A =

Skill List:

=

Sawve |

Supervigor
Dispatcher |
BaAP

Cancel

a broken line border around the shift. Selecting the shift and pressing the Ctrl + Enter keys on
the keyboard, or selecting the shift and right clicking the shift and choosing the Edit menu
item, or double-clicking the shift all pop up the Shift Dialog. If you click on a shift with the left

mouse button and keep the button held down, you
may move the mouse left or right to change the

shift. While moving the entire shift the changing Start Time is displayed. If you move the
mouse to either end of the shift until the mouse changes to a left/right arrow you may click
and hold the mouse button to change either the Start or End Time only. The following

keyboard functions show how to manipulate a selected shift:

w/ Ctrl w/ Shift w/ Ctrl + Shift
Left Arrow |move shift 1 minute |move start of shift 1 |move shift 15 minutes move start of shift 15
left minute left left minutes left
Down Arrow move start of shift 1 move start of shift 15
minute right minutes right
Right Arrow |move shift 1 minute |move end of shift1  move shift 15 minutes |move end of shift 15
right minute right right minutes right
Up Arrow move end of shift 1 move end of shift 15
minute left minutes left

To delete a shift either select it and press the Ctrl + Delete keys
and then choose Delete from the pop up menu. Shifts may also
same employee or a different employee.

on the keyboard or select it
cut/copied and pasted to the




Schedules

Everything up to this point has been setup to — Gobal  Data  Foreast | senedul

help with the ultimate goal of creating a St . Createa Template

. |_.;.11C-3p3-'aschedule @Previewand Frint the Schedule HSaveTemplate
schedule. With a newly created forecast or T

loaded forecast a schedule may be created. Schedule el
To create a schedule click on the Create a Schedule menu item under the Schedule menu.

Create a Schedule @

Use Forecast:
11/02/2009

Upon clicking the Create a Schedule menu item a Create a Schedule
dialog pops up. The forecast loaded will be shown. The previous

schedule is used to load any shifts that roll over from the previous |
week. The week of field is used to select the start date of the schedule| _“seFrevious Schedule:

you wish to create. If the Autofill box is checked then the software will | /"/250%28 [
attempt to create a schedule for the week. In unchecked you will be VWeek of.
presented with a blank schedule and shifts may be added manually. 117 272009 -~

Clicking the Create and Save button creates this schedule.

To create a new schedule, starting with a schedule that was previously | creaeandsae |
created is the purpose of the Copy a Schedule menu item. Upon
clicking this menu item a dialog box similar to the Create a Schedule
dialog box will be displayed. The Autofill check box is missing and

instead the there is a selection box for the

Cancel ‘

schedule you wish to copy.Upon clicking the e _ ,

. se Forecast: Use Forecast:
Copy and Save button, a new schedule will be | 1170272003 | 1170272009
created copying the shifts from the selected _

Use Previous Schedule: Use Frevious Schedule:
schedule.
10/26/09-25 |

To create a new schedule, starting with a Week of. Week of
template that was previously created is the 11 2200 S 11 272008 [~
purpose of the Create Using Template menu item. Schedule to Copy: Template to Capy:
Upon clicking this menu item a dialog box similar |Weeki H
to the Copy a Schedule dialog box will be I Autafil
displayed. The Autofill check box is added and | cCopyendsave | [ CopyandSave |
the schedule selection is replaced by the template Cancel | — |
selection. Upon clicking the Copy and Save button

a new schedule will be created copying the shifts from the selected template. If the Autofill
box is checked then the software will add shifts after copying shifts from the template.

Selecting a cell in a employee's row changes that employee red and displays employee info on
the status bar. The amount pay=250nrs  week = 40.0 hrs Days=4  Beth White Total = 676.15 hrs

of hours the employee is schedule for the day, the week, the # of days scheduled, the
employee's name and the total # of hours for all employees is displayed.



The top left portion of the the
schedule tab allows for selection
of the various days of the week. 11/03/09 - Tue
Pressing the 1-7 keys on the
keyboard also change the days.
Located below the days is the 11{05/0% - Thu
Conflicts button. The Conflicts
button is green unless there is a
conflict on the selected day. To 11/07/09 - Sat
view the Conflict(s), click on the
Conflicts button. Upon clicking
the Conflict button the Conflicts
Dialog will pop up listing the CONFLICTS
conflicts for the day.

11/02/03 - on

Katelyn Sanderlin: Start Availability-08:00a, Scheduled Start-07:45a
Krista Seymour: Scheduled on an unawvailable day
Margaret Freeman: Start Availabilite-10:008, Scheduled Start-03:44a

11{04)09 - Wed

e
EEERE
o -ced|
[ -7 |
E==R
- |
[ con |

110609 - Fri

11/08)09 - Sun

Once a schedule has been created, both a week long
schedule for the company or individual employee
schedules may be printed. With a schedule loaded click
on the Preview and Print the Schedule menu item. Upon

clicking the menu item a Reports dialog will pop up. Employee Schedules
[ AllEmplovees

Schedules g|

Tiffary Lamb ) »
Jennifer Head

Erica Meunigr

kaleigh Ferguson

Christina Srmith

Tracy Keadle (g

Print Presiew |

Frint ‘

Cancel ‘
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