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Welcome

Thank you for using DBI Staff Scheduler Version 2.5. DBI Staff Scheduler is a visually intuitive
Employee/Staff Scheduling application. DBI Staff Scheduler is not aimed at the technical end user,
but rather the businessperson who is looking for a ho-nonsense, straightforward tool to assist them
with the day-to-day scheduling of their staff combined with labor cost management.
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A Staff Scheduler Primer

Before you begin using DBI Staff Scheduler, it might be helpful to go over a number of important
scheduling concepts as well as some of the powerful features you will find available to you.

Schedule Plan

It is important to note that DBI Staff Scheduler differentiates between a Schedule Plan and the actual
schedule. The schedule, as reported by the software, is the sum total of all of the plans contained
within the database. Think of a Schedule Plan as a worksheet, it is where you set up a schedule for a
defined period of time for a defined group of departments/staff/positions. The schedule plan allows
you to do your “what if” scenarios, add, delete and modify until you feel you have completed the
schedule planning phase. At this point you can select “"View Plan” from the main menu to view the
schedule specific to the schedule plan.

NOTE: You can optionally print the plan from the View Plan form.

It is important to note all of the other scheduling functionality in the system, i.e. schedule reports (7-
Day, 28-Day), hourly reports, cost report, emailing and printing of schedules is based on all of the
schedule plans that include the period of time defined by the activity. For example, when emailing
staff schedules the schedule sent to the staff member is obtained from all of the schedule plans that
have been created for the period of time defined in the Email Staff Schedules Start and End dates.

It might be easier to think of the schedule as the output of all of the schedule plan(s).

Labor Cost Management (Labor Burden)

Labor cost management within dbi Staff Scheduler is achieved as the result of capturing a daily
projected revenue budget and comparing it to the number of hours scheduled multiplied by the
hourly cost associated with each staff member scheduled to work.

NOTE: Positions that have unassigned time bars (i.e. no staff member assigned to them) have a zero
cost associated with them for the purpose of calculating the labor burden.

At a system level you define your target labor cost which represents the maximum percentage of
your budgeted revenue you want to spend on labor (see Maintenance — System). For example if the
budgeted revenue for a day is $10,000.00 and your target labor cost is 20% then the sum of all the
scheduled staff hours multiplied by their respective hourly costs (as captured in the individual’s staff
profile) could not exceed $2,000.00 (20% of $10,000.00). The hourly cost for each staff member is
captured in each Staff Member’s profile (see Maintenance — Staff). The projected daily revenue to be
used in the labor burden calculation is captured in the Revenue Budget form (see Maintenance —
Revenue Budget).

Labor burden is reported in the Staff Cost report or in the Budget list in the List View object in the
main schedule planning form. When viewing the Budget list in the main schedule planning form the
labor burden is updated in real time as time bars are created, assigned, changed/moved, and
deleted.
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Schedule Blans | View Foom In Zoom Dot Frey Day  Next Day |£iew Flan Print Plan | Maintenance | B
Dec. 8 Week - From: December 8, 2003 To: December 15, 2003

Diepts IF'u:usns IStaFF I Budget | Sl able

| Position
Dat ..
e Dining Room
Mon 12/08/03 23.29% : : : :
Tue 12/09/03 22.23% cachier Harvington, Mark :
wed 12/10/03  22.56% 9:00a-2:00p : 4:00p- 0
Thu 12/11/03 19.49% ' ' : ' : : : : : :
. Close
Fri 12/12/03 11.63%:
Sat 12/13/03 7.36%
Close
Sun 12/14/03 7l4%: : :
Total 14.25% : Finlay=on, Linda
Lunch Manager : 10:00a-7:00p
s Stanton, David
fMaintenance 9:00a-5:00p
[——— ]

NOTE: The Target Labor Cost is displayed at the top of the budget list and each day in the list
displays the actual labor cost as a function of the humber of scheduled/assigned hours for that day
relative to the projected revenue for the day. If the labor burden exceeds the target labor cost then
the day is represented in red in the list. The total labor burden for the period of time defined by the
schedule plan is reflected in the last line of the budget list.

NOTE: When calculating the cost for a schedule that ends on or before 8:00 am on its last day, the
hours before 8:00 am are calculated into the previous day’s cost. For example, in the schedule plan
above, the schedule ends on Monday, December 15" 2003,at 8:00am. Therefore, the budget only
reflects up to Sunday, December 14", and any time worked after midnight on the Sunday is
budgeted against Sunday’s revenue.

NOTE: When calculating the cost for a staff member, if the time bar starts on or before midnight on
a given day, the entire time bar is budgeted against the start day’s revenue. For example, if a staff
member starts their shift at 11:00 pm on a given day and ends at 3:00 am on the next day, the
entire 4 hours is budgeted against the start day’s revenue.

NOTE: The scroll bar at the bottom of the list view area allows you to view the cost and revenue
columns in the budget list.

Scheduling by Staff or Position

DBI Staff Scheduler is unique in that you can elect to schedule by Staff or by Position/Task. DBI
Staff Scheduler has been designed to accommodate either scheduling preference. If you schedule by
staff for example, typically you will select your staff-members, assign them to a department, and
then decide when and what they will be doing, i.e. create a time bar to define when the staff
member will be working and select a position from the Position/Task list and drag it onto the time bar
to define what position/task the staff member will be performing. This is very common; however,
just as common are the organizations that prefer to schedule by Position/Task. In this case you
define which positions/tasks must be performed in their respective departments, and then make the
decision on when they will be performed by creating a time bar, and then decide who will be filling
that position/task by selecting them from the Staff list and dragging/dropping them onto the time
bar. It really is a matter of what makes sense for your organization. The important thing to
remember is that with DBI Staff Scheduler you can set up your schedule with either scheduling
mode, scheduling by staff or position/task, and at any time toggle between these views.

DBI Staff Scheduler 3



Scheduling Conflicts

Scheduling conflicts are constantly monitored and reported during the creation and maintenance of a
schedule plan. There are four kinds of scheduling conflicts being checked within the schedule plan:

1. Is the staff member already scheduled for any part of a time period to which you are trying
to assign the person (has the staff member already been scheduled somewhere else)?

NOTE: These kinds of conflicts can occur with time bars in the currently loaded schedule
plan or with time bars in other schedule plans that overlap with the schedule plan being
worked on.

2. Has the staff member identified a Schedule Exception for any part of a time period to which
you are trying to assign the person (Vacation request, Doctor’s Appointment, etc.)?

3. Does the proposed scheduling item conflict with the indicated Regular Days Off as described
in the staff member’s profile (are you trying to schedule the employee on a regular day off)?

4. Does the proposed scheduling item conflict with the availability as described in the staff
member’s profile (has the employee indicated they are available for the time in which you are
trying to schedule them)?

NOTE: Conflict checking based on Schedule Availability can be turned on an off in the
Maintenance — System form.

These scheduling conflicts are reported from within the schedule worksheet interface as the schedule
plan is being built or when a schedule plan is copied to create a new schedule plan.

The following are examples of Warning Screens you will see as a result of Conflict Checking

diud Sraff defizdulae Warning - Srff deiadulins Copfliet ]
Employvee is already scheduled in that time,
Schedule Description: The First Schedule
Department: Department 1

Sunday, Jul 132003 Fram: 9:00am Ta: 1:00pm
Position: Position 1

Do you wank to override the conflick?

Yes Mo

If you are attempting to schedule an employee already scheduled for all or any part of an existing
time bar the Warning above will appear.

NOTE: The warning contains enough information to determine which time bar is causing the

conflict, i.e. the schedule plan description (may or may not be the currently loaded schedule plan),
department, position, date, and time.
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diuf Sraff deiiadular Warning - Srff deiadulipe ey Copfliet ]
Staff member has a Schedule Exception for the scheduled kime,
Exception Descripkion: Dockor's Sppointment
From: Mondaw, Jul 142003 ... 2:00am
To: Monday, Jul 14/2003 .., 11:00am

Do wou wank to override the conflick?

Yes Mo

If attempting to schedule an employee that has indicated an exception to his or her normal
availability, the Warning above will appear.

Note: Schedule Exceptions are typically One Time events such as a Vacation, doctor’s appointments
etc.

i SfF Sepizdola e Warning - Sff Seizduling s tiug Coupfie ]
Employvee has a reqular day off (Maondaw) nated For the scheduled time, Do you wank ko override the conflick?

Yes Mo

Regular days off are captured and maintained in the staff member’s profile. If you are attempting to
schedule an employee in a time slot that is contrary to the Regular Days Off information, the above
Warning will appear.

i S fF Se iz ila e Warning - Sff ez duling Seeauilung Copfliet ]
Employee is nok marked as available For the scheduled time, Do you want bo override the conflick?

Yes Mo

Staff Schedule Availability is captured in the staff member’s profile. If you are attempting to schedule
an employee in a time slot that is not noted as being available in the staff member’s availability the
above Warning will appear.

NOTE: Availability conflict checking can be turned on or off at a system level. To include Employee
Availability in the conflict checking the “Conflict Check Employee Availability” item in the System
Maintenance form must be set to true. To learn more about maintaining system parameters please
see Maintenance — System.

In any of the above conditions, you are warned a conflict exists and offered the option of overriding
the conflict to complete the action or not overriding the conflict and canceling the action causing the
conflict.

Schedule Exceptions are also reported when copying an existing schedule plan to create a new
schedule plan.
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oy e il M)

Mote: The Original Schedule Plan started on a Sunday

Mew Schedule Plan

Copy
*Start Date: [Sun. August 24/2003 [+
*Description: |COF‘Y OF: The First Schedule | Cancel
MNew Schedule Conflicts
Exception Time Bar Override

For more information on Copying Schedule Plans please see A Staff Scheduler Primer — Copy
Schedule Feature.

Drag and Drop

The concept of drag and drop describes the way in which Departments, Positions/Tasks, and Staff
are added to a schedule plan. In essence, a scheduling item (Department, Position/Task, Staff
member) is “dragged’ from a list in the List View or Explorer and “dropped’ onto the plan. Time bars
can also be dragged and dropped between items (Positions/Tasks or Staff depending upon the
“Schedule By” selection for the planner) in the schedule plan. For more information on moving Time
Bars please see Time Bars — Moving a Time Bar.

Adding Departments to a Schedule Plan

To add a Department to a Schedule Plan:

1. Display the Departments list by left mouse clicking on the Departments Tab in the List View.
Alternatively you can click on the Departments item in the Explorer (to expand the list).

NOTE: The Departments list only displays those departments that are marked as “Active”.

The Active flag is maintained in the Maintain Departments form. To learn more about
maintaining departments please see Maintenance — Departments.
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a2y Day  MNext Day |£iew Plan  Print Plan | Maintenance |ﬂep|:|r't5 | Help | Exit
om: December 8, 2003 To: December 14, 2003
Crept F‘-:-snsIStaFFIE-udgetIAvaiIable

|P0ﬂﬁ0n

Dining Room
- Dining Room
F_’I Kitchen 4
=
m Lounge Cashier

W ait Staff

it ait Staff

Dishwasher

Lead Coak

2. Using the left mouse button, click on the department you want to add to the schedule plan.
NOTE: The department will appear highlighted to indicate the department is selected.

3. Holding the left mouse button down begin dragging the department to the right onto the
“Schedule By” list.

NOTE: The cursor changes to the department icon indicating the department is being
dragged.
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=y Day Mext Day | ¥iew Plan  Print Plan | Maintenance | Reparts | Help | Exit
om: December 8, 2003 To: December 14, 2003
Crepts |F'u:-sns IStaFF I Budget I.ﬁ.vailable

|P0ﬂﬁ0n

Dining Room
kitchen

Dining Room

Cashier

Wat Staff

W ait Staff

Dishwasher

Lead Coal

4. Stop dragging the department icon when the icon is over the “Schedule By” List under the
“Schedule By” title (Position — as shown above or Staff — if Scheduling by Staff).

:v Day  Next Day | Yiew Plan  Print Plan | Maintenance | Reports | Help | Exit
om: December 8, 2003 To: December 14, 2003

Drepts |F'-:nsns IStaFF I Budget I Sl able

|P0mﬁ0n

B Dining Room
E Kitchen

= Lounge :
Cachior

Dining Room

Wi ait Staff

W ait Staff

Dishwasher

Lead Coalk

=

5. Release the left mouse button to complete the operation. NOTE: The department has been
added to the schedule plan.
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ev Day  Mext Day | Miew Plan  Print Plan | Maintenance | Reports | Help | Exit
om: December 8, 2003 To: December 14, 2003
Drapts |F‘u:-sns IStaFF I Budgat IAvaiIable

|P0ﬂﬁ0n

Dining Room
Kitchen

Dining Room

e | cashier

wrait Staff

W ait Staff

Dishwasher

Lead Caoalk

To delete a Department from a Schedule Plan, select the department in the “Schedule By” list by left
mouse clicking on it. The selected item will appear to be highlighted. Press the Delete key on the
keyboard. You will be warned ...

TR o G o i m e < =4 __1
i S fi deiiadula Ol @

Please confirm Delete Department from Schedule request .. NOTE: This will remove all items and kime bars From items within
the department.

Cancel ‘

If you press the OK button the Department and all of the Positions/Tasks (if scheduling by
Position/Task) or all of the Staff members (if scheduling by Staff) and their associated time bars will
be removed. If you press the Cancel button, the delete request is cancelled and no action is taken.

Schedule By Position

NOTE: The following describes adding Positions/Tasks and Staff to a Schedule Plan when Scheduling
by Position/Task. If you are scheduling by Staff please see Drag and Drop - Schedule By Staff.

Adding Positions/Tasks to a Schedule Plan — Schedule By Position
To add a Position/Task to a Schedule Plan:
1. Display the Position/Tasks list by left mouse clicking on the Position/Tasks tab in the List

View. Alternatively clicking on the Position/Task node in the Explorer expands the item to
display the Position/Task list.
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NOTE: Only those positions/tasks that are marked as “Active” will be displayed. To learn
more about maintaining Positions/Tasks please see Maintenance — Positions/Tasks.

=y Day  Mext Day |£iew Plan  Print Plan | Maintenance |ﬂep-:|r‘ts | Help | Exit
om: December 8, 2003 To: December 14, 2003
Depts IPDEHRI Staff I Budaget IFnraiIaI:uIe

|_ L | Position
Bartend ..
ﬁ . E_n =" Dining Room
ﬁ Cashier
ﬁ Clase .
ashier
ﬁ Dishwasher
ﬁ Executive Chef .
W ait Staff
# Fry Cook
ﬁ Grill Cook _
Wifait Staff
ﬁ Lead Coalk
ﬁ Line Cool .
Kitchen

¥ Lunch Manager
# Maintenance

ﬁ Cpen

ﬁ Salad Prep

¥ Sous Chef

# Supper Manager
o Wait Staff

2. Using the left mouse button, click on the position/task you want to add to the schedule plan.

NOTE: The position/task will become highlighted to indicate the item is selected.
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wy Day  Mext Day | Yiew Plan

am: December 8, 2003 To: December 14, 2003

Drepts I Posnz | Seaff I Budget I Ao il able

ﬁ Bartender
ﬁ Cashier

ﬁ Close

ﬁ Executive Ctgf

ﬁ Fry Coaok

# Grill Cook

#h Lead Cook

ﬁ Line Cook

ﬁ Lunch Manager
¥ Maintenance
# Open

ﬁ Salad Prep

ﬁ Sous Chef

¥ Supper Manager
o W ait Staff

Print Plan | Maintenance |ﬂep|:|r't5 | Help | Exit

Position

Dining Room
Cashier
Wi ait Staff
Wait Staff

Kitchen

Holding the left mouse button down begin dragging the position/task to the right onto the

“Schedule By” list.

NOTE: The cursor changes to the position/task icon indicating the position/task is being

dragged.

=y Day  Mext Day | View Plan

om: December 8, 2003 To: December 14, 2003

Drapts Il:"I'SI'Is |StaFF I Budgat I.ﬁ.vailal:nle

ﬁ Bartender
ﬁ Cashier

ﬁ Close

s, Dishwasher

¥ Executive Che
ﬁ Fry Coolk

ﬁ Grill Cool

ﬁ Lead Cook

€ Line Cook

ﬁ Lunch Manager
ﬁ Maintenance
ﬁ Open

¥ Salad Prep

ﬁ Sous Chef

ﬁ Zupper Manager
o W ait Staff

Print Plan | Maintenance | Reports | Help | Exit

Position

Dining Room
Cashier
Wait Staff
Wait Staff

Kitchen

DBI Staff Scheduler
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4. Stop dragging the position/task icon when the icon is over the desired department into which
the position/task is to be scheduled.

NOTE: The icon must be over a department or the list of positions/tasks under that
department in order to be dropped onto the schedule plan. The department into which the
position/task is to be added will be highlighted when you move the icon over it.

2y Day  Mext Day |£iew Flan  Print Plan | Maintenance |Eep|:|r‘ts | Help | Exit
om: December 8, 2003 To: December 14, 2003

Crepts IF"3'5“5 IStaFF I Budgat IFwaiIaI:uIe

|P0ﬂﬁ0n
Bartend e
ﬁ : E_n =" Dining Room
ﬁ Cashier
ﬁ Close .
T Cashier
o Dishwasher
'lﬁ Executive Chef )
W ait Staff
ﬁ Fry Coolk
ﬁ Grill Cook _
W ait Staff
ﬁ Lead Coal
'lﬁ Line Cool

B Lunch Manager Kitchen _ %

¥ Maintenance

ﬁ Open

'lﬁ Salad Prep

ﬁ Sous Chef

¥ Supper Manager
oy W ait Staff

5. Release the left mouse button to complete the operation.

NOTE: The position/task has been added to the schedule plan.
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2y Day  Mext Day |£iew Plan  Print Plan | Maintenance |Eep|:|r‘ts | Help | Exit
om: December 8, 2003 To: December 14, 2003

Crepts Ip'3'5"'5 IStaFF I Budgat IPnraiIaI:ule

Monday, December 842003

|P0ﬂﬁ0n
'lﬁ Bartender . .
. Dining Room
ﬁ Cashier
ﬁ Close _
T Cashier
o Dishwasher
'lﬁ Executive Chef )
W ait Staff
ﬁ Fro Cook
ﬁ Grill Cook _
Wifait Staff
ﬁ Lead Coalk
'lﬁ Line Coolk .
Kitchen

ﬁ Lunch Manager
¥ Maintenance

ﬁ Cpen

'lﬁ Salad Prep

ﬁ Sous Chef

# Supper Manager
o Wait Staff

Dishwasher

NOTE: To delete a Position/Task from a Schedule Plan, select the Position/Task in the “Schedule By”
list by left mouse clicking on it. The item will appear highlighted. Press the Delete key. You will be
warned ...

AbiStafiSeHedules Continm X

Please confirm Deleke Ikem from Schedule request ... MOTE: This will remove all time bars from the selected item,

Zancel

If you press the OK button the Position/Task and its associated time bars will be removed. If you
press the Cancel button, the delete request is cancelled and no action is taken.

Adding Staff to a Schedule Plan— Schedule By Position

In Schedule By Position mode, staff members are added to the plan by assigning them to a time bar.
Before assigning staff to a schedule plan, you must first create a time bar to define the time the
position/task requires a staff member. To create a time bar, press and hold the left mouse button at
the start time for the position/task.
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=y Day HMNext Day | Yiew Plan

Print Plan | Maintenance |ﬂep|:|r't5 | Help | Exit

om: December 8, 2003 To: December 14, 2003

Drepts I Pasns I Sraff | Budget I Ao il able

g allen, Richard -
ﬂ Arkinsian, Linda

@ Barnett, Rhonda —

53 Bellow, Ron

g Berenson, Dawid
ﬂ Bettina, Caroline
g Bindell, Thomas
£ Braundell, william
g Brenson, Jakob

ﬂ Bunningham, Rena
g Carlsan, Andrew
5 christenson, Fred
g Coreston, Terry

Position

Dining Room

Cashier

' ait Staff

it ait Staff

Dishwasher

Continuing to hold down the left mouse button, drag the mouse to the right until the end time for the
position/task assignment is reached.

ev Day HMext Day | Wiew Plan

Print Flan | Maintenance |ﬂep|:ur‘ts | Help | Exit

om: December 8, 2003 To: December 14, 2003

Crepts IP'l:-sns ISHFF | Budgat IPnraiIaI:ule

g Allen, Richard -

ﬂ arkinsian, Linda

E Barnett, Rhonda _

&3 Bellow, Ron

&3 Berensan, David
E Bettina, Caroline
g Bindell, Thormas
g Braundell, williarm
Q Brenson, Jakaob

@ Bunningham, Rena
&3 Carlson, Andrew
g Christenson, Fred
g Carestan, Terry

Release the left mouse button to complete the creation of the time bar.

Dining Room

Cashier
Wifait Staff
Wi ait Staff

Dishwasher

DBI Staff Scheduler

14



ev Day Mext Day | View Plan

Print Plan | Maintenance | Reports | Help | Exit

'om: December 8, 2003 To: December 14, 2003

Crepts IF'-:-sns IStaFF | Budgat I.ﬂ.xrailal:-le

&4 allen, Richard .
@ Arkinsian, Linda
ﬂ Barnett, Rhonda
g Bellow, Ron

g Berenson, David
@ Bettina, Caroline
&3 Bindell, Thomas
g Braundell, Williarn
g Brenson, Jakob

ﬂ Bunningham, Rena
g Carlson, Andrew
&3 Christenson, Fred
&3 Coreston, Terry

For more information on creating time bars please refer to Time Bars — Creating Time Bars.

Position

Dining Room
Cashier
Wait Staff
Wait Staff

Dishwasher

To add a Staff member to a Schedule Plan:

Unassigned

o

10:00a-4:00p

Inassigne

1. Display the Staff list by left mouse clicking on the Staff tab in the List View or expanding the
Staff item in the Explorer.

NOTE: The Staff list only displays those staff members that are marked as “Active”. To learn
more about maintaining Staff please see Maintenance — Staff.

ev Day Next Day | Wiew Plan

Print Plan | Maintenance

om: December 8, 2003 To: December 14, 2003

[repts I Pozns I 5t3FIF\I Busdgat I.ﬁ.vailal:nle

# Allen, Richard

E Arkinsian, Linda
ﬂ Barnett, Rhonda
g Bellow, Ron

5 Berenson, David
E Bettina, Caroline
g Bindell, Thomas
g Braundell, williarm
5 Brenson, Jakab
E Bunningharm, Rena
g Carlson, Andrew
g Christenson, Fred
i Coreston, Terry

Dining Room

Cashier
Wirait Staff
W ait Staff

Dishwasher

| Reports | Help | Exit

Maonday,

a 9Ya

Unassigned
10:00a-4:00p

2. Using the left mouse button, click on the staff member you want to add to the schedule plan.

NOTE: The staff member becomes highlighted to indicate the item is selected.

DBI Staff Scheduler
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ev Day Mewxt Day |£iew Plan  Print Plan | Maintenance |Eep|:|r'ts | Help | Exit
'om: December 8, 2003 To: December 14, 2003
Crepts IF‘l:-sns IStaFF I Budgat I A ailable

Position

allen, Richard - . .
& L ) =l Dining Room
E Arkinsian, Linda

E Barnett, Rhonda b . Unassigned
M s =
g Berenson, Daw . : .
) ) Wait Staff
ﬂ Bettina, Caraline
£ Bindell, Thomas .
W ait Staff

53 Braundell, william
g Brenson, Jakob
ﬂ Bunninghar, Rena i

5 carlson, andrew
5 cChristensan, Fred

Bl mhractan Tarew

Dishwasher

3. Holding the left mouse button down begin dragging the staff icon to the right onto a time bar
in the Schedule Worksheet.

NOTE: The cursor changes to the staff member icon indicating the staff member is being
dragged.

ev Day HMNext Day |£iew Flan  Print Plan | Maintenance |ﬂepu:ur‘t5 | Help | Exit
om: December 8, 2003 To: December 14, 2003
[repts I Pozns I Staff | Budgat IP.xraiIaI:uIe

Position

allen, Richard - .

& T . &=l Dining Room

@ Arkinsian, Linda

E Barnett, Rhond=, .
[

. Unassigned
g Berenson, Davi

. . Wl ait Staff
@ Bettina, Caroline
5 Bindell, Thamas
Q Braundell, williarm
g Brenson, Jakaob .

. Kitchen
@ Bunningham, Rena
5 Carlson, Andrew

Q Christenson, Fred
&2 Coreston, Terry

Wrait Staff

Dishwasher

4. Stop dragging the staff member icon when the icon is over the desired time bar into which
the staff member is to be assigned.

NOTE: The icon must be over a time bar in order to be dropped onto the schedule plan.
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=v Day Mext Day | ¥iew Plan  Print Plan | Maintenance | Reparts | Help | Exit
om: December 8, 2003 To: December 14, 2003
Drepts IF'-:-sns ISLEIFF | Budget I.ﬂ.xrailal:-le

Position

g Allen, Richard -
E arkinsian, Linda

E Barnett, Rhonda b . Unassigned ﬁ:—ﬁ
7 Bellow, Ron Cashier g 10:00a-4:00p {m_

&3 Berensan, David
E Bettina, Caroline
g Bindell, Thomas
&3 Braundell, william
&3 Brenson, Jakab .

. Kitchen
E Bunningharm, Rena
g Carlson, Andrew

&3 Christensan, Fred
i Coreston, Terry

Dining Room

W ait Staff

W ait Staff

Dishwasher

5. Release the left mouse button to complete the operation.

NOTE: The staff member has been added to the time bar in the schedule plan. The time bar
changes to reflect the staff member’s name and the color changes to indicate visually the
time bar is no longer “Unassigned”.

ey Day  HNext Day |£iew Flan  Print Flan | Maintenance |ﬂep|:ur'ts | Help | Exit
om: December 8, 2003 To: December 14, 2003
[repts IF'u:usns |5'53FF I Budgat I Available

| Position
allen, Richard - .
g L . =l Dining Room
ﬂ arkinsian, Linda : : : :
E Barnett, Rhonda — el F———
% Bellow, Ron - |10:00a-4:00p [
8 Berenson, David _ : : : . . . :
. . W ait Staff
E Bettina, Caraline
g Bindell, Thormas ]
W' ait Staff

g Braundell, william
g Brenson, Jakob .
. Kitchen
@ Bunningham, Rena
g Carlson, Andrew

g Christenson, Fred
g Coreston, Terry

Dishwasher

Schedule By Staff

NOTE: The following describes adding Positions/Tasks and Staff to a Schedule Plan when Scheduling
by Staff. If you are scheduling by Position/Task please see Drag and Drop - Schedule By Staff.

Adding Staff Members to a Schedule Plan — Schedule By Staff

To add a Staff Member to a Schedule Plan:
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1.

Display the Staff list by left mouse clicking on the Staff tab in the List View or by clicking on
the Staff node in the Explorer to expand the Staff List.

aw Day Mext Day | Yiew Plan

Print Plan | Maintenance |ﬂepu:ur'ts | Help | Exit

om: December 8, 2003 To: December 14, 2003

Crepts IF‘-:-sns IStaF‘F\lBudget I

':' Allen, Richard =

E Arkinsian, Linda
@ Barnett, Rhonda
&3 Bellow, Ron

ﬂ Berenson, David
E Bettina, Caroline
g Bindell, Thomas
&3 Braundell, william
ﬂ Brenson, Jakob

E Bunningham, Rena
g Carlson, Andrew
&3 Christensan, Fred
ﬂ Coreston, Terry
E Cosminson, Barbara

Monday, Decemnber 8,7

Dining Room

NOTE: Only those staff members that are marked as “Active” will be displayed in the list. To
learn more about maintaining Staff please see Maintenance — Staff.

2. Using the left mouse button, click on the staff member you want to add to the schedule plan.

NOTE: The staff member selected will become highlighted to indicate the item is selected.

v Day Mext Day | Miew Plan

Print Plan | Maintenance |Bep|:ur'ts | Help | Exit

om: December 8, 2003 To: December 14, 2003

Drapts IF‘u:-sns IStaFF | Budget I

g allen, Richard -
@ Arkinsian, Linda

@ Barnett, Rhonda —
':' Bellow, Ron

E Berensaon, Da
E Bettina, Caroline
£ Bindell, Thomas
g Braundell, william
E Brenson, Jakob

E Bunningham, Rena
8 carlson, Andrew
g Christenson, Fred

E Carestan, Terry

Dining Room

DBI Staff Scheduler
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3. Holding the left mouse button down begin dragging the staff member to the right onto the
“Schedule By” list.

NOTE: The cursor changes to the staff member icon indicating the staff member is being
dragged.

awy Day  Mext Day |£iew Plan  Print Plan | Maintenance |ﬂep|:|r'ts | Help | Exit
am: December 8, 2003 To: December 14, 2003

Depls IF"-:-sns IStaFF | Budget I Monday, December 8/20

& A”E.n’ EICha.rd &= Dining Room
E Arkinsian, Linda

@ Barnett, Rhons —
= Bellow, Ron ir‘l
g Berenson, David
E Bettina, Caroline
&3 Bindell, Thomas
&3 Braundell, william
g Brenson, Jakob

E Bunningham, Rena
&3 Carlson, Andrew
&3 Christensan, Fred
g Coreston, Terry

4. Stop dragging the staff member icon when the icon is over the desired department into
which the staff member is to be scheduled.

ev Day HNextDay |£iew Plan  Print Plan | Maintenance |ﬂepnr‘ts | Help | Exit
'om: December 8, 2003 To: December 14, 2003

Drepts IF‘u:usns |5'1‘-’lFF | Eudget I

Staff

g allen, Richard -
@ Arkinsian, Linda
E Barnett, Rhonda o

'E"" Bellow, Ron

g Berenson, David
@ Bettina, Caroline
g Bindell, Thomas
ﬁ Braundell, williarm
g Brenson, Jakaob

@ Bunningham, Rena
g Carlson, Andrew
ﬁ Christenson, Fred
g Carestan, Terry

5. Release the left mouse button to complete the operation.

NOTE: The staff member has been added to the schedule plan.
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=y Day Newxt Day |£iew Flan Print Plan | Maintenance |5E!|:n:ur'ts | Help | Exit
om: December 8, 2003 To: December 14, 2003
Drepts IF‘u:usns IStaFF I Budget I Monday, December 8

g allen, Richard -
& Arkinsian, Linda
@ Barnett, Rhonda —

1!" Bellaw . Ran

el Dining Room

Bellow, Ron

g Berenson, Davwid
E Bettina, Caroline
£ Bindell, Thomas
g Braundell, williarm
g Brenson, Jakob

E Bunningham, Rena
8 carlson, Andrew
g Christenson, Fred
g Carestan, Terry

To delete a Staff member from a Schedule Plan, select the Staff member in the “Schedule By” list by
left mouse clicking on it. Press the Delete key. You will be warned ...

AbiStatisehedulerGontinm x|

Flease confirm Deleke Ikem from Schedule request .., MOTE: This will remove all time bars from the selected item.

Cancel

If you press the OK button the Staff member and the associated time bars will be removed. If you
press the Cancel button, the delete request is cancelled and no action is taken.

Adding Positions/Tasks to a Schedule Plan— Schedule By Staff

In Schedule By Staff mode, positions/tasks are added to the plan by assigning them to a time bar.
Before assigning a position/task to a schedule plan, you must first create a time bar within the
schedule worksheet to define the time the staff member will be working. To create a time bar, press
and hold the left mouse button at the start time for the staff member.
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a2y Day Next Day |iiew Plan  Print Plan | Maintenance |Eepu:ur'ts | Help | Exit
om: December 8, 2003 To: December 14, 2003

Drepts IF‘u:-sns IStaFF I Budget I

Staff

& A”E.n’ F‘ICha.rd &= Dining Room
E Arkinsian, Linda

@, Barnett, Rhonda —
53 Bellow, Ron

g Berenson, Dawid

E Bettina, Caraline

£ Bindell, Thomas

53 Braundell, william

g Brenson, Jakob

E Bunningharm, Rena

5 carlson, andrew

5 cChristensan, Fred

g Coreston, Terry

Bellow, Ron

Braundell, william

Jirnmison, Tor

Lindernan, Sarah

Continuing to hold down the left mouse button, drag the mouse to the right until the end time for the
staff member assignment is reached.

ey Day  MNext Day |£iew Plan  Print Plan | Maintenance |ﬂep|:|r‘ts | Help | Exit
‘'om: December 8, 2003 To: December 14, 2003
Drepts IF‘u:usns |5'1‘5lFF | Budget I

E

& AHE.”’ .Rmha.rd Bl ining Room
@& arkinsian, Linda

@ Barnett, Rhonda —
ﬂ Bellow, Ron

g Berenson, David

E Bettina, Caroline

&3 Bindell, Thomas

ﬂ Braundell, williarm

ﬂ Brenson, Jakob

E Bunningham, Rena

&3 Carlson, Andrew

&3 Christensan, Fred

ﬂ Coreston, Terry

Bellow, Ron .

Braundell, williarm

Jirmmisan, Taor

Linderman, Sarah

Release the left mouse button to complete the creation of the time bar.
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ev Day Mext Day |£iew Plan  Print Plan | Maintenance |ﬂepu:ur‘ts | Help | Exit
om: December 8, 2003 To: December 14, 2003

Depts | Posns | 1o | g | Staff
&

Monday, December &

E Bettina, Caroline
g Bindell, Thomas
&3 Braundell, william
g Brenson, Jakob

E Bunningham, Rena
g Carlson, Andrew
&3 Christenson, Fred
g Coreston, Terry

a 9a 10a 1l1la 1:2p
Allen, Richard - A : : : ;
% F'.rkinjsian, Linda gg||P'nn9 Room c c c : :
E E::}I;l::;pi:unda b Bellow, Ron ln:nna_4:nnll;lnassigned h
3 Berenson, David Braundell, Wwilliarm IE'E

Jimmison, Tor

Lindernan, Sarah

For more information on creating time bars please refer to Time Bars — Creating Time Bars.
To add a Position/Task to a Schedule Plan:

1. Display the Position/Task list by left mouse clicking on the Position/Task tab in the List View
or by clicking on Positions/Tasks node in the Explorer to expand the Position/Tasks list.

NOTE: Only those positions/tasks that are “Active” will be displayed in the list. To learn
more about maintaining Positions/Tasks please see Maintenance — Positions/Tasks.

s Day  MNext Day | Miew Plan  Print Plan | Maintenance | Reports | Help | Exit
pm: December 8, 2003 To: December 14, 2003
Crepts I pDSHSPlStaFF I Budgat I

" Staff
‘ﬁ Cashicr Dining Room
ﬁ Close
¥ Dishwasher
¥ Executive Chef
ﬁ Fry Cook
ﬁ Grill Cook
¥ Lead Cook

Unassigned
10:00a-4:00p

Bellow, Ron

Braundell, Wwilliarm

Jimmison, Tor

2. Using the left mouse button, click on the position/task you want to add to the schedule plan.

NOTE: The position/task selected will become highlighted to indicate the item is selected.
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=y Day HMNext Day |£iew Plan  Print Plan | Maintenance |ﬂep|:|r't5 | Help | Exit
om: December 8, 2003 To: December 14, 2003

| Staff

Drepts I Posnz | Seaff I Budget I

ﬁ Bartender
ﬁ Cashier

ﬁ Close : Unassi
: qn
ﬁ Executive Chef

Braundell, william
ﬁ Fry Coaok
# Grill Cook
#h Lead Cook

Dining Room

Jirmisan, Tari

3. Holding the left mouse button down begin dragging the position/task icon to the right onto a
time bar in the Schedule Worksheet.

NOTE: The cursor changes to the position/task icon indicating the position/task is being
dragged.

w Day Mext Day | ¥iew Plan  Print Plan | Maintenange | Reports | Help | Exit
im: December 8, 2003 To: December 14, 2003

Drepts Ip':'5|"5 |StaFF I Budget I St‘l‘]ff
| C

ﬁ Bartender
'lﬁ Cashier

ﬁ Close : Unassi
: L
.| Dishwasher > Bellon, en 10:00a-4:00p

Dining Room

ﬁ Executive Chef
'lﬁ Fro Coolbk

ﬁ Grill Cook

¥ Lead Cook

Braundell, william

Jirmmison, Tor

4. Stop dragging the position/task icon when the icon is over the desired time bar into which
the position/task is to be assigned.

NOTE: The icon must be over a time bar in order to be dropped onto the schedule plan.
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=v Day HMext Day |£iew Flan  Print Plan | Maintenance |Eepu:ur'ts | Help | Exit
om: December 8, 2003 To: December 14, 2003
Crepts IF"3'5“5 IStaFF I Budgat I

Maonday, December &/ 2003

Staff

Bartender . . : : : : :
ﬁ . Dining Room : : : : ;
ﬁ Cashier c c : : :
ﬁ Close Un assied:
s Dishwasher i Bellow, Ren 10:00a-4:00p
'lﬁ Executive Chef - : : : : :
Braundell, williarm : : : : :
ﬁ Fry Coolk
o Grill Cook . .
Jirnrnisan, Tarl
W Lead Cook

5. Release the left mouse button to drop the icon onto the time bar and complete the
operation.

NOTE: The position/task has been assigned to the time bar in the schedule plan. The time
bar changes to reflect the position/task’s name and the color changes to indicate visually the
time bar is no longer “Unassigned”.

=y Day Mext Day | ¥iew Plan  Print Plan | Maintenance | Reparts | Help | Exit
om: December 8, 2003 To: December 14, 2003
Crepts Ip'3'5|"5 |5taFF I Budget I

ﬁ Bartender
ﬁ Cashier

ﬁ Close

=, Dishwasher

Dining Room

Dishw asher

Bellow, Ron 10:00a-4:00p

ﬁ Executive Chef
ﬁ Fry Cool

€y Grill Cook

¥ Lead Cook

Braundell, william

Jirnmison, Tor

Time Bars

DBI Staff Scheduler makes extensive use of time bars. Time bars are visual representations of
scheduled periods of time. The time bars used in DBI Staff Scheduler will change color depending on
their status (unassigned, assigned, or selected). Creating, modifying, and deleting Time Bars with
DBI Staff Scheduler is very easy.

Creating Time Bars
To create time bars in your schedule plan:

1. On the Schedule Worksheet click the left mouse button down in a Position/Task (in view by

Position/Task mode) or in a Staff Member (in View by Staff mode) at the desired start time
and hold it there.
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NOTE: The cursor changes to the left/right arrow and the start time is highlighted by the
vertical red bar on the time line ruler at the top of the schedule worksheet.

10a [ 0a 10:00a 11:004a 12:00p 1:00p Z:00p J:00p :00p S:00p

2. Continuing to hold the left mouse button down drag the mouse to the right until the desired
end time has been reached.

NOTE: As the mouse moves to the right the outline of the time bar becomes visible and the
end time is highlighted as a vertical red bar on the time line ruler at the top of the schedule
worksheet.

103 C0a 10:00a 11:00a 1z:00p 1:00p Z2:00p Z:00p 4:00p S:C0p

3. When the desired end time has been reached, release the left mouse button to create the
time bar.

NOTE: The new time bar indicates that it is unassigned and reflects its start and end times in
the bottom left hand corner of the time bar.

I0a Q9:[0a 10:004a 11:00a 12:00p 1:00p Z:00p S:00p 4:00p

Unassigned LN

Once created time bars can be modified by:
a) Moving them (horizontally or vertically),
b) Resizing them (lengthening or shortening), or
c) Deleting them (removing them from the schedule plan).

Moving a time bar
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To move a time bar horizontally (up or down the time line):

1. Select the time bar to be moved by clicking on it using the left mouse button; continue to
hold the left mouse button down.

NOTE: The cursor changes to a cross hair to indicate the time bar is ready to be moved.

10.a 9:C0a 10:00a 11:00a 12:00p 1:00p 2:00p 3:00p 4:00p 5:C0p 6:00p

;’J:ﬂﬂa-ﬁ:unp; | . U%Fs.igned

|Llnassigneu:| (9:00a-5:00p) |

2. Continuing to hold the left mouse button down drag the time bar left/right to move it to the
new time in the “Schedule By” list.

NOTE: An outline of the bar being moved illustrates the new position of the time bar. The
text in the bottom left of the time bar changes to reflect the new start/end times as the bar
is being moved.

11:00a 12:00p 1:00p Z2:00p Z:00p 4:00p 5:00p

.Llﬂﬁa-ﬁ:éﬁpf . | Unassig.-.q%,

|Llnassi|;|ned (9:00a-5:00p) |

3. Release the left mouse button to complete the operation.

11:00a 12:00p 1:00p Z:00p 3:00p 4:00p ] 13 00p

Ugassigned
|'J:4Ga-5:45p h

(k)

To move a time bar vertically (between “Schedule By” items):

1. Select the time bar to be moved by clicking on it using the left mouse button; continue to
hold the left mouse button down.

NOTE: The cursor changes to a cross hair to indicate the time bar is ready to be moved.

DBI Staff Scheduler 26



Position

Dining Room

Cashier

Wifait Staff

W ait Staff

Monday, Ce

10:00a

11:00a

12:00p

1:00p Z:00p J:00p :00p

Unsesigned
‘%’ q

|Unassi-;|neu:| (2:00a-5:00p) |

2. Continuing to hold the left mouse button down drag the time bar up or down to the desired
item in the “Schedule By” list.

NOTE: A time bar cannot be moved to a department item in the list.

Position

Dining Room

Cashier

W ait Staff

W ait Staff

11:00a

12:00p

2:00 u] 3:0

] u}

1:0

Op 4:00p

|§I:l]l]a-5:l]l]p

Unassigned

$

3. Release the left mouse button to complete the operation.

Position

Dining Room

Cashier
W ait Staff

W ait Staff

Monday, Dece

10a

1:00p 2:00p 200p 4:00p

S:C0p

Unassigned

Ly

|'J:l]l]a-5:l]l]p

|Llnassi|;|neu:| (9:00a-5:00p) |

Resizing a time bar

DBI Staff Scheduler
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To resize a time bar (change the start or end time):
1. Hover the mouse over the beginning or the end of the time bar to be resized.

NOTE: The cursor changes to the left/right arrows when the mouse is in position to resize
the bar.

I0a 9:L0a 10:004a 11:00a 12:00p 1:00p Z:00p S:00p 4:00p

Unassigned FLI

2. Click and hold down the left mouse button.

NOTE: The cursor once again changes and the bar outline changes to indicate the bar is
being resized.

3. Move the mouse to the left or the right until the new start or end time has been reached.

NOTE: The start and end time text in the time bar changes as the mouse moves to reflect
the new start/end times. The vertical red line marker in the time line at the top of the
schedule worksheet also changes as the time of the time bar changes.

11:004a 12:00p 1:00p 2:00p 3:00p 4:00p S5:00p

Unassigned i

;'J:l]l]a-ﬂl:l]l]p

Inassig

4. Release the left mouse button to complete the operation.

NOTE: The cursor changes back to the left/right arrows indicating the mouse is hovering
over a resize point on the time bar.
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I0a 9 C0a 10:00a 11:00a 12:00p 1:00p Z:00p S3:00p 4:C0p

Unassigned LI

Deleting a time bar
To delete a time bar (remove it from the schedule plan):
1. Click and release the left mouse button on the time bar to be deleted.

NOTE: This selects the time bar to be deleted. The border and color of the time bar change
to indicate the time bar is selected.

103 C0a i HIE 11:004a 1Z2:00p 1:00p Z:00p Z00p 4:C0p S:00p

Unassigned

L:ﬂﬂa-4:ﬂﬂp [\

2. Press the Delete key on the keyboard. This deletes the selected time bar.

NOTE: The user is not prompted to confirm the deletion of a time bar. Pressing the Delete
key when a time bar is selected deletes the time bar from the schedule.

3. You can also delete a time bar by using a right mouse click over the time bar to bring up the
Time Bar menu and selecting the “Delete Time Bar” option.
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103 9:C0a 10:00a 11:00a 12:00p 1:00p Z2:00p 3:00p 4:C0p H

Unassigned |

|'jl:l]l]a-4:l]l]p
: : Copy Time Bar to Mexk Day —

Copy Time Bar ko Mexk Day (Unassigned)

Editing Time Bars
To edit a time bar in your schedule plan:

1. Right Click on the time bar to bring up the Menu.

103 Q:C0a 10:00a 11:00a 12:00p 1:00p 2:00p 3:00p 4:C0p EH

Unassigned |

|'):l.'llla-4:l.'lllp
. . Copy Time Bar to Mexk Day —

Copy Time Bar to Mext Day (Unassigned)
Edit Tirme Bar

Delete Time Bar

Unassign Time Bar

Use this method to either; Copy the time bar to the next day (Assigned or Unassigned),
Edit the time bar, Delete the time bar, or remove the time bar’s assignment (Unassign
Time Bar).

Copy Time Bar to Next Day: Click on this selection and the time bar will be copied to the same
time on the following day along with its assignment (if it has been
assigned). Staff Scheduler will check for and report on all conflicts
before proceeding with this action.

Copy Time Bar to Next Day (Unassigned): Click on this selection and the time bar will be
copied to the same time on the following day
without its assignment (if it has been assigned).
Staff Scheduler will check for and report on all
conflicts before proceeding with this action. This
action is useful when copying an assigned time bar
that causes a conflict. Using the Unassigned option
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allows you to create the time without the
assignment instead of having to create it manually.

Edit Time Bar: Click on Edit Time Bar and the following screen will appear ...
Zoom Dut Prev Day  Mext Day | Miew Plan  Print Plan | Maintenange | Reports | Help | Exit

Auqust 17, 2003 To: Auqust 23, 2003
Deots | Pasns | 5taff | Budaet]

Sunday, Auqust 17/

| | 3 Q93 103 11z
0 Can@orensnn, Candice Department 1
3 Davidson, Deborah
5 Devillardiss, Dennis Canmorenson, Candice :
5 Jamieson, Janet 1. Davidson, Debarah 50055100 Position 1
5 Kastewell, Katherine =
&5 Millerset, Mark Devillardiss, Dennis
4]
&3 Mitchellavik, Michael Jamieson, Janet
§3 Richardsan, Rick
5 Robertson, Robert R,
e 1

& IITE

Unassign Time Bar: [] Close

Motes

These are the notes for the time bar)|

Save
Cancel
Start End
*Diste: [Sun, August 17/2003 H *Date: [Sun, Augqust 17/2003 H
*Time: [09:00 am [ *Tirme: |05:00 pr [

Description of form: Unassign, Add/Edit notes, move (start and end) a time bar.

Actions

Unassign Time Bar: Remove the assigned staff member (Schedule by Position/Task) or Position/Task
(Schedule by Staff) and set the time bar to Unassigned.

Save: Save the changes and return to the Schedule Plan Worksheet.

Cancel: Cancel the changes and return to the Schedule Plan Worksheet.

Fields

Notes: Further describe the time bar and the assignment of a staff member or position/task to

the staff member.

NOTE: Time Bar notes are displayed in the details of individual staff schedules in the
Print Staff Schedules function and the Email Staff Schedules function in the
reports menu.

Start Date/Time: The start date and time of the time bar.
End Date/Time: The end date and time of the time bar.

Delete Time Bar: Click on Delete Time Bar to remove the selected time bar from the Schedule
Plan.
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Unassign Time Bar: Click on Unassign Time Bar and the time bar’s assignment (Staff Member when
scheduling by Position/Task or Position/Task when scheduling by Staff) is
removed.

Copy Schedule Feature

One of the most powerful features for creating staff schedules is DBI Staff Scheduler’s Copy feature.
This feature allows you to copy an existing schedule to create a new schedule. This time saving
feature really replicates the way many organizations schedule. Rather than building every schedule
from scratch, simply select a schedule plan that you want to use as a template and copy it to a new
schedule. When copying a schedule you first identify a new start date. The existing schedule is
copied exactly (Departments, Positions/Tasks, and Staff) by applying the new start date to all the
time bars in the schedule. For example, if you schedule by week, starting on a Monday, you could
schedule the following week by copying the first week’s schedule and setting the start date for the
copied schedule to the Monday following the original schedule’s start date.

To copy a schedule plan, press the Schedule Plans button in the DBI Staff Scheduler Main Menu (or
use the Alt — P key combination).

& by Starfischediiler
| Schedule F‘IansLl
|Schedu|es
{ﬁ Schedule Sept. 15 IBFT1alelp]
{ﬁ Schedule Sept. 22

Miew Foom In Zoom 2ot Prew Day  Next Day |£iew Flan  Print Plan | Mair
- Schedule Dec. 15 - From: December 15, 2002 To: December
Monday, Decernber 15/2003

10:00a 11:00a 12

Dining Room

{ﬁ Schedule Sept, 29

'{ﬁ Schedule Oct, 06 Cashier e Arkin
{ﬁ Schedule Dec, 08 m
{ﬁ Schedule Dec. 15
Cishwasher ool Barm
Grill Canlk

This displays the Schedule Plans form.
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SEed e anns,

Eind Plan:| Active Only Close
Description

i =chedule Dec. 03 08/12/2003 15/12/z003 T New
Schedule Dec, 15 15/12/2003 21/12/2003 T Edit
Schedule Qct, 06 06/10/2003 13/10/2003 T =i
Schedule Sept, 15 15/09/2003 22/09/2003 W Delete
Schedule Sept, 22 22/09/2003 29/09/2003 g
Schedule Sept, 29 29/09/2003 06/10/2003 e Copy

Load
*Description: |S|:heu:|ule Cec. 05 Schedule By: [ Position/Task
Active: ) staff
Start Motes

*Diate: |M|:|n. Cecember 842003

*Tirne:

05:00 am =

End

*Date: [Mon. Decernber 15/2003

*Tirme:

03:00 am =

To create a schedule by copying an existing schedule, highlight the schedule plan to be copied (in the
Schedule Plans list) and press the Copy button to display the Copy Schedule Plan form.
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oy e il M)
Mote: The Original Schedule Plan started on a Monday
New Schedule Plan Copy

*Start Date: |Mon, December 22/2003 [
*Description: ||COF'Y OF: Schedule Dec. 15 |

Cancel

New Schedule Conflicts
Exception Time Bar Override

The Copy Schedule Plan form indicates the start day of the original plan (in the example above the
original schedule plan started on a Monday), and defaults the Start Date of the new plan to the Start
Date of the original plan plus the number of days described in the System Setup form — Schedule
Length (in the example above 7 days). For more information on the Schedule Length value please
see Maintenance — System.

NOTE: The Start Date for the new plan can be set to any value.

Before initiating the Schedule Plan copy, you can change the start date by entering a new date or
pressing the down arrow beside the date and selecting a new date from the drop down calendar.
You can also edit the description to better describe the new schedule plan.

NOTE: The description is defaulted to "COPY OF:" plus the original schedule plan description.

When the start date and description information for the new schedule is correct press the Copy
button.
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Mote: The Original Schedule Plan started on a Monday

Mew Schedule Plan

Copy
*Start Date: |M|:|n. Decemnber 22/2003 |v| Canl:ER
*Description: ||COF'Y OF: Schedule Dec. 15 |

Mew Schedule Conflicts

Exception Time Bar Override

An exact copy of the original schedule plan Departments, Positions/Tasks, and Staff is created. The
new schedule plan Time Bars are created by adjusting the Time Bar Start Dates by the difference (in
days) between the original schedule plan start date and the new schedule plan start date. When the
new schedule plan has been created you are notified if any schedule conflicts exist as a result of
schedule exceptions. If no conflicts exist you are notified ...

dud Graff deiiadular - Jpfuraiio g 31

Mo Mew Schedule Conflicks! Mew Schedule Created.,

Press the OK button to complete the copy process and return to the Schedule Plans form.
If schedule conflicts occur with the new schedule plan time bars you are notified ...
dijgraff depzdulay - [nfuriaiion all

Mew Schedule Conflicks exist! Please select canflicks ko override and press the Apply buktan,
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Press the OK button to return to the Copy Schedule form to apply (or not apply) overrides as you see

fit.

Couy Szl M)

Mote: The Original Schedule Plan started on a Monday Apply
New Schedule Plan
*Start Date: (R PA [
*Description: |COF‘Y OF: Schedule Dec. 15 |
Override All

New Schedule Conflicts
Exception Time Bar Override
allen, Richard : Regular Day Off Monday 12-22,2003-9:45am

Bartender L]
allen, Richard : Regular Day Off Monday 12-22,2003-2:00pm

Cashier =
Allen, Richard @ Regular Day Off Tuesday 12-23,2003-9:45am

Bartender L]
allen, Richard : Regular Day Off Tuesday 12-23,2003-2:00pm

Cashier [

To override a conflict, left mouse click on the check box beside the appropriate item in the Exception

list.

NOTE: The Override All button is a toggle button to allow you to select to override all of the conflicts
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Mote: The Original Schedule Plan started on a Monday

Mew Schedule Plan

Apply

*Start Date: |M|:un. December 22/2003

*Diescription: |COF‘Y OF: Schedule Dec. 15

Exception

Allen, Richard :
allen, Richard
Allen, Richard :

allen, Richard

Mew Schedule Conflicts

Regular Day Off Monday
Regular Day Off Manday
Regular Day Off Tuesday

Regular Day Off Tuesday

Time Bar
12-22,2003-9:45am
Bartender
17-22,2003-2:00pm
Cashier

12-23,2003-9:45am
Bartender

12-23,2003-2:00pm
Cashier

D\rerrider@ll
b,

Override

2]

Y | in

or clear all of the conflict overrides without having to mark each conflict individually.
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Mote: The Original Schedule Plan started on a Monday

Mew Schedule Plan

Apply

*Start Date: [Mon, December 22/2003
*Diescription: |COF‘Y OF: Schedule Dec. 15

-]

Clear Duer[ides

New Schedule Conflicts 4
Exception Time Bar Override
Allen, Richard : Regular Day Off Monday 12-22,2003-9:45am

Bartender %]
allen, Richard : Regular Day Off Manday 12-22,2003-2:00pm

Cashier [x]
Allen, Richard : Regular Day Off Tuesday 12-23,2003-9:45am

Bartender %]
allen, Richard : Regular Day Off Tuesday 12-23,2003-2:00pm

Cashier [x]
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Mote: The Criginal Schedule Plan started on a Sunday Apply

MNew Schedule Plan
*start Date: [Sun, August 24/2003 [

*Description: |COF‘Y OF: The First Schedule |

Mew Schedule Conflicts

Exception Time Bar Override
Dawvidson, Deborah : Employee unavailable. 08-24,2003-9:00am
Position 1 Li]h
e

When you click on the Override box of a conflict item, if the box is blank an “X” will appear in the
check box to indicate the conflict has been overridden. This means that even though an exception
has been noted (to say a staff member is not available for work in a time bar generated by the copy
process), you have selected to override the conflict and leave the staff member scheduled to work.
If you click on a check box that has an X in it, you clear the override. If you do not override a

conflict, the new schedule will show that time bar as being “Unassigned” when viewing the schedule
plan by Position/Task.

When all of the overrides have been noted press the Apply button.
This action notifies you the copy process is complete.

i SEafF defizdular - JfurE g j]

Mew Schedule Created,

Press the OK button to return to the Schedule Plans form.

The new schedule plan appears in the list. Now you can make whatever changes are required for the
new schedule period. This method will save you tremendous amounts of time and effort.
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Eind Plﬂ"“" Active Only Close
Description
L COFY OF: Schedule Dec, 15 22/12/2003 28/12/2003 T MNew
Schedule Dec, 05 051272003 15/12/2003 g Edit
Schedule Dec, 15 15/12/2003 21/12/2003 T Edi
Schedule Qct, 06 06/10/2003 13/10/2003 b Delete
Schedule Sept. 15 15/09/2003 22/09/2003 g
Schedule Sept, 22 22/09/2003 29/09/2003 e Copy
Schedule Sept. 29 29/09/2003 06/10/2003 Y
Load
*Description: |COF‘Y OF: Schedule Dec, 15 Schedule By: [ Position/Task
Active: ) staff
Start Motes
*Date: |Mon. December 22/2003 = COPIED ...
*Time: [08:00 am =
End
*Date: [Sun. December 26/2003 =
*Time: [0&:00 pm =

Navigating dbi Staff Scheduler

dbi Staff Scheduler is designed around a main schedule planner worksheet form with its supporting
maintenance and reporting functionality forms.

The Staff Scheduler Main Form is comprised of the following objects ...
Main Menu: The Main Menu provides access to all of the software’s maintenance,

reporting, optional views, and help functionality.

Scheduler Bar:

The Scheduler Bar allows you to easily view/select schedules, items
to schedule (Staff/Positions), or actions to perform (run reports).

NOTE: If you are running the Enterprise Version of Staff Scheduler
you will also see a “"Data Connections” selection on the Scheduler
Bar. This allows for connection to a remote database.
Explorer: The Explorer allows you to view Departments, Positions, and/or Staff
lists from which the scheduling items are selected. Clicking on one
of the main items (nodes) expands the corresponding list.
List View: The List View allows you to display and select from lists of
Departments, Positions, Staff, or Budget.
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Schedule Planner:

Contains the currently loaded schedule plan. The scheduler planner
allows you to create and maintain schedule plans.

NOTE: The name of the schedule plan loaded into the planner
appears at the top of the form under the Main Menu.

Planner View Menu: Provides a quick and easy menu to toggle the objects being viewed
in the schedule planner form. Invoked by right-clicking on the
scheduler planner form anywhere but on a time bar.

| & i tatfsehiedpler,

| Schedules

chedy

eduls Plans | View Zoom In Z2oom Owt Prew Day  NMext Day | Wiew Plan

3 Schedule Sept, 15
2 Schedule Sept, 22
73 schedule Sept. 29
3 schadule ook, 06

3 Schedule Dec, 08
3 Schedule Dec. 15

g3 CoPY OF: Sched.,
Scheduler Bar

Schedule Thems

(=1 Diepartrients
E Dining Foom
Hikchen
Lounge
=] Positions/Tasks
ﬁ Bartender
ﬁ Cashier
ﬁ Closs
lﬁ Dishwasher
'ﬁ Executive Chef
'ﬁ Fry Cook
B crill Coal
ﬁ LEE‘
oy Lire Caak
oy Lunch Mznager
oy Maintenancs
B open
B alad Prep
¥y Sous Chef
& Supper Managar
By wait Staff
[ Staff
B sllen, Richard
§, arkinsian, Linda
§l 2arnett, Rhonda
,ﬂ Bellow, Ron
ﬂ Berenson, David
ﬂ Betting, Caroling
B eindell, Thomas
B sraundel, william
E Brensan, Jakob
n Bunningham, Rena
g Carlson, Andrew
E Chrstensan, Fred
g Coreston, Terry
E Cosminsen, Barba
E Cuthbertson, Jame

B
i
B
=
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= [=]x]
Main Menu
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Mon L2083 23.29% h
Tue 12/09/03 22.23% . Hawimgton, Fark
wed 12/10/03 22 56% Geashiz [B:00s-2:00p
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Show Stabf Pla““ Cuthbertson, James
= 11;0a-6;00p
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oE

The schedule management functionality provided in the DBI Staff Scheduler application is accessed
through the buttons in the Main Menu bar situated at the top of the dbi Staff Scheduler main form
and through the Scheduler Bar at the left of the dbi Staff Scheduler main form.

NOTE: Hiding the scheduler bar, explorer, and/or list view makes more of the plan visible. The
scheduler bar, explorer, and/or list view can be hidden or made visible from the Main Menu — View
menu or from the Planner View menu invoked by right clicking on the schedule planner form.
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Main Menu

The dbi Staff Scheduler Main Menu (highlighted below) provides access to the dbi Staff Scheduler
functionality. The View, Maintenance, Reports and Help menu selections will display drop down
menus with further menu options when selected.

| @ dbistaffSehzdiler

aduls Plans | Wiew Zoom In Zoom Out Fres Doy WNext Day | Yiew Plan Print Flan | Maintenance | Reports EEIL_E‘:__.E: Main Menu
|S:h¢dul:s | chetTe brer 8, 200 To DECEmoeT Lo, 2003

- = il il r, Dac /2003
3 schedule Sepr, 15 [= I:lt:purrrr!c!'uts :| Doapes | Paans | Staff | Budy ]mraid:h] POStian Monday, Dacember 5/200
,;g F_‘ Dining Roorm I JLEE] 9:005 10:008  11:008  12:00p 1:0
Schedule Sept, 22 B kitchen
E Fm:. T - . Dining Room
3 schedule Sept, 29 & Leunge don LZ/DEA03  23.29%
- EF-Positions/Tasks Tue 12/09/03  22.23% _ | | ————

To activate a menu selection, click on the appropriate item in the menu with the left mouse button or
press the Alt key in combination with the letter underlined in the menu item text, i.e. for "Schedule
Plans” press the Alt and P keys simultaneously.

o Schedule Plans: Provides access to the Schedule Plan maintenance form to create,
copy, edit, and delete schedule plans.

o View: Displays the list of view options used to customize the schedule planner form.

Ylans | u:n:um In Zoom Cut Prev Day  Mext Day | Yiew

Schiedule By PositionTask  alt+T ¢ December 8, 20

e Sep Schedule By Skaff Alk+5 Crepts IF'-:-sns IStaFF I Bud:
Refresh Schedule alk+2 |
e Sep . o
e Sep Hide Scheduler Bar Mon 12/08/03 >
Shiow Deparkments Lisk Tue 12/09/03 >
2 et Shiows Positions) Tasks Lisk wed 12/10/03% 2
ile Dec Shiowe Skaff Lisk Thu 12/11/03 1
e Deg  Hide Budget Fri 12/12/03 1
Show fevailable Sat 12/13/03
F: Sch
- Hide Explorer sun 12/14/03
P — Tatal 1
ﬁ Grill Cook
W Lead Cook

0 Schedule By Position/Task — Sets the Schedule planner to display the
Schedule Plan’s Positions/Tasks in the “Schedule By” List and displays the
time bar assignments in terms of the staff member assigned to the
position/task.

0 Schedule By Staff — Sets the Schedule planner to display the Schedule
Plan’s Staff members in the “Schedule By” List and displays the time bar
assignments in terms of the position/task assigned to the staff member.

0 Refresh Schedule — Re-populates the schedule plan from the database.
This is only required if more than one person is updating the schedule plan
simultaneously (i.e. when multi-user changes to a schedule plan occur).

0 Hide/Show Scheduler Bar — Menu item that toggles to allow hiding or
showing of the scheduler bar object. This is useful if you require seeing
more of the schedule plan simultaneously.
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0 Hide/Show Departments List — Menu item that toggles to allow hiding or
showing of the list view object displaying the Departments list. This is useful
if you require seeing more of the schedule plan simultaneously.

0 Hide/Show Positions/Tasks List — Menu item that toggles to allow
hiding or showing of the list view object displaying the Positions/Tasks list.
This is useful if you require seeing more of the schedule plan simultaneously.

0 Hide/Show Staff List — Menu item that toggles to allow hiding or showing
of the list view object displaying the Staff list. This is useful if you require
seeing more of the schedule plan simultaneously.

0 Hide/Show Budget — Menu item that toggles to allow hiding or showing of
the list view object displaying the labor burden budget list. This is useful
when scheduling to monitor the labor burden and receive warning when the
labor burden exceeds the target labor cost.

0 Hide/Show Available — Menu item that toggles to allow hiding or showing
of the list view object displaying the list of staff who are available for a
selected time bar. This is useful when scheduling to provide a filtered list of
staff members, displaying only those staff that are not already scheduled for
any part of the selected time bar and who have been marked as available (if
availability is enabled in the System setup) for the time bar in question.

0 Hide/Show Explorer — Menu item that toggles to allow hiding or showing
of the explorer object. This is useful if you require seeing more of the
schedule plan simultaneously.

Zoom In: Expands the time line at the top of the schedule worksheet to more easily work
with short time bars.

Zoom Out: Contracts the time line at the top of the schedule worksheet to visually
interact with a larger portion of the schedule.

Prev Day: Moves the schedule viewing area to the previous day in the schedule.
Next Day: Moves the schedule viewing area to the next day in the schedule.

View Plan: Used to display the Schedule Plan form from which you can view, print, or
save the plan as html.

Print Plan: Allows you to print the schedule plan on a selecting printer.

Maintenance: Presents a drop down menu to allow you to select and perform routine
Administration and Maintenance on the items that support the creation of Schedule Plans.

an | [ Maintenance h

Eeports | Help | Exit

qusi  System Alk+
I - Departments Alk+E
Position/Tasks Ak

] E Staff Alt+F

Revenue Budget  Alk+6

—————— 1

S:008-5:0

Paosition 1

Faosition 2
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0 System — Displays the System maintenance form used to maintain the
system variables.

0 Departments — Displays the Departments maintenance form used to
Add/Delete/Edit Departments.

0 Positions/Tasks — Displays the Positions/Tasks maintenance form used to
Add/Delete/Edit and View the Schedule for Positions/Tasks.

0 Staff - Displays the Staff maintenance form used to Add/Delete/Edit,
maintain Schedule Availability, maintain Schedule Exceptions, View the
Schedule, and maintain the Position/Wage details for Staff members.

0 Revenue Budget - Displays the Revenue Budget maintenance form used to
Add/Delete/Edit the projected revenue used in monitoring the labor burden.

o Reports: Presents a drop down menu to select one of Staff Scheduler’s schedule
printing/emailing functions or reporting options.

Print Plan | Maintenance | Help | Exit
T Day Schedule
28 Day Schedule rsday, August 14/2003
Frint Staff Schedules
Ernail Staff Schedules
— E wzeption R eport
Staff List
Staff Hours Repart

e T

Position Haours Repart
— Staff Cozt Report

0 7 Day Schedule — Provides a global calendar view of all active schedule
plans for a 7 day period.

0 28 Day Schedule — Provides a global calendar view of all active schedule
plans for a 28 day period.

0 Print Staff Schedules — Provides the ability to print in report form
individual staff scheduling detail.

0 Email Staff Schedules — This option provides the ability to select staff that
to receive their schedules via email. You can include attachments and select
Schedule date ranges as well as request a read receipt to verify the email
has been read.

0 Exception Report —This report will indicate any exceptions that need to be
considered during scheduling. Examples might be Vacation, Appointments,
Sick days etc.

o Staff List — This report lists all active Staff and their respective contact
detail.

o Staff Hours Report — This report displays the detail and total number of
hours scheduled for all staff scheduled to work in a user-defined period.

0 Position Hours Report — This report displays the detail and total number
of hours scheduled for all positions/tasks scheduled for work in a user-
defined period.
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0 Staff Cost Report — This report displays the detail and total cost, along
with the labor burden calculations, for all staff members scheduled to work

in a user-defined period.

a ﬂelp: Presents a drop down menu from which you can select one of the Help options (Contents,
Index, Search, About dbi Staff Scheduler)

a Elit: Closes the application.

Scheduler Bar
The Scheduler Bar is essentially a menu system that provides the following lists from which to select
items or activities ...

o Schedules - The list of active schedule plans. To load a schedule plan into the schedule
planner, click on the plan in the schedules list in the scheduler bar.

Schedule Plans | View Zoom I

|Schedu|es . The

{39 The First Schedule

@ The Second Schedule

E-Pc

o Schedule Items - The list items used to create and maintain schedule plans, i.e.
Departments, Positions/Tasks, and Staff. Clicking on one of the items displays the list of

items in the list view object.

Schedule Plans | Wiew Zoom |

Schedules Perioc
Schedule Items F-Dep
---F‘u:usi
- Staf

F_’I Departments
ﬁ Positions/Tasks

5 Staff

o Maintenance - Provides access to the maintenance forms used to manage the system
variables, departments, positions/tasks, staff members, and revenue budget. To display one
of the maintenance forms, click the appropriate item in the list.

DBI Staff Scheduler 45



Schedule Plans | Wiew Zoom [

Schedules The
Schedule Tterms =D
Feports

Maintenance

8% System

8% Departments Eh-Pe
B Positions/Tasks
B Staff

8% Revenue Budget

o Database Connections - Provides a list of remote databases to which the dbi Staff
Scheduler application can be connected. The list displays all of the remote database
connections that have been set up in the System maintenance/Database Connections form.
Fro more information on setting up remote database connections, please see Maintenance —
System/Database Connections.

NOTE: The Database Connections list in the Scheduler Bar is only available in the Enterprise

User version of the dbi Staff Scheduler software. This selection is not available in the Single
User version of the software.

Schedule Plans | View Zoom

Schedules Periot
Schedule Items [#- Dep
Repaorts ---F'n:nsi
Maintenance [ Staf

Database Conne

B Local

B Departrment 1 DB

5 Departrnent & DB

To connect the software to one of the remote databases, click on the appropriate item in the
list. You will be prompted ...

s Cs o r ot |
iy} Siaiff Seizilar ﬂ

Connected To; Department 1 Database
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NOTE: When connecting to a remote database, the caption at the top of the staff scheduler
application changes to indicate the database to which the software is connected.

o u e ey laps Cuppae s hiin Eoes| L e ess

Schedule Plans | Wiew Zoom In Zoom Dut FPrew Day  Kewxt Day |Eiew Fl

Schedules

The First Schedule - From: Auqust 17, 200

Schedule Items

Reports

Maintenance

Database Connectian

B Local

B Departrment 1

B Departrnent 2

Departments Depts | posns | Staff| Budae
Positions/Tasks |_
Staff ® Departrment 1

i

Departrnent 2

Department 3

i

Departrnent 4

Once connected to a remote database, the dbi Staff Scheduler application provides the user
with all the data as is used in the remote version of the software.

NOTE: In the Enterprise User version of the software, the maintenance and reporting
features are identical to the single user version of the software. When the application is
connected to a remote database you have exactly the same capability with respect to

managing schedule plans, maintaining the schedule items, and reporting, as does the single

user connected to the database. It should be noted that when connected to a remote

database, the enterprise user has no access to the system settings of the remote installation.
The Maintenance/System functionality operates on the system settings of the enterprise user
database not the system settings of the remote database you are connected to.

Explorer

The Explorer is a tree view object that allows you to dynamically display or hide the department list,
the position/task list, and/or the staff member list.
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wwom In Zooam Dut FPrew Day Me:

The First Schedule - From: &

- Departments
Departrment 1

=]
Department 2

Department 3

Department 4
= Positions /Tasks

'Iﬁ Position 1

lﬁ Position 2

€ Position 3

Paosition 4

lﬁ Position &

B Staff
§5 Canmorenson, Candice
@5 Davidson, Deborah
§5 Devillardiss, Dennis
g5 Jamiesan, Janet J.
g Kastewell, Katherine
5 Millerset, Mark
5 Mitchellavik, Michael
&5 Richardson, Rick
§5 Robertson, Robert R,
§5 shead, alan M,

This object can be used as the source for selecting and dragging items into your schedule plan. To
expand a list, double click anywhere on a parent item (i.e. Departments, Positions/Tasks, or Staff) or
single click on the + to the left of the item. To collapse the list left mouse click on the — to the left of

the parent item in the list (i.e. Departments, Positions/Tasks, or Staff) or double click anywhere on
the item.

The explorer object can be shown or hidden by toggling the appropriate menu item in the Main
Menu/View menu or in the Planner View Menu.

NOTE: When hovering the mouse over an item in one of the lists in the explorer, you will see any
notes entered into the item’s detail in the appropriate maintenance form. For example, if notes are
captured for a particular staff member then those notes can be viewed in the staff list by holding the
mouse over the staff member’s entry in the staff list presented in the explorer.
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oom In Zoom Dt Prew Day  Next Day | Wiew Plan  Print |
The First Schedule - From: Auqust 17, 20032 To: A

= Departrents Cieots | Pasns | Staff | Budge
Departrment 1 |
Department 2 Date s
Departrent 3 Sun 08417403 0.85%
Departrent 4 Mon 08418703 0.00%:
= Positions/Tasks Tue 08/19/03 0.00%
B Position 1 wed 08/20/03  0.00%
& Position 2 Thu 08/21/03 0.00%
€ Fosition 3 Fri 08/22/03 0.00%,
Position 4 Sat 0823403 0.00%:
| Total 0.12%:

§5 Canmorenson, Candice
§5 Davidson, Deborah

B Devillardiss, Dennis
E5 Jamiesan, Janet J.

5 Kastewell, Katherine
5 Millerset, Mark

B Mitchellavik, Michael
§5 Richardson, Rick

§5 Robertson, Robert R,

5 shead, F'.Ian[:%.

|These are the notes far Alan Shead.

NOTE: You can also use the explorer to perform a “Quick Edit” on any item in a list. To quickly edit
an item simply select the item and press the Enter key or double click the mouse on a selected item

to open up the appropriate maintenance form with the selected item highlighted in the list. For
example, to “quick edit” a staff member, double click on the staff member in the staff list. This will

open up the Staff maintenance form with the staff member selected.

List View

The List View object provides a simple tabbed object to display or hide the department list, the
position/task list, the staff member list, the labor burden Budget, and the Available staff list.
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Schedule Plans | View Zoom In
Schedule Dec. 08 - From: De

Drepts I Pasns I Sraff | Budget I Ao il able

3

E Arkinsian, Linda

@ Barnett, Rhonda —

5 Bellow, Ron

g Berenson, Dawid
E Bettina, Caroline
g Bindell, Thomas
£ Braundell, william
g Brenson, Jakob

E Bunningham, Rena
g Carlsan, Andrew
5 christenson, Fred

The List View object can be used as the source for selecting and dragging items into your schedule
plan ("Depts/Posns/Staff/Available™) or to view the revenue budget/labor burden while scheduling
staff and positions/tasks. To display a list, left mouse click on the appropriate tab at the top of the

list view (Departments, Positions, Staff, Budget, or Available).

This object can be shown or hidden by toggling the appropriate menu item in the Main Menu/View

menu or in the Planner View Menu.

C:
|
|
Lu

M

NOTE: When hovering the mouse over an item in one of the lists (except the Budget list) in the list
view, you will see any notes entered into the item’s detail in the appropriate maintenance form. For

example, if notes are captured for a particular staff member then those notes can be viewed in the
staff list by holding the mouse over the staff member’s entry in the staff list presented in the list

view,
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E Barnett, Rhaon
5 Bellow, Ron
g Berenson, Dawid
E Bettina, Caroline
g Bindell, Thomas
5 Braundell, william
5 Brenson, Jakab

E Bunningharm, Rena
g Carlson, Andrew

[started Aug 2003 |RIEF

Close

Close

Lunch Man:z

. Maintenanc
5 Christenson, Fred
5 Coreston, Terry
. Qpen
E Cosminson, Barbara
g Cuthbertson, James
MineEn

NOTE: You can also use the list view to perform a “Quick Edit” on any item in a list. To quickly edit
an item simply select the item and press the Enter key or double click the mouse on a selected item
(for any list except the budget list) to open up the appropriate maintenance form with the selected
item highlighted in the list. For example, to “quick edit” a staff member, double click on the staff
member in the staff list. This will open up the Staff maintenance form with the staff member
selected. Double clicking on an item in the Budget list will move the schedule to selected day in the
list.
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ﬂ Darbany, Crystal Employee #: :l Active: [ *Gender: O MA (B Male O Female
B Descartier, alfonse Address

E Donaldson, Dennis address: | City: | ]
ﬂ Finlayson, Linds T, :l Courtry | Zip/Postal Code: |:|

§, Fioralla, Christine
ﬂ Gaither, Carla

§, Garrizon, Helen
8, Greenier, Laura

Christensoen, Fred
Carestan, Terry
Casminson, Barbara
Cuthbertson, James
O agostini, Richard

R ] - E

Paosition/Wage

*Last Hame: [Berenson

*First Name: |Da wid

| Middle mitial:_]

Contact Information

Home Phane:[ ] other Phone:

| Ernailz I

Emargency Nama:|

| Emergeney phone: [ |

a Hanson, Robert =, Beqular Days OFf Cost

g Harnnataon, Mark Monm Tue ‘Wed Thu Fri =&t Sun Crefault Hourly Bate:
ﬂ Harrisan, Tara O O = EH O O 0O

Q Indickars, Sary Notes

ﬂJamhsen, Tanet Started March Z00Z

glanzen_, Stephen
], Jensen, Carla
ﬂJimmisnn_, Tari
ﬂJuhnsun, Teia

Supervisar

Dascartier. Alfonse

Schedule Planner

The Scheduler Planner object provides the worksheet interface into which a schedule plan is loaded.

Once the schedule plan is loaded into the planner, the user can edit the plan by adding or deleting
departments, adding or deleting Positions/Tasks (view set to Schedule by Position/Task),
adding/deleting Staff members (view set to Schedule by Staff), adding, copying, deleting, and

assigning time bars. For more information on creating and maintaining schedules please see “A Staff

Scheduler Primer”.
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Position

Dining Room

Close

Close

Lunch Manager

Maintenance

Open

Open

Supper Manager

. Harington, Mark Unassigned
Cashier 0:00a-2:00p : 4:00p-0:00a

Coreston,
Terry

Gaither,
Cada

Finlayson, Linda

10:00a-7:00p

Stanton, David
0:00a-5:00p

Darbany, Crystal
0:00a-12:00p

Garrison, Helen
0:00a-12:00p

D"Agostini, Richard
S:00p-1:00a

| Cavackan Torsa |

In addition to providing the drag and drop interface for scheduling items (departments,
positions/tasks, and staff members), the schedule planner also responds to shortcut keys when it is
selected (has focus). The following shortcuts are available when the schedule planner or one of the
objects inside the planner (items, time bars) is selected ...

CTRL + HOME key combination — positions the schedule plan at its start date and time.
CTRL + END key combination — positions the schedule plan at its end date and time.

SHIFT + HOME key combination — positions the schedule plan at the top (scrolls the plan to the
top).

SHIFT + END key combination — positions the schedule plan at the bottom (scrolls the plan to the
bottom).

ALT + Z key combination — refreshes the schedule from the database. This is useful if more than
one user is maintaining the schedule plan in a multi-user environment to periodically display the
changes to the plan not made by you.

NOTE: In a multi-user environment, the conflict checking uses the database not the schedule
planner and therefore will report correctly scheduling conflicts even if you cannot see the conflicting
time bar/information in your screen. If you are generating a scheduling conflict and can see no time
bar/information that appears to conflict with the action you are attempting, refresh the schedule
plan.

ALT + T - reloads the schedule plan to view by Position/Task.
ALT + S — reloads the schedule plan to view by Staff.

ALT + I — zooms the schedule plan in by a factor of 1. There are 7 factors of zoom in total. Zooming
in shows more detail in the schedule plan but shows less of the plan simultaneously.

ALT + O — zooms the schedule plan out by a factor of 1. There are 7 factors of zoom in total.
Zooming out shows less detail in the schedule plan but shows more of the plan simultaneously.

ALT + D — moves the schedule plan to the previous day. This is not available if the schedule plan is
positioned on the first day.
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ALT + N — moves the schedule plan to the next day. This is not available if the schedule plan is
positioned on the last day.

NOTE: You can quickly move to any day in the schedule by displaying the Budget list in the list view
object and double clicking on the desired day. This action repositions the schedule plan at the start of
the selected day.

The schedule planner also has the ability to collapse and expand departments inside the plan. This is
useful if you want to isolate one or two departments when working on the plan. To collapse a
department place the mouse on the department item in the “Schedule By” list and double-click using
the left mouse button. The positions/tasks (when viewing in Schedule by Position/Task) or the staff
members (when viewing in Schedule by Staff) will be hidden under the selected department. The
department header changes color to indicate it is collapsed.

2 Tuesd
Position
a 1la
Dining Room '
SCHL gmna_';?;l"::ﬂtﬂ“- " 4:00p-0:00a _— -
Clase : : : : ; : : : : : : 1 : : C“;: ::;.n n,
Close Ggiﬂ‘:r'
Lunch Manager wa0a s Finlayson, Linda :
Maintenance s:ooan Stanton, David
=
e
Supper Manager . : : s D*Agostini, Richard
Wait Staff ll:Sﬂa-ﬁfﬂuﬂ?hemun' e |ﬁ:l]l]p[-'lu;:al:::un. -
Wait Staff 11:303_5::““;:1“5"“' B |ﬁ:ﬂﬂp-l-1;‘;:iﬂal;:snn- 5
W ait Staff L Harrison, Tara :
Wait Staff IZ:l]l]p-?:l]l]:nuHmmn' "
Executive Chef 10:300 0 Descartier, Alfonse
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To expand the department again to display the items below it, double-click on it using the left mouse
button.

Position
L3

Executive Chef - Descartier, Alfonse
Fry Cook ll:unal_i;:;;;dson. Frederick 5=nnp_11=::]::nton. David
Grill Coolk 11=una-5$::::n5ian' L 5:ﬂﬂp-11=;::itkem' “5
Lead Cook ll:l]lla-ﬁ:]l]al]n:en' St 5:l]l]p-1RIil':Il;:;dsnn' Fredos
Line Coolk 11:3naT-1:'|;E|:::' Dean Smnpﬁ::!i;';a;s. Bethina
Salad Prep : : : 11:33:_-:;:; Andrew . Eellow, Ron
Sous Chef : - : . 100 ¥eran, William
Bartender N Christenson, Fred

Planner View Menu

The Planner View Menu object provides an easy-to-use pop up menu from which the main schedule
planner worksheet form can be quickly customized to provide more real estate in which to work with
the schedule plan. To display the menu, right mouse click anywhere on the form except for a time
bar or the main menu. The Planner View menu remains visible until a selection is made or until the
focus moves to another object in the form.
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‘Da-4:00p [4:00p-0:00a

: : | ¥arian, Willia
: % Show Scheduler Bar
: : Show Departments
Show Positions) Tasks
Hide Skaff itenson, Fr
Shiow Budget

T
:l]a-ﬁ:m]l:ml Show Available

Shiow Explorer '
|3:00p-9:00p i _.

Unassigned

4:00p-0:00a

The menu selections in the Planner View Menu provide the following ...

Q

Hide/Show Scheduler Bar — Menu item that toggles to allow hiding or showing of the
scheduler bar object. This is useful if you need to see more of the schedule plan
simultaneously.

Hide/Show Departments List — Menu item that toggles to allow hiding or showing of the
list view object displaying the Departments list. This is useful if you need to see more of the
schedule plan simultaneously.

Hide/Show Positions/Tasks List — Menu item that toggles to allow hiding or showing of
the list view object displaying the Positions/Tasks list. This is useful if you need to see more
of the schedule plan simultaneously.

Hide/Show Staff List — Menu item that toggles to allow hiding or showing of the list view
object displaying the Staff list. This is useful if you need to see more of the schedule plan
simultaneously.

Hide/Show Budget — Menu item that toggles to allow hiding or showing of the list view
object displaying the labor burden budget list. This is useful when scheduling to monitor the
labor burden and receive warning when the labor burden exceeds the target labor cost.

Hide/Show Available — Menu item that toggles to allow hiding or showing of the list view
object displaying the list of staff who are available for a selected time bar. This is useful
when scheduling to provide a filtered list of staff members, displaying only those staff that
are not already scheduled for any part of the selected time bar and who have been marked
as available (if availability is enabled in the System setup) for the time bar in question.

Hide/Show Explorer — Menu item that toggles to allow hiding or showing of the explorer
object. This is useful if you need to see more of the schedule plan simultaneously.

Schedule Plans

The Schedule Plans form is used to create new schedule plans, edit existing schedule plans, delete
schedule plans, or copy existing schedule plans to create new schedule plans.
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SEed e anns,

Eind Plan:| Active Only Close
Description
i =chedule Dec. 03 08/12/2003 15/12/z003 T New
Schedule Dec. 15 15/12/z2003 21/12/z2003 g Edit
Schedule Oct, 06 06/10/2003 13/10/2003 T £a
Schedule Sept, 15 15/09/2003 22/09/2003 W Delete
Schedule Sept, 22 22/09/2003 29/09/2003 g
Schedule Sept, 29 29/09/2003 06/10/2003 e Copy
Load
*Description: |S|:heu:|ule Cec. 05 Schedule By: [ Position/Task
fctive: QO staff
Start Hotes
*Date: |M|:|n. Decernber 8/2003 =
*Time: [08:00 am =
End
*Date: [Mon. Decernber 15/2003 =
*Time: |03:00 am =
Actions

Find Plan:

Search for a specific Schedule Plan. Enter the first few letters of the

Schedule Plan to search on and the list highlights the first schedule
plan that matches the search criteria.

Active Only:

Plans in the list.

Choose Active Only if you want to display only Active Schedule

New:
Edit:

Delete:

Copy:

Load:

Creates a new Schedule Plan.

Changes the parameters of the selected (in the list) Schedule Plan.
NOTE: The edit function is not available for the schedule plan
currently loaded in the main schedule planning form.

Deletes the selected Schedule Plan.

Creates a copy of the selected Schedule Plan.

NOTE: This is a very quick and easy way to take an existing
schedule plan and use it as the basis for the next schedule plan. For

more information on Copying Schedule Plans please see A Staff
Scheduler Primer — Copy Schedule Feature.

Loads the selected Schedule Plan into the schedule planner in the
main form. This is the same as selecting a schedule plan in the
Scheduler Bar.
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Fields

Description: Describes the schedule plan.

Active: Indicates if the schedule plan is active. To make a schedule plan
inactive click on the checkbox when the schedule plan is in edit
mode.

NOTE: Schedule Plans that are not active are not displayed in the
List View — Schedules list when the Active Only check box is
checked.

Start: The Start Date and Start Time of selected Schedule Plan.

Tip: To change a Start Date, enter the date directly into the edit
box or click on the down arrow to bring up a calendar from which
the date can be selected.

End: End Date and End Time of selected Schedule Plan.

Tip: To change an End Date, enter the date directly into the edit
box or click on the down arrow to bring up a calendar from which
the date can be selected.

Schedule By: Select the preferred method of scheduling for this Schedule Plan, i.e.
Schedule by Position/Task or by Staff.

NOTE: The “Schedule By” setting described here does not prevent
you from changing the “Schedule By” option in the view menu from
the main menu at the time you are working on the Schedule Plan.

Notes: Further describes the Schedule Plan and documents any notes that
are relevant to schedule plan.

Cancel: Cancels the changes made to the schedule plan parameters in Edit
mode.

Save: Saves any changes made to the schedule plan parameters in Edit
mode.

Close: Exit the form and returns to the main form.

To create a new schedule plan from scratch, press the New button and enter the schedule plan
parameters. When you are finished entering the new schedule plan information press the Save
button to save the changes or the Cancel button to discard the changes.

To edit the parameters of an existing schedule plan, select the plan to be edited in the list by using
the up and down arrow keys, typing the description of the plan into the Find Plan text box, or
scrolling the list up or down using the scroll bar thumb at the right of the list and clicking on the plan
to be edited. Double-click on the item or press the Edit button to put the form in edit mode.
Change the schedule plan parameters as required and press the Save button to save the changes or
the Cancel button to discard the changes.

To delete a Schedule Plan from the system, select the plan to be deleted in the list by using the up
and down arrow keys, typing the description of the plan into the Find Plan text box, or scrolling the
list up or down using the scroll bar thumb at the right of the list and clicking on the plan to be
deleted. Press the Delete button. You will be prompted to confirm the deletion request.
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Dy StatfsehedulerContinm x|

Please confirm Delete Schedule Plan request ...

Ik | Cancel |

Pressing the OK button confirms the deletion request and deletes the schedule plan and all its related
items from the database. Pressing the Cancel button cancels the request and returns you to the
Schedule Plans form.

NOTE: Schedule Plans cannot be edited or deleted if they loaded into the schedule plan worksheet in
the main form.

To copy a schedule plan to create a new schedule plan, select the plan to be copied by using the up
and down arrow keys, typing the description of the plan into the Find Plan text box, or scrolling the
list up or down using the scroll bar thumb at the right of the list and clicking on the plan to be
copied. Press the Copy button. The Copy Schedule form will be displayed ...

Couydefzdila B !

Mote: The Original Schedule Plan started on a Monday

MNew Schedule Plan Copy
*Start Date: |Mon, December 22/2003 [
*Description: ||COF'Y OF: Schedule Dec. 15 |

Cancel

New Schedule Conflicts
Exception Time Bar Override

The Copy Schedule Plan form allows you to quickly make a copy of a schedule to generate a new
schedule with the same Positions/Tasks and Staff as an existing schedule plan, but with a different
start date. By default the start date of the copied schedule is the start date of the original schedule
plan plus the number of days defined in the System maintenance form as the Schedule Length under
the New Schedule Plan Defaults section.

DBI Staff Scheduler 59



NOTE: The start date is only defaulted as explained above. You can change the start date to any
value.

The time bars for the new schedule plan are created by adjusting their start date by the difference
between the start of the new schedule plan minus the start of the original schedule plan. For
example, if the original schedule plan started on December 15, 2003 and the new schedule plan
started on December 22, 2003 the difference is 7 days. When the time bars from the original
schedule plan are copied to the new schedule plan, their start dates are the original time bar start
date plus 7 days.

During the copy process conflicts are checked and if a conflict exists, reported in the New Schedule

Conflicts list in the Copy Schedule Plan form. When the copy process is complete you are notified if
conflicts exist ...

dudGiafi deizedulay - [pforaiiog d]

Mew Schedule Conflicks exist! Please select conflicks to override and press the Apply button,

If Schedule conflicts exist you are prompted to override the conflict by clicking on the appropriate
check box or not override the conflict (by leaving the Override check box unchecked) and then
pressing the Apply button.

NOTE: If you chose not to override a conflict, the time bar remains intact but the staff member is
removed and the time bar becomes Unassigned.
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oy e il M)

Mote: The Criginal Schedule Plan started on a Monday Apply

MNew Schedule Plan
*Start Date: |> =cember 22/2003] |v|
*Description: |COF‘Y OF: Schedule Dec. 15 |

Override all

MNew Schedule Conflicts
Exception Time Bar Override
allen, Richard : Regular Diay Off Monday 12-22,2003-9:45am

Bartender L]
Allen, Richard @ Regular Day Off Monday 12-22,2003-2:00pm

Cashier =!
allen, Richard : Regular Day Off Tuesday 12-23,2003-9:45am

Bartender L]
Allen, Richard @ Regular Day Off Tuesday 12-23,2003-2:00pm

Cashier [

NOTE: The Override All button is a toggle button to allow you to select to override all of the conflicts
or clear all of the conflict overrides without having to mark each conflict individually.

When the Apply button is clicked, the form is closed and you are returned to the Schedule Plans
maintenance form.

If no schedule conflicts exist you are notified and pressing the OK button closes the Copy Schedule
Plan form and returns you to the Schedule Plans maintenance form.

View Plan

The View Plan form allows you to view the currently loaded Schedule Plan in a tabular format.

NOTE: This is the only view/report that uses a single schedule plan. All other
views/reports/schedules use all schedule plans for a given period of time.

From within the View Plan form you can select to:

View the Schedule Plan by Position/Task or by Staff
Show Totals for the hours scheduled

Show hours scheduled

Show unassigned only

00D D

Each selection above changes the view of the data contained in the schedule plan and reflects the
changes in the report.
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Tip: The Show unassigned only option is useful for determining what is left to schedule in a plan.

S S|z Mg

Show Totals

Schedule By:|@ Position/Task {3 Staff | Show Hours

[ Show Unassigned Only

Print Plan

Save as HTML

From: Monday , December 08f 2003 To: Monday , December 15f 2003

From To Hours Staff

Monday , December 08/ 2003

Dining Room
Cashier 9:00am 2:00pm 5.00 Harrington, Mark
Cipen 9:00am 12:00pm 3.00 Darbany, Crystal
Open 9:00am 12:00pm 2.00 Garrison, Helen
Maintenance 9:00am E:00pm 8.00 Stanton, Dawid
Lunch Manager 10:00am  7:00pm 9.00 Finlayson, Linda
Wait Staff 11:30am  ©5:00pm 6.50 Cosminson, Barbara
Wait Staff 11:30am  ©5:00pm 6.50 Cuthbertson, James
Wait Staff 12:00pm  7:00pm 7.00 Southeren, Mary
Wait Staff 12:00pm  7:00pmm 7.00 Harrison, Tara
Cashier 4. 00pm 0:00am 8.00 Unassigned
Wait Staff 5. 00pm 11:00pm 6.00 Coreston, Terry
Supper Manager S:00pm 1 00am 8.00 O'Agostini, Richard
Wait Staff S:00pm 11:00pm 6.00 Gaither, Carla
Wait Staff 6:00pm 11:00pm £.00 Donaldson, Dennis
Wait Staff &:00pm 11:00pm 5.00 Thoracksaon, Terry
Close 11:00pm  1:00am 2.00 Coreston, Terry
Close 11:00pm  1:00am 2.00 Gaither, Carla

Total Dining Room; a7.00

Kitchen
Executive Chef 10:30am  7:00pm 2,50 Descartier, Alfonse
Grill Cook 11:00am  5:00pm 6.00 Arkinsian, Linda
Fry Cook 11:00am  5:00pm 6.00 Richardson, Frederick

The Schedule Plan form allows you to print the Schedule Plan on a selected printer by pressing the
Print Plan button, or save the schedule plan as html by pressing the Save as HTML button. Saving
a Schedule Plan as HTML allows you to publish it on a web site or share it as an email attachment.

When you are finished viewing the Schedule Plan press the Close button.

Maintenance

The Maintenance forms in dbi Staff Scheduler provide the user with the functionality necessary to
maintain the System variables, the Departments, Positions/Tasks, Staff members, and Revenue
Budget used in creating and maintaining schedule plans.
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System

The System Maintenance form manages the variables used to customize the software specifically for
your use. The Save and Cancel buttons are not visible until a value in the form is changed. To
change a system setting, click on the item in the form or press the tab key to move between items.

Sy ELETH

*Cormpany Mame: |Staf‘f Scheduler Company Mame | Close
System F'asswurd:l:l [Max 10 characters ... letters and numbers anly.]
Conflict Check Employees availability [ Target Labor Cost: %
New Schedule Plan Defaults New Employee Defaults
Schedule By: | (&) Position/Task O Staff| Hourly Rate:
Schedule Length: days

Schedule Plan Default Yiew
Show Scheduler Bar Scheduler Bar Icon Sian::|'E,'.|I small O Large |
Show Explorer
Show List Wiew Schedule Bar Font Size: |E} Small O Large |
Mail Server Setup {required for emailing schedules} Check Connection

SMTP Server: | |

From Mame: |Sta1‘F Scheduler |

Return Address: | |
FPort Nurmber: Server Requires Authentication: [

Account Marme: | |

Account Passwurd:| |

When you are finished changing the System values, press the Save button to commit the changes to
the database or the Cancel button to cancel the changes and return to the original values.

The following describes the items in the System maintenance form ...

Company Name: Enter your Company name here. This name will be used on all
reports. *Required Field

System Password: Create a password if access to the software is to be restricted.
Passwords can be alpha, numeric or a combination of either but
cannot exceed 10 characters.

NOTE: System passwords are case sensitive.

If a password is entered here, the next time the software is started
up the user will be challenged to enter the password ...

Please enter password ... oK Cancel
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Failure to enter the correct password prevents the application from
starting.

Conflict Check

Employee Availability: Activates conflict checking based on Employee Availability as
captured in the Staff Detail form (See Maintenance/Staff). Once
selected, this feature will identify any conflicts arising from staff
availability when performing the staff schedule planning process.

NOTE: If this feature is not turned on, the Maintenance/Staff
functionality will not allow you to enter staff availability.

Target Labor Cost: This value represents the maximum percentage of the revenue
budget you want to have used up as labor cost (labor burden).

New Schedule Plan Defaults
New Schedule Plan Defaults provide the default information Staff Scheduler will use when
creating new Schedule Plans.

NOTE: The values entered here are default values only! When creating new schedules you
have the option of overriding the defaults and entering whatever values you wish.

Schedule By: Default “Schedule By"” setting for new schedules.
Start/End Time: The default number of days for new schedules. ¥*Required Field
Schedule Length: Use either the up/down arrows or enter desired length directly.

New Employee Defaults
New Employee Defaults provide the default values that are used when a new Staff member is
added in the Staff Detail Form (see Maintenance/Staff).

NOTE: The values entered here are default values only! When creating new staff members
you have the option of overriding the defaults and entering whatever values you wish.

Hourly Rate: The default hourly rate that will be used for reporting cost based on
hours scheduled.

Schedule Plan Default View
Describes the default view of the main schedule planning form when the application is first
started.

Show Scheduler Bar: Shows and hides the Scheduler Bar. The Scheduler Bar provides
easy access to all of the main information screens such as System
(above), Departments, Staff, and Position/Task as well as all
available reports. You might want to start using staff scheduler with
this item turned on; you can hide this item at any time.

Show Explorer: Shows and Hides the Explorer. The Explorer provides
expandable/collapsible views of active Departments, Staff and
Position/Tasks.

Show List View: Shows and Hides the List View. The List View provides easy access

via Tabs to view and select from active Departments, Staff or
Positions/Tasks. Click on the Tabs to toggle between these 3 items.
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Scheduler Bar Icon
Size: This system setting allows you to select whether you prefer larger or
smaller icons to appear in the Scheduler Bar.

Schedule Bar This system setting allows you to select whether you a prefer a large
Font Size: or small font to appear in the Schedule Time Bars. Smaller fonts
allow more items to be shown simultaneously in the Schedule.

Note: Smaller fonts may be more difficult to read in high- resolution
environments.

Mail Server Setup

This setup is required in order to email schedules. The information required can be found in
your current email application or through consultation with your Internet Service Provider
(ISP). The Port Number has been set by default to 25. This port setting is common to many
Internet service providers’ SMTP services.

NOTE: The information entered here MUST match the System Setting and Account Information
required by your Internet Service Provider.

SMTP Server: This is the identification of your email sending service.

From Name: Name used to notify mail recipients who sent the email.

Return Address: Provides mail recipients with your return email address.

Port Number: The port used to communicate with your Internet Service Provider’s

SMTP service.

Server Authentication: This setting indicates if your Internet Service Provider's SMTP service
requires authentication. Please consult your ISP if you are not sure.

Account Name: This is the account name used if authentication is required.
Account Password: This is the account password used if authentication is required.
Check Connection: After you have completed the Mail Server Section, click on Check

Connection. If the information entered is correct, dbi Staff
Scheduler will verify that you are ready to send email. If dbi Staff
Scheduler is unable to communicate with your SMTP service, an
error will be reported.

The following actions are available in the form once a change has been made to the system
settings ...

Save Saves the system values back to the database.

Cancel Cancels the changes made to the system variables and returns them to their original
values.

The Close button is disabled when a change to a value has been made and the Save or Cancel
buttons have not been pressed.

Close Closes the form and returns to the main form.
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Database Connections
Clicking on the Database Connections button displays the Database Connections management form.

NOTE: The Database Connections button is only available in the Enterprise User version
of the software.

I L ¥ o o4
| Llaifsl b Eoppp=e ilus

Close
r EIEnar+r|'|Er|’r1 ''''''''''''''' K\ Staff ieduler DatahDepartrnentlT tazs tsd : Mew
Department 2 K.\Staff Scheduler Datah\Department2\TSDatazs tsd Edit
Delete

*Name: |Depar‘tment1 |

*Path To Database: Browse
|K:"-.Sta1"f Scheduler Data\DepartmentithTSDatazs tsd

To set up a database connection, click on the "New"” button.

I L ¥ o L
| Llaifsl s Eo e il s

Close
Path To Database
() D epartrnent 1 kihstaff Scheduler Data\Department1h\TSDatazs tsd Mew
Department 2 k. h\staff Scheduler Datah\Department2\TSDatazs tsd Edit

Delete
Cancel
Save

*Marne: |

*Path To Database; Browse

The Name and Path To Database fields are cleared out and the Cancel and Save buttons are
displayed. The cursor is placed in the Name field. Enter a name that describes the remote database.
The name will be displayed in the Scheduler Bar under the Database Connections list.
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NOTE: The Name field and the Path To Database field are both required values to describe a

database connection.

Once the Name field has been entered, enter the Path to Database value or press the Browse button

to display a file browser facility to select the database to which you want to remotely connect the

software.

Salaee Gt f ezl lap L b s s

2]}

Lack jn: | 3 Data

- & Bk E-

File namme; [

Filez of type: |

j Cancel

NOTE: The database for the dbi Staff Scheduler is named TSData25.TSD.

When you have entered both values to describe the connection, press the Save button to save the
connection or the Cancel button to cancel the entry.

Pressing the Close button closes the form and returns to the System maintenance form.

Departments

The Departments form is used to manage the department information that describes the
departments for which you are scheduling staff. The form allows you to create New, or Edit/Delete

existing departments.
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-
Uausiri=iiis

A 7
Find Department: || Active Only Close
Department Mo
L Cining Room N .
kitchen g Edit
Lounge N Delete

*Description: |Dining Raam |

MNotes

*Shart Description: |[DIMAM Active!:

The following describes the items in the Departments maintenance form ...

Actions

Find Department:

Active Only:

New:

Edit:

Delete:

Search for a specific Department. Enter the first few letters of
the department you are searching for and the list will highlight
the first department matching the entered criteria.

Set the Active Only flag to true (left mouse click on the check
box to cause it to be checked or unchecked) to display only
the active departments in the form’s list. When this flag is set
to false (unchecked) the list will display all active and inactive
departments.

Adds a Department to the List.
Change the details of the selected department.

Deletes the selected department from the system.

NOTE: If a department is in use in any schedule plan (active
or inactive), you will not be allowed to delete it. If a
department is no longer required in the system and you do not
want it to be available for inclusion in any new schedule plans,
you can turn off the Active flag on the department and it will
no longer show up in the departments list in the scheduling
List View.
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Cancel: Cancel changes made to the department information while in
New/Edit mode.
NOTE: This action is only available in Edit or New mode.
Save: Save any changes made to the department while in New/Edit
mode.
NOTE: This action is only available in Edit or New mode.
Close: Exit this form and return to the main schedule planning form.

?: Presents a hint form to help describe the intent of the
Maintenance function.

Fields

Description: Describes the name of the Department.

Short

Description: Describes the name of the Department in 5 characters or less.

To create a new department press the New button and enter the department information. When
you are finished entering the new department information press the Save button to save the
changes or the Cancel button to discard the changes.

To edit the information of an existing department, select the department to be edited in the list by
using the up and down arrow keys, typing the description of the department into the Find
Department text box, or scrolling the list up or down using the scroll bar thumb at the right of the list
and clicking on the department to be edited. Double-click on the item or press the Edit button to put
the form in edit mode. Change the department information as required and press the Save button
to save the changes or the Cancel button to discard the changes.

To delete a department from the system, select the department to be deleted in the list by using the
up and down arrow keys, typing the description of the plan into the Find Department text box, or
scrolling the list up or down using the scroll bar thumb at the right of the list and clicking on the
department to be deleted. Press the Delete button. You will be prompted to confirm the deletion
request.

| i S Seiiadlr Coniss x|

Please confirm Delete Department request ...

Ik | Cancel |

Pressing the OK button confirms the deletion request and the deletes the department from the
database. Pressing the Cancel button cancels the request and returns you to the Departments form.

If the department is in use in a schedule plan, the delete action is denied and you are warned with
the following message ...
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[X]

Department is in a schedule, Please remove Department from all schedules before deleting,

Only departments that are not in any schedule plans can be deleted. The alternative to deleting a
department is to set its active switch to false (uncheck the Active check box). In this fashion the

department cannot be used for any new schedule plans, as it will not be listed in the Departments list

in the Schedule Plan worksheet.

Pressing the Close button in the Departments form closes it and returns you to the main schedule

planner worksheet form.

Positions/Tasks

The Positions/Tasks form is used to manage the positions/tasks information that describes the
positions/tasks into which you are scheduling staff. The form allows you to create New, or

Edit/Delete existing positions/tasks, or view the schedule for a selected position/task.

Mod ofupfsf el el

Eind Position: ||

Position

L Fartender
Cashier
Close
Dishwasher
Executive Chef
Fry Cool
Grill Coolg
Lead Coaolk
Line Cool
Lunch Manager
Maintenance
Open

Active Only

Mews
o Edit
Delete

View
Schedule

A A R A A A

? Close

*Description: |Eartender

*Shart Description: [BARTD

MNotes

Active:

Description of Form: Used to Add, Edit or Delete Positions/Tasks.

Actions
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Find Position:

Active Only:

New:
Edit:

Delete:

View Schedule:

Cancel:

Save:

Close:

Fields

Description:

Search for a specific Position/Task. Enter the first few letters of the
position/task you are searching for and the list will highlight the
first position/task matching the entered criteria.

Set the Active Only flag to true (left mouse click on the check box
to cause it to be checked or unchecked) to display only the active
positions/tasks in the form’s list. When this flag is set to false
(unchecked) the list will display all active and inactive
positions/tasks.

To create a new Position/Task

To change the current settings of any Position/Task. Remember
to click Save after making changes.

Used to delete a particular Position/Task from the system.

NOTE: If a position/task is in use in any schedule plan (active or
inactive), you will not be allowed to delete it. If a position/task is
no longer required in the system and you do not want it to be
available for inclusion in any new schedule plans, you can turn off

the Active flag on the position/task and it will no longer show up in
the positions/tasks list in the scheduling List View.

Allows you to view the schedule of a particular Position/Task in a
calendar format.

NOTE: The View Schedule form allows for the selection of any
period of time via the From/To fields. You can optionally print the
calendar by pressing the Print button.

Cancel changes made to the selected Position/Task.

NOTE: This action is only available in Edit or New mode.

Save any changes made to the selected Position/Task.

NOTE: This action is only available in Edit or New mode.
Exit this form and return to the main schedule planning form.

Presents a hint form to help describe the intent of the Maintenance
function.

Describes the Position/Task to be performed in a schedule.

Short Description:

Active:

Describes the Position/Task in 5 characters or less. The short
description is used on reports (such as the 7 Day Schedule) where
there is not enough room to use the long description.

A flag that indicates if a Position/Task is active. To make
position/task inactive click on checkbox, it will no longer be flagged
as being active.

NOTE: Positions/Tasks that are not active will not be available for
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selection when building a schedule in the Schedule Planning main
form.

Notes: Further describes the position/task and documents any notes that
are relevant to it.

NOTE: Notes are shown in a tip when the mouse is hovered over
the department in the department list in the Explorer or List View
objects in the main schedule planner worksheet form.

To create a new position/task press the New button and enter the position/task information. When
you are finished entering the new position/task information press the Save button to save the
changes or the Cancel button to discard the changes.

To edit the information of an existing position/task, select the position/task to be edited by
highlighting the departments list and using the up and down arrow keys, typing the description of the
position/task into the Find Position text box, or scrolling the list up or down using the scroll bar
thumb at the right of the list and clicking on the position/task to be edited. Double-click on the item
or press the Edit button to put the form in edit mode. Change the position/task information as
required and press the Save button to save the changes or the Cancel button to discard the
changes.

To delete a position/task from the system, select the position/task to be deleted in the list by using
the up and down arrow keys, typing the description of the plan into the Find Position text box, or
scrolling the list up or down using the scroll bar thumb at the right of the list and clicking on the
position/task to be deleted. Press the Delete button. You will be prompted to confirm the deletion
request.

| i St Seiiadulir confing B3

Please confirm Delete Position request ...

(nls | Cancel |

Pressing the OK button confirms the deletion request and the deletes the position/task from the
database. Pressing the Cancel button cancels the request and returns you to the Positions/Tasks
form.

If the position/task is in use in a schedule plan, the delete action is denied and you are warned with
the following message ...

did Siaiff Sefizdulzr Warning - Uzlais Mosiijug) d]

Pasition is in a schedule, Please remaove Position Fram all schedules before deleting.,

Only positions/tasks that are not in any schedule plans can be deleted. The alternative to deleting a
position/task is to set its active switch to false (uncheck the Active check box). In this fashion the
position/task cannot be used for any new schedule plans, as it will not be listed in the Positions/Tasks
list in the Schedule Plan worksheet.
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View Schedule

Pressing the View Schedule button allows you to quickly view a calendar of the schedule plan
assignments for the selected position/task. To view a schedule of a position/task, select the
position/task from the list by using the up and down arrow keys, typing the description of the
position/task into the Find Position text box, or scrolling the list up or down using the scroll bar
thumb at the right of the list and clicking on the position/task to be viewed. Press the View
Schedule button. The Position Schedule form is displayed showing the schedule plan assignments
for the selected position/task for the current month. You change the calendar by changing the
“From” and “To" dates in the form. As the dates change, the calendar is updated. The calendar can
be printed at any time by pressing the Print button.

hry- 4 C oI ) '@
r = Eosilionsehied nless R Q1
From: [August 17/2003 | ~| To: [Mon. September 29/2003 B Print Close
Sun. Mon. Tue. Wed. Thu. Fri. Sat. el
Aug. 17/2003 18 19 z0 z1 22 23
00am-1:00pm :00am-1:00pm :00am-1:00pm :00am-1:00pm 00am-1:00pm :00am-1:00pm :00am-1:00pm
D.Cavidson D.Cavidson C.Cavidson C.Cavidson C.Cavidson C.Cavidson C.Cavidson
24 25 26 r 28 29 30
i 00am-1:00pm i 00am-1:00pm 9 00am-1:00pm 00am-1:00pm i 00am-1:00pm i00am-1:00pm 9:00am-1:00pm
D.Cavidsan D.Cavidsan C.Cavidsan nCavidsan CnCavidsan CnCavidsan C.Cavidsan
31 Sept 1/2003 2z 3 4 5 [
200am-1:00pm 200am-1:00pm 200am-1:00pm 200am-1:00pm 200am-1:00pm 00am-1:00pm 2100am-1:00pm
D.Cavidsan D.Cavidsan nCavidsen CnCavidsan CnCavidsan CnCavidsan CnCavidsan
¥ ) 9 10 11 12 13
200am-1:00pm 2 00am-1:00pm 00am-1:100pm 200am-1:100pm 200am-1:00pm 200am-1:00pm 200am-1:00pm
D.Davidsan D.Davidsan D.Davidsan D.Davidsan D.Davidsan D.Davidsan D.Davidsan
14 15 16 17 18 19 20
-

Pressing the Close button in the Position Schedule closes the form and returns you to the
Positions/Tasks maintenance form.

Pressing the Close button in the Positions/Tasks form closes it and returns you to the main schedule
planner worksheet form.

Staff

The Staff form is used to manage the staff member information that describes the staff members you
are scheduling. The form allows you to create New, or Edit/Delete existing staff members, view the
schedule for a selected staff member, maintain the schedule exceptions, and/or maintain the
availability for a selected staff member.
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Find Staff member: Active Only ? Close
Staff member Employee # Active & New

(W 1ller, Richard CRO124  mmEm _Ed't
Arkinsian, Linda Ny =
Barnett, Rhonda Y Delete
Bellow, Ron Ny
Berenson, Dawid T
Bettina, Caroline N View Schedule
Bindell, Thomas T
Braundell, williarn bl E?{E:gegill;lrfs
Brenson, Jakob Ny ZCep
Bunningham, Rena T Schedule
Carlsan, Andrew Y Availability
Christenson, Fred Ny .
Corestan, Terry T Position/Wage
Cosminson, Barbara T
Cuthbertson, James T
D'Agostini, Richard bl -

*Last Mame: |F'-||EI'| | *First Mame: |Ri|:har|:| | Middle Initial:|:|

Employes #: |CR0124 | Bctive! *Gender: ) MA & Male {J Female

Address

Address: |123 fnywhere Street | ity |.ﬁ.n1,rwhere |

State/Prov: Cn:nuntryr:|L|SF'- | Zip/Postal Code: 555555555555

Contact Information

Home Phane:[(555) 555-5555 |  Other Phone:[{S55) 555-5555 |  Email: [co@net.com |

Emergency Name:lDEbDrah allen | Ermergency Phone: [{(555) 555-5555
Reqular Days Off Cost

Man Tue wed Thu Fri Sat Sun Default Hourly Rate:| $7.45

O O 0O O 0O

MNotes

Started Jan 2003

Description of Form: Used to Add, Edit or Delete Staff members and maintain
their schedule exception and availability detail. Enter staff
profile data and current contact information

Actions

Find Staff: Search for a specific Staff member. Enter the first few letters
of the staff member’s name (last name, first name) you are
searching for and the list will highlight the first staff member
matching the entered criteria.

Active Only: Set the Active Only flag to true (left mouse click on the

check box to cause it to be checked or unchecked) to display
only the active staff members in the form’s list. When this
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New:
Edit:

Delete:

View Schedule:

Schedule Exceptions:

Schedule Availability:

Position/Wage:

Cancel:

Save:

Close:

Fields

flag is set to false (unchecked) the list will display all active
and inactive staff members.

Create a new Staff profile.

Change the current information of any Staff member.
Remember to click Save after making changes.

Used to delete the selected Staff member from the system.

Allows you to view the schedule of a particular Staff member
in a calendar format.

NOTE: The View Schedule form allows for the selection of
any period of time via the From/To fields. You can
optionally print the calendar by pressing the Print button.

Allows you to enter dates the selected staff member is not
available for assignment in a schedule plan. If you attempt
to schedule a staff member that has a schedule exception
noted for a time period conflicting with a time bar you are
creating/assigning the staff member to, you will receive a
Schedule Exception message. Typical examples of schedule
exceptions might be vacation, doctor’s appointment, etc.
These exceptions are also checked when copying an existing
schedule plan to create a new schedule plan.

Allows you to capture a staff member’s availability to assist
in the scheduling process. If you attempt to schedule a staff
member that has not been marked as available for the entire
period of time you are attempting to schedule, you will
receive a Schedule Exception message. These exceptions
are also checked when copying an existing schedule plan to
create a new schedule plan.

NOTE: The Schedule Availability action is disabled if the
System — Conflict Check Employee Availability check box is
unchecked.

Allows you to enter Position/Wage details to describe the
hourly cost for the selected staff member for any given
position. The Position/Wage details override the default cost
as described below when calculating the labor burden for a
schedule plan.

Cancel changes made to the selected staff member.

NOTE: This action is only available in Edit or New mode.

Save any changes made to the selected staff member.

NOTE: This action is only available in Edit or New mode.

Exit this form and return to the main schedule planning
form.

Presents a hint form to help describe the intent of the
Maintenance function.
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NOTE: Only fields prefixed with an asterisk (*) are required. All other fields provide
information to you when viewing the staff member or are printed on the Staff List

report.

*Last Name:

*First Name:
Middle Initial:
Employee Number:

Active:

*Gender:

Address
Address:

City:
State/Prov:

Country:
Zip/Postal Code:

Contact Information

Home Phone:
Other Phone:

Email:

Emergency Name:

Emergency Phone:

Regular Days Off

Mon:

Tue:

The staff member’s last name.
The first name of the staff member.
The Middle Initial of the staff member.

Allows for a unique employee number to be assigned to
each employee. If your organization uses employee
numbers you can capture that number in this field.

A flag that indicates if a staff member is active. To make a
staff member inactive click on the checkbox, it will no longer
be flagged as being active.

NOTE: staff members that are not active will not be
available for selection when building a schedule in the
Schedule Planning main form.

Determines which staff member icon is used in the staff list
in the scheduling List View. The default value is NA.

The street and number of the staff member’s mailing
address.

The name of the city in which the staff member resides.

The 2 letter postal abbreviation for the state or province in
which the staff member resides.

The country in which the staff member resides.

The Zip Code or Postal Code of the staff member’s mailing
address. This field accepts both alpha and numeric
characters.

The staff member’s home phone number.

A secondary contact number, this could be a cell phone, a
pager or some alternate phone number.

The staff member’s full email address.

The name of the person to be contacted in case of an
emergency. Typically this would be a next of kin or medical
personnel.

The phone number to call in case of an emergency.

Check this if the staff member regularly gets Monday off.

Check this if the staff member regularly gets Tuesday off.
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Wed: Check this if the staff member regularly gets Wednesday off.

Thu: Check this if the staff member regularly gets Thursday off.
Fri: Check this if the staff member regularly gets Friday off.
Sat: Check this if the staff member regularly gets Saturday off.
Sun: Check this if the staff member regularly gets Sunday off.
Cost

Default Hourly Rate: Describes the hourly wage paid to the staff member. This
value is used in the Staff Cost Reports and Labor Burden
calculation to determine the cost of the staff member in a
given position if no Position/Wage detail exists to override
the default cost.

NOTE: If a Position/Wage detail exists for a given position,
the cost is calculated using the Position/Wage detail cost and
not the Default Hourly Rate.

Notes: Notes that further describe or are relevant to the selected
staff member. These notes show up as tips when you hover
your mouse over an item in the List View or Explorer objects
in the main Schedule Planner worksheet form.

To create a new staff member press the New button and enter the staff member information. When
you are finished entering the new staff member information press the Save button to save the
changes or the Cancel button to discard the changes.

To edit the information of an existing staff member, select the staff member to be edited in the list
by using the up and down arrow keys, typing the last name of the staff member into the Find Staff
member text box, or scrolling the list up or down using the scroll bar thumb at the right of the list
and clicking on the staff member to be edited. Double-click on the item or press the Edit button to
put the form in edit mode. Change the staff member information as required and press the Save
button to save the changes or the Cancel button to discard the changes.

To delete a staff member from the system, select the staff member to be deleted in the list by using
the up and down arrow keys, typing the last name of the staff member into the Find Staff member
text box, or scrolling the list up or down using the scroll bar thumb at the right of the list and clicking
on the staff member to be deleted. Press the Delete button. You will be prompted to confirm the
deletion request.

| b3 Siif Seliz il Cunfiil x|

Please confirm Delete Staff member request ...

K | Cancel |

Pressing the OK button confirms the deletion request and the deletes the staff member from the
database. Pressing the Cancel button cancels the request and returns you to the Staff form.

If the staff member is in use in a schedule plan, the delete action is denied and you are warned with
the following message ...

DBI Staff Scheduler 77



il Sraiff Se izl Wiy - Ualais fppuluy=zs j]

Staff member is in a schedule, Please remowve staff member From all schedules before deleting.

Only staff members that are not in any schedule plans can be deleted. The alternative to deleting a
staff member is to set their active switch to false (uncheck the Active check box). In this fashion the
staff member cannot be used for any new schedule plans, as it will not be listed in the Staff list in the
Schedule Plan worksheet.

View Schedule

Pressing the View Schedule button allows you to quickly view a calendar of the schedule plan
assignments for the selected staff member. To view the schedule of a staff member, select the staff
member from the list by using the up and down arrow keys, typing the last name of the staff
member into the Find Staff member text box, or scrolling the list up or down using the scroll bar
thumb at the right of the list and clicking on the staff member to be viewed. Press the View
Schedule button. The Staff Schedule form is displayed showing the schedule plan assignments for
the selected staff member for the current month. You change the calendar by changing the “From”
and “To"” dates in the form. As the dates change, the calendar is updated. The calendar can be
printed at any time by pressing the Print button.
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e Sraff denzeils - e all= a

i Close
From: [Mon, December 1/2003 H To: [December z8/2003 H Print =
Mon. Tue. Wed. Thu. Fri. Sat. Sun.
Dec. 1/2003 2z 3 4 3 1} F
g 9 10 11 12 13 14

S:00pm-11:00prm |S:00pm-11:00pm |S:00pm-11:00pm
KITCH/FCOOK KITCH/FCOOE KITCH/FCOOK

15 16 17 18 19 20 21
idS3am-2i00pm idTam-2:100pm
LOUNG/BARTD LOUNG/EARTD
2:00pm-2:00prm 2:00pr-2:00pm
LOUMG CASHR LOUMGICASHR

22 23 24 25 26 27 28

Pressing the Close button in the Staff Schedule closes the form and returns you to the Staff
maintenance form.

Schedule Exceptions

Pressing the Schedule Exceptions button allows you to create and maintain schedule exceptions for
the selected staff member. Schedule Exceptions allow you to enter dates and times the selected staff
member is not available for assignment in a schedule plan. To create/edit/delete schedule
exceptions for a staff member, select the staff member from the list by using the up and down arrow
keys, typing the last name of the staff member into the Find Staff member text box, or scrolling the
list up or down using the scroll bar thumb at the right of the list and clicking on the staff member to
which the exception(s) are to be attached. Press the Schedule Exceptions button. The Schedule
Exceptions form is displayed.

DBI Staff Scheduler 79



|
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Description

L [Mon, Dec 1 2003 wWed, Jan 7 2004 Daoctor's appointrment New
Tue, Dec 23 2003 Tue, Dec 30 2003 Christmas Haoliday o
Edit

Delete

*Description: |D|:u:t|:-r's appointment

From

*Date:|M|:|n. Decermber 1/2003 u *Tirne:|10:30 am [

To all Day [J vacation Request

*Date:|Wed, January 7/2004 = *Tirne:|01:00 prn [

To create a new “schedule exception” press the New button and enter the schedule exception
information. When you are finished entering the new schedule exception information press the Save
button to save the changes or the Cancel button to discard the changes.

To edit the information of an existing schedule exception, select the schedule exception to be edited
in the list by using the up and down arrow keys or scrolling the list up or down using the scroll bar
thumb at the right of the list and clicking on the schedule exception to be edited. Double-click on the
item or press the Edit button to put the form in edit mode. Change the schedule exception
information as required and press the Save button to save the changes or the Cancel button to
discard the changes.

To delete a schedule exception from the system, select the schedule exception to be deleted in the
list by using the up and down arrow keys or scrolling the list up or down using the scroll bar thumb at
the right of the list and clicking on the schedule exception to be deleted. Press the Delete button.
You will be prompted to confirm the deletion request.

| i S Seliadulr confinn |E3

Please confirm Delete Exception request ...

O | Cancel |

Pressing the OK button confirms the deletion request and the deletes the schedule exception from
the database. Pressing the Cancel button cancels the request and returns you to the Schedule
Exceptions form.

Pressing the Close button on the Schedule Exceptions form returns you to the Staff form.

Schedule Availability
Pressing the Schedule Availability button allows you to maintain the schedule availability for the
selected staff member. Schedule Availability describes the times within a day of the week a staff
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member is available for work. To create/edit/delete schedule availability for a staff member, select
the staff member from the list by using the up and down arrow keys, typing the last name of the
staff member into the Find Staff member text box, or scrolling the list up or down using the scroll bar
thumb at the right of the list and clicking on the staff member to which the availability is to be
attached. Press the Schedule Availability button. The Schedule Availability form is displayed.

[y
M

von AM
(o0 AM
(00 AM
(00 AM
V00 AM
(o0 AM
(00 AM
(00 AM
(o0 AM
Vo0 AM
(00 AM
(o0 AM
100 FM
von PM
(00 PM
(00 PmM
ton PM
v00 PmM
(00 PM
(00 PM
v00 PM
100 PM
(00 PM
11:00 PM

LY T RS N R 3 Y SR s N S

T
[ o

£ T w S N (R 1 (R < I S I

L8
]

| - dehzduls daikiuiley - M Al

All Day all Day Aall Day All Day All Day all Day All Day
Monday Tuesday wWednesday Thursday Friday Saturday Sunday
Available Available Available Available Available
m:0o0arm - 0:00arm - 0:00am - 0:00am -
12:00am 12:00am 12:00am 12:00am

Available
3:00prm -
12:00am

k__;_g"l

Close

To identify the staff member is available is all day, simply click on the All Day button at the top of

the appropriate day.

NOTE: If your organization requires a Position/Task be performed over midnight, the staff member
must be available on both days at the appropriate times.

To create availability other than all day, click on a start time and hold the mouse button down, drag
the mouse down the selected day until the availability end time is reached.

NOTE: The background of the selected area turns black to indicate it is selected.
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12:00 AM
1:00 AmM
2:00 AmM
3:00 AM
4
5

V00 AM
von AM

(o0 AM
1Z:00 PM

4.00 miea

Monday Tuesday

wed

Available
g:00am -
G6:00pm

Release the mouse button and a menu will appear ...

Monday Tuesday

vwednesda

12:00 4M

(00 AM

(00 AM

(00 AM

1
Z
3:00 AM
4
5

00 AM

3:00 A
200 AP
100 A
11:00 AM
1Z:00 PM
1:00 PM

SLmm mRa

Available
g:00arm -
G:00prn

Cancel

Available

k Add Aveailability:

Available
1:00prm -

Click on the Add Availability selection to add the availability.
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Monday Tuesday e

12:00 AM
(oo AamM
o0 AM
(00 ArM
(oo amM
(00 AamM
(00 AamM
(0o AM
oo ArM
(oo AamM
o0 AM

00 AM
17000 B

Available
& 00arm -
11:00am

Available
&:00arm -
&:00pmm

=l

L o T B N s I O I I

=
]

=
[y

Selecting Cancel from the menu cancels the activity.

To move an availability block, left mouse click and hold down on the side of the availability. The
cursor will change to a plus sign with arrows ...

Tuesday Wednesday Thursday Friday
Yvailable
ai00arn - :
Available
L1:00am 7:00am -
S:00pm
vailable | Available
L:00prn - 1:00pm -
n00prn Fi00pm

DBI Staff Scheduler

Drag the cursor to the desired new position and release the left mouse button.
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day Wednesday Thursday Friday Sal
ble
. &vailable
LI 7:00am -
5:00pm
ble Available
T - 1:00prn -
T F:00pm

To change an availability time, click the left mouse button on the top or bottom of the availability.

The cursor will change indicating it is ready to re-size the block ...

Continuing to hold down the left mouse button move the mouse up or down the day to change the

time.

Available

Fi00arm -
2:00prn

+[+

When you have finished setting the staff member’s availability, press the Close button on the form to

close it and return to the Staff form.

Pressing the Close button in the Staff form closes it and returns you to the main schedule planner

worksheet form.
Schedule Plan worksheet.
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Position/Wage

Selecting the Position/Wage option allows you to define the Default Hourly Rate overrides for the
selected staff member for any or all Positions/Tasks. To maintain the Position/Wage details for a
staff member, select the staff member from the list by using the up and down arrow keys, typing the
last name of the staff member into the Find Staff member text box, or scrolling the list up or down
using the scroll bar thumb at the right of the list and clicking on the staff member to be maintained.
Press the Position/Wage button. The Position/Wage form is displayed showing a list of the Default
Hourly Rate overrides for the selected staff member.

NOTE: If no Position/Wage details exist, the staff member’s cost is calculated using the Default
Hourly Rate as defined in the Staff Member’s profile.

2 MosituWaga Vel - Hieikrd Al 31
Default Wage: $7.45 Close
Position/Task Wage
Bartender $4.15 m
iCashier $7.55 Delete
Dishwasher $4.00

To add new Position/Wage details to the list press the Add button.
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Default Wage: $7.45 Close
Position/Task age
Bartender $5.15 Add
Cashier $7.55 Delete
Dishwasher $3.00
Save

Close -

N Cancel
Executive Chef T
Fry Cook
Grill Caool
Lead Coal
Line Cool:

Lunch Manager
Maintenance
Jpen

Salad Prep -

A new line is added to the list and a drop down list is presented from which to select the
Position/Task the detail describes.

NOTE: The list of Position/Tasks is limited to those active Position/Tasks for which no detail already
exists for the staff member.

Select the position/task by left mouse clicking or by using the Up and Down arrows and pressing the
Enter key.

When a Position/Task has been selected, the focus moves to the Wage field.

| i 1 T - - (A FY LR W

Dishwasher $£4.00
] Save

Cancel

Enter the hourly wage value and press the Save button to save the new record or the Cancel button
to discard the new record.
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Cashier | $?-55| Delete

Dishwasher $3.00

Save

Cancel

To change the Wage value for an existing Position/Wage detail, click on the wage to be changed and
enter the new value.

Default Wage: $7.45 Close
Position/Task Wage
Bartender $8.15 Add

| Delete
Dishwasher $8.00
Cpen $8.25

Pressing the Close button in the Position/Wage form closes the form and returns you to the Staff
maintenance form.

Revenue Budget

The Revenue Budget form is used to Add, Edit, or Delete daily revenue projections. The revenue
budget is used to calculate the labor burden reflected in the budget list in the list view object in the
main schedule planning form, and the Staff Cost report.
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Go To: |M|:|n. Septermber 152003 = Close
Budget Date Budget Revenue
Sun Aug 17,2003 $10,500,00 Add
Man &ug 15,2003 $10,500.00 Insert
Tue Aug 19,2003 $10,500.00 Delete
wed Aug 20,2003 $10,500.00
Thu Aug 21,2003 $10,500.00
Fri Aug 22,2003 $10,500.00
Sat Aug 23,2003 $10,500.00
Sun Aug 24,2003 $10,500.00
Mon Aug 25,2003 $10,500.00
Tue Aug 26,2003 $10,500.00
wed Aug 27,2003 $10,500.00
Thu Aug 28,2003 $10,500.00
Fri Aug 29,2003 $10,500.00
Sat Aug 30,2003 $10,500.00
Sun Aug 31,2003 $10,500.00
Man Sep 01,2003 0S00,00

The revenue budget form is designed to allow you to quickly capture/edit your budget. When the
form first opens, the last record at the bottom of the list is selected. You have the option of editing
the value, pressing the enter key to accept the value or selecting a different record in the list by
pressing the up arrow or selecting the record with the mouse. When the enter key is pressed on the
last record a new record is automatically appended to the bottom of the list, with the day
incremented by one and the revenue set to the previous day’s revenue. You can accept the value by
pressing the enter key or edit the value and then press the enter key.

NOTE: This behavior also applies when you are inserting records into the list where more than one
date has been deleted.

You can also delete one or many records by highlighting them and pressing the Delete key or by
pressing the delete button at the top left of the form.
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Go To: |Fr'i. Septermber 5/2003 = Close
Budget Date Budget Revenue

Sun Aug 17,2003 $10,500.00 Add
Man &ug 15,2003 $10,500.00 Insert
Tue Aug 19,2003 $10,500.00 Delete
Wwed Aug 20,2003 $10,500,00
Thu Aug 21,2003 $10,500.00

Fri Aug 22,2003 $10,500.00

Sat Aug 23,2003 $10,500,00

Sun Aug 24,2003 £10,500.00

Mon Aug 25,2003 $10,500.00
3 $10,500.,00

Fri &ug

Sat Aug ‘

Sun Aug 31,2003 $10,500.00
Mon Sep 01,2003 $£10,500.00
Tue Sep 02,2003 £10,300.00
Wed Sep 03,2003 $10,300.00
Thu Zep 04,2003 £10,300.00
Fri Sep 05,2003 £10,300.00

Once a record other than the last record in the list has been selected you can add a new record to
the bottom of the list by pressing the Add button.
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Go To: |Fr'i. Septermber 5/2003 = Close

Budget Date Budget Revenue

Sun Aug 17,2003 $10,500.00 m@

Man &ug 15,2003 $10,500.00 Insert

Tue Aug 19,2003 $10,500.00 Delete
2003 $10, B

Thu Aug 21,2003 $10,500.00

Fri Aug 22,2003 $10,500.00

Sat Aug 23,2003 $10,500,00

Sun Aug 24,2003 £10,500.00

Maon Aug 25,2003 $10,500.00

Tue Aug 26,2003 $10,500,00

Sun Aug 31,2003 £10,500.00

Maon Sep 01,2003 $10,500.00

Tue Sep 02,2003 $10,300.00

Wed Sep 03,2003 £10,300.00

Fri Sep 05,2003 $10,300,00

You also have the option of inserting records anywhere in the list where the dates are not contiguous
(i.e. where a series of dates have been deleted). To insert records into the list, select the highest
record in the list where the dates are missing, i.e. in the example below the dates from August 26"
to August 30" are missing. To insert the missing dates into the list, select the record for August 25™,
not the record for August 31% and press the Insert button or press the Insert key on the keyboard.
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Go To: |Fr'i. Septermber 5/2003 = Close
Budget Date Budget Revenue

Sun Aug 17,2003 $10,500.00 Add
Maon Aug 18,2003 $10,500.00 mS
Tue Aug 19,2003 $10,500.00 Delete
Wed Aug 20,2003 $10,500,00

Thu Aug 21,2003 $10,500.00

Fri Aug 22,2003 $10,500.00

Sat Aug 23,2003 $10,500,00

Sun Aug 24,2003 $10,500.00

Mon Adug 2 $10,500.00

Sun Aug 31,2003 $10,500,00
Mon Sep 01,2003 $10,500,00
Tue Sep 02,2003 $10,300.00
wed Sep 03,2003 $10,300,00
Fri Sep 05,2003 $10,300.00

NOTE: In order to insert records into the list you must select the record at the top of the missing
range. If you select a record below the range or a record where none are missing, you will be
notified that the insert will not be performed.
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Go To: |Fr'i. Septermber 5/2003 = Close
Budget Date Budget Revenue
Sun Aug 17,2003 $10,500.00 Add
Maon Aug 18,2003 $10,500.00 mS
Tue Aug 19,2003 $10,500.00 Delete
Wed Aug 20,2003 $10,500,00
Thu Aug 21,2003 $10,500.00
Fri Aug 22,2003 $10,500.00
Sat Aug 23,2003 $10,500,00
Sun Aug 24,2003 $10,500.00
Mon Aug 25,2003 $10,500.00
10500.00
Sun Aug 31,2003 $10,500.00
Mon Sep 01,2003 $10,500.00
Tue Sep 02,2003 $10,300.00
Wed Sep 03,2003 $10,300.00
Fri Sep 05,2003 $10,300,00

The newly inserted record is assigned the previous record’s date plus one and the revenue is set to
the previous day’s revenue. If you continue to press the insert button the next date in line will be
added to the list until all the missing dates are entered.

The “Go To" box at the top of the list allows you to quickly navigate to a date in the list. Enter a date
or select a date from the drop-down calendar. You can also drag the thumb on the right of the list to
scroll the list up and down.

When you are finished maintaining the Revenue Budget press the Close button to return to the main
schedule planning form.

Reports and Schedules

7 Day Schedule

The 7 Day Schedule Report is designed to provide a seven-day calendar view of all schedule plans
with staff assigned within a 7-day time period as defined by a Schedule From date. For each staff
member assigned in a schedule plan the information contained in this report includes by day;
scheduled start time and end time, department, position/task, and number of hours. The report also
gives a total for the staff member for the 7-day period, and a total for each day, and 7-day period,
for the report.
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Print Schedule

=

schedule From: [December 5/2003 H Department:|[all Departments H Close
Save as HTML
7 Day Schedule From: Monday , December 08f 2003 To: Sunday , December 14 2003 - all Departments
Staff Monday Tuesday Wednesday |Thursday Friday Saturday Sunday Total =
allen, Richard S:00p-11:00p |[S:00p-11:00p |S:00p-11:00p 18.00 hrs
KITCH/FCOOK |KITCH/FCOOK |KITCH/FCOOK
6,00 hrs 6,00 hrs 5,00 hrs

Arkinsian, 11:00a-00p (11:00a-53:00p |11:002-3:00p |11:002-5:00p | 11:00a-5:00p 20,00 hrs
Linda KITCH/GRILL |KITCHA/GRILL  |KITCH/GRILL |RITCH/GRILL |KITCHASRILL

&.00 hrs 6.00 hrs &.00 hrs 6,00 hrs 6,00 hrs
Eellow, Ron 4:00p-0000a 4:00p-0:00a 4:00p-0:00a 4:00p-0:00a 4:00p-0:00a 40,00 hrs

KITCH/SALAD |KITCH/SALAD |KITCH/SALAD |KITCH/SALAD |(KITCH/SALAD

.00 hrs .00 hrs .00 hrs 5.00 hrs 5.00 hrs
Berenson, S:00p-1:00a 10:00a-6:20p |10:00a-5:30p 25,00 hrs
Crawvid DINRM/SMMGR DIMRM/LMMNGR |DIMRMLMMNGE

5,00 hrs 2,50 hrs .50 hrs

Catlsan, 11:30a-4:00p 4,50 hrs
Andraw KITCH/SALAD

4,50 hrs
Christensaon, 100p-0:002 4i00p-0:00a 100p-0:002 4:00p-0:003 4 00p-0:002 40,00 hrs
Fred LOUNG/BARTD |LOUNG/BARTD |LOUNS/BARTD |LOUNG/BARTD |LOUNG/BARTD

.00 hrs .00 hrs .00 hrs .00 hrs 5.00 hrs
Coreston, Terry| 5:00p-11:00p |[5:00p-11:00p |S:00p-11:00p |5:00p-11:00p |S:00p-11:00p 40,00 hrs

DIMRMANAITS |DIMRMANAITS |DINRMANAITS |[DINRMANAITS |DIMRMAWAITS

6,00 hrs 6,00 hrs 6,00 hrs 6,00 hrs 6,00 hrs

11:00p-1:00a (11:00p-1:00a |11:00p-1:00a |11:00p-1:00a |11:00p-1:00a

DIMRMACLOSE |DIMRMSCLOSE |DIMRMACLOSE |DIMRM/CLOSE |DIMRMAICLOSE

2,00 hrs 2,00 hrs 2,00 hrs 2,00 hrs 2,00 hrs
Cosminson, 11:20a-6:00p |11:30a-6:00p |11:30a-&:00p |11:30a-6:00p |11:30a-6:00p 32,50 hrs
Barbara DIMNEMANAITS |DIMRMSWAITS |DIMRMAWAITS |DIMNEMAWAITS |DINRMAWAITS

&.50 hrs 6.50 hrs &.50 hrs 6.50 hrs 6.50 hrs
Cuthbertson, 11:30a-&:00p (11:30a-6:00p |11:30a-6:00p |11:30a-6:00p |11:30a-6:00p 32,50 hrs
James DINRMAAITS [DINEMWAITS |DIMNRMANAITS |DINEMWAITS |DINRM/WAITS

&.50 hrs 6,50 hrs &.50 hrs 6,50 hrs 6,50 hr=
D'Agostini, Si00p-1:00a S:00p-1:004 Si00p-1:00a Si00p-1:00a S:00p-1:004a 40,00 hrs
Richard DIMRM/SMMGR |DIMRMSSMMNGR DIMRM{SMMGR |DIMRMSSMMHGR DINEM/SMMNGR

.00 hrs .00 hrs 2,00 hrs .00 hrs 2,00 hrs
Crarbany, 200a-1Z:00p .00 hrs
Crystal DIMRMACPER

.00 hrs
De=zcartier, 10:30a-T:00p (10:30a-7:00p |10:30a-7:00p |[10:30a-7:00p |10:30a-7:00p 42,50 hrs
Alfanse KITCH/ECHEF |KITCH/ECHEF |KITCH/ECHEF |KITCH/ECHEF |KITCH/ECHEF

.50 hrs .50 hrs .50 hrs .50 hrs 5.50 hrs -

You can display a different 7-day view by changing the “From Date” at the top of the form. You can
also filter the schedule for one or all departments by selecting from the drop down list at the top of
the form.

Pressing the Print Schedule button allows you to print out the 7 Day schedule on a selected printer.
Pressing the Save as HTML button allows you to save the schedule as an html file. HTML files can
be published on a web site or shared as attachments in an email.

NOTE: The Save as HTML functionality defaults the save directory to the HTML directory under the
program’s installation. The file name of the html file is defaulted to “7DaySchedule” plus the start
date of the schedule i.e. "081703" plus a description of the department filter, in this case "All
Departments” plus the .html extension. Therefore in the above example the file (by default) would
be in the html directory below the installation directory of the application in a file called
“7DaySchedule081703AllDepartments.html”.

Pressing the Close button closes the form and returns you to the main schedule planner worksheet
form.

28 Day Schedule

The 28 Day Schedule Report is designed to provide a twenty-eight day calendar view of all schedule
plans with staff assigned within a 28-day time period as defined by a Schedule From date. For each
staff member assigned in a schedule plan the information contained in this report details by day the
scheduled start time and end time of the staff member
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| Schedule From: [December 1/2003

= Bepartment: 8]l Departments

IL;,:ii

Close

Erint Schedule
Save as HTML

28 Day Schedule From: Monday , December 01/ 2003 To: Sunday , December 28/ 2003 - All Departments

112008 1100|1120

112008

112008

December
|| staff o1 [0z [03 [o4 [os [oe (o7 Jog Joo [1o [11 [12 [13 [14 [15 [16 [17 [18 [19 [20 [21 [22 [23 [24 [25 [26 [27 [28 -
| [A&n, Fachand 5 D01 | G 00 | 65 1| | O 0 il £l 3 =
1100p11.00p| 11005 |11WP511Wpi11Wp:ﬂWpinni
I I I |7 o0 0 g
| | |m 007 05 00|
| | Bbiresian, Unda |1700a]17 00419 00419 004 11 008 1120411008 11004 11003 11003 [0 003 10 £a| [0 coa| 1000a|
| 05 00| 05 00| 05 00| 05 00| 05 00| U500y |05 00p| 05 00p( 05 00p) 25007 0 00p (D4 00| 04 00| 04 D0
104 Do e Dinp| |02 Do 06 v
00 00| 10 00p| 0 Sop| 10 00p]
Bamet, Rhesda I |0 00| HoEoa|
| |muupg o400y
| | B, Fian 4 110704 00| 04 00| 0 0| 04 01l 040 |94 00| B 00| 5% D0 04 0| | 10 ita| | 10oia|
| 0 003|020 003| 00 00a| 00 00a|00 005 00903 | 00 003 { 00 003 00 003 | 00 D03 | 0 00p 03 il
| |Bwrenzen. David o5 iR 10,0005 10005 50| 10 08| 10003| [ 1003 | oo
o1 0ia 06 30p| 08 0p 1 003 00:30p| 030 |t¢.ﬁ‘|‘.lpi 08 Dilp|
| |Cartenn, fndrea (117008 [ 71750 | T T T
o 00p (EEe
| [ichristenson, Fred |E50ip 4105 B41005 04 00p 4 0 {1430 | 063 0 063 0 063 0 63 0 I
00 008|040 00a| 00 00a| 00 00a| 00 008 0030 | 90003 | 00003 | 00003 | 00 0013 | |
1 1
Comets, Terry 5 00 | O 00 | O 00| 055 00p | C5 00p 05 0 p | £5 00p| £5 00p| 05 00p Eﬁ-ﬁlﬁlpi |
11.00p{11 00p| 11 00p| 11005 11 00p 1 00p | 1100p 11.00p| 11 00p[ 11 00p)
1100p[ 11 00p] 11 00p[ 11 00p] 11 00p T4 p | 11 00p{ 11 if0p] 11 00p |11 )
01 0| 01 Dida| 01 Diva| 01 Diva| 01 D i1 4 |1 i 1 | £ 01 1 |
| |Eozminzan, 11 21iia| 11 21iia| 11 iia| 11 2| 11 22 {1 zitka | 19 2Jifa| 19 Ji7a| 19 Ji0a| 11 08| I
| |Baibar 600|068 0| 08 Dip| 08 D0p| 053 D0p 05 0p | 053 00p| (53 00p| (53 00p mﬁﬂpi |
| [Cuthbertsen, | 142500 | 11500 1150 11 50 11 i |

You can display a different 28-day view by changing the “From Date” at the top of the form. You can
also filter the schedule for one or all departments by selecting from the drop down list at the top of
the form.

Pressing the Print Schedule button allows you to print out the 28 Day schedule on a selected
printer. Pressing the Save as HTML button allows you to save the schedule as an html file. HTML

files can be published on a web site or shared as attachments in an email.

NOTE: The Save as HTML functionality defaults the save directory to the HTML directory under the
program’s installation. The file name of the html file is defaulted to “28DaySchedule” plus the start
date of the schedule i.e. "081703" plus a description of the department filter, in this case "All
Departments” plus the .html extension. Therefore in the above example the file (by default) would

be in the html directory below the installation directory of the application in a file called

“28DaySchedule081703AlIDepartments.html”.

Pressing the Close button closes the form and returns you to the main schedule planner worksheet
form.

Print Staff Schedules

The Print Staff Schedules function is used to batch print staff schedules. You have the option of
printing schedules for a user-defined period of time for one, a selected group, or all staff members.
The Print Staff Schedules function uses all Schedule Plans that have an impact on the time period

defined by the “Schedule from” and “To" dates at the top of the form.
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When the form is first opened the “Schedule from” date defaults to the current date and the “To"”
date defaults to the current date plus the number of days defined in the System maintenance form as
the Schedule Length under the New Schedule Plan Defaults section.

-

| = Prnk stath schedples

Schedules from: [Mon, December 1/2003 =
To: |Sun. Decermnmber 7/2003 H
Zelect Staff: ERGEESE{ I Select Mone Preview:

Close

Staff member Selectedis
Richard allen

Linda Arkinsian
Fhonda Barnett
Fon Bellaw

David Berenson
Caroline Bettina
Thomas Bindell
william Braundell
Jalkob Brenson
Rena Bunningham
Andrew Carlson
Fred Christensan
Terry Careston
Barbara Cosminsan
James Cuthbertson
Richard D'&gostini
Crystal Darbany
Alfonse Descartier

I00O00O0000000000000000

Print Schedules

By default no Staff Members are selected for printing. To select staff members to print, click on the
Selected box to the right of the name or press the Select All button above the list of names.
Schedules will only be printed for those staff members whose Selected value is true.

NOTE: Pressing the Select None button unselects all the staff members in the list.
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Schedules from: [Mon, Decemnber 1/2003

To:|Sun, December 7/2003

Select Staff: A= 4:1] Select Mone

Staff member
Richard allen
Linda aArkinsian
Rhonda Barnett
Fon Bellow

David Berenson
Caroline Bettina
Thormas Bindell
Willliam Braundell
Jakab Brenson
Rena Bunningham
Andrew Carlson
Fred Christensan
Terry Coareston
Barbara Cosminsan
James Cuthbertson
Richard O'Agostini
Crystal Darbany
Alfornse Descartier

Selectedis

IEEFREREREEERRERREREEEE

Preview!

Close

Print Schedules

The Preview check box at top of the form allows you to preview a staff member’s schedule when the
staff member is highlighted in the list.
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| S Mring Sraffaeiizilas

Schedules from: [Mon, Decemnber 1/2003

To:|Sun, December 7/2003

Select Staff:  Select all

Linda aArkinsian
Rhonda Barnett
Fon Bellow

David Berenson
Caroline Bettina
Thormas Bindell
Willliam Braundell
Jakab Brenson
Rena Bunningham
Andrew Carlson
Fred Christensan
Terry Coareston
Barbara Cosminsan
James Cuthbertson
Richard O'Agostini
Crystal Darbany
Alfornse Descartier

Select Mone

Selectedis

IEREREREREEERRERRREREEEE

Preview!

%]

Close

Carribella Restaurant
Staff Schedule: Richard Allen
Schadule From Monday, Decernbay Q17 2003 to Sundzy, Decarnber OFF 2003

Fri Drec 05, 20032 : S:00pm-11:00prm Kitchen ... Fry Cook
[MOTE: Remember to bring clean apran,)

Sat Dec 06, 2003 ¢ S:00pm-11:00pm Kitchen .. Fry Cook

Sun Dec 07, 2003 ¢ S:00pm-11:00pm Kitchen ... Fry Cook

Print Schedules

Pressing the Print Schedules button at the bottom of the form sends the schedules for the selected
staff members to a selected printer.

NOTE: Time Bar notes (entered in the Time Bar edit form) are displayed under the schedule item
when printed in the Staff Member’s schedule.

Pressing the Close button at the top of the form closes the form and returns to the main schedule
plan worksheet.

Email Staff Schedules

The Email Staff Schedules form allows you to email staff members their schedules for any given
period of time. You have the option of emailing schedules for a user-defined period of time for one, a
selected group, or all staff members. The Email Staff Schedules function uses all Schedule Plans that
have an impact on the time period defined by the “Schedules from” and “To” dates at the top of the
form.

When the form is first opened the “Schedules from"” date defaults to the current date and the "To"”
date defaults to the current date plus the number of days defined in the System maintenance form as
the Schedule Length under the New Schedule Plan Defaults section. The Email Subject Line is
defaulted to the words “Schedule for” plus the “Schedules from” and “To" dates as defined at the top
of the form. You can override this enter any text you like for the subject line.
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u Close

| Request Read Receipt: [

Schedules fru:um:|M|:|n. Decernber 1/2003 u T|:|:|December 7/2003

Email Subject Line:|ScheduIe for Manday, December 01/ 2003 to Sunday, Decermber 07/ 2003

Select Staff: Staff member Email Address Se Select All
Richard allen co@net.com El colechiinne
Linda arkinsian co@net.com O k23
Fhonda Barnett coi@net.com O
Ron Bellow co@net.com O
David Berenson coi@net.com O
Caroline Bettina coi@net.com O
Thormas Bindell coi@net.com O
william Braundell O
lakob Brenson coi@net.com O
FRena Bunningham coi@net.com O
Andrew Carlson O
Fred Christensan coi@net.com O
Terry Coreston cc@net.com D
Barbara Cosminson coi@net.com O
lames Cuthbertson coi@net.com O
Richard O'agostini co@net.com O
Crystal Darbany O
alfonse Descartier ad@net.com O =

attach File:

Send Schedules

| Browse

By default no Staff Members are selected to receive their schedules by email. To select staff
members click on the Send box to the right of the email address or press the Select All button to
the right of the list. Only staff members whose Send check box is set to true will receive emails.

NOTE: Pressing the Select None button unselects all the staff members in the list.

NOTE: If a staff member has not been set up with an email address in the Staff Maintenance form

they will not be eligible for selection in the list (their check box will be disabled).
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Schedules from:|[Mon, December 1/2003 u To:[Sun, December 7/2003 u Close

Ernail Subject Line:|ScheduIe for Monday, Decermnber 01/ 2003 to Sunday, Decernber 07/ 2003 | Request Read Receipt: [

Selec:f.:gll
Select None

Select Staff: Staff member Email Address
Richard allen co@net.com
Linda arkinsian co@net.com
Fhonda Barnett coi@net.com
Fon Bellow coi@net.com
David Berenson coi@net.com
Caroline Bettina coi@net.com
Thormas Bindell coi@net.com
william Braundell

lakob Brenson coi@net.com
FRena Bunningham coi@net.com
Andrew Carlson

Fred Christensan coi@net.com
Terry Coreston cc@net.com
Barbara Cosminson coi@net.com
lames Cuthbertson coi@net.com
Richard O'agostini co@net.com
Crystal Darbany

alfonse Descartier ad@net.com

IROREREEORRORRREREE

4

Attach File: | Browse

Send Schedules

The Email Staff Schedules function also has the ability to request a Read Receipt when the staff
member opens the email. To activate the Request Read Receipt functionality, click on the Request
Read Receipt check box at the top right of the form. All emails will be sent with a request for a read
receipt.

The Email Staff Schedules function also has the ability to attach a file to the schedule email. This
could be used to distribute other schedule or non-schedule information with the schedule email. To
attach a file to the schedule emails enter the file name including the exact path to the file or press
the Browse button to invoke the file browser.
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Select the file to attach to the emails and press the Open button. You are returned to the Email
Staff Schedules form and the name and path to the file are entered into the Attach File text box.

e

Laak, ir: | 3 html

@ 7Dayschedulel 104024l Departrments, html

g

~| & Bk E-

@ TDayschedulel 208034l Departrents, htrml
@ 280aySchedule 1019034l Departments. hkml
@ 280avSchedulel 104024l Departrents. hkml

&]

@ schedulePlanByPosition 110402 to 111002kt

File name:

Files af type: |.-’-¥.II Files [*.7]

|28D ays chedule1 201034l Departments. html

[~ Open az read-anly

& SchadulePlanByStaff 11040

j Cancel

NOTE: Pressing the Cancel button cancels the browse action and returns to the Email Staff

Schedules form without selecting a file.

Schedules from:|[Mon, December 1/2003

i Enrail StaffiSchediles

To:|Sun, December 7/2003

Email Subject Line:|5chedu|e for Monday, December 01/ 2003 to Sunday, December 07/ 2003

Select Staff:

Staff member
Richard Allen
Linda Arkinsian
Fhonda Barnett

Faon Bellow

David Berenson
Caroline Bettina
Tharnas Bindell
william Braundell
lakoh Brenson
FRena Bunningham
Andrew Carlson
Fred Christensan
Terry Coreston
Barbara Cosminson
James Cuthbertson
Richard D'Agostini
Crystal Darbany
Alfonse Descartier

coci@net.com
coci@net.com
coci@net.com
coci@net.com
coci@net.com
co@net.com
co@net.com

co@net.corm
cc@net.com

cc@net.com
cc@net.com
cc@net.com
cc@net.com
cc@net.com

ad@net.com

Email Address

EE

IROREEREORRORREEREE

3

Close

| Reguest Read Receipt: [

Select all

Select None

Attach File:|C:‘xDeve|meent‘xdhi StaffScheduler\Wersion 2.5%htmN280aySchedulel20103 4l Depar‘tme|

Send Schedules
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When you have completed defining the parameters for emailing schedules, press the Send
Schedules button to email the schedules. The Send Schedules function compiles the schedules into
individual emails and sends the emails through your Internet Service Provider's SMTP server as
defined in the System maintenance form.

NOTE: If you have not set the “Mail Server Setup” values in the System maintenance form or if you
have set them incorrectly you will receive errors when you press the Send Schedules button. For
more information on setting the Mail Server information correctly, please see Maintenance — System.

Pressing the Close button at the top of the form closes the form and returns to the main schedule
plan worksheet.

Exception Report

The Exception Report indicates those dates and times a staff member cannot be scheduled as the
result of requested exceptions from the schedule. Examples of common occurrences that might be
considered exceptions include vacation, personal days off, doctor appointments etc. Exceptions are
entered by way of the Staff form found under Maintenance in the Main Menu or in the List View. The
exception report is useful in determining what staff is not available for a given schedule period. If
you attempt to schedule a staff member into a time slot that has been identified as an exception, a
scheduling conflict message will appear.

-

S Eaegutiug g gs k..g

From: |Fri. sugust 1/2003 H LEHDecember 31/2003] H [ vacation Requests Only Close
From: Friday , August 017 2003 To: Wednesday , December 31/ 2003 Print Report
Staff From To Description Vacation
Canrmorensaon, Candice Aug 11,2003 Aug 11,2003 Doctar's Appointrent

9:00am 11:00am D
Davidson, Debarah Sep 29,2003 Qct 03,2003 Second Week Of Holidays

0:00arm 11:5%pm E
Shead, Alan M, Sep 10,2003 Sep 10,2003 Dioctor's Appointment

10:00am 11:30am D

Qick 06,2003 Qct 10,2003 First week of Holidays

0:00am 11:59pm E

To change the period for the report change the “"From:” and/or “To:"” dates at the top of the form.
The report can also be filtered to report vacation requests only by toggling the Vacation Requests
Only check box above the report.

Press the Print Report button to print the report to a selected printer.

Pressing the Close button returns you to the main schedule planning worksheet form.

Staff List

The Staff List report is provides a list of staff complete with contact information. You can elect to
display all staff or only those that are marked as active.
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Show Active Staff Only Close
Staff List - Active Employees Only Print Report
Name Address Phone Other Email e
Canmorensan, 123 Anywhere Strest, fEEL) BEE-LEEE {EEE) EEL-LLEE coinet.com :
Candice Anywhere, MO EEE5E5EEE

Davidson, 455 Round the Block, fEEE) EEE-GEEE {EEE) EEE-EEEE dd@net.com

Deharah Anywhere, MO EEE55555

Devillardiss, 4-45 Anywhere Lane, fEEE) EEE-GEEE {5EEE} EEE-EEEE dd2@net.com

Dennis Anywhere, MO EEEEEESE

Jamiesaon, Janet
A

kKastewell,
kathering

Millerset, Mark

Mitchellawvik,
Michael

675 Somewhere Place,
snywhere, MO EEEEEESE

{555) 555-5555

Apt. 233 Someplace
Tower, Anywhere, MO
CSELEEEE

{555) 555-5555

{555) 555-5555

{555} EE5-EEEE kki@net. com

mimi@net.cam

mmaimnet.cam

The report can also be filtered to report Active Staff only by toggling the Show Active Staff Only
check box above the report.

Press the Print Report button to print the report to a selected printer.

Pressing the Close button returns you to the main schedule planning worksheet form.

Staff Hours Report

The Staff Hours Report provides the total hours scheduled for each staff member who is scheduled in
the selected time period. The report also totals the hours for all staff members over that same

period.

DBI Staff Scheduler
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I A Rlunrs Hadure

La

From:[Mon. December 1/2003 Bl To:[sun. December 7/2003 | ¥ | Close

Show Staff Detail [] Subtotal By Day [] Subtotal By Department Department List =

From: Monday , December 01/ 2003 To: Sunday , December 07/ 2003 Print Report
Staff Hours Scheduled =]
allen, Richard ig.00 |
arkinsian, Linda 30.00
Bellaw, Ran 40,00
Berenson, David 25.00
Carlson, Andrew 4.50
Christenson, Fred 40,00
Coreston, Terry 40.00
Cosminsan, Barbara 32.50
Cuthbertson, James 32.50
D' &gostini, Richard 40,00
Darbany, Crystal 3.00
Descartier, alfonse 42,50
Donaldson, Dennis 15.00
Finlavson, Linda 43,00
Fiorella, Christine 16.00
Gaither, Carla 40,00 X

-

DBI Staff Scheduler

To change the period for the report change the “"From:” and/or “To:" dates at the top of the form.
The report can also be filtered to Show or Hide the detail for each staff member by toggling the
Show Staff Detail check box above the report. The report can also provide a subtotal for each day in
the report by toggling the Subtotal By Day check box. The report can also provide a subtotal for
each department in the report by toggling the Subtotal By Department check box.

The drop down department list can be used to filter the report for one, a combination of selected, or
all departments. Click the check box beside a department to indicate you want it included in the filter
selection.

Press the Print Report button to print the report to a selected printer.

Tip: To check for potential overtime scheduling, select an appropriate date range, i.e. one week,
and show Staff Detail without Subtotal by Day or by Department. This will show the total numbers of
hours the staff members are scheduled to work in the one week time period.

Pressing the Close button returns you to the main schedule planning worksheet form.
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Position/Task Hours Report

The Position/Task Hours Report provides the total hours scheduled for each position/task that is
scheduled in the selected time period. The report also totals the hours for all positions/tasks over
that same period.

= Husiiiun s Flairs Haup

ﬁ

From:|Mon, December 1/2003 = To:[becember 7/2003 = Close
Show Position Detail Subtotal By Day Subtotal By Department Department List u
From: Monday , December 01f 2003 To: Sunday , December 07 2003 Print Report
Position Hours Scheduled *
Dining Room o
Monday December 01, 2003
Cashier 13.00
Close 4,00
Lunch Manager 9.00
Maintenance g.00
Open &.00
Supper Manager 5.00
W ait Staff 49.00
Total for Monday Decemmber 01, 2003 a7.00
Tuesday December 02, 2003
Cashier 12.50
Close 4.00
Lunch Manager 8.50
Maintenance g.00
DJpen 5.00 X

To change the period for the report change the “From:” and/or “To:” dates at the top of the form.

The report can also be filtered to Show or Hide the detail for each position/task by toggling the Show

Position Detail check box above the report. The report can also provide a subtotal for each day in
the report by toggling the Subtotal By Day check box. The report can also provide a subtotal for
each department in the report by toggling the Subtotal By Department check box.

The drop down department list can be used to filter the report for one, a combination of selected,

or

all departments. Click the check box beside a department to indicate you want it included in the filter

selection.
Press the Print Report button to print the report to a selected printer.

Pressing the Close button returns you to the main schedule planning worksheet form.

DBI Staff Scheduler
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Staff Cost Report

The Staff Cost Report provides the total cost of time scheduled for each staff member who is

scheduled in the selected time period. The report also totals the cost for all staff members over that
same period. For each day in the report, and the report in total the labor burden is reported as the
percentage of the revenue budget (for the day and in total for all days in the report) along with the

revenue budget.

NOTE: If you choose to subtotal by department the labor burden is not reported.

NOTE: The cost is calculated as the number of hours scheduled multiplied by the cost per hour as
captured in the staff member’s profile or their Position/Wage details in the Staff maintenance form.

For more information on the staff cost, please see Maintenance-Staff.

| o Srff Cust Ha o

%

From:|Mon, Decernber 1/2003 = To:[sun, December 7/2003 Close

Show Staff Detail Subtotal By Day [] Subtotal By Department Department List u

From: Monday , December 01/ 2003 To: Sunday , December 07/ 2003 Print Report
Staff Hourly Rate Hours Scheduled Cost =

Monday December 01, 2003 T
arkinsian, Linda {GRILL) $7.50 A.00 445,00
Bellow, Ron {SALAD) $7.50 .00 $60.00
Carlson, Andrew {(SALAD) $7.50 4,50 $33.75
Christenson, Fred (BARTD) $7.55 g.00 $60.40
Coreston, Terry (WAITS) $6.85 &.00 $41.10
Cosminson, Barbara {(WAITS) $8.50 6.50 $55.25
Cuthbertsan, James (WAITS) $7.50 6,50 $48.75
O'Agostini, Richard (SMNGR) $11.75 .00 £94.00
Darbany, Crystal (QFPEMN) $7.50 3.00 $22.50
Descartier, alfonse (ECHEF) $£25.00 3.50 £212.50
Donaldson, Dennis (W ATTS) $7.50 5.00 $£37.50
Finlayson, Linda (LMMNGR) $14.50 2.00 $£130.50
Gaither, Carla (WAITS) $6.65 &.00 $41.10
Gaither, Carla (CLOSE) $6.65 2,00 £13.70
Garrison, Helen {(QPEMN) $6.85 3.00 $20.55
Harrington, Mark {CASHR) $6.00 5.00 $30.00
Harrison, Tara (WwalITs) $6.85 7.00 $47,95
Indickers, Gary (GRILL) $7.05 &.00 $42.30 -

To change the period for the report change the “From:” and/or “To:"” dates at the top of the form.

The report can also be filtered to Show or Hide the detail for each staff member by toggling the

Show Staff Detail check box above the report. The report can also provide a subtotal for each day in

DBI Staff Scheduler
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the report by toggling the Subtotal By Day check box. The report can also provide a subtotal for
each department in the report by toggling the Subtotal By Department check box.

The report will also provide a labor burden calculation where possible. When a report is produced
sub-totaled by day, the report shows a labor burden calculation for the day ...

i =
I — Sraff Custplanurt ua

From:|Mon, December 1/2003 H To:[sun, December 7/2003 H Close

Show Staff Detail Subtotal By Day [] Subtotal By Department Department List =

From: Monday , December 01/ 2003 To: Sunday , December 07 2003 Print Report
Staff Hourly Rate Hours Scheduled Cost =
Thorlackson, Terry {(WAITS) $7.50 5.00 $37.50
Tarrelli, Dean (LIMNEC) $7.75 4.50 434 .85
Verian, William (SCHEF) $18.55 5.00 §14840 |
wiilliarns, Bethina (LIMEC) £7.50 5.00 £37.50
Wwindsor, Ewen (LIMEC) $7.25 3.00 $21.75
Total for Monday Decermber 01, 2003 131.00 $1,676.95

Labor Burden: 14,52% / Daily Revenue Budget: $11,500,00
Tuesday December 02, 2003

Arlansian, Linda (GRILL) $7.50 &.00 $45.00
Bellow, Ron {SALAD) $7.50 &.00 $60.00
Christenson, Fred (BARTD) $7.55 g.00 $60.40
Carestan, Terry (WAITS) $6.85 &.00 $£41.10
Carestan, Terry [(CLOSE) $7.50 2.00 £15.00
Cosminson, Barbara (WAITS) $5.50 f.50 $55.25
Cuthbertson, James (WAITS) $7.50 f.50 $45.75
D'Agostini, Richard (SMMGR) $11.75 5.00 £94.00
Descartier, alfonse (ECHEF) $£25.00 G.50 $£212.50
Donaldson, Dennis (WAITS) $7.50 5.00 $£37.50
Finlayson, Linda (LMMNGR) $14.50 G.50 $123.25

The drop down department list can be used to filter the report for one, a combination of selected, or
all departments. Click the check box beside a department to indicate you want it included in the filter
selection.

Tip: When department is used to break down the report, the summary line for the department will
show the cost as a percentage of the revenue budget when the report is sub-totaled by day. This is
an excellent way to monitor the labor cost of an individual department against the budgeted revenue.
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From:|Mon, December 1/2003 = To:[Mon. December 1/2003 = Close

Show Staff Detail Subtotal By Day Subtotal By Department Department List =

From: Monday , December 01f 2003 To: Monday , December 01/ 2003 Print Report
Staff Hourly Rate Hours Scheduled Cost ~

Dining Room -

Monday December 01, 2003
Caorestan, Terry $6.85 &.00 $41.10
Cosminsan, Barbara $4.50 6,50 $55.25
Cuthbertsan, James $7.50 6,50 $45.75
D'Agostini, Richard $11.75 &.00 $£94.00
Darbany, Crystal $7.50 3.00 $22.50
Donaldson, Dennis $7.50 5.00 $37.50
Finlayson, Linda $14.50 2,00 $130.50
Gaither, Carla $6.85 6.00 $41.10
Gaither, Carla $6.85 Z.00 $13.70
Garrison, Helen $6.85 3.00 $20.55
Harrington, Marl: $6.00 5.00 £30.00
Harrison, Tara $6.85 .00 $47.95
Sautheren, Mary $7.75 7.00 454 .25
Stanton, Dawid $7.55 .00 $60.40
Thorlacksaon, Terry $7.50 5.00 $£37.50
Total for Monday Decermber 01, 2003 a7.00 £735.05
Percentage of Revenue: 6,39% [ Daily Revenue Budget: $11,500.00 -

Press the Print Report button to print the report to a selected printer.

Pressing the Close button returns you to the main schedule planning worksheet form.

Help

The Help menu allows you to invoke the DBI Staff Scheduler online help in one of three different
modes and optionally display an “About” form that describes the version and licensing information of
the application running on your computer. Each of the help selections (other than the About) invokes
the help engine with the appropriate tab selected (Contents, Index, or Search).
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Maintenance |ﬂepu:ur't5 | Help M, Exit

Conkents

a3
Inde:x -
S 6]

Search Ak

Canmorenson, Candice

4:00p-B:00p

about dbi Skaff Scheduler AlE+A

T

Contents:

Index:

Search:

About DBI Staff Scheduler:

Displays the html help interface with the Staff Scheduler help file loaded
presenting the Table Of Contents. To view an item listed in the table of
contents simply click on the desired item.

Displays the html help interface with the Staff Scheduler help file loaded
presenting the Index. To view an item listed in the index click on it.

Displays the html help interface with the Staff Scheduler help file loaded
presenting the Search interface. To search for a word or phrase in the help file,
enter the search criteria in the keyword text box and press the List Topics
button. The search interface will present a list of topics related to your search
criteria. Select one of the topics by clicking on it.

Provides a description of the version and licensing information of your
installation of the DBI Staff Scheduler application.

dbi Staff Scheduler Licensing

The License Activation form is used to Unlock, Transfer, or Remove the dbi Staff Scheduler Software

application.

NOTE: This form is only displayed during the evaluation period, or if you toggle the Scroll
Lock on your computer keyboard before executing the application after it has been

licensed.

This form provides the interface by which you can unlock (license) the application, transfer the
license to a different computer, or remove the license from a computer for the staff scheduler

software.
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Actions
Cancel:

Continue:

Fields
MID:

Site Code:

Days Left:

Enter Application:

dbi Staff-Scheduler 25 SU N =]

k1L Site code
70I5F-31 45 F5E5-4E 29 G3g4a474
Dravs [eft: I 30
Uzes left | WA
% Enter application
Init code
" Unlock application I
) Transfenlicenze Mew Site code:
") Femove lizense I
Application status:
EvaLUATION Cancel | Cartinue 3 I

dbi techhologies inc. |

Closes the staff scheduler application without starting up the main form.

Executes the command selected in the radio button ... Enter Application,
Unlock Application, Transfer license, Remove license.

Machine ID Code. Automatically generated, unique to each computer.
Required to unlock the staff scheduler software.

Automatically generated, also unique to each computer. Required to unlock
the staff scheduler software.

Indicates remaining time left for evaluation of staff scheduler. Maximum
duration 30 days.

Allows entry into application.

Unlock Application: Select Unlock Application to permanently license staff scheduler after purchase

Transfer License:

Remove License:
Init Code:

and receipt of Init Code (please see below).

Used to transfer the license from one computer to another computer (please
see below).

Used to remove the license from a licensed computer (please see below).

Initialisation Code. Required to unlock (license) the application. Code is
provided by DBI after purchasing staff scheduler. Enter code here to unlock
the software (please see below).
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New Site Code: Required when software is being moved to another computer. Automatically
generated by staff scheduler when the software is run on a new computer.

Application Status: Indicates if the staff scheduler application is in evaluation mode or licensed
mode.

When you first run the DBI Staff Scheduler application after installing it, the License Activation form
is presented. While in Evaluation mode this screen will always be displayed when the application is
first started. Once unlocked (licensed), the form will only be displayed when the scroll lock key on
your keyboard is toggled on.

Unlock (License)

To purchase Staff Scheduler and obtain a valid Init Code to unlock (license) the application, follow
these easy steps:

Step 1: Go to the DBI Staff Scheduler Website, www.staff-scheduler.com. Click on the
“Purchase Staff Scheduler” link in the menu.

Step 2: Enter your MID and Site Code into the Purchase DBI Staff Scheduler web form. You can
copy (using the CTRL — C command) and paste (using the CTRL-V command) the MID
and Site Code values from the License Activation Form or you can enter the codes

manually.
dbi Staff-Schedu:l, =5 50 =0 x|
MID and Site Code
MID Site code “‘\.
( 705F-3148-F5B5-4E 29 g384a474

Uses left: I M AA

% Enter application

It code

™ Unlock application I

| Transfer izense MHew Site code:;

| Femove lizense I

Application statuz:

EviaLATION Cancel | Continue >>I

dbi technologies inc. |

Step 3: Enter your payment information

Step 4:  Submit the purchase request. DBI will send you a valid Initialization Code by email or fax,
whichever you prefer.
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Step 5: When you receive the Initialization code, enter it into the Init Code field beside the
Unlock application radio button.

IMPORTANT: Please make a hard copy backup of the Init code
(in a text file or hand written document) for your
records. The Init code is used to transfer the
license to a new computer from a licensed
computer or to remove a license.

dbi Staff-Scheduler 25 SU o ]

MID Site code

FDAF-31458-FEB5-4E29 33844474
D ays left I a3l
Uses left: | MNAS
™ Enter application
Init code
I DBIC-F1DFF347-5U25
) Transfenlicense Mew Site code;
| Hemove lizetse I

Application status:

EvalUATION Cancel | Cantinue >>l

dbi techhologies inc. |

Step 6:  Click on the Unlock application radio button and press the Continue>> button.
The application is now unlocked (licensed).
NOTE: Once unlocked, the License Activation form is not shown when starting the Staff Scheduler

software. To show the License Activation form after the software has been unlocked, press
the scroll lock (Scroll Lk) button on the keyboard before running the application.

Transfer License

The transfer license action is used to transfer a dbi Staff Scheduler license from one computer to
another computer. To transfer the dbi Staff Scheduler application license follow these steps ...

Step 1:  Install and run a copy of the dbi Staff Scheduler application on the new (target)
computer (B) to which the application is to be transferred.
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Step 2:

Step 3:

Step 4:

Step 4:

dbi staff-scheduler 25 sl 0] =]

NOTE: The License Activation form on the target computer (B) will display a "Site code
B" which is different from the Site Code on the original computer (A). The target
computer will require an Init Code to unlock the application.

Run the unlocked application on the original computer (A).

NOTE: Please be sure to press the Scroll Lock key on the keyboard before starting the
application on the original computer (A) in order to bring up the License
Activation form.

In the License Activation form on the original computer (A), set the "Init code" field to
the previously issued "Init code A" (the Init Code which was sent to you at the time the
software was purchased or last used to transfer the application to computer A), and set
the "New Site code" field to the "Site code B" value from the computer to which the
license is being transferred (computer B). Press the Continue >> button.

kID Site code
FDEF-3143-FEB5-4E 29 22844474
Diays left; | MAA
Uzes left; | MAA
™ Enter application
Unlock Init Code for
o Initcode | [+ priginal Computer
£ Mrach epplcatn [DBICF1DFF347-5U25 ? :

' Tranzfer licenze Mew Site code:

{~ Remove license |3D S851FE S

Application status:
LICENSED Cancel | [ Continue 3>

| Site code from
™ Computer B

| dbi technologies inc. |

The License Activation form displays a warning ...

dbi Staff-Scheduler 25 SU |

® License will be transferred ko another computer! Do ywou want to continue?

Yes Mo |

Press the Yes button to proceed with the License transfer. A dialog box with the new Init
Code for computer B is displayed.
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IMPORTANT: Do not press the OK button until you have copied
the new Init Code and made a backup of it somewhere (in a text
file or hand written document). Before pressing the OK button,
make sure the new Init Code is entered into the Init Code field in
the License Activation form on the new computer B and that it
unlocks the application correctly on the new computer.

dbi Staff-Scheduler 25 SU x|

M ew |nit code
DBIC-RE3CE430-50U25

Licenze succezsfully tranzfered to another computer!

Enter the new Init code in the License Activation form and use it to “"Unlock” the application on the
new computer (B). The license has been removed from computer A and transferred to computer B.

NOTE: The license transfer process will not delete or un-install the dbi Staff Scheduler application

from the original computer. The application reverts to locked mode. After a successful license

transfer, the dbi Staff Scheduler application on the original computer (A) will generate a

different Site code. A new, different Init code will be required unlock the Staff Scheduler
software on the original computer (A).

Please be sure to keep a hard copy of the new Init code to allow for future transfers of the
application license.

Remove License

The remove license action is used to remove a dbi Staff Scheduler license from a licensed computer
when applying for a refund. To remove a dbi Staff Scheduler application license follow these steps ...

Step 1:

Step 2:

Run the unlocked application on the licensed computer.

NOTE: Please be sure to press the Scroll Lock key on the keyboard before starting the
application on the licensed computer in order to bring up the License Activation
form.

Enter the Init code (used at the time the application was originally unlocked) and click on
the Remove License radio button.
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k1L Site code
FEEE-3B01-AC00-7E 9F EYEB3BDT
Dayz left; | M
Uses left | MéA
™ Enter application
- Init code
S ol larie [DBIC-04008151-5U25
" Transfer license Mew Site code:
. 5
Application status:
LICEMSED Cancel | Cartinue 3 I

dbi techhologies inc. |

Step 3: Click the Continue>> button to remove the license from the computer. You will be
warned the license for the application will be permanently removed from the computer.
Press the Yes button to remove the license.

dbi Staff-Scheduler 25 SU |

@ License will be permanently remowved From this computer! Do wou want bo continue?

Yes Mo |

Step 4: A dialog containing a Remove Code is displayed.

IMPORTANT: Do not press the OK button until you have
accurately copied the Remove Code and made a backup of it
somewhere (in a text file or hand written document). Before
pressing the OK button, make sure the Remove code is safely and
accurately recorded. The Remove code is required to receive a
refund for your license.
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dbi Staff-Scheduler 25 SU x|

Femove code
[DBFE3TRE

NOTE: The remove license process will not delete or un-install the dbi Staff Scheduler application
from the original computer. The application reverts to locked mode. After a successful license
removal, the dbi Staff Scheduler application on the computer will generate a different Site
code. A new, different Init code will be required unlock the Staff Scheduler software on the
computer.
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