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This guide will document how to use the ServiceLedger Scheduling Manager to
schedule jobs, dispatch resources, drag and drop jobs to resources, use Work
Order Roll-Over feature and more.
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Introduction:

ServiceLedger 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 ServiceLedger 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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@ Service Schedule

B Close [ Refresh ¢ 42 B | view Type: RE=&E | &St
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Wednesday, September 28, 2011

<8 Previous || 942842011
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B B B [&]Freferences
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Unassigned
WOs: 0 Hours: 0,00

Charles
W0Os: 3 Hours: 3,00

John
W0Os: 2 Hours: 2.00

Preston
W0Os: 1Hours: 1,00

Scott
W0Os: 2 Hours: 2.00

Dunn, Eric C.W,
1023 Scheduled
Untimed: 1.00 Hours

Barley, Renese
1022 Scheduled
Untimed: 1.00 Hours

Dunin, Eric C.\W,
1023 Scheduled
Untimed: 1,00 Hours

Barley, Rense
1022 Scheduled
Untimed: 1.00 Hours

Dunn, Eric C.W,
1023 Scheduled
Untimed: 1.00 Hours

Dunn, Eric C.\W.
1023 Scheduled
Untimed: 1.00 Hours

Craven, Pam
1021 Scheduled
Untimed: 1.00 Hours

Craven, Pam
1021 Scheduled
Untimed: 1.00 Hours

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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@ Service Schedule

Close 24 Refresh ¢ Wigw Type: = &5 Print...
& ]

Thursday, February 2, 2012

8 Previous | 2f2f/2012

[F=1 EClEx2)
Preferences

F e

Afternoon

12:00 PM - 5:00 PM

Untimed Morning

7100 AM - 12:00 PM

Evening
5:00 PM - 10:00 PM

Unassigned
0 jobs f 0.00 hours

Charles
2 jobs 1 2,00 hours

John
1 job f 1.00 hours

| 13|npELaS qag | | uoE o U] qor [E]

Preston
0jobs f 0.00 hours

Scakk
1 job f 1.00 hours

Test Tech A
0jobs f 0.00 hours

|1099 Abercrombie, Kristy

|1095 Jasmine Park

1023 Dunn, Eric C\W,

|1l321 Craven, Pam

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.

@ Service Schedule

mclose [ refresh ¢d 4= P |[view Type: FR EE = | & rine.
Thursday, February 2, 2012

=] ]

B0 30 115 Preferences

<R Previous || 2f2f2012

TS

Untimed  &:00AM  2:00 AM 10:00 AM 11:00 AM 12:00PM 1:00PM  2:i00PM  3:00PM 4:00PM  S:i00PM G00PM  7:00PI

Unassigned

Charles

Johin

Preston

Scatk

Test Tech &

| 43|npaYs gor | | uo3e WALMT qaC[FE]

1099 Abercrombie, Krisky

|1021 Crawven, Pam

| 1095 Jasmine Park,

1023 Dunn, Eric W,

4 of 27 © ServiceLedger, Inc. All Rights Reserved.




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.

@ Service Schedule EI@
mclose Refresh ca 3= T Wiew Type: FR EY = [&] Preferences

Thursday, February 2, 2012 [ & Pevious | 27272012 [~|[ Newe |

February
203 |45 6 | 7|6 |9 10|11 |12 13|14 |15 |16 |17 |18 |19 20 |21 |22 |23 |24 |25 |26 |27 (26 |29 1

Unassigned

Charles 1021 Craven, Pam |

Johin [1022 Abercrombie, Krisky |

| JBINPaYaS qaL | | 1038 WAoJu] qo[ﬂ|

Prestan [t095 Jasmine Park

Scotk 1023 Dunn, Eric C

Test Tech A

Setting Up Your Scheduling Preferences:

Before you start to use the service scheduling or dispatching functions of
ServiceLedger, 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.

5 of 27 © ServicelLedger, Inc. All Rights Reserved.



I o

@ Scheculing Preferences l} El@

|sd Save & Close [ Cancel

Scheduling Preferences

Scheduling Constraints

The start and end of the day are used in the calendar and scheduling
assistant, Work Orders will not be auktomatically scheduled outside of this

ikart of Day g Maximum schedulable jobs: 16

End aof Day &:00 PM Madirmum schedulable hours: 5.0

Scheduling | Warnings | Display | Time Slots | Dispatch Status | Job Text

By default, work orders should be scheduled using the:
@) Dispatch Board
Time Schedule
Slok Schedule
Week Schedule
Chart Schedule

Allow me to add or change schedules that are in the past

Ise double-click ko create and schedule a new work order

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

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

3. 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.

4. 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. If you check Display a warning when a slot becomes overscheduled it
will flag ServiceLedger to warn you when you over schedule any slot.
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2. 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.

3. 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.

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 | Warnings | Display | Time Slots | Dispatch Status | Job Text

Timne slot load in the dispatch board should be displaved as:

@) Different Colors Light Medium Heauwy
Colar Inkensity -
Ilse a special color For overscheduled sloks: -

Shows line numbers in the Dispatch Yiew
Shows lines separating technicians in Chart Yiew
Show load colors in Chart Yiew
Show an empty line below the last job Far each kech in the:

Time View o | Slak iew o | Wieek View | Chart Wiew

Creating Time Slots:

If you are going to use the slot scheduler to schedule via time windows, you can
create your own time slots under the Time Slots tab.
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Scheduling | Warnings | Display | Time Slots | Dispatch Status | Job Text

[ add I Remove |
|r'-.lame |Desu:ri|:|ti|:|n Start Time End Time -
[ 2 Marning Marning F:00 amM 12:00 PM
afternoan afkernoan 12:00 PM 5:00 PM
Evening Evening 5:00 PM 1000 PM
1. Click the Add button to add a new time definition.
2. Enter a Name and Description for the time definition.
3. Enter the Start Time for the time window.
4. Enter the End Time for the time window.

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.

Scheduling | Warnings | Display | Time Slats | Dispabch Status | Job Text

[ Mew sStatus | Single-click ko change walues, Double-clicr, oo modify color,

Skatus Mame |Desu:ri|:|tiu:|n (read anly) |C|:|I|:|r | -
[ 2 | Lise Wark Order Status
Mok Confirmed Could not confirm schedule with custome
_|Confirmed Schedule has been confirmed with custar :
_ |Dispatched Work order has been sent to technician
_|Traveling Technician is en route ko job sike
_|No Shiow Cuskomer or required resource was nok
_|©n Site Technician is currently at job site
__|CfF Site Technician is kemporatily away from job <
__|Finished Technician is no longer warking this call

allow changes ko schedules with a custom dispatch status
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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.

Job Text:

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

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

Barley, Renes
1022 Scheduled
Untimed: 5.00 Hours

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

Scheduling | Warnings | Display | Time Slots | Dispatch Status | Job Text

Please bvpe whatewver vou want to [Accthlumber] [Accthamne] T
appear on the dispatch board and [WOMumber] [WOTvpe]
other wiews into the text areas [WWiOStatus] [WwSkill]
belows. [WOPriority] =
[WiOTerritary]
¥ou can use any of the special [WOStartDate] [WOEndDate]
wards lisked on the right ko display [SiteMumber] [SiteMarne]
job daka; they will be replaced by [Sitefddress1]
the walues they describe, [SiteAddress2]
[SiteCity] [SiteState] il

If wou have any trouble, vou can
reset ba the standard kext,

Reset ta Defaulk Text

Dispatch Text  [AcctMame]
[WOMumber] [WioStatus)
[ScheduleTimeDuration]

Schedule Text  [WOMNumber]|[AcctName]

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]
[wioMurnber] [WOPFiariky ]
[ScheduleTimeDuration ]
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If for any reason the Job 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 Job 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
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
ServiceLedger 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.

Thursday, February 2, 2012 1S wd 222012 [+ newsd |

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, ServicelLedger offers a Job/Work Order Roll-Over
feature that allows you to roll over uncompleted jobs from one day to the next.
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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.

EEREREERETD
Assigned To. Charles Schedule Tech |Z|
Start/End |2)z/2012 2j10/z012 E

Duration Skl |Z|

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.

Preston Scakk
| Wios: 0 Hours: 0,00 Wios: 1 Hours: 0,21

Doukhit, Aaron
1097 Past-Due
00 AM - 100 PM: 5,

i_raven, Pam
1021 Scheduling
Unkired: 0,00 Hours

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 ServiceLedger 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.
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On an existing work order or job, click on the Scheduling Assistant button in the
lower left-hand corner of the work order.

| ﬂ || ES ||$‘[| “'_l _ Technician

Assigned To Charles Scheculing Assistant

startfend [zfzfz1z v [2j102002 E[jchanes

Dk akian Skl

Charles

This will open the Scheduling Assistant and allow you to enter additional
information before ServiceLedger provides you with scheduling options.

@Schedufinghssistant EI =] @
Scheduling Assistant

The scheduling assiskant recommends times based on existing schedules,
allowing vou ko maximize your scheduling efficiency,

Expected duration 1 hours Charles zlzjz0iz +

[ Interritor 1:00 PM - 2:00 PM

[v Indates from 2f2/2012 Charles 2lalzoz

1:00 PM - 2:00 PM
to 2f10/2012

-]
-]
-]
[ only during |E| Charles 2i4i2012
-]
S|
-]

1:00 PM - 2:00 PM
[ Techs with skil

Charles 21512012
1:00 PM - 2:00 PM

at leask 1

[ Only show tech

Scott 2lejz01z
5130 AM - 9:30 AM

h‘ | Cancel | | Use 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.

2. 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.

3. 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.
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. 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.

. 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.

. 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 2l2iz01z2 ~

1:00 PM - 2100 PM

Charles 21312012

1:00 PM - Z:00 PM

Charles 2l4jz01z

1:00 PM - 2:00 PM

Charles 2/5/2012

1:00 PM - 2:00 PM

zlaf2012
g:30 AM - 9:350 AnM

Cancel | | Ise 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.
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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.

7 i Job Scheduler +o

Wiark Order Skatus  Mew |E|
Territory |E|
o # |mame |
»

| 4a|npayns gog | | LI0E W0 qn[@

m

-

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.

A

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
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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.

Click on the £ Work Order Roll-Over button to launch the Work Order Roll
Over window.

@ Wark Order Rollover [ [ = | [ES]
Work Order/Job Roll Over
[ Check all ” Uncheck all ] Skatus Filker <l |Z|
X |wow |5tatus |Last Tach Last Time -
[ 1022 Past-Due John Untimed
[ |05 Scheduled Preston 09:30 - 16:00
[ 105s Scheduled Charles 03:30 - 13:30
[ |09 Scheduled SCokk 03:00 - 18:30
[ 1094 Scheduled John 03:00 - 19:00
[~ |10ss Scheduled Charles 13:30- 17:00
[ 1057 Scheduled John 11:00- 17:30

@ Reschedule For the above technician and time period  Reschedule Date  2/3/2012 |E|

' Reschedule For the above kechnician, untimed

1 Reschedule For unassigned, untimed

[ e [ o

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.

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

5. 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

Using Auto-Schedule:
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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. It is
useful for companies that do preventative maintenance schedules, or have a job
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:

Company | Administration to 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.

A A

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
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this as Reverse Scheduling since you are scheduling the job before you create
the work order.

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
Wios: 1 Hours: 0,17 Wis: 1 Hours: 0,10 Wios!

Craven, Pam Dunn, Eric Cw,
1021 Scheduled 1000000000000023 S
200 PM - 6:00 PM: 40| 2230 &M - 12:00 PM: 2

Open Work Order
Complete Wark Order

Print Wark Order

Actions faor this Technician ko
Dispatch Actions 2
Route & Jab Oreler L |

Change Schedule Duration
Mave to Mew Date

Copy to Mew Dates

Grab Schedule

Drap Schedule

Cut Schedule

Caopy Schedule

Paste Schedule

Delete Schedule

Add Wark 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

17 of 27 © ServiceLedger, Inc. All Rights Reserved.



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.

John Preston =Tal
Wios: 1 Hours: 0,17 Wios: 1 Hours: 0,10 Wios: 0 Ho

Craven, Pam Dunn, Eric CW,
1021 SEI'IE"I' = L W Tulnlnlnlulnlnlnlnlelnls e,
2:00 PM -1 Open Work Order

Complete Work Order
Print Waork Order

Actions far this Technician »
Dispatch Actions 2
Route & Job Order (3 |

Change Schedule Duration
Mave to Mew Date

Copy to Mew Dates

This will open the Copy Schedule to Future window.

Copy Schedule to Future @

Copy schedule every day for the next davy:
Skip Saturday
Skip Sunday

Recur schedule:

Every 1 weeks Far 1 accUrrences

| Zancel " (04 |

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:

ServiceLedger 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
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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.

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.

Inassigned Chatles John Prestaon Scatk
Whos: O Hours: 0,00 Wios: 1 Hours: 0,17 Wios: 1 Hours: 0,17 Wios: 1 Hours: 0,10 Wios: F Hours: 0,21

Crawven, Pam Craven, Pam Dunn, Eric C.Ww, Craven, Pam

1021 Scheduled 1021 Scheduled 1000000000000023 S| 1021 Scheduled

200 PM - 6:00 PM: 4.0 2:00 PM - 6:00 PM: 40930 AM - 12:00 PM: 2 2:00 PM - 6:00 PM: 4.1
Balak, Mike

1103 Scheduled
Unkimed: 1,00 Hours

talak, Mike
1103 Scheduled
Intimed; 1,00 Hours

Copying & Pasting Schedules:

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.

19 of 27 © ServiceLedger, Inc. All Rights Reserved.



Charles John Prest
Wids: 1 Hours: 0,17 WO 2 Hours: 0,21 Wids: 1 Ho

Crayen, Pam Craven, Pam Dunn, Eric C
1021 Scheduled 1021 Srheduled AR lalalalalaIn N
2:00 PM - & Open Work Order
Complete Work Order
Print Warl Order
Actions for this Technician k
Dispatch Actions k
Foute & Job Order k

Change Schedule Duration
Mave to MNew Date

Copy to Mew Dates

Grab Schedule

Drop Schedule

Cut Schedule
Copy Schedule

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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Preston Scokk Tesk Te
Wios: 1 Hours: 0,10 Wios: 2 Hours: 0,21 WiOs: O Ha

Dunn, Eric CW, Crawven, Pam
1000000000000023 S| 1021 Scheduled
30 AM - 12:00 PM: z| 2:00 PM - &:00 PM: 40

Open Waork Order

Complete Wark Order

Print Wark Order

Actions far this Techmician v
Dispatch Actions 3
Route & labh Order »
Change Schedule Duration

Mave ta Flew Date

Copy to Mew Dates

Grab Schedule

Drap Schedule

Cut Schedule
Copy Schedule

Paste Schedule

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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John Preston 5
WiOs: 2 Hours: 0,21 Wios: 1 Hours: 0,10 Wios: 2 H

Craven, Pam Dunn, Eric C.Ww, Craven, Pz
1|:|21 Sl:hEn-h e 1 NOOnanOOanaan > S0 10721 '-_\.rl-\.:“
2:00 PM - Open Work Order !
Balak, Mik, Complete Wark Order E
Iillnlslizzh’& Print Wark Order ]
Actions for this Technician [
Dispatch Actions 2
Route & Job Order ]

Change Schedule Duration
Mave to Mew Date

Copy to Mew Dates

Grab Schedule

Drop Schedule

Cut Schedule

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

Scokk Tesk Te

Wios: 1 Hours: 0,10 Wios: 2 Hours: 0,21 WiOs: O Ha

Dunn, Eric CW,

1000000000000023 S ff 1021 scheduled
930 AM - 12:00 PM: 2] 2:00 PM - 2:00 PM: 4.0

Crawven, Pam

Open Waork Order

Complete Wark Order

Print Wark Order

Actions far this Techmician v
Dispatch Actions 3
Route & labh Order »
Change Schedule Duration

Mave ta Flew Date

Copy to Mew Dates

Grab Schedule

Drap Schedule

Cut Schedule
Copy Schedule

Paste Schedule

[

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:

ServiceLedger 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.

|Inassigned
Wis: 0 Hours: 0,00

Charles John
Wis: 1 Hours: 0,17 | WOs: 1 Hours: 0,10

Preston
Wihs: 0 Hours: 0,00

Scokk
Wihs: 0 Hours: 0,00

Test Tech &
Wihs: 0 Hours: 0,00

Changing Scheduled Hours for a Technician:
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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.

Chatles John Presk
Wios: 1 Hours: 0,17 Wios: 1 Hours: 0,10 WiCs: 0 Hoo

Craven, Pam |.|:|.|'u=-rrrnrnhi|=- KFiche |
1021 Sched Open Work Order
200 PM - &;

Complete Work Order
Print Wark Order

Actions far this Technician »
Dispatch Actions r
Route & Job Order r

Change Schedule Duration

Mave to Mew Date

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

Duration Entry [E3m]

Please enter the duration, in decimal
hours, For this item

(Example; 2.5 For bwo hours and thirky
minukes.)

[ K ]| Cancel |

Filtering the Scheduler:

ServiceLedger allows you to filter the Dispatch Board or other calendars using
filtering on a variety of fields. You can filter the technicians you want displayed
(for example, only those who have a certain skill,) or filter the jobs displayed (for
example, only showing jobs that belong to a certain customer.) This is useful if
you only want to view certain information on the calendar.

Click on the T Filter button.

The Filter dialog will open.
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Filter Techricians by:

[ Territory
| Skil

| Tech

[ Dizpatcher

Filker \wWark Orders by:

[T Account
[~ Project
[~ wi

| Cloze |

1. Select the Filter options you prefer, including any combination of the
above fields.

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. Explanatory text (Filtered) will show above the schedule to remind you
that you are using a filtered view.

Note: The Dispatcher filter option is an advanced feature that allows you to set

certain users up as dispatchers who manage specific groups of resources. More
information is available in the full documentation.

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.
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.
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Account
Acct i
wl #
Type
Skil
Pricrity
Territary

13paLRS qor )

Request

Status
Start

End
Cruration
Dizpatch
Travel Start
ok Start
Work End
Site #

Site Mame
Site Contact
Site Phone
Address 1
Address 2
City

State

i Job Information

Jasmine Park
1061

1095

WWork Crder

Medium

Scheduled
12:00 PM
3:00 PM
0300
Mone

Main
Jasmine Park
Cristina Jimenez

Cristina Jimenez

421 Jasmine Parkway
East Bayshore

ChA

W Monday, February 20, 2012

P Previous | 2f

WhOs: 0 Hours: 0,00

Charles
Wios: 0 Hours: 0,00

John Preston
Wids: 0 Hours: 0,00 Wios: 1 Hoors: 0,13

Scatk
Wids: 1 Hours: 0,04

Jasmine Park
1095 Scheduled
12:00 PM - 3:00 PM: 3

Jason Robitaile
1105 Closed
Untimed: 1,00 Hours

1. Click on a job in a cell and the Job Information will display more

information about that specific job. In the above screenshot, WO 1095 for
Jasmine Park is selected and the information panel is showing information
about this 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.
Chatles Jchn Freston Sicokk
Wids: 1 H (0013 | Was 1l H 3
4 Open Work Order Meslieblenls el
Complete Work Orde lasrine Park, Jason Raobitaills
-amplete vrark Lrde 1095 Scheduled 1105 Closed
Print Work Order [ 2:00 PM - 53:00 PM: 3 || Untimed: 1,00 H
Actions far this Technician r Open
Dispatch Actions 2 Schedule Time Off
Rernta 21 lah Oleelar e T I

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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