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Definitions  
Scheduling users is a complex task with each service having unique requirements to fulfill particular 

staffing needs.  This manual will serve as a reference for many of the questions and operations that 

occur.  This manual will define the typical operations that are applicable to most services.  Here are a 

few terms that are used throughout the scheduler. 

 

Full Time:  Any user who is routinely staffed each month on one position. 

Full Time (ABC / ABCD Shift):   Any user who is assigned to a specific 3 (ABC) or 4 (ABCD) day 

cycle. 

Full Time (Staff):  Any user who is assigned to any rotation other than a specific 3 (ABC) or 4 

(ABCD) day cycle.  (i.e. A user who works Monday-Friday or a pattern On, On, Off, Off) 

Part Time: Any user who is not routinely staffed on any position. 

RTO:  Request for Time Off 

RTO Approval (1, 2, or 3):  The assigned administrator who receives and approves a Fulƭ ¢ƛƳŜ ǳǎŜǊΩǎ 

request for time off and shift swaps. 

Administrator:  A user who had editing privileges in the scheduler.  Administrators can be assigned to  

 edit specific positions, all positions, and/or ability to modify the scheduler configuration. 

-1 and -нΩǎΥ  ¸ƻǳ ǿƛƭƭ ǎŜŜ -1 and -2 next to the units throughout the scheduler.  (ie Unit 1-1 and Unit 1-2).  

5ŀǎƘ м ƛǎ ǎȅƴƻƴȅƳƻǳǎ ǿƛǘƘ ǘƘŜ ŎǊŜǿ ŎƘƛŜŦ ƻǊ ȅƻǳǊ ǎŜǊǾƛŎŜΩǎ ŘŜǎƛƎƴŀǘƛƻƴǎΦ  {ƻƳŜ ǎŜǊǾƛŎŜǎ ƳƛƎƘǘ 

choose Senior Medic rather than Crew Chief.  Dash 2 is the partner associated with that unit.    

Icons: 

 Edit the item you are viewing. 

 Delete the item you are viewing. 
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General Operations  
You can use almost any browser that you like to access the scheduler.  You are able to access the 

scheduler from your work computer, home computer and even most data enabled cell phones.  We 

recommend you use FireFox® browser if available.   

 

When you make a change on the schedule, the change is effective immediately.  Should the 

changes not take effect, verify the information you entered was correct and no errors were 

shown.  If the changes still do not save correctly, follow the steps listed below. 

 

Note:  If you are using Internet Explorer please follow the following steps 

1.)  Start by running Internet Explorer 

2.) If you donΩǘ ŀƭǊŜŀŘȅ ƘŀǾŜ ǘƘŜ CƛƭŜΣ 9ŘƛǘΣ ±ƛŜǿ ŜǘŎ ¢ƻƻƭōŀǊ ǎƘƻǿƛƴƎΣ ǇǊŜǎǎ ǘƘŜ ![¢ ƪŜȅ ƻƴ ȅƻǳǊ 

keyboard. 

3.) Click on Tools -> Internet Options 

4.) Locate Browser History -> Settings -> And Select Check For New Versions Of Stored Pages 

Every Time I Visit The Webpage 

 

5.) Then Click Ok Twice. 

This will ensure that you have the latest updates with the scheduler at all times. 

  



Emergency Services Scheduler 
 

Brad Goodman Solutions Page 5 
 

Administrative Menu  

 

The administrative menu is divided into 5 sections:  Calendar Options, Member Options, System 

Options, {ȅǎǘŜƳ LƴŦƻǊƳŀǘƛƻƴΣ ŀƴŘ ǘƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ 5ŀƛƭȅ [ƻƎΦ 
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Administrative Menu (Calendar Options)  
9Řƛǘ ¢ƻŘŀȅΩǎ {ŎƘŜŘǳƭŜΥ  IŜǊŜ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ŀǎǎƛƎƴƳŜƴǘǎ ƻŦ 

ǳǎŜǊǎΣ ǎŜŜ ǘƻŘŀȅΩǎ ǎǘŀŦŦƛƴƎ ŀƴŘ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ǳǎŜǊΩǎ ǘƻ ǘƻŘŀȅΩǎ 

schedule.  To edit another day you can click on this link and then 

choose another day. 

Edit (Month name) Calendar:  This link will bring up a full list of all 

ǘƘŜ Řŀȅǎ ƻŦ ǘƘŜ ƳƻƴǘƘ ŀƴŘ ŀƴȅ w¢hΩǎ ǘƘŀǘ ƘŀǾŜ ƴƻǘ ōŜŜƴ 

addressed as well as any open positions throughout the month.  

This page is valuable to ensure you have addressed all of the 

schedule issues for the upcoming months. 

±ƛŜǿ {ǳǇŜǊǾƛǎƻǊΩǎ 5ŀƛƭȅ wŜǇƻǊǘΥ  ¢Ƙƛǎ ƛǎ ŀ ǎŜŎƻƴŘŀǊȅ ǾƛŜǿ ƻŦ ǘƘŜ 

Daily Schedule that may be easier to check coverage throughout 

the day. 

Add A Group Shift:  This page will allow you to add multiple personnel to a particular shift for a 

particular day.  (i.e. Con Ed session could schedule all users at one time) 

Exclude Days From Time Off:  You can prevent users from requesting a day off on a specific date or 

range of dates.  (i.e. Users can not request off  on Christmas per your policy.  You would enter the date 

that you want to Prevent users from taking off.  Currently, you must enter the date of each occurrence 

that you wish to prevent.) 

Time Cards:  This link will show the time cards specific to your service by using the schedule shift times.  

If your service is using Time Stamps to create the time cards, then choose the Time Stamps link below 

the Time Cards link. 

Time Stamps:  This link will show the time cards specifƛŎ ǘƻ ȅƻǳǊ ǎŜǊǾƛŎŜ ōȅ ǳǎƛƴƎ ǘƘŜ ǳǎŜǊΩǎ ¢ƛƳŜ {ǘŀƳǇ 

of when they logged in/out.   

Time Stamps:  Quick View:  This link will show a quick view of when users logged in or out (i.e. Check for 

ƭŀǘŜ ŜƳǇƭƻȅŜŜΩǎύΦ 

Review Requests For Time Off:  Click here to see all RTO requests and previously denied RTOs also. 

Review Requests For Shift Swap:  Click here to see the Shift Swap requests. 

Send Daily Schedule Sheets:  You can opt to have the scheduler automatically send a daily schedule 

roster to specific positions (ie Each supervisor gets a staffing sheet emailed to them each morning).  

Clicking on this link will re-send the daily staffing sheet. 
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Administrative Menu (Member Options)  
Add New User:  Create a new user profile in the scheduler. 

Edit A User:  Edit an existing user.  You can search by user name, 

badge number or email address. 

Edit A User: Credentials:  This will allow you to Add, Edit, Delete, 

ŀƴŘ !ǇǇǊƻǾŜ ǳǎŜǊΩǎ ŎǊŜŘŜƴǘƛŀƭǎΦ 

aŀǎǎ aƻŘƛŦȅ ¦ǎŜǊΩǎ {ŎƘŜŘǳƭŜΥ  ¸ƻǳ Ŏŀƴ ƳŀƪŜ ƳǳƭǘƛǇƭŜ ŎƘŀƴƎŜǎ ǘƻ 

ŀ ǳǎŜǊΩǎ ǎŎƘŜŘǳƭŜ ǿƛthout having to edit each and every day. 

hǾŜǊ ¢ƛƳŜ /ƘŜŎƪΥ  ¸ƻǳ Ŏŀƴ ǾƛŜǿ ŜŀŎƘ ǳǎŜǊΩǎ ǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ ƘƻǳǊǎ 

worked over a weekly period.   

Year To Date Hours:  The scheduler can calculate the total number of hours worked for a user over the 

entire year.  This link will show you that total number of worked hours. 

View Part Time Statistics:  You can view the percentage of how much you utilize each part time 

employee as compared to how many shifts they have entered as available. 

Request For Time Off Override:  Users must enter their RTOs in advance with most services.  Supervisors 

can over ride the constraints and enter a RTO for the user by using this feature. 

±ƛŜǿ 9Řƛǘ [ŜŀǾŜ {ǳƳƳŀǊȅ όLŦ [ŜŀǾŜ {ȅǎǘŜƳ 9ƴŀōƭŜŘύΥ  ¸ƻǳ Ŏŀƴ ŜŘƛǘ ǳǎŜǊΩǎ ǇǊƻŦƛƭŜ ƻŦ Ƙƻǿ Ƴŀƴȅ {ƛŎƪΣ 

Vacation, Holiday, Petty, and Comp (TFT) hours are available to each user. 

Add Holiday Hours To All Staff (If Leave System Enabled):  Since holidays fall on various days throughout 

ǘƘŜ ȅŜŀǊΣ ǘƘŜ ǎŎƘŜŘǳƭŜǊ ǿƛƭƭ ƴƻǘ ŀǘƻƳƛŎŀƭƭȅ ŀŘŘ IƻƭƛŘŀȅ ƘƻǳǊǎ ǘƻ ǳǎŜǊΩǎ ǇǊƻŦƛƭŜΦ  This feature will allow 

you to add these hours as needed.   

Fix Pagers:  Each service uses a particular type of email/paging component to talk to the server and send 

messages.  Should you ever find that the paging system is not working, click this link for the scheduler to 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƘŜŎƪ ǘƘŜ ǇŀƎŜǊǎ ŦƻǊ ŀƴȅ ŜǊǊƻǊǎ ŀƴŘ ǎǳƎƎŜǎǘ ǇƻǎǎƛōƭŜ ŜǊǊƻǊǎ ƛƴ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΦ 

RTO Notifications:  You can assign up to three personnel per employee to have access to approve or 

deny RTO notifications.  This page will allow you edit your entire service RTO notifications rapidly. 
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Administrative Menu (System Options)  
Backup and Compact Databases:  The scheduler will 

automatically backup and compact itself when you 

create each calendar.  Should you want to verify the 

backup, delete old backups, or create a new backup 

before making large amounts of changes, this menu 

will assist you. 

View System Log:  View all the transactions recorded 

from the scheduler.  This includes pages sent, log ins, edits, etc. 

Generate Reports:  The scheduler has an extensive reports menu that encompass Employee Rosters, 

w¢h ǊŜǉǳŜǎǘǎΣ ¦ǎŜǊΩǎ {ŎƘŜŘǳƭŜǎΣ ŀƴŘ ±ŜƘƛŎƭŜ aŀƛƴǘŜƴŀƴŎŜΦ 

File Manager:  This will allow external access to update scheduler files. 
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Administrative Menu (System Information / 3ÕÐÅÒÖÉÓÏÒÓȭ ,ÏÇɊ 
The System Information area will have important 

information for you.  Prompts include: 

¶ Scheduler License expiration 

¶ Notice of New RTOs Needing Approval 

¶ Notice of New Shift Swaps Needing Approval 

¶ Create The Next calendar 

¶ Publish The Current Calendar 

¢ƘŜ {ǳǇŜǊǾƛǎƻǊΩǎ 5ŀƛƭȅ [ƻƎ ƛǎ ŀƴ ŀǊŜŀ ǘƻ ǎŜƴŘ ƳŜǎǎŀƎŜǎ ōŜǘǿŜŜƴ ŀƭƭ ǎǳǇŜǊǾƛǎƻǊǎΦ  ¢Ƙƛǎ ƭƻƎ ƛǎ ǎǇŜŎƛŦƛŎ ǘƻ 

each day and is saved forever.  The scheduler will also automatically save the last person who edited 

the log and the time and date the edit occurred. 
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Adding  A New User 
To add a new user, click on the Administrative Icon. 

/ƭƛŎƪ ƻƴ ά!ŘŘ bŜǿ ¦ǎŜǊέ 

 

9ƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ōŀŘƎŜ ƴǳƳōŜǊΦ  ¢Ƙƛǎ Ŏŀƴ ōŜ ŀƴȅ 

Numeric Value.  The scheduler will check to make 

sure the badge number is available. 

 

 

Here yoǳ Ŏŀƴ ǎŜŜ ǘƘŜ ά¢Ƙƛǎ .ŀŘƎŜ bǳƳōŜǊ Lǎ 

!ǾŀƛƭŀōƭŜέ ƛǎ ǎƘƻǿƴΦ  LŦ ȅƻǳ ǎŜŜ ά¢Ƙƛǎ .ŀŘƎŜ 

bǳƳōŜǊ Iŀǎ !ƭǊŜŀŘȅ .ŜŜƴ ¦ǎŜŘέΣ ǾŜǊƛŦȅ ǘƘŜ ōŀŘƎŜ 

number and enter another number. 

Each user must have a unique badge number. 

 

Next, enter their First Name and Last Name in the space available.   

SSN or ID:  This is the ID that will be shown on the Time Card for your service.  I recommend NOT using 

social security numbers if at all possible.   

Pager/Email Address:  Enter the primary email address for this user.  The default choice for your service 

ǿƛƭƭ ŀǇǇŜŀǊΦ  ¸ƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ ά±ƛŜǿ 9ȄŀƳǇƭŜǎέ ƭƛƴƪ ǘƻ ǎŜŜ ǇƻǎǎƛōƭŜ ŎƘƻƛŎŜǎ ƘŜǊŜΦ  !ƴȅ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ǿƛƭƭ 

work.  L ǊŜŎƻƳƳŜƴŘ ǳǎƛƴƎ ǘƘŜ ǳǎŜǊΩǎ ǎŜǊǾƛŎŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  Users have the ability to change this at any 

time to other addresses like their cell phone or personal email. 

bŜȄǘΣ ŜƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ ŎŜǊǘƛŦƛŎŀǘƛƻƴΦ  ¢ƘŜ ŘŜŦŀǳƭǘ ŎŜǊǘƛŦƛŎŀǘƛƻƴǎ ŀǊŜ ƛƴ ǘƘƛǎ ƭƛǎǘΦ  ¢ƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ 

certification types, use the System Setup -> Certification Types & Required Credentials 

bŜȄǘΣ ŜƴǘŜǊ ǘƘŜ ǳǎŜǊΩǎ !ŎŎŜss Level.  User is a regular user with no additional permissions.  Administrator 

will grant the user access to the Administrative Menu.  This includes Editing Users, Viewing the Edit 

{ŎƘŜŘǳƭŜ tŀƎŜǎΣ {ǳǇŜǊǾƛǎƻǊΩǎ 5ŀƛƭȅ [ƻƎΣ wŜǇƻǊǘǎ ŜǘŎΦ 

If you choose the usŜǊΩǎ !ŎŎŜǎǎ [ŜǾŜƭ ŀǎ !ŘƳƛƴƛǎǘǊŀǘƻǊΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƳŜƴǳΥ 
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aƻǎǘ ǎǳǇŜǊǾƛǎƻǊǎ ǿƛƭƭ ƘŀǾŜ ά!ƭƭ ¦ƴƛǘǎέ ŀǎ ǘƘŜƛǊ ŎƘƻƛŎŜ 

here. 

Other choices are as follows: 

άbƻ 9ŘƛǘƛƴƎ ƻǊ {ŜǘǳǇ tŜǊƳƛǎǎƛƻƴǎέ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ǘƘƛǎ 

user to make any changes to the scheduled units. 

άtǊƛƳŀǊȅ ¦ƴƛǘǎέ ŀǊŜ ǘƘŜ ŦƛǊǎǘ ŀƴŘ ǎŜŎƻƴŘ Ŏƻǎǘ ŎŜƴǘŜǊǎΦ 

ά{ŜŎƻƴŘŀǊȅ ¦ƴƛǘǎέ ŀǊŜ ǘƘŜ ǘƘƛǊŘ ŀƴŘ ŦƻǳǊǘƘ Ŏƻǎǘ ŎŜƴǘŜǊǎΦ 

ά!ƭƭ ǳƴƛǘǎ ŜȄŎŜǇǘ ŦƻǊ όолл-офф κ tǊƛƳŀǊȅ ¦ƴƛǘǎύέ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ŀƭǎƻ ŜŘƛǘ [ŜŀǾŜ ǎƘƛŦǘǎΣ ŀƴŘ hǘƘŜǊ 

positions outside the 300-399 range.   

ά!ƭƭ ǳƴƛǘǎ ŜȄŎŜǇǘ ŦƻǊ όплл-пфф κ {ŜŎƻƴŘŀǊȅ ¦ƴƛǘǎύέ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ŀƭǎƻ ŜŘƛǘ [ŜŀǾŜ ǎƘƛŦǘǎΣ ŀƴŘ hǘƘŜǊ 

positions outside the 400-499 range.   

ά!ƭƭ ǳƴƛǘǎέ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ŜŘƛǘ ŀƭƭ ǘƘŜ ǳƴƛǘǎ ŦƻǊ ȅƻǳǊ ǎŜǊǾƛŎŜΦ 

The last choice is Full Access to edit all units and to enter the System Setup.  This should only be used for 

one, possible two personnel.  The average supervisor should not have access to this. 

(Note:  See Brad to configure the specific cost centers for your service.) 

 

Next, select the Status of the user.   

{ŜƭŜŎǘ άCǳƭƭ ¢ƛƳŜέ ŦƻǊ ǳǎŜǊǎ ǘƘŀǘ Ŧƻƭƭƻǿ ǘƘŜ !./ ƻǊ 

ABCD positions. 

{ŜƭŜŎǘ άtŀǊǘ ¢ƛƳŜέ ŦƻǊ ǳǎŜǊǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 

scheduled each month. 

{ŜƭŜŎǘ ά{ǘŀŦŦέ ŦƻǊ ŀƴȅƻƴŜ ǿƘƻ ƛǎ ǎǘŀŦŦŜŘ ǊŜƎǳƭŀǊƭȅ ōǳǘ ƴƻǘ ƻƴ ŀ !./ ƻǊ !./5 Ǉƻǎƛǘion. 

 

LŦ ȅƻǳ ǎŜƭŜŎǘ άCǳƭƭ ¢ƛƳŜέ ƻǊ ά{ǘŀŦŦέ ǘƘŜƴ ŀ ŦŜǿ ŀŘŘƛǘƛƻƴŀƭ ƛǘŜƳǎ ǿƛƭƭ ŀǇǇŜŀǊΦ 

Select the Unit that the user will be assigned to.  This will have every unit that has been built for your 

service.    
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If you are assigning this user to a Scattered Rotational Unit then: 

If you select a unit that uses a Pattern (ie The UNIT is defined with a Pattern (On, On, Off, Off) 
ǘƘŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ άwƻǘŀǘƛƻƴŀƭ {ǘŀǊǘ 5ŀǘŜέΦ  ¢ƘŜ ǳǎŜǊΩǎ Ǉƻǎƛǘƛƻƴ Ƴǳǎǘ ōŜ {ǘŀŦŦ ŀƴŘ bh¢ !./ ƻǊ 

ABCD for correct scheduling.) 
 
If you see the ōƭƻŎƪ ŦƻǊ wƻǘŀǘƛƻƴŀƭ {ǘŀǊǘ 5ŀǘŜΣ ŜƴǘŜǊ ǘƘŜ ŘŀǘŜ ǘƘŀǘ ǘƘŜ ǳǎŜǊΩǎ Ǌƻǘŀǘƛƻƴ ǿƛƭƭ ǎǘŀǊǘΦ  ¢Ƙƛǎ ōƭƻŎƪ 
will only show if you select a unit that operates on a pattern.  (System Setup -> Edit Units).  That unit has 
an assigned pattern of how it operates (ie On, On, Off, Off).  Each user must have a date where that 
pattern is to begin.  This can be any date in the past.    A calendar will appear showing the scheduled 
work dates in blue and the off dates in white. 
 
If you are unsure of this feature or the correct date to enter, try picking dates and advancing the date 
one day at a time until you have the correct schedule shown in the calendar. 
 

 

Next, select the appropriate person for RTO Approval #1, #2, and #3.  You only have to enter one person 

in RTO Approval #1.  #2 and #3 are optional. 

bŜȄǘΣ ŜƴǘŜǊ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ά{ƘƛŦǘέ ŦƻǊ ǘƘŜ ǳǎŜǊΦ  LŦ ǘƘŜ ǳƴƛǘ ƛǎ ŀ {ŎŀǘǘŜǊŜŘ wƻǘŀǘƛƻƴŀƭ ¦ƴƛǘΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ 

select any shift here.  If you service is 24/48 then you will see A, B, C or if your service is 24/72, you will 

see A, B, C, and D. 

Finally, if your service has the Leave system turned on, you will see spaces for Holiday, Sick, and 

Vacation accruals per Month or per Pay Period.  (If you do not have the correct values here, see System 

Setup -> Time Off Values)   

Once all inforƳŀǘƛƻƴ Ƙŀǎ ōŜŜƴ ŜƴǘŜǊŜŘΣ ŎƭƛŎƪ ά!ŘŘ 9ƳǇƭƻȅŜŜέΦ 

 

The user can now log in with the Badge Number and their password.  Their initial password will 

also be their badge number. 
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Editing a User 
¢ƻ 9Řƛǘ ! ¦ǎŜǊΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘ ! ¦ǎŜǊέ ƭƛƴƪΦ 

 

 

 

 

Next, you can either pick the user from 

ǘƘŜ ά{ŜŀǊŎƘ CƻǊ ¦ǎŜǊέ ƻǊ ǘƘŜ ά{ŜƭŜŎǘ ¦ǎŜǊ 

CǊƻƳ [ƛǎǘέ 

To uǎŜ ά{ŜŀǊŎƘ CƻǊ ¦ǎŜǊέ ŎƭƛŎƪ ƛƴ ǘƘƛǎ ōƻȄ ŀƴŘ ōŜƎƛƴ ǘȅǇƛƴƎ ǘƘŜ ǳǎŜǊΩǎ ŦƛǊǎǘ ƴŀƳŜΣ ƭŀǎǘ ƴŀƳŜΣ ōŀŘƎŜ 

number or email address.  A list of found users will appear.  Select the correct user by clicking on their 

name. 

¢ƻ ǳǎŜ ά{ŜƭŜŎǘ ¦ǎŜǊ CǊƻƳ [ƛǎǘέ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ ǳǎŜǊΦ  hƴŎŜ ǎŜƭŜŎǘŜŘΣ ŎƭƛŎƪ 

ƻƴ ǘƘŜ ƳŜƳōŜǊΩǎ ƘŜŀŘ ƛŎƻƴ ƴŜȄǘ ǘƻ ǘƘŜ ŘǊƻǇ ŘƻǿƴΦ 

hƴŎŜ ǘƘŜ ǳǎŜǊΩǎ ǇǊƻŦƛƭŜ Ƙŀǎ ƭƻŀŘŜŘΣ ƘŜǊŜ ƛǎ ŀǊŜ ǘƘŜ ŦƛŜƭŘǎ ȅƻǳ could see: 

Record ID This is a unique field for the scheduler to track all users.  This number is 
automatically assigned and cannot be edited. 

First Name ¢ƘŜ ǳǎŜǊΩǎ ŦƛǊǎǘ ƴŀƳŜΦ 

Last Name ¢ƘŜ ǳǎŜǊΩǎ ƭŀǎǘ ƴŀƳŜΦ 

Badge Number 
(Login ID) 

¢Ƙƛǎ ƛǎ ǘƘŜ ǳǎŜǊΩǎ ōadge number which almost everything is referenced in the 
scheduler.  Each badge number must be unique.  If the user is no longer active, the 
badge number of the user will be re-assigned to 9999999 (or the first available less 
than 9999999) and free the previous badge number up for another user. 

Employee ID (Time 
Card) 

This is the ID number that will also be shown on Time Cards.  This value has no 
effect on any other aspect of the scheduler. 

Active Status Here you can change the user from Active to Inactive or Login Disabled. 
In-Active will rename the user to 9999999 (or the first available less than 9999999) 
and free the previous badge number up for another user.  All shifts will be 
renamed to open shifts so that the positions are not left un-filled. 
Login Disabled will only prevent the user from logging in, but will not make any 
ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ǎƘƛŦǘǎΦ 

Status Select Full Time (ABC or ABCD) shift if the user works a specific shift date.  Select 
Full Time (Non ABC or Non ABCD) shift if the user works a pattern or specific day of 
the week.  Select Part Time if the user is not regularly scheduled each month. 

Pager Or Email Enter any valid email address.  This will be in the format 
youremail@yourdomain.com.  You can enter multiple addresses here with a semi 
Ŏƻƭƻƴ άΤέ ōŜǘǿŜŜƴ ŜŀŎƘ ŀŘŘǊŜǎǎΦ  ¦ǎŜǊǎ Ŏŀƴ ŜƴǘŜǊ н ƻǊ ŜǾŜƴ ǎƻƳŜǘƛƳŜǎ о ŜƳŀƛƭǎ 

mailto:youremail@yourdomain.com
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depending on the length of each email address. 

Pager Reply 
Address 

This is the email address that pages will be seen from.  Depending on your email 
ǎŜǊǾŜǊΩǎ ŎƻƴŦƛƎǳǊŀǘƛƻƴΣ ǇŀƎŜǎ Ƴŀȅ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ ŎƻƳŜ ŦǊƻƳ ŀ ǎȅǎǘŜƳ ŜƳŀƛƭ ǿƘƛŎƘ 
will over-ǊƛŘŜ ŀƴȅ ǳǎŜǊΩǎ ǊŜǇƭȅ ŀŘŘǊŜǎǎΦ 

Admin Access This option will allow users to see the administrative menu.  Editing and System 
Setup and controlled by the Admin Permissions dialog. 

Admin 
Permissions 

This will set the units that this user can edit.  Other choices are as follows: 
άbƻ 9ŘƛǘƛƴƎ ƻǊ {ŜǘǳǇ tŜǊƳƛǎǎƛƻƴǎέ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ǘƘƛǎ ǳǎŜǊ ǘƻ ƳŀƪŜ ŀƴȅ ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ ǎŎƘŜŘǳƭŜŘ ǳƴƛǘǎΦ 
άtǊƛƳŀǊȅ ¦ƴƛǘǎέ ŀǊŜ the first and second cost centers. 
ά{ŜŎƻƴŘŀǊȅ ¦ƴƛǘǎέ ŀǊŜ ǘƘŜ ǘƘƛǊŘ ŀƴŘ ŦƻǳǊǘƘ Ŏƻǎǘ ŎŜƴǘŜǊǎΦ 
ά!ƭƭ ǳƴƛǘǎ ŜȄŎŜǇǘ ŦƻǊ όолл-офф κ tǊƛƳŀǊȅ ¦ƴƛǘǎύέ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ŀƭǎƻ ŜŘƛǘ [ŜŀǾŜ ǎƘƛŦǘǎΣ ŀƴŘ hǘƘŜǊ Ǉƻǎƛǘƛƻƴǎ 
outside the 300-399 range.   
ά!ƭƭ ǳƴƛǘǎ ŜȄŎŜǇǘ for (400-пфф κ {ŜŎƻƴŘŀǊȅ ¦ƴƛǘǎύέ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ŀƭǎƻ ŜŘƛǘ [ŜŀǾŜ ǎƘƛŦǘǎΣ ŀƴŘ hǘƘŜǊ Ǉƻǎƛǘƛƻƴǎ 
outside the 400-499 range.   
ά!ƭƭ ǳƴƛǘǎέ ǿƛƭƭ ŀƭƭƻǿ ǘƘŜ ǳǎŜǊ ǘƻ ŜŘƛǘ ŀƭƭ ǘƘŜ ǳƴƛǘǎ ŦƻǊ ȅƻǳǊ ǎŜǊǾƛŎŜΦ 
The last choice is Full Access to edit all units and to enter the System Setup.  This should only be used for one, 
possible two personnel.  The average supervisor should not have access to this. 

Access To Edit 
Credentials 

This will control if the user can edit the credentials for each user including 
Approving ŎǊŜŘŜƴǘƛŀƭǎΦ  ¢ƘŜ ǳǎŜǊ Ƴǳǎǘ ŀƭǎƻ ƘŀǾŜ ά!ŘƳƛƴέ ŀŎŎŜǎǎ ǘǳǊƴŜŘ ƻƴΦ  
ά!ŘƳƛƴ tŜǊƳƛǎǎƛƻƴǎέ ŀǊŜ ƴƻǘ ǊŜǉǳƛǊŜŘ ǘƻ ōŜ ǎŜǘΦ 

Access To Edit 
Vehicle Status 

¢Ƙƛǎ ǿƛƭƭ ŎƻƴǘǊƻƭ ƛŦ ǘƘŜ ǳǎŜǊ Ŏŀƴ ŜŘƛǘ ǘƘŜ ǾŜƘƛŎƭŜ ǎǘŀǘǳǎ ƳŀƴŀƎŜǊΦ  ά!ŘƳƛƴέ ŀŎŎŜǎǎ 
does not have to be enabled for this user to use this feature. 

Access To Group 
Paging 

This will control if the user can send group pages (Both pre-defined and custom 
ǇŀƎƛƴƎ ƎǊƻǳǇǎύΦ  !ƭƭ ά!ŘƳƛƴέ ŀŎŎŜǎǎ ǇŜǊǎƻƴƴŜƭ ŀǊŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎƛǾŜƴ ǘƘƛǎ ŀŎŎŜǎǎ 
ŘŜǎǇƛǘŜ ǿƘŀǘ ƛǎ ŎƘƻǎŜƴ ƛƴ ǘƘŜ ǳǎŜǊΩs profile. 

Certification Select the appropriate certification for the user.  Custom certifications can be built 
through System Setup -> Certification Types and Required Credentials. 

Cellular Phone, 
Home Phone, 
Other Phone 

¢Ƙƛǎ ƛǎ ǘƘŜ ǳǎŜǊΩǎ ŎƻƴǘŀŎǘ ƛƴŦƻǊmation.  The scheduler will not call or utilize this field 
for pages.  

Last IP Address This is the last IP address that this user logged in from.  

Reset Password ¸ƻǳ Ŏŀƴ ǊŜǎŜǘ ǘƘŜ ǳǎŜǊΩǎ ǇŀǎǎǿƻǊŘ ǘƻ ǘƘŜƛǊ ōŀŘƎŜ ƴǳƳōŜǊ ǘƘǊƻǳƎƘ ǘƘƛǎ ƭƛƴƪΦ 

Shift Summary This will provide a quick-ƭƻƻƪ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ǿƻǊƪ ǎŎƘŜŘǳƭŜ ŀƴŘ ǘƘŜ ǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ 
hours worked 

  

Private Profile This feature is only available when the user is editing their own profile.  This will 
prevent non-ά!ŘƳƛƴέ ǎǘŀŦŦ ŦǊƻƳ ǎŜŜƛƴƎ ǘƘŜ ǳǎŜǊΩǎ ǇƘƻƴŜ ƴumbers  and email 
addresses. 
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View All Station Assignments  
/ƭƛŎƪ hƴ ¢ƘŜ άaŜƳōŜǊǎέ ǘŀō ŀƴŘ ǘƘŜƴ ά±ƛŜǿ {ǘŀǘƛƻƴ !ǎǎƛƎƴƳŜƴǘǎέΦ   

You will see each shift and all the 

personnel assigned to each unit.  If you 

need to edit a particular user, you can 

click on their name and the edit screen 

will appear for that user.  Once you click 

save changes on the edit page, you will be 

returned to this page. 

Any row in blue is a required coverage unit that the scheduler will automatically staff whether a person 

is assigned to it or not.  If no user is assigned to this position, a blank slot will be created to remind you 

to fill the position.  To edit these positions, see Edit Units and Stations. 

Below the ABC/D shifts, Staff and Non-

Shift personnel will be shown.  These are 

positions that do not staff on a particular 

ǎƘƛŦǘ Řŀȅ όƛŜ ά!έ ǎƘƛŦǘύΦ  

Lƴ ǘƘƛǎ ŜȄŀƳǇƭŜΣ ǘƘŜ Ǉƻǎƛǘƛƻƴ ά{ƘƛŦǘ {ǳǇŜǊǾƛǎƻǊέ ƛǎ ŀ ά{ŎŀǘǘŜǊŜŘ wƻǘŀǘƛƻƴέ ǇƻǎƛǘƛƻƴΦ  ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ 

unit has a particular pattern that it follows.  (ie On, On, Off, Off).  Each user will have a corresponding 

date of when the scheduler will start that pattern for each user.   

9ȄŀƳǇƭŜΥ  bŜȄǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ƴŀƳŜ ŀōƻǾŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ [ŀǎǘΣ Cƛ όмпррύ ŀƴŘ ǘƘŜ ŘŀǘŜ мκмκнлммΦ  ¢Ƙƛǎ ƳŜŀƴǎ 

that the user Last Name, First Name (1455) will be staffed on the pattern starting 1/1/2011.  They would 

work 1/1/2011 and 1/2/2011, then be off for 1/3/2011 and 1/4/2011.  The pattern would then repeat 

with the user working 1/5/2011 and 1/6/2011, then be off for 1/7/2011 and 1/8/2011.   

Another user may work the opposite days.  In their profile, their start date might be 2 days ahead or 

behind of this user (ie 1/3/2011)  So when the first user is working their two days on, this user would be 

off.  When the second user is off, this user would be working. 

 

The ǎŜŎƻƴŘ Ǉƻǎƛǘƛƻƴ ƭƛǎǘŜŘ ƛǎ 5ƛǊŜŎǘƻǊΦ  ¢Ƙƛǎ ǘȅǇŜ ƻŦ ǎǘŀŦŦƛƴƎ ƛǎ ά{ǇŜŎƛŦƛŎ 5ŀȅǎ hŦ ¢ƘŜ ²ŜŜƪέΦ  ¢Ƙƛǎ ǘƛǘƭŜ ǿƛƭƭ 

not be shown, but rather the specific days in which the user is working will be shown.  In this case you 

ǎŜŜ άaƻƴ ¢ǳŜΣ ²ŜŘΣ ¢ƘǳΣ CǊƛέΦ 

The last typŜ ƻŦ ǎǘŀŦŦƛƴƎ ƛǎ ά[ƻƴƎ wƻǘŀǘƛƻƴŀƭ {ǘŀŦŦƛƴƎέΦ  ¢Ƙƛǎ ƛǎ ǳǎŜŘ ǿƘŜƴ ŀ ǇŀǊǘƛŎǳƭŀǊ ǳǎŜǊ ƛǎ ǎǘŀŦŦŜŘ ƻƴ ŀ 

position for a certain number of days and then the next user takes over this position.   (ie A user is on 

call at nights for seven days and then the next user ǎǘŀǊǘǎ ŀŦǘŜǊ ǘƘŜ ŦƛǊǎǘ ǳǎŜǊΩǎ ǎŜǾŜƴ Řŀȅǎ ŀǊŜ ƻǾŜǊύΦ 

  



Emergency Services Scheduler 
 

Brad Goodman Solutions Page 16 
 

Editing Units  
Click on System Setup ς> Units and Stations.  If you do not have this link available, have an administrator 

who has System Setup privileges edit your account.  They can then grant you access to the system setup. 

You will see all 

the units that are 

built for your 

service.  

Management 

Roles are units 

below 300 and 

System Roles begin at 500.  You can see the ID in the first column.  This service begins at 200.   

Next you will see a pencil icon.  This is how you edit a particular unit.  Next is the Station that this unit 

ōŜƭƻƴƎǎ ǘƻΦ  {ƛƳƛƭŀǊ ǎǘŀǘƛƻƴǎ ǿƛƭƭ ōŜ ƎǊƻǳǇŜŘ ǘƻƎŜǘƘŜǊ ŦƻǊ ŘŜƳƻƎǊŀǇƘƛŎ ǇǳǊǇƻǎŜǎ ƻƴ ǘƘŜ ά±ƛŜǿ {ǘŀǘƛƻƴǎέ 

ǇŀƎŜΦ  ¢ƘŜ ƴŜȄǘ ŎƻƭǳƳƴ ƛǎ άwŜǉέ ǿƘƛŎƘ ǎǘŀƴŘǎ ŦƻǊ wŜǉǳƛǊŜŘ /ƻǾŜǊŀƎŜΦ  LŦ a unit is marked as Required 

Coverage, then two things will happen.  The first is that the schedule will make sure someone is staffed 

in this position.  If there is no one assigned, blank slots will be created every where there is not a user 

assigned.  The ǎŜŎƻƴŘ ƛǎ ǘƘŀǘ ǘƘŜ ǳƴƛǘǎ ǿƛƭƭ ōŜ ŎƘŜŎƪŜŘ ŦƻǊ ŎƻǾŜǊŀƎŜ ƻƴ ǘƘŜ 9Řƛǘ ¢ƻŘŀȅΩǎ {ŎƘŜŘǳƭŜ ǇŀƎŜΦ 

Next you will see Start Time, Shift Hours and the Staffing Rules.  The Staffing Rules can be one of the 

following: 

ABCD Shift: Users work their assigned shift (A, B, C, or D) 

Pattern / Scattered Rotational:  The unit operates on a particular pattern and each user begins the 

pattern on a specific date from their profile. 

Long Rotational:  This is used when a particular user is staffed on a position for a certain number of days 

and then the next user takes over this position.   (ie A user is on call at nights for seven days and then 

ǘƘŜ ƴŜȄǘ ǳǎŜǊ ǎǘŀǊǘǎ ŀŦǘŜǊ ǘƘŜ ŦƛǊǎǘ ǳǎŜǊΩǎ ǎŜǾŜƴ Řŀȅǎ ŀǊŜ ƻǾŜǊύΦ 

Specific Days Of The Week:  Users are assigned to only the days this unit operates (ie Monday-Friday) 

The last column is Kelly Day.  This is a specific day of the week that users will automatically be moved to 

leave and a blank slot inserted in place of the user. 

!ǎ ȅƻǳ ƳƻǾŜ Řƻǿƴ ǘƘŜ ǇŀƎŜΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŦƻǳǊ ά¦ƴƛǘǎ ϧ ±ŜƘƛŎƭŜǎέ ǿƛǘh a cost center next to each title.  

Depending on the setup of your service, these may or may not have units with in.  Units can be broken 

down into one of four cost centers.  This will make viewing and editing units much easier if one person is 

in charge of a specific group of units.  (ie EMS is in cost center #1, Fire Department is in cost center #2 

Communications is in cost center #3, and Non-Emergency transport is in cost center #4) 

Contact Brad to setup your cost centers. 
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Adding A New Unit  
At the bottom of the System 

Roles division, you will see the 

total number of positions and 

ŀ ǎǇŀŎŜ ǘƻ ά!ŘŘ bŜǿ ¦ƴƛǘ L5έΦ  

To add a new position, locate the correct grouping you want the unit to be in.  (ie Cost Center #1 300-

349).  The last unit in this Cost Center was 310.  The next available open Unit ID is 311).  The scheduler 

will automatically pre-fill the next open unit ID between 300 to 499.  Next, enter the name for this unit 

ŀƴŘ ŎƭƛŎƪ ά!ŘŘ bŜǿ ¦ƴƛǘέΦ  ¢ƘŜ ǳƴƛǘ ǿƛƭƭ ƴƻǿ ōŜ ŀŘŘŜŘΦ 

To define the particulars of this unit, click the pencil next to the unit name to edit the unit. 

  



Emergency Services Scheduler 
 

Brad Goodman Solutions Page 18 
 

Editing A Unit  
Click on System Setup -> Edit Units and Stations 

Click on the pencil edit icon 

next to the unit you want to 

edit.  We will use Medic 40-2 

for this example. 

Next, the unitΩǎ ǇǊƻŦƛƭŜ ǿƛƭƭ ōŜ ƭƻŀŘŜŘΦ  ¸ƻǳ ǿƛƭƭ ŦƛǊǎǘ ƴƻǘƛŎŜ ǘƘŜ 

Unit Type ID.  This is the ID that ties the unit into a Cost Center.  

You can not edit this field since all users assigned to this unit are 

linked to the Unit Type ID.  If you want to change the cost center 

the unit is tied to, create a new unit and re-assign users to this 

new unit.  (Member Tab -> View Station Assignments -> Edit each 

user as needed) 

Station is a free text block that groups similar units together on 

the View Stations page.  Units with the same address and contact 

information should use the same text here. 

Require Coverage tells the scheduler to create a blank slot in the 

calendar is no one is assigned to the unit and also to check for 

ŎƻƳǇƭŜǘŜ ŎƻǾŜǊŀƎŜ ƻƴ ǘƘƛǎ ǳƴƛǘ ƻƴ ǘƘŜ 9Řƛǘ ¢ƻŘŀȅΩǎ {Ŏhedule page. 

Color is the color that will represent this unit throughout the scheduler.  Click the pallet icon to see quick 

picks or enter any web based color. 

Start Time and Hours per shift defines the length of time the unit should be staffed by default. 

Shift Split Time is what time the unit will be divided into halves when using the split feature on the Edit 

¢ƻŘŀȅΩǎ {ŎƘŜŘǳƭŜ tŀƎŜ 

Staffing Method is how the scheduler will staff this unit.  Choices  are: 

 ABCD Shift: Users work their assigned shift (A, B, C, or D) 

Pattern / Scattered Rotational:  The unit operates on a particular pattern and each user begins the 

pattern on a specific date from their profile. 

Long Rotational:  This is used when a particular user is staffed on a position for a certain number of days 

and then the next user takes over this position.   (ie A user is on call at nights for seven days and then 

ǘƘŜ ƴŜȄǘ ǳǎŜǊ ǎǘŀǊǘǎ ŀŦǘŜǊ ǘƘŜ ŦƛǊǎǘ ǳǎŜǊΩǎ ǎŜǾŜƴ Řŀȅǎ ŀǊŜ ƻǾŜǊύΦ 

Specific Days Of The Week:  Users are assigned to only the days this unit operates (ie Monday-Friday) 
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The last choice is Kelly Day.  This is a specific day of the week that users will automatically be moved to 

leave and a blank slot inserted in place of the user. 

  

Deleting A Unit  
This feature is currently tied to the administrative account.  Contact Brad to delete a unit. 
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-ÁÓÓ -ÏÄÉÆÙ 5ÓÅÒȭÓ 3ÃÈÅÄÕÌÅ 
¢ƘŜ Ƴŀǎǎ ƳƻŘƛŦȅ ǳǎŜǊΩǎ ǎŎƘŜŘǳƭŜ is a feature to modify multiple shifts for a user without having to edit 

each day.  This is particularly useful if you need to modify a user after you have already created the 

ƳƻƴǘƘΩǎ ŎŀƭŜƴŘŀǊΦ 

Adding Users Shifts  
CƛǊǎǘ ǎŜƭŜŎǘ ǘƘŜ ά!Ŏǘƛƻƴέ ȅƻǳ ǿƛǎƘ ǘƻ ǇŜǊŦƻǊƳ from the Mass Modify MenuΦ  hǇǘƛƻƴǎ ƛƴŎƭǳŘŜ ά!ŘŘέΣ 

ά5ŜƭŜǘŜέ ŀƴŘ ά/ƘŀƴƎŜέΦ   

²Ŝ ǿƛƭƭ ǇŜǊŦƻǊƳ ǘƘŜ ά!ŘŘέ ŀŎǘƛƻƴ ŦƛǊǎǘΦ  /ƭƛŎƪ ά!ŘŘέΦ 

Next select the Personnel from the drop down 

choices. 

bŜȄǘΣ ǎŜƭŜŎǘ ǘƘŜ ά!ǎǎƛƎƴŜŘ ¦ƴƛǘέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ ŘƻǿƴΦ  

This is the unit you want to add the user to.   

 

 

Notice how 

άtŀǘǘŜǊƴ {ǘŀǊǘ 

5ŀǘŜέ ƛǎ ǎƘƻǿƴ ƛƴ 

this example.   

 

Since the Assigned Unit is Shift Supervisor and the Shift Supervisor unit ƛǎ ŀ άtŀǘǘŜǊƴ κ {ŎŀǘǘŜǊŜŘ 

wƻǘŀǘƛƻƴŀƭέ ǳƴƛǘΣ ǘƘŜ aŀǎǎ aƻŘƛŦȅ ǇŀƎŜ ŀǎƪǎ ŦƻǊ ǘƘŜ ǎǘŀǊǘ ŘŀǘŜ ƻŦ ǘƘŜ ǇŀǘǘŜǊƴΦ  hƴƭȅ ƛŦ ǘƘŜ ǳƴƛǘ ƛǎ άtŀǘǘŜǊƴ 

κ {ŎŀǘǘŜǊŜŘ wƻǘŀǘƛƻƴŀƭέ ǿƛƭƭ ǘƘŜ ǎŎƘŜŘǳƭŜǊ ŀǎƪ ȅƻǳ ŦƻǊ ǘƘƛǎ ǎǘŀǊǘ ŘŀǘŜΦ 

If you are unsure of what to enter in the Pattern Start Date, feel free to ask Brad for assistance.  You can 

ǾƛŜǿ ƻǘƘŜǊ ǳǎŜǊΩǎ ǇŀǘǘŜǊƴ ǎǘŀǊǘ ŘŀǘŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ aŀƛƴ aŜƴǳ -> Members -> View Station Assignments 

ŀƴŘ ƭƻƻƪƛƴƎ ŀǘ ǘƘŜ ŘŀǘŜ ƴŜȄǘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ ƴŀƳŜ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘƛǎ ǎŀƳŜ ǳƴƛǘΦ  Clicking on the question 

mark will also show you an example of other users staffed on this same unit. 

Next, select the Time and the Hours blocks for the new shifts. 

Next, select the Start Date and End Date of when you want to add these shifts. 

The last block is the Shift block.  If this unit is a Pattern / Scattered Rotational unit, you should select 

ά¦ƴƛǘΩǎ {ŎƘŜŘǳƭŜ ό{ŜŜ wƛƎƘǘύέΦ  LŦ ǘƘƛǎ ǳƴƛǘ ƛǎ ƴƻǘ ŀ tŀǘǘŜǊƴ κ {ŎŀǘǘŜǊŜŘ wƻǘŀǘƛƻƴŀƭ ǳƴƛǘΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ŀ 

ǇŀǊǘƛŎǳƭŀǊ ǎƘƛŦǘ ƻǊ ά{ǇŜŎƛŦƛŎ 5ŀȅόǎύ ƻŦ ǘƘŜ ²ŜŜƪέΦ  ά{ǇŜŎƛŦƛŎ 5ŀȅόǎύ ƻŦ ǘƘŜ ²ŜŜƪέ ǿƛƭƭ ǇǊƻƳǇǘ ȅƻǳ ǘƻ ǎŜƭŜŎǘ 

days (ie Monday-Friday). 


























