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Introduction:

ServicelLedger offers very flexible scheduling options for you to schedule your
resources for jobs. If you have read the Getting Started with the Service
Manager guide, you may already know some of the basic scheduling options
available to you. The purpose of this guide is to explain some of the more
advanced options from a scheduling perspective available to you.

With any of the scheduling options available to you, you have the ability to drag
and drop schedules from one technician to another, cut and paste schedules
from one day to another, or copy and paste to add another resource to the job.

Note: A common question of ServicelLedger is if you can schedule multiple
resources on the same day or different day for the same job. The answer is yes
and you have the flexibility to schedule for the same technician on multiple days,
or multiple technicians on the same or multiple days.

The Four Scheduling Options:

ServicelLedger offers four distinct service schedulers to schedule your jobs. The
following information is provided to give you an understanding of each option so
you can decide for yourself what option is best for you. It is recommended that
you default the scheduler via Scheduling Preferences under the Scheduling
tab for the scheduler that is most suitable to your needs (see Scheduling
Preferences for more information.)

The Dispatch Board:

Scheduling a job to the Dispatch Board is ideal for companies that need to
schedule a job for a specific day and for a specific technician, however you do
not require to schedule the job to a specific time. You also have the ability to
schedule jobs to Unassigned meaning no technician has been specified for the
job at the current time. The Dispatch Board is where you will also handle the
dispatching function of your organization and track the status and whereabouts of
your resources on any given day.
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The Slot Scheduler:

The Slot Scheduler is where you can define time slots or time windows you
schedule in. For example, if you give your customers a window of two or four
hours, etc., you can drop a job into the slot and ServiceLedger will track the
capacity of the slot for each technician to ensure you do not over schedule any
slot. You also have the ability to select Untimed and Unassigned if you don’t
know when or who will do the job. The Slot Scheduler is most often used by
residential service companies that schedule using time windows.
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The Time Scheduler:

The Time Scheduler allows you to schedule jobs to a specific time. You also
have the ability to select Untimed and Unassigned if you don’t know when or
who will do the job. For example, if you have a two hour job and you tell a
customer you will be at a location at 8 AM, you can use the Time Scheduler to
note that the job has a specific time associated with it.
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The Day (or Chart) Scheduler:

The Day Scheduler allows you to schedule a job across multiple days and is
useful if you have a job that will take more than one day to complete. For
example, you have a job that will take a week to complete and you want to
schedule the job over a one week period.
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Setting Up Your Scheduling Preferences:

Before you start to use the service scheduling or dispatching functions of
ServicelLedger, it is required that you setup your Scheduling Preferences. In
addition to the preferences, you must have Resources defined in ServiceLedger.

Click on the Dispatch Board option from the Navigator and click on

Preferences in the upper right hand corner to open the Scheduling
Preferences window.
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Enter your default Start of Day. Be sure to add the AM or PM at the end

after you enter the time.

Enter your default End of Day. Be sure to add the AM or PM at the end
after you enter the time.

Enter the Maximum Schedulable Hours for any technician on any day.
This is useful if you want ServiceLedger to flag you when you are over
scheduling any technician.

Under the Scheduling tab, click the default scheduler to use when you
launch the scheduler from a job by clicking on the appropriate scheduler.
Note: When you schedule a job from a work order, this is the scheduler
that will pop up by default avoiding the need to switch between schedulers
after the Service Calendar is opened.

Additional Options:

1.

2.

If you check Display a warning when a slot becomes overscheduled it
will flag ServiceLedger to warn you when you over schedule any slot.

If you check Warn me when | change an unassigned item’s time slot it
will warn you if you try to drag a job from unassigned to a technician into a
time slot different than what you promised the customer.

If you check Warn me when | change an untimed item’s technician will
warn you if you try to change the assigned technician for a work order.
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4. If you check Warn me when a job is taking longer than expected
(every x minutes it will flag ServiceLedger to open a reminder that the job
is running late. The notification will occur every x minutes depending
upon the number of minutes you enter.

5. If you check Allow me to add or change schedules that are in the past
ServiceLedger will allow you to create schedules in the past or modify
schedules from the past. This is useful if you want all jobs to be recorded
on the calendar and may need to go back into the past to create and
schedule the job.

The Display Tab:

The Display tab is where you can define the color-codes for the Slot Scheduler
to warn you when a slot is close to or is over scheduled.

Scheduling Display| Time: DeFinitiu:uns| Dispatch Statusl Dispatch Text |

Time slok load in the dispatch board should be displayed as:

(%) Different Colors Light Medium Heanwy
) Color Inkensity -
[ 1use a special color for overscheduled slots: -

[]show lines separating technicians in Chart Yiew

[ ]show load colors in Chart Yiew

Creating Time Definitions:

If you are going to use the slot scheduler to schedule via time windows, you can
create your own time slots under the Time Definitions tab.
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Click the Add button to add a new time definition.
Enter a Name and Description for the time definition.
Enter the Start Time for the time window.

Enter the End Time for the time window.
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Dispatch Statuses & Color-Codes:

Dispatch Statuses allow you to track the status on each job on the Dispatch
Board. A Dispatch Status can be used to track if a technician is traveling to a
job site, on a job site, leaving a job site, etc. Additionally, you can associate a
color to each dispatch status that will update the color of the job on the Dispatch
Board for each visual reference of the current status of the job.

| Schedulingl Display| Time DeFinitil:uns| Dispatch Stakus | Dispatch Text |

Mew Shatus Single-click to change walues, Double-click o modify color,

Skatus Mame |Desu:ri|:uti|:|n (read anly) |C|:|I|:|r | A
t one Ilse wWork Order Status
__|Mot Confirmed Zould not confirm schedule with custorme
| Confirmed Schedule has been confirmed with custor
| Dispatched Work order has been sent to technician
| Traveling Technician is en route to job site NOFFFF
Mo Show Cusktomer or required resource was not pOOFFE0
| &n Site Technician is currently at job sike FFa040
|| OfF Site Technician is tempararily away from job < w

1. Click on the New Status button to add a new dispatch status.
2. Enter a Status Name and Description.
3. Double-click on the Color to add a color for the dispatch status.

Dispatch Text:
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Dispatch Text allows you to define what information you want to see on the job
from the Dispatch Board. Since space is limited in each cell, you can define the
most important information you want to view in each job cell. The Dispatch Text
is summary information, however if you use the Job Information feature you are
able to get more detailed job information.

Dispatch Text is the text in each job cell as follows:

Barley, Renes
1022 Scheduled
ntirmed: 5.00 Hours

To change the Dispatch Text click on the Dispatch Text tab from Preferences.

| Scheduling| Displa':.f| Tirne Definitin:-nsl Dispatch Status| Dispatch Texk

[AcctMame] [AcctMumnber] [AcctMamme]
[WONUmber] [Wostatus] ['WORumber] [WOType]
[ScheduleTimeDur ation] [WStatus] [ COSkll]
[WOPriority ]
Flease type whatever wou want ba [WiOTerritory]
appear
on the dispatch board into the bext [SiteMumber] [Sitelame]
ared [Sitesddress1]
above. [Siteaddressz]
[SiteCiky] [SiteState]
[SitePaoskal]
[Biladdress1]
[Billaddress2]
[EillCitw] [Eillstate] [BillPostal]

1. Using the Dispatch Text cell, enter the option you want to add on each of
the three lines available. For example, you want to show Account
Number instead of Account Name and Work Order Priority instead of
Work Order Status. When you are finished it should look like below.

[AcctMumber]
[WwioMumber] [WOPiority ]
[Schedule Timelur ation]

If for any reason the Dispatch Text is not working properly, be sure to check that
the [ or ] bar is entered and the spelling of each field is correct. If any problems
continue, click the Reset to Default button to reset the Dispatch Text.

Understanding the Scheduling Mode:

Scheduling Mode refers to the state that ServiceLedger is in when you are on
the Dispatch Board or Service Calendars. If you are in the process of scheduling
a job from a work order and open the Dispatch Board or Service Calendar, you
will be in scheduling mode until you schedule the job by dropping it on a cell for
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the technician, day and time you want to schedule it for. If you have a job
attached to your mouse pointer as you are moving around, then you are in
scheduling mode. When you are in scheduling mode, you must first complete
the scheduling of the job before you close the Dispatch Board or Service
Calendar or no schedule will be created.

You can also be in scheduling mode if you drag a job, copy a job or cut a job as
ServicelLedger is going to need you to drop or paste the job before you are no
longer in scheduling mode. If you close the Dispatch Board or Service Calendar
prior to dropping or pasting the job, no schedule will be created.

Navigating To Different Days:

When you are on the Dispatch Board or any of the other schedulers, you can
navigate between different days by using the Date Selection date drop-down
box or the Previous or Next button. The Date Selection allows you to select a
specific date and the Previous and Next button will scroll to the previous day or
next day. The current day you are viewing is always captioned on the upper left
hand corner of the scheduler.

1192007 -] mews |

Tuesday, January 9, 2007

Scheduling Jobs:

There are many ways you can schedule jobs in ServiceLedger. Most jobs are
scheduled directly from the work order by clicking on the Schedule Tech button.
This method allows you to schedule immediately after you create the work order
in ServiceLedger. You can schedule one or multiple technicians to any job. You
may also elect to use the Scheduling Assistant from work orders to schedule
your jobs.

You can also use the Job Scheduler from the Dispatch Board to view existing
work orders that need to be scheduled, or may need to be rescheduled. Similar
to the Job Scheduler, ServiceLedger offers a Job/Work Order Roll-Over
feature that allows you to roll over uncompleted jobs from one day to the next.

The Equipment PM Scheduler and Task Scheduler can automatically schedule
jobs for you if you have Auto-Schedule turned on.

Scheduling Jobs from Work Orders:

From the work order you wish to schedule, click on the Schedule Tech button to
schedule the job.
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This will open the Dispatch Board or Service Calendar based upon your
preference and allows you to schedule the job. Note that you are in scheduling
mode when you schedule the job and the job will not be scheduled until you drop
the job onto the schedule by left-clicking to drop the job onto the schedule.
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You can confirm the schedule or click No if you want to keep the scheduler open.
Scheduling Jobs from Scheduling Assistant:

The Scheduling Assistant is a useful feature if you want to have your users
allow ServicelLedger to recommend schedule options instead of having users use
the scheduling calendars to schedule the jobs. This non-visual approach to
scheduling allows ServicelLedger to look at your existing schedules and
determine options based upon the preferences you define. It is useful for
organizations that does heavy scheduling and need to maintain optimal
scheduling efficiency or fill in the gap on existing schedules for technicians.

The Scheduling Assistant can only be used while you are in Scheduling Mode
meaning you have an “active” job available to schedule. It is recommended that
you click on the Scheduling Assistant from the job or work order you are trying
to schedule. You will not be able to open the Scheduling Assistant from the
Dispatch Board unless you are in Scheduling Mode.

On an existing work order or job, click on the Scheduling Assistant button in the
lower left-hand corner of the work order.
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This will open the Scheduling Assistant and allow you to enter additional
information before ServiceLedger provides you with scheduling options.

-

The zcheduling assistant recommends times based on existing zchedules,
allawing vau ta marinmize your scheduling efficiency.
Expected duration |1 hiowrs Charles 192007~
[~ In territory ~ 7.00 &M - S00AM
¥ Indates fiom |1/3/2007 | | Todd 1/3/2007
F00 Ak - 800 AM
to | 2/8/2007 ﬂ William 17942007
[~ Only during ) 700 AR - 2:00 At
[~ Techs with skil | |FErie 1/3/2007
00 AR - 800 AM
ot least "1 Charles 11072007
[ Only show tech ) 7.00 AM - SO0 AM (s
@ | ’ Cancel ] ’ Lze Selected
1. The Expected Duration will default to the Job Duration field you enter

manually or may be updated automatically from the Task Manager on the
work order.

If you want to filter by territory, click the In Territory checkbox and select
the territory from the drop-down box you want to filter on. This option will
only show you options for technicians who are already scheduled in the
specified territory.

If you want to filter by date range, click on the In Dates checkbox and
select a starting and ending date. This option will limit the date range
options and provide options during the date range specified.

If you want to filter by a specific time range, click on the Only During
checkbox and select the time range you want to schedule for. This option
will only show you options based upon the availability of the time range.

If you want to filter by technician skill, click on the Techs with Skill
checkbox and select the skill required for the job. This option will only
show you technician options based upon what technicians have the skill
required for the job. Additionally, you can select a Skill Rating that will
filter out any technicians that do not meet that specific rating required for
the job.
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6. If you want to filter by a specific technician, click on the Only Show Tech
checkbox and it will only show options available for that specific
technician.

7. When you have entered your filter criteria, click the Update Schedule
button to let ServiceLedger process scheduling options for you.

Selecting a Scheduling Option:

Once ServiceLedger has processed the scheduling options for you, you can
review the options and determine what option is best for the job. Click on the
option so that it is highlighted in blue and then click on the Use Selected button
to schedule the job.

Charles 1/9/2007 |
F00AM - 8:00 AM
Todd 1/9/2007
00 AM - 8:00 AM
William 1/8/2007
00 AM - 8:00 AM
Eric 1/9/2007
00 AM - 8:00 AM
Charles 1A10/2007
00 AN - 8:00AM |

Cancel ‘ I IJze Selected

Scheduling Jobs from the Job Scheduler:

The Job Scheduler Panel allows you to schedule jobs directly from the Dispatch
Board. This is useful for companies that create work orders and schedules the
work orders at a later time.

From the Dispatch Board, open the Job Scheduler Panel by clicking on the Job
Scheduler to the left of the Dispatch Board.

You can have the panel stick by clicking on the £ Thumbtack.

To unstick the panel, click on the % Thumbtack again. It will collapse to the left
after a couple seconds of delay.

13 of 26 © 2009 ServiceLedger, Inc. All Rights Reserved.



mclnse [ Refresh Q ﬂ?’ =

% : Job Scheduler i}
[ =]

& |'Waork Order Status ﬂ
S

o ||| Mame | ”~
a 1 1022 Barlew, Renee

= 1099 Zountrymide

1102 Balak, Mike
1103 Fisher, Jennifer
1106 Bank of America
1112 Barley, Rense
1113 Baker, Chris
1114 Balak, Mike
1116 Balak, Mike
1117 Abercrombie, Krisky
1121 Blackwel, Edward
1122 Wills, Daniel
1123 Bolinski, Rafal
1124 Joe Smith

1126 Barley, Rense
1127 Balak, Mike
1128 Barlew, Renee
1129 Barlew, Renee
1130 Bolinski, Rafal
1131 Burch, Jasan
1132 Andres, Criskina
1133 Balak, Mike
1134 Balak, Mike
1135 Burch, Jasan

113A Ratlew. Renee

1. You can filter the jobs by Work Order Status. For example, if you only

want to see new jobs, select New as the status or if you only want to see

past-due jobs, select Past-Due as the status.

The list will refresh based upon the status you select.

Select the job you want to schedule, left-click and hold the job to put

ServiceLedger in scheduling mode and drag the job to the cell you want to

drop in and unclick to drop the job to schedule it. You must schedule the

job by un-clicking it or no schedule will be created.

4. As you drag jobs off the Job Scheduler, the job will disappear from the
Job Scheduler list since it has been moved and scheduled.

wn

Rolling Over Jobs from Work Order Roll-Over:

The Work Order Roll Over feature allows you to roll over jobs from one day to
the current day or a day in the future. This feature is useful if you have a lot of
uncompleted jobs on one day and need to roll the jobs over to another day in one
step instead of having to go to each job and cutting and pasting to a new day.
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Click on the ca Work Order Roll-Over button to launch the Work Order Roll
Over window.

[ Work Order Rollover EE

The follawing wark, arders are niot scheduled for the future, but have no
rezolution. Please choose which ones pou would like to schedule.

| Checkal || Uncheckall | Status Fier | <alls >l
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v 1021 Scheduled  Unazsigned Untimed
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Rezchedule Date | 1/10/2007 ﬂ

(%) Rezcheduls for the above technician and time period
) Reschedule for the above technician, untimed

) Rezcheduls for unassigned, untimed

| Cancel | oK

1. The Status Filter allows you to filter to just the jobs you want to rollover
based upon the status of the job. For example, if you only want to see
past-due jobs, you can select Past-Due.

You can click the Check All button to check all jobs that need to rollover.
You can individually check jobs by clicking on the X checkbox to check the
job to rollover.

You can enter a Reschedule Date for the current day or a future day.

You can select the option you prefer to rollover the job.

a. Reschedule for the above technician and time period will
reschedule the job for the same technician and time originally
scheduled on the new scheduled day.

b. Reschedule for the above technician, untimed will reschedule
the job for the same technician in the untimed category.

c. Reschedule for unassigned, untimed will reschedule the job for
the new day and leave the technician unassigned and the time will
be untimed.

6. Click OK to reschedule the jobs.

w N

ok

Using Auto-Schedule:
The Auto-Schedule feature is a custom option you can setup if you wish to have

ServiceLedger automatically schedule new jobs onto the dispatch board. Itis
useful for companies that do preventative maintenance schedules, or have a job

15 of 26 © 2009 ServiceLedger, Inc. All Rights Reserved.



importer that is importing jobs for you, or if you allow customers to create jobs via
the Customer Portal. The purpose of the auto-schedule feature is to
automatically take new jobs created in ServiceLedger and schedule them based
upon the scheduling preferences you define on the work order.

When using the Auto-Schedule feature, it is important to note that ServiceLedger
will automatically schedule jobs based upon the Assigned To and Job Start date
you define when you create the work order. If no technician is assigned, or no
job start date is defined, then it will create a schedule for the current day and
leave the schedule unassigned and untimed.

To activate this feature, follow these instructions:

1. Administration | Administration and open the Administration
Window.

Click on ALT and F8 simultaneously to open the Global Preferences tab.
Click the Add button on the Global Preferences tab to add a new option.
Enter work_order.auto_schedule and set the value to 1.

Be sure to click in another row to ensure that the option is saved then
close the window.

abkwn

Scheduling Jobs from the Equipment PM Scheduler:

The Equipment PM Scheduler will allow you to schedule preventative
maintenance work orders for equipment due for service based upon the
frequency of service you define for the equipment. The Equipment PM
Scheduler can automatically create schedules for jobs created for preventative
maintenance if you have Auto-Schedule turned on. For more information on the
Equipment PM Scheduler see Getting Started with the Equipment Manager.

Scheduling Jobs from the Task Scheduler:

The Task Scheduler will allow you to schedule recurring tasks based upon the
frequency of service you define on the recurring task. The Task Scheduler can
automatically create schedules for jobs created for recurring tasks if you have
Auto-Schedule turned on. For more information on the Task Scheduler see
Getting Started with the Task Manager.

Adding New Jobs from the Dispatch Board:

Some companies prefer to view their schedules first before creating new work
orders. This is useful if you have a customer on the phone and they need to
know if you can do a job first before they will schedule it. ServiceLedger refers to
this as Reverse Scheduling since you are scheduling the job before you create
the work order.
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To add a new job, find the day, time and technician (based upon your scheduling
preference) and right-click on the cell to add the new job.

Click Add Work Order Here to add the work order. This will open the work order
and allow you to create the work order, however the work order will already be
scheduled for the technician on the date and time you specified on the scheduler.

John Preston Scott

Wils @ Hourz: 700 | “Wils: 2 Howrss 500 Wis: 2 Howrs: 11.00
1002 1002 1008
1225 High 1225 High 1227 Medium
Untimed: 5.00Hourz || Untimed: 5.00 Hours | Untirmed: 1.00 Hours
1013 1003 1003
1023 Medium 1229 Medium 1229 Medium
ntmed: 2.00 Howurz || Untimed: 0.00 Howrs | Untirmed: 10.00 Howrs

Ackions for this Technician » |
Dispatch Ackions
Rouke & Job Order r

add Worl Order Here

Copying Schedule for Recurring Schedules:

ServicelLedger provides a basic recurring schedule feature on the Dispatch
Board that allows you to recur a schedule based upon any frequency you select
for a single job. This is useful if you want to create a single work order that may
take several days to complete or require multiple visits over several weeks or
months. ServiceLedger strongly recommends that you use Recurring Tasks for
your recurring scheduling needs.

Click any job and right-click and select the Copy to New Dates option.
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Open Work Order
Complete Work Order
Print Work Order

Actions for this Technician ¥
Dispatch Ackions
Foute & Job Order ¥

Change Schedule Duration
Move ko Mew Date

Copy bo New Dates

This will open the Copy Schedule to Future window.

[ opy Scheduleto Future Ea

() Copy zchedule every day for the next days
[]5kip 5 aturday
[ 15kip Sunday

) Recur scheduls:

Ewvery |1 weeks for |1 OCCUITENCES

| Cancel | ok |

1. Enter if you want to copy the schedule over the next few days (useful if it
is a longer job) or if you want to recur the schedule.

2. For recurring schedules, enter the frequency and number of occurrences
ServiceLedger should schedule for.

Dragging & Dropping, Copying & Pasting & Cutting & Pasting
Jobs:

ServicelLedger provides the ability to drag and drop schedules, copy and paste
schedules and cut and paste schedules. As you drag schedules, copy or cut
schedules and paste schedules, all the scheduling information on the job will be
updated on the job. This feature allows flexibility in your scheduling to easily shift
jobs scheduled to one tech to another using any of the following options:

Dragging & Dropping Schedules:

You can drag any job scheduled to a technician to another technician or
unassigned on the same day by left-clicking on your mouse in the cell of the
schedule you want to drag and holding the job and dragging it over to another
technician and then dropping it into the cell by un-clicking the mouse. The job
will be attached to your mouse pointer to allow you to see the job you are
dragging from one cell to the other.
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Note: When you are dragging a job, it is required that you drop the job onto a
cell before you leave the scheduler. If you leave the schedule prior to dropping
the job, the job schedule is deleted.

Unaszigned
Wiz 5 Hours: 28.00

AW Subs
Wiz 1 Hours: 3.50

Eric
Wils 0 Hours: 0.00

John
Wiz 2 Hours: 7.00

Scott
Wiz 0Hours: 0.00

Preston
Wiz 1 Hours: 5.00

1003
1226 Medium
Untimed: 1.00 Hours

1010
1007 Medium
Untimed: 9.50 Hours

1008
1227 Medium
Untimed: 1.00 Hours

1010
1021 Medium
Untimed: 10.00 Hours

R 3060255
1105 High
Untimed: 16.00 Hours

1045
1107 Medium
Uwtirned: 0.00 Hours

Copying & Pasting Schedules:

1002
1225 High
Untimed: 5,00 Hours

1013
1023 Medium
Untimed: 2,00 Hours

1002
1225 High
Untimed: 5.00 Hours

1004
1022 Medium
Untimed: 5.00 Hours

You can copy any schedule for a technician and paste it to another technician on
the same or a different day by right-clicking your mouse on the cell of the
schedule you want to copy and selecting the Copy Schedule option. When you
copy a schedule you are adding resources to the same job, however the original
schedule will not change. This feature is useful if you schedule a job and then
want to add additional resources to the job by copying the job and pasting for the
other resources.
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Ilnazzigned Adwf Subs Eric
Wils B Hours: 2800 | WOz 1 Hours: 950 Wiz 0 Hours: 0.00

1003 1o

1226 Medium 1007 gl

Untimed: 1.00 Howrs | Untimed;  Open Work Order
1002 Complete Work Order

1227 Medium Print Work Qrder
ntired: 1.00 Hours

Ackions for this Technician » |

100 . Dispatch Ackions 3
1021 Medium Route & Job Order 3
ntired: 10.00 Hours

FANEOEER Change Schedule Duration
1105 High Movve ta Mew Date

Urtimed: 16.00 Haours Copy to Mew Dates

1043 Grab Schedule

1107 Medium

ntirmed: 0.00 Hours

Cut Schedule

Copy Schedule

Delete Schedule

add Work Order Here

After you have copied the schedule, you can click on another cell and right-click
on your mouse and select the Paste Schedule option.
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Preszton Scott Todd
Wiz 1 Hourz: 500 | WiOs: 0 Hours: 000 Wiz 0 Hours: C

1002
1225 High
ntimed: 5.00 Hours

Actions for this Technician ¥
Dispatch Actions »
Route & Job Order »

Paste Schedule

Add work Order Here

Note: If you copy a schedule, you must paste the schedule to another technician
to copy the schedule. If you close the calendar before you paste it, no copies of
the schedule will be made.

Cutting & Pasting Schedules:

You can cut any schedule for a technician and paste it to another technician on
the same or a different day by right-clicking your mouse on the cell of the
schedule you want to cut and selecting the Cut Schedule option. When you cut
a schedule you are removing the original technician from the job and adding
another technician. This feature is useful if you want to cut a job on one day and
add it to another day, however dragging and dropping the schedule is
recommended if you are doing it for the same day.
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Prezton Scott Todd
Wils: 1 Hours: 5.00 | W0Os 1 Hours: 1.00 | Wi0s: 0 Hours: O

1002 1008
1225 High I
Untimed: 5.00 Howrs | Untime ~ QPen Work Order

Complete Wark Order
Prink ‘Work Order

Actions For this Technician ¥
Dispatch Ackions »
Route & Job Order b

Change Schedule Duration
Mave o New Dake
Copy to Mew Dates

Grab Schedule

Cut Schedule

Copy Schedule
Paste Schedule
Delete Schedule

Add work Order Here

After you have cut the schedule, you can click on another cell and right-click on
your mouse and select the Paste Schedule option.

Prezton Scott Todd
“Wils 1 Hours: 500 | WiOs 0 Howrs: 0.00 | Wiz 0 Hours: C
1002
1225 High
ntimed: 5.00 Hours

Actions For this Technician ¥
Dispatch Actions »
Route & Job Order »

Paste Schedule

Add Wark Order Here
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Note: If you cut a schedule, you must paste the schedule to another technician
or else the job will not be scheduled. Cutting a schedule is like removing the
schedule from the job and if you do not paste it before the calendar is closed, it
will remove the original schedule from the job.

Tracking Resource Load from the Dispatch Board:

ServicelLedger provides the ability to track the resource load of each technician.
You can get a count of how many jobs are scheduled for the technician on a
given day and the total expected duration of all jobs combined. This feature is
useful in keeping technicians from becoming overscheduled and allows you to
manipulate your schedules to balance the workload among all of your
technicians.

Unazzigned Ak Subs Eric: John Freston Scott
Wils B Hourg: 29.00 | "WiOs: 2 Howrs: 1450 WiOs: 3Hows: .00 Wi0s: 2 Hours: 7.00 | Wils: 2 Hours: 500 W0s 2 Houwrs: 11.00

Changing Scheduled Hours for a Technician:

You can manually change the hours scheduled for a technician on any job by
clicking on the job from the Dispatch Board and right-clicking and selecting the
Change Schedule Duration option.

Ilnazzigned At Subz Eric John
Wil B Hourz: 2900 | "WW0s: 2 Hours: 1450 0 W'z 3Hows: 500 | 0= 2 Hours: 7.00
1003 1Mo 1003 1002
1226 Medium 1007 Medium 1229 Medium 1225 High
Untirmed: 1.00 Hours § Untimed: 3.50 Howrs || Untimed: 1.00 Hours | Untirmed: 5.00 Hours
1008 1003 1003 1013
1227 Medium 1229 Medium 1229 Medium 1023 Medium
Untired: 1.00 Hours §12:00 PM - 5:00 PR: Eff Untimed: 0.00 Howrs (| Unbmed: 2.00 Hours
1003 1003
1230 Medium 1229H—"
ntired: 1.00 Hours [Irtinn Open Work Order
1010 Complete Waork, Order
1021 Medium Print Wark Order
Untimed: 10.00 Hours #ctions For this Technician  » |
R3060255 Dispatch Ackions »
1105 High Foute & Job Order k
Idntimed: 16.00 Hours

Change Schedule Durakio

1043 h:|r|;|_ _h_I Dk akion
1107 Medium Owe Lo Hew Late
Untirmed: 0.00 Hours Copy to New Dates

Grab Schedule
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Enter the new duration and click the OK button to update the duration.

urationtEntry a

Pleaze enter the duration, in decimal hourz, for thiz
iterm

[Example: 2.5 far bewa hours and thirky minutes. )

25

L ] ][ Canicel ]

Filtering the Scheduler:

ServicelLedger allows you to filter the Dispatch Board or other calendars using
filtering by either Territory, Skill or Tech. This is useful if you only want to view
certain information on the calendar.

Click on the 2 Filter button.

The Filter checkbox will open.

Filter Technicians by

| Territary ﬂ
™ Skil )
I Tech )

Cloze

1. Select the Filter options of either Territory, Skill or Tech, or a
combination of each.

2. Use the drop-down on each option to filter to the specific records you are
looking for.

3. Click the Close button to close the filter.

Note: When you are in filtered mode, the Dispatch Board and other calendars

will remain in that mode until you reset the filters or close the Dispatch Board or
calendar.

Using the Job Information Panel:

The Job Information panel can give you more specific information on the
Dispatch Board without having to open the work order to get to the information.
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Click on the Job Information button to the left of the Dispatch Board to open the
Job Information panel.

You can have the panel stick by clicking on the £ Thumbtack.

To unstick the panel, click on the £ Thumbtack again. It will collapse to the left
after a couple seconds of delay.

[8 Close Refresh cu ¥ 7 View Type: HE o =S
:
? Account Balak. Mike TUESdﬂY, Januaw g’ 200 ﬂ
N Acct # 1003 Unassigned Lt Subsz Eric:
g | WO# Lz WOs: 6 Hours: 2300 | W03 2Hours: 1450 'W0s: 3 Hours: 6,00
E [ Type Whork Order
i Skl 1003 1010 1003
o g 1226 Medium 1007 Medium 1229 Medium
?nm.lty Medium Untimed: 1.00 Hours | Untimed: 9.50 Hours || Untirmed: 1.00 Hours
errtary
1008 1003 1003
1227 Medium 1229 Medium 1229 Medium
Request Untirmed: 1.00 Howrs | 12200 PR - 5:00 P 5| Untimed: 0.00 Hours
1003 1003
Status Scheduled 1230 Medium 1223 Medium
Start 12:00 Ak Urtirmed: 1.00 Hours rtired: 500 Haours
End 12:00 Akd 100
Duration 05:00 1021 Mediun
Dizpatch Mone Untirmed: 10.00 Hours
Travel Start
Wwhorl, Start 1H13€Elua ESE
Wwiork End ntimed: 16.00 Hours
Site # b ain
SiteName  |Balak. Mike Ul
Gite Contast | Mike Balak LGP
: dntimed: 0.00 Hours
Site Phone [415]555-6636
Address 1 2753 5. Mountain V...
Address 2
City B apzhare
State Ch,
Posztal 94326

1. Click on ajobin a cell and the Job Information will display more
information about that specific job.

Managing Technicians:

From the Dispatch Board you can open a technician or sub-contractor record and
schedule time off for a technician. From any technician cell, right-click and select
either Open or Schedule Time Off to open the technician record or schedule
time off.

25 of 26 © 2009 ServiceLedger, Inc. All Rights Reserved.



L Wiz 2 Hourz: 11.00

1003

1227 Medium
I libirnad: 1 00 H e

CIpEn
Schedule Time OFF

”] ntirned: 10.00 Hours [

F

Actions For this Technician
Dispatch Actions
Route & Job Order

A N T

When scheduling time off, it will open the technician record and allow you to
enter the time off via the Time Off tab of the technician record.
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