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Emergency Services Scheduler

Definitions

Scheduling users is a complex task with each service having unique requirements to fulfill particular
staffing needs. This maniuaill 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 whs ioutinely staffed each month on one position.

Full Time (ABC / ABCD Shift): Any user who is assigned to a Sp@dfc) 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) dagycle. (i.e. A user who works Mond@giday or a pattern On, On, Off, Off)

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

RTO: Requestr Time Off

RTO Approval (1, 2, or 3): The assigned administrator who receives and appro¥es afFulY' S  dza SN a
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.

-lard-H QayY . 4 dnd-& ekt fo thé i throughout the scheduler. (ie Unit And Unit 12).

54K M A& adyzyeévyzdza ¢gA0K GKS ONBg OKAST 2N ez
choose Senior Medic rather than Crew Chief. Dashtipdrtner associated with that unit.

Icons:

# Edit the item you are viewing.

X Delete the item you are viewing.

Brad Goodman Solutions Page3



Emergency Services Scheduler

General Operations

You can use almost any browser that you like to access the scheduler. You are able to access the
scheduler from youwork 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 infoation 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 do i
keyboard.

I £t NBI R&

Kl @8

3.) Click on Tools> Internet Options
4.) Locate Browser Historp Settings> And Select Check For New Versions Of Stored Pages

Every Time | Visit The Webpage

Tesporary Interret Fles

far Faster vaewing laber

Aut=mabealy
Plewer

Turment locaaan:

Temporary Insemet Fles and Hissory Settings

Internes Exgiones 510 e Dogees o welioges, mages, and meda
Chadk For newer versone of stored pages:

& Every tme [ vist the webpage
Every S [ start Intemat Exploner

Dk apitn 45 il (55 DI NE)
Feommerded: 0-J50ME0

G mers Bracidppia e’ ocal Wicroms Ft iwirckes | Temporary

—

=

5.) Then @ck Ok Twice.

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

Brad Goodman Solutions

G§KS CAf Sz

O9RAUGZ +AS¢

Page4

Si

o



Emergency Services Scheduler

Administrative Menu

Administrative Menu

B ; alendar Options

&P Edit Today's Schedule &

& View Supervisor's Daily Report

b addaGr hi

[ﬁ Exclude Days From Time Off

I‘fﬂ Iime Cards

t] Time Stamps J Duick View

L Review Requests For Time Off

@- Review Reguests For Shift Swaps
& send Daily Schedule Shaete

% Member Options

& add New User
B edica user
Ll credentials
ﬁ Mass Madify User's Schedule
% Quer Time Check
.Ill. Year To Date Hours / View Part Timer Statistics

I*| Request For Time Off Overnde

N> vView/Edit Leave Summary (%)
\"» Add Holiday Hours To All Staff (=)

i Pagers (™)
@ 1o Notifications (=)

B System Options

% Backup & Compact Datsbases

5 view System Log

@F Generate Reports

W System Setup ()
bl File Manager (*)

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

Options{ 84 0SY LYF2NNIGA2Y X

FYR GKS { dzZLJISNIA &2 ND &

Brad Goodman Solutions

Page5

51

At E



Emergency Services Scheduler

Administrative Menu (Calendar Options)

e 9RAG ¢2RIeQa {OKSRdA SY | SNB &2dz ¢
dza SNaX &SS G(2RIe&Qa adlFFAY3I FyR I|F

/P Edit Todavs schedule & schedule. To edit another day yoan click on this link and then

§¥ it January Calendar choose another day.

Edit (Month name) Calendar: This link will bring up a full list of all
L add n Group S iKS RFréa 2F GKS Y2yuK FyR ly& weh
%5 Excude Davs From Time on addressed as well as any open positions throughout the month.
This page isaluable to ensure you have addressed all of the
schedule issues for the upcoming months.

s Wew Supervisors Daily Report

+ASg {dzZLISNDAEA2NDA 51 Afe& wSLER2NLY ¢
Daily Schedule that may be easier to check covetageighout
the day.

Add A Group Shift: This pagél 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 dées. (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 ofceacirence

that you wish to prevent.)

Time CardsThis link will shey 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 speif (12 &2 dzZNJ A SNIPAOS o6& dzaAy3
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
f1r0S SYLXt28SSQaovo

Review Requests For Time Off: Click here to $&&T@ 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 (Each supervisor gets a staffing sheet emailed to them each morning).
Clicking on this link will reend the daily staffing sheet.

Brad Goodman Solutions Page6



Emergency Services Scheduler

Administrative Menu (Member Options)
& Member Options Add New User: Create a new user profile in the scheduler.

Edit A User: Edit an etiigg user. You can search by user name,
badge number or email address.

Edit A User: Credentials: This will allow you to Add, Edit, Delete,
YR ! LILINR DS dzaSNDRa ONBRSYyUGAlIfaod

il al 43 a2RAFE | 45NDRa { OKSRdA SY | 2dz
e I dza S N & thaubngvdhg tdzeds eachiand every day.

h@dSNJ ¢AYS / KSO1Y 2dz Oy @ASg SI C

5

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. Thi link will show you that total number of worked hours.

View Part Time Statistic¥ou 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 Overridesdds 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.

+ASg 9RAG [SF@PS {dzYYINEB OLFT [SIFH@S {eadSYy 9yl of SRO
Vacaton, 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
GKS @SIFINE GKS aOKSRdzZ SNJ gAff y2idThskea&twewdalbw & | RR |
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 thos thek$cheduler to
Fdzi2YFGAOrtte OKSO]l GKS LI 3ISNER F2NI Fyeéd SNNBNE | YyR

RTO Naotifications: You can assign up to three personnel per employee to have access to approve or
deny RTO natifications. This pagil allow you edit your entire service RTO notifications rapidly.

Brad Goodman Solutions Page7



Emergency Services Scheduler

Administrative Menu (System Options)

El System Options Backup and Compact Databases: The scheduler will
automatically backup and compact itself when you
create each calendar. Should you want to verify th
backup, delete old backups, or create a new backup

% Backup & Compact Databases
I view System Log
-..:i Genearate Reports

W System Setup (*) before making large amounts of changes, this menu
W File Manager () will assist you.

View System Log: View all the transactions recorded
from the scheduler. This includes pages sent, log ins, edits, etc.

Generate Repogt The scheduler has an extensive reports menu that encompass Employee Rosters,
weth NBljdzSadas ! aSNna { OKSRdzZ Sax FyR xSKAOfS al Ay

File Manager: This will allow external access to update scheduler files.

Brad Goodman Solutions Page8



Emergency Services Scheduler

Administrat

system [nt

ive Menu (System Information/ 3 OPAOOEOI 0086 , 1 C(Q
20 e The System Information area will have important
o 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 Currg Calendar

B Supervisors Daily Log

=A =4 =4 4

¢KS {dzZLJSNIAaA2NNa 5FAfe [23 A& Ly FNBF G2 aSyR
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 ediccurred.

Brad Goodman Solutions Page9
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Adding A New User

Administrative Menu To add a new user, click on the Administrative Icon.

&8 Member Options o . ~ ~
R /I tA01 2y a! RR bSg | aSNE
Edit A User

9y iSNI 4GKS dzaSNDa ol R3IS ydzyo
— Numeric Value. The scheduler will check to make
' sure the badge number is available.

R AR AR COM

Corticason
Usar Lovel

Pait T

_ Hereyaz Oly 4SS GKS a¢KA& .| R3
7 1 @lAtroftSé Aa aK2sy®d LT @2
bdzYo SNJ I a ! f NBFRe .SSy ! asS|

1455
number and enter another number.

RORENOUTAtS Com Wiew Examelos

Cantdeaten -
Vv Lored = _ber'
P e

Frart Tima

Next, enter their First Name and Last Name inghace available.

SSN or ID: This is the ID that will be shown on the Time Card for your sEiGGINCHGINOIIISINg

social security numbers if at all possible.

Pager/Email Address: Enter the primary email address for this user. The defawdtfohgiour service
gAft | LIISI NI . 2dz Oly dzaS GKS a+AS¢6 9ELYLX S&aé¢ tAy

work. EINSIOENISHARINGENASINNRS] (=r<hbip the abifyNdZThadds thiS atbny € | R R
time to other addresses kktheir cell phone or personal email.

bSEGZ SyGdSNI GKS dzaSNRa OSNIAFAOFGAZ2Y D ¢KS RSTI dz
certification types, use the System SetapCertification Types & Required Credentials

bSEGE Sy SNIsidd. Udat iS adnalar Usér@igh no additional permissions. Administrator
will grant the user access to the Administrative Menu. This includes Editing Users, Viewing the Edit
{ OKSRdz S tIF3S8Sasx {dz2LJSNPA&a2NDRa 5FAfe& [23% wSLER2NIAaA S

If you choosethe 8N & ! O0S&da [SOSt & ' RYAYAAUGNI G2NE @&2dz ¢
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Emergency Services Scheduler

azal adZISNBA&2NE 6Aff KI OGS !

-l ' here
Access Level Administrative Access v
Admin Permissions {No Editing or Setup Permissions l; other ChOICeS are as fOIIOWS
P | NNo Editing or Setup Permissions
Status Primary Units (300-353) ONLY
7 S dary Units (400-499) ONLY , ~ e A~ A ~ w
piﬁ,"a",,“&e’:se&g;&m&m rab2 9RAGAY3I 2N { SlGdzld t SNXYA&4A
All Units Except ( 99) .
A8 Unis Excopt (400-459) user to make any changes to the schexlunits.
All Unts And System Seup
sremmemeeeet gt NRYENB L YAGAE [ NB OGKS FANEC

G{ SO2YRINE ! yAG&aE FITNBE (GKS GKANR FyR F2dz2NIK O2ad O

Gl €t dzyAda-o3p0 XKLt NR2YNINEo A wAlaveé gAftft FEft2g (KS dz&
positions outside the 30899 range.

G! €t dzyAda-nSEOKLIK SORNIRAMNEN ! yAG&A0E Attt | ff26 GKS
positions outside the 40899 range.

G!'ff dzyAlaé oAttt ft2¢ GKS dzaSNI G2 SRAG FEf (GKS dz

The last choice is Full dass 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, seletthe Status of the user.

Admmnatative ACCess v

e . {StSOG acdZtf ¢AYSéE F2N dza SNE&
FaTespocoSH __lx ABCD positions.

Select Status (FUllPan Tene)
B5C0 Shal)

Part Teme
524 Everyone Else)

{StSOG Gt NI ¢AYSé F2N dza SNE&

G{OGFFFe¢ F2NI FyezyS K2 A& iégnil FTFSR NB3Idz I NI

L¥ @2dz aSt SO0 acdzZf ¢AYSE 2N a{iGlFF¢ GKSy | FS¢ |

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

Brad Goodman Solutions Pagell



Emergency Services Scheduler

If you are assigning this user to a Scattered Ratal Unit then:

@ If you select a unit that uses a Pattern (ie The UNIT is defined with a Pattern (On, On, Off,
GKSy @&2dz gAft asSS aw2z2dadlrdAz2ylrt {dFNI 5148
ABCD for correct scheduling.)

lfyouseeth@ f 201 F2NJ w2dat dA2ylrt {dFNI 5FG§Ss SydaSsi
will only show if you select a unit that operates on a pattern. (System Sethgit Units). That unit ha|
an assigned pattern of how it operates (ie 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 schedt
work dates in blue and the off dates in white.

If you are unsure of this feature or the correct ddb 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.

bSEGS SYGiSNI GKS | LILINPRLNAEFGS G{KATGE F2NI GKS dza SN
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, BC, 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)

Onceallinfor F G A2y KlFa 0SSy SyGdSNBR> Of A01 d! RR 9YLX 2&8SS

The user can now log in with the Badge Number thuair password. Their initial password will
@ also be their badge number.

Brad Goodman Solutions Pagel?2



Emergency Services Scheduler

Editing a User

¢2 9RAG ' !'aSNE OfAO1l 2y GKS G9RAL
— i Member Options
Q}‘ Add New User
B Edit A User
-4l Credentials
ﬁﬁ Mass Modify User's Schedule
aﬁ’ Ower Time Cheack
Next, you an either pick the user from
e * GKS a{SIFNOK C2NJ ! aSNEx 2N
CNRBRY [Aaié
TowS a{SINOK C2NJ!aSN¥ OftA0O]l Ay (G(KAA ©02E |yR 06S83A)
number or email address. A list of found users will appear. Selecothectuserby clicking on their
name.
¢2 dzaS a{StSO0 ! aSNICNRY [AaGé¢ OtA0Ol 2y GUKS RNRLJ
2y GKS YSYoSNDa KSIR AO2y ySEG (G2 GKS RNRLI R24y
hyOS (KS dzaSNIDa LINRPFAfS Kbuldsde2 RSRX KSNB A& | NB
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 ¢CKS dzaASNRA FANRG Yyl YSOD
Last Name ¢CKS dzaSNRa fl1ad yrySo
Badge Number |¢ KA & A & adgk Sumbzavwhisidanosdeverything is referenced in the
(Login ID) scheduler. Each badge number must be unique. If the user is no longer activ|

badge number of the user will be-assigned to 9999999 (or the first available Ie
than 9999999) and free the pvious badge number up for another user.

Employee ID (Tim
Card)

This is the ID number that will also be shown on Time Cards. This value has
effect on any other aspect of the scheduler.

Active Status

Here you can change the user from Active to Ina&ctivLogin Disabled.

In-Active will rename the user to 9999999 (or the first available less than 9999
and free the previous badge number up for another user. All shifts will be
renamed to open shifts so that the positions are not leftfilied.

LoginDisabled will only prevent the user from logging in, but will not make any|
OKI'y3aSa (2 GKS dzaSNDa akKAFTFGao

Status

Select Full Time (ABC or ABCD) shift if the user works a specific shift date. S
Full Time (Non ABC or Non ABCD) shift if the user \agok$tern or specific day o
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.comYou can enter multiple addresses here with a ser

O2t2y aTé¢ 06SGsSSy SIHOK RRNFaaoe |3

Brad Goodman Solutions
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Emergency Services Scheduler

depending on the length of each email address.

Pager Reply
Address

This is the email address that pages will be seen from.eipg on your email
ASNISNRa O2y FAIAzNI GA2y T LI IS& Yl &
wiloverNA RS yé& dzaSNRa NBLX & | RRNBaao

Admin Access

This option will allow users to see the administrative menu. Editing and Syste
Setup and controlie by the Admin Permissions dialog.

Admin
Permissions

This will set the units that this user can edit. Other choices are as follows:

Gb2 9RAGAY3I 2N {Sidzld t SN¥Aaarzyaé oAttt y2a4 Fttz2
at NX Y| NE the fifshaindisecorid NdSt centers.

G{ SO2yRINE !'yAGaé INB GKS GKANR yR F2d2NIK O24i
! £t dzyAla-oSEOXLIt NB2NINEBo AW AG&VE sAff Ef28 (KS

outside the 306399 range.

! ft  dzyor{@onSEO KLIY SO2yRIENE ! yAlGaveg eAaftf Lff2g (K
outside the 400499 range.

a!'tt dzyadaé sAft Fft2¢ GKS dz&ASNI G2 SRAG FEt GKS

The last choice is Full Access to edit all units arhter 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

This will control if the user can edit the credentials for each user including

Credentials ApprovingONB RSY (A f a @ ¢CKS dzaSNJ Ydzad | f
! RYAY tSN¥XYA&dZaAzyaé FNB y2i NBI dzi NX
AccessToEdit [¢KAA gAff O2yiNRf AF (GKS dz&aSNJ OFy

Vehicle Status

does not have to be enablddr this user to use this feature.

Access To Group
Paging

This will control if the user can send group pages (Botkdpfaned and custom
LJ 3Ay 3 INRdAzLIA O @ lff a! RYAy¢ | 0O0Sajq
RSALIAGS oKIG Aapddl&2adSy Ay (GKS dza SNJ

Certification

Select the appropriate certification for the user. Custom certifications can be |
through System Setw> Certification Types and Required Credentials.

Cellular Phone,
Home Phone,
Other Phone

¢CKAa Aa (KS dzatiSnNIha schegueiwill@at calk oy FilzeNthis fig
for pages.

Last IP Address

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

Reset Password

,2dz Oy NBaSi GKS dzaSNDa LI aagz2NR |

Shift Summary

Ths will provideaquick 221 G2 GKS dzaSNRa& 62 N] 3

hours worked

Private Profile

This feature is only available when the user is editing their own profile. This w
preventnord ! RYAYé adF FF FNRBY udkesS ayldmai K S
addresses.

Brad Goodman Solutions
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Emergency Services Scheduler

View All Station Assignments
I tA01 hy ¢KS daSYoSNmé Glo FyR GKSYy a+xAaSe¢ {dFdAazy

View Station Assignments You will see each shift and all the
personnel assigned to each unit. If you
need to edit a particular user, you can
e el click on heir name and the edit screen
— Sl === will appear for that user. Once you click
' e s 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 assignedo 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.

Stall & fon St Persoencl — , Below the ABC/D shifts, Staff and Non
— b MDA —_— Shift personnel will be shown. These are
positions that do not staff on a particular
AKATG RF&® O0AS a!é aKATOO

Ly GKA&a SEIFYLX SS GKS LRaAlGAZ2Y G{ KATFTG { dzZLISNIDA & 2 NE
unit has a particular pattern that it follows. (ie On, On, Off, Off). Esehwill have a corresponding
date of when the scheduler will start that pattern for each user.

9El YLX SY bSEG (2 (KS dzASNR& yIYS 620Ss &2dz 6Aff
that the user Last Name, First Name (1455) will bffestl 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 wderthe 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.

Thea SO2y R LRAaAAGA2Y ftA&GSR A&a 5ANBOG2ND ¢KA& G(GeLsS
not be shown, but rather the specific days in which the user is working will be shown. In this case you
4SS dazy ¢dzSTX 2SR ¢KdzZ CNAE¢ O

Thelastty® 2F a0l FFAYy3I Aa a[2y3 w2adldAz2ylt {4 FTFAyYyIE D
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 thenthe nextdsér I NIia I FGSNJ 0 KS FANERG dzd SN
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Emergency Services Scheduler

Editing Units
Click on System Setyp 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 gsa acthe system setup.

I T T T TS T I rm— | Y ou will see all
[ MansgementRoles(ioo209) |

*: Management Roles (100-299 i
ERMN csor i [ ro fsnrcswervece | o6eas | 2450 fpattam 1100 . th"j units that are
ESEEl- oo | o forector [ oewoo S0 SRMYTE W TvEY sk [ hon built for your
m.ﬂra: on 1 [ HNo ii'- tra Overtime | Q0800 | 24,00 .-‘\F CD Sheft I MNon: .
.-'\P.'r. on1 | Mo |cancalled | 0B:00 [ 0.00 [aeco shift [ nen service.

300-349)

e e T T T R T Management.
Station 1 Yos [Medic 10-1 [ 07:15 24,00 ABCD Shift | mone ROIeS are units
3nz--5.'“ Station 1 Yo :' 10-2 | 07:18 24.00 AECD ft | Ron
ElE i <t o 2 Yas :\dcd:: 20-1 | 07:15 24.00 ABCD Shift | None beIOW 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 pencilan. This is how you edit a particular unit. Next is the Station that this unit
o0St2y3a G209 {AYAEFN) adlrGdAz2ya gAff 0SS ANRAzZLISR (23
LI 3S o ¢KS ySEG O2fdzyy A& d&wSlpénits markddas RefuirgdRa T 2 NJ
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 whegéstinet a user

assigned. The SO2y R A& GKIG GKS dzyAia oAaff 0SS OKSO|ISR T2

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

ABCD ShiftUsers work their assigned shift (A or D)

Pattern / Scattered RotationalThe 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 nofnieys
and then the next user takes over this position. (ie A user is on call at nights for seven days and then
GKS ySEG dzaSNJ &adFNIa | FGSNI GKS FANRG dzaSNRa aSoSy

Specific Days Of The Weeldsers are assigned to only the days this upérates (ie Mondayriday)

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.

l'a @2dz Y20S R2¢y (GKS LI 3S3I &RrRaoshckriet nexits S&chfitkedzNI & ! y A
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 chargeof 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 M&mergency transport is in cost center #4)

Contact Brad to setup your cost centers.
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Emergency Services Scheduler

Adding A New Unit
At the bottom of the System

:':: l: | No B [ i i 0.00 i

— | T Roles division, you will see the
| T | | fabco s L

TR | T s total number of positions and

co— T [ p -

T e T P AL 0SS (2 4! RR bSs
To add a new position, Iocate the correct grouping you want the unit to be in. (ie Cost Center#1 300

349). The last unit in this Cost Centexsn810. The next available open Unit ID is 311). The scheduler

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

FyR Of A01 da!RR bSg !yAiileo ¢CKS dzyAl oAttt y2¢6 0SS |

To define the particulars ofts unit, click the pencil next to the unit name to edit the unit.
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Emergency Services Scheduler

Editing A Unit
Click on System Setup Edit Units and Stations

I - Click on the pencil edit icon
| Mo |Genera| Staffing | 08:00 next to the unit you want to

* Units & Vehicles (Cost Center 2 - 350-399) edit. We will use Medic 42
s o bl s e o 4o Aoy
for this example.

Edit Unit Information: (ID=10) Next,theuniQd LINRPFAfS gAff 0SS ft2F RSRO®
Unit Type ID: 309 Unit Type ID. This is the ID that ties the unit into a Cost Center.

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

Require Coverage: B linked to the Unit Type ID. If you want to change the costare
UnitName: SIS the unit is tied to, create a new unit and-asssign users to this
Color: #996600 9 new unit. (Member Tab> View Station Assignments Edit each

Start Time: 0715 ~ user as needed)
Hours Per Shift: 1225
shift Spiit Time:  IRERRG Station is a free text block that groups similar units together on

Staffing Method:  IEGIEL # the View Stations pagdJnits with he same address and contact
Kelly Day: None + information should use the same text here.

Update: Saved Update Unit

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

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

O2YLX SGS O2@SNY 3S 2y lhedudpadey AG 2y

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

¢t2RFeQa { OKSRdz S tI 3S
Staffing Method is how the scheduler will staff this unit. Choices are:
ABCD ShiftUsers work their assigned shift (A or D)

Pattern / Scattered RotationalThe 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 nofnieys

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

0KS ySEG dzaSNJ &G NI&a I FGSNI GKS FTANRG dzaSNDa

Specific Days Of The Weeldsers are assigned to only the days this opérates (ie Mondayriday)
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Emergency Services Scheduler

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 administisee account. Contact Brad to delete a unit.
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Emergency Services Scheduler

-AOO -1 AEAEAU 50A080 3AEAAOI A

¢KS YI &aa Y2 RA Ti®a fedzarsthlinatify in@tiolé SRidtst fd a user without having to edit
each day.This is particularly useful if you need to modify a user afterlyave already created the
Y2y GKQa OF f SYRI NI

Adding Users Shifts
CANRG &aStSOG (KS a !lframitheMyss Madigydzend A & K LJG 2 2 Y38 N¥ ¥ Qv dzR S
G458t S3GS¢ YR a4/ KFy3aSéo
2S gAff LISNF2N)Y (GKS da! RR¢ FOUA2y FTANRGO /| £t A0 a!
Next select the Personnel from the drdpwn
choices.

bSEGs aStSOG G(KS 4! aaraysSrR !y
This is the unit you want to add the user to.

Notice how
Gt FGGSNY {41 NI

this example.

Since the Assigned Unit is Shift Supervisor and the Shift Supervisaramnitt &t I 6 § SNy «k { Ol @
w2al GA2yFEé¢ dzyAlGS GKS al aada a2RATRYLE IAST BRS dy2ANT G)
K {OF GSNBR w2l dA2yIfé¢ grff GKS &aOKSRdzZ SNIJ I &l @2

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

GASe 20KSNJ dzA SNRA& LI GG SNy -aMembed> ielv 6t&tiondAdsigidrferksO | A y 3
FyR t221Ay3 i GKS RIGS ySEG G 2ClidkiKgdn tissogstiea y I YS |
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 Shiftdak. If this unit is a Pattern / Scattered Rotational unit, you should select

G! yAliQa {OKSRdzS 6{SS wAIKiGULED LF GKA& dzyAld Aa&a y
LI NOAOdzf I NJ AKATFO 2N a{ LISOA BMO (iKISe ¢ 86 12T oAk 3 2LINP(YeL
days (ie Mondayriday).
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