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POWERTOOL | Scheduler

About Scheduler

Scheduler is an advanced production tool of Printer’s Plan. The major benefits of Scheduler are:
e Reduce production errors
e Meet deadlines
e Improve productivity
e Manage equipment capacity

This guide explains all the features of Scheduler. You can use all of them or just a combination
of selected features. After a period of trial, you will discover the best way of using Scheduler for
your operation.

Many procedures in Scheduler can be accomplished by scanning barcodes, also. If you would
like to incorporate barcode functions into Scheduler, please ask us about our BarcodeSupport
tool.

To access Scheduler, click the “Scheduler” tab.

Home Jobfl | Scheduler imeTracker Services Customers AR Reports Settings

Schadular | ] = o w | &
| ~_Printer’s Plan Main Menu__| | _find | Pt |  Favortes |

List Manager « | = List (empty)
Schedule/Update by Job | Thursday, May 10, 2012

‘iew Summary of Services
] Summary-To-Do
(] Summary-Done

View/Update Status of ltems

__| JobTracker

Scheduling Services

Opening the “Schedule Job” Window

After entering an Order, open the Schedule Job window to schedule the services and assign
operators to them. You can access the Schedule Job window in one of the following three ways:



A. In the Job window:

2436 Marketing Brochures

Ship To Ordered By

ABC Company ABC Company Sharon Jones In 3
Ij N kib: 800 Pike Street Suite #1 9645 Saratoga Blvd. sjones@abc.com Due 4
Baltimore MD 21202 Baltimore MD 21207 Phl: 410-539-3466 x 35 Ship by 0O
New Job Phi: Ship'd
(same buyer) Cell: 443-567-4398 CSR o Li
Fax: 410-539-5586 Status  In
rt:mJ b) From S
is Jol
[ Newltem | B2 Edit Specs | # Edit Costs |=Repice | & 3 @ X
kem Description Quantity  Time Price/Hr  Unit Price Price
M 332.87/M 665.74
[ | 1:00 85.00 85.0000/Ea 85.01
CLICK THE SCHEDULE BUTTON. o
[ ] 17.6000/Ea 3B
B Small Press: 2 Color Press - Using Paper Properties - Wash: 2 ... 2732 305 12500 0.1410/Ea 38542
B Cut: ToFinsz 1 Cuts/Sheet 5 0:07 60.00 1.4000/Ea 7.0
@ Gorgere I Fold: Auto 2 Folds - See sample attached 2000 031 6000  0.0155/Ea 310

Jobs Section | Job window

B. In the Jobs section:

Home | Jobs [ Scheduler

’ -
Jobs o | G
~ Printer's Plan Main Menu

List Manager « | Orders / Received Today (8 listed)

Services  Customers  A/R  Reports  Settings

%@%ﬁ 2

JobNo Customer Title Dateln DateProof
[ [2136 | ABC Company | Marketing Brochures | pos |
@ 3 ABC Company Application Forms o bpen 6 fa
@ 2434 Apex Realtors Brochures 03 Print... 7 .05
2433 ABC Company Welcome Brochures i .09
@ 2132 ABC Company Envelopes LT 26
@231 Apex Realtors Brochures GRS O 05
Copy and Paste... Cul+B  §83
.61
$ ouwlodnr | RIGHT-CLICK THE ORDER AND — cute
owniws  SELECT SCHEDULE JOB.... s
@ Due Next W hbhiibttiti—y  Cti+S
_E_'_Sf"mma | Delete... Del
Jobs Section

C.In the Scheduler section:

Schadulsr 2| 6 @ %
| Find | Open [ Print |

List Manager « |w Items /Schedule (1 ftems of Orders in Progress listed)

Date CSR/Oper T

2 Wednesday
H® 2431 ABC Company ¢ Marketing Brochures 0471172012 Lisa

Not in Production
*

) Hold

T Wait
Ay, Proof
Items in Production DOUBLE-CLICK THE ORDER.

Scheduler Section



Using the “Schedule Job” Window

See below for scheduling jobs and other actions you can take in the Schedule Job window.

JOB DATE IN JOB DATE DUE

i | Schedule Job

Order 2436 - Marketing Brochures
ABC Company (41)

Ttem Ttem and Sevice  <<T»/Th|F/S/Su'M T WTh F|SSuMIT W
Status Service Description Date M..d 1y 29 /30 /31 /01 0203 /04 0506 07 08 09 /10 11 Apr i

Actual Actual
Time Quantity

Tag P...Note

@ & 0:00 2,000
[ ] Design: By Hour [ ozprn: @ uhassigr Email proof  1:00 0
1 Text Coated: 80% Stedir (1] 032712 L) uhassigr <11x17.11  0:00 1,366
2 Plate: CTP Plate & o032 & uhassigr 0:00 2
W SmallPress: 2 Colanr!E oapin: B uhassigr 305 2732
B Cut: ToFinSz € o312 @ dhassigr 007 5
B Fold: Auto2Folds (€] o372 B [ | dhassigr Seesample: 031 2,000
| [ ] | | =] | 43 |
CLICKTO SET THE FIRST CLICKTO SCROLL CLICKTO SET THE LAST
DAY COLUMN TO BE TO NEXT WEEK. CALENDAR COLUMN TO
THE JOB DATE IN. BE THE JOB DUE DATE.
SCHEDULE SERVICES.
(EXAMPLE: CLICK THE RIGHT-CLICKTO
THE FRIDAY BOX TO ASSIGN AN OPERATOR
SCHEDULE THE DESIGN TO A SERVICE.
Order 2436 - Marketing Brochures SERVICE FOR FRIDAY.)
ABC Company (41)
Ttem and Service <<To-Th * S Su/M T/WTh F |5 /Su M| T W>> Actual
Service Description Date  M.day 200 31 0L 0203 04 |05 06 |07 |08 (09 |10 |11 Apr CPErtor 9 Time| Q
raphic: M ing Brochures @ | Y 0:00 2,000
B Design: By Hour 0 033012 | | 8 anna | ] Checkw  Emailpreof  1:00 0
_J Text Coated: 80% Sterlir [+] 04/04/12 [} & Scott A1x17.11 0:00 1366
J Plate: CTP Plate [ 04/0512 L] s 0:00 2
W Small Press: 2 Color Pre (2] 04/06/12 [ | 8 Mike [ Duence (1) 305 2,732
B Cut ToFinsz ] 04/09/12 | ] e B — 0:07 L
B Fold: Auto 2 Folds ] 041012 | 8 Lisa pr—ce sample :  0:31 2,000
{ 8 e [ | 443
RIGHT-CLICK TO EDIT RIGHT-CLICK TO ASSIGN DOUBLE-CLICKTO
ITEM LOCATION. A PRIORITY NUMBER TO ADD OREDITITEM
AN ITEM OR A SERVICE. AND SERVICE NOTES.
RIGHT-CLICK TO ASSIGN A TAG
CLICKTO AUTO-
SCHEDULE. TO AN ITEM OR A SERVICE.
NOTE: THI5 CLICK TO EDIT JOB
FUNCTION IS CLICK TO EDIT FIELDS OF NOTE/MEMO TO
CURRENTLY NOT | “WHEN" WINDOW, SUCH CUSTOMER.
CUSTOMIZABLE. AS DUE DATE. [
Ordered By ' Job Note B Memo to Customer
Sharon Jones
sjones@abc.com
Phl: 410-539-3466 x 35




Seeing the Big Picture As You Schedule

After scheduling a job or several jobs, refer to the “Summary-To-Do”" lists in Scheduler to review
the scheduled workload for each day. These lists will help you know how to allocate your
resources for maximum efficiency and capacity. For example, to quickly check the amount of
time you have scheduled for your Operators, view the Operator list. To review the daily totals

for scheduled services, view Department/Service or Center/Service.

A

Senzedulsre o @ %‘ = ‘%
List Manager « '~ Summary-To-Do / Category/Service (129 listed)

Schedule/Update by Job Category Service Count TOTAL late  03/28  03/29
O Orders  Small Press 36:12 3243 320
D ?;::u,e Ay B 1 Color Press - Using Paper Pr... 1 11:38 229
ua Dew““ m:;s Rt Il 2 Color Press - Using Paper Pr... 10 24:34 343 0:51
@ Centers M Large Press 24:36 709 12:01
{m Dates Il 4 Color Press 3 18:20 700 545
& Operators B 5 Color Press 2 616 616
8 Taos |8 Digital Printer 17:19 8:47 234 5:58
(] Priorities B Copier - Blk & Wht 1 1:30 1:30
. View Summary of Services [ | Copier - Color 7 15:49 8:47 2:34 4:28
(8] Summary-To-Do W cut 11:12 519 035
i@ Operator B ToFinSz 1 3:00 0:35

@ Operator/Category B Trim 35 (Folded Book) 4 812 519
@ Operator/Service & Fold 5:53 1:38 1:36

Category B AutolFold - Tet wt. 5 2:41 1:38
B Auto2Folds 4 312 136
@ Center/Category M Collate 17:42 5:15 5:15
@ Center/Service B Hand 6 17:42 515 515
] Summary-Done . Pad 315 0:09

Scheduler | Summary-To-Do | Category/Service

03/30
6:34
6:34

0:11
0:11

1:05

1:05

04/01 04/02
2:09
2:09
0:36
0:36
1:09 1:30

04/03
8:22

8:22

2:07
0:04
203

04/04

5:26

1:27

127

0:45

5:15
515

Sehadulsr

w Printer's Plan Main Menu

w View Summary of Services
(3] Summary-To-Do

- @ [

@ Operator/Category
@ Operator/Service
Category

@ Category/Service

@ Center/Category

@ Center/Service

] Summary-Done

« | = Summary-To-Do / Operator

.- Schedule/Update by Job Operator

[_] Orders -

- Py PO 8 Tim

chedule/Update by Service "

S Departments g ::::
Centers

&% D 8§ Dave

& Operators 8 Lisa

[ Tags 8 Scott

[_] Priorities

i

=

| _Print_|
(130 listed)
Count TOTAL 03/28
17
13 28:24 7:09
2] 39:43 6:50
10 16:50 6:30
£ 27:41 s
17 14:57 329
15 3:57

| *

03/29

8:53
745
5:50
8:22
351

03/30

04/01 04/02
313
114

0:45
1:00 1:30

04/03

226
5:56

324
0:46
0:52

04/04

5:26

3:36
2:36
3:05

Scheduler | Summary-To-Do | Operator



After Scheduling

Viewing To-Do Lists (Orders, Items, and Services)
In Scheduler you will find three types of List Views: Orders List, Items List, Services List. The
following pages describe these views.

Orders To-Do

Click “Orders” to expand the list; then, click a filter to list the Orders that satisfy the filter. These
filters are identical to the Orders filters in the Jobs section.

ORDERS GROUPED BY DUE DATE (SEE “SCHEDULER SETTINGS | LIST OPTIONS”
FOR OTHER GROUPING OPTIONS.)

Seneduler — ?,? _@j
 Favorites |

List Manager &« w Orlers/InProgress (29 Orders listed)
Schedule/Update by Job Group By... Order No Customer I Job Title / Item / Service Date CSR/Oper  Tag
e 7 0372972012 Thursday
(4] @ 2433 ABC Company Welcome Brochures 03/29/2012 Melissa
@ [+ @ 2405 ABC Company Employee Manuals 03/29/2012 Melissa
; Sl @ 2315 Attman & Ass... Form 03/29/2012 Brad
@ Readyto Post (1)@ 267 Alliance For Th... Employee Manual 03/29/2012 Brad
il Bl (3 @ 2364 Bhallahacat Lettarhaad 13/29/2012 Paul
..... @ Shipped Toflay ( EACH ROW REPRESENTS AN ORDER.
..... O Late 03/30/2012
..... @ DueToday BC Campa op
..... @ Due Tomor oW ABC Company Brochure, Form 03/30/2012 Melissa
Allied Building... Business cards nna
...... ... @ DueNext7 Days 3] 04/02/2012 Monday
LJ Items ABC Company Application Forms 04/02/2012 Melissa
""""" Schedule/Upddge by Service Apex Realtors Staff Guides 04/02/2012 Melissa
=lI Departments Apex Realtors Brochures 04/02/2012 Melissa
g Centers ABC Company Newsletter 04/02/2012 Melissa
Dates 120 Aceaklne Lettachaad 0429012 Tam
ORDER
STATUS
NAMES AND ORDER CUSTOMER JOBTITLE ORDER DUE CSR ASSIGNED
ICONS NUMBER NAME DATE TO THE ORDER
(+] @ 2407 ABC Company Brochure, Form 03/30/2012 Melisza

ORDER STATUS ICON



To view the Items of an Order and the services in each Item, expand the order by clicking the
plus (+) sign next to the order number. You can perform the service functions, such as assigning
dates and operators and checkmarking services as “Done’, in this view, also.

| 2431 Apex Realtors Brochures 03,/30/2012 Melissa
[ [EJ 2407 [ABCCompany | |Brochure Form | [03/30/2012 |Melissa |
Product Brochures
¥ Design: By Hour 03/28/2012
¥ Proof: Proof 03/26/2012
Plate: Metal 03/26/2012
ORDER #2407 EXPANDED TO DISPLAY ” Z:::T{f:;:‘“ SN d gjj: i‘; ﬁi
ITS TWO ITEMS, PRODUCT BROCHURES
AND APPLICATION FORMS, AND THEIR B LorgePressid ColorPress  [81f 03/28/2012
SERVICES. B Fold: Auto1 Fold - Text wt. 03/29/2012
Application Forms
¥ Offset: 508 White v} 03/28/2012
Cut: To RunSz 03/28/2012
B Digital Printer: Copier - Co... [Tl 03/29/2012
() @ 214 Allied Building... Business cards 03
SERVICE DUE DATES
OPERATOR NAMES

Double-clicking an Order opens its Schedule Job window in fully functioning mode.

[Tl 03/29/2012

[ | Schedule Job

- -

(+) @ 2405 ABC Company Employee Manuals ABC Company (41).
E] ® 53715 Attman & Ass... Form oy
[+1 88 237 Alliance Far Th Emnl Manual

Order 2433 - Welcome Brochures

[=] 02812
:80% Sterlr [8] 03/28/12
1 Cut: To RunSz T 03/29/12
B Digitel Printer: Copier- [ 03/29/12




Items To-Do

Click “Items” to expand the list; then, click a filter to list the Items that satisfy the filter.

ITEMS GROUPED BY ORDER DUE DATE (SEE “SCHEDULER SETTINGS | LIST OPTIONS”
FOR OTHER GROUPING OPTIONS.)

Seheduler

~ Printer's Plan Main Menu

List Manager

¥

RO

« = All tems (53 Items listed)

Schedule/Update by Job Group By... Order-tem No  Customer 1 Item Description / Service Date CSR/Oper  Tag P Time  Quantity Note Note2
L Orders [&] 0372812012 Wednesday
@ ,I:e E] o 24151 Action Busines... Application Forms 03/28/2012 Paul 0:00 5,000
i '*J\- e H® 2141 Ascot Inc. ¥ Brochure 03/28/2012  Paul 000 1,000
g:;e‘;‘ ‘m"“‘g" 5] @ 1811 AlianceForTh.. &/ Newsletter 03/28/2012  Brad 000 5,000
E Hold o # o 58121 Abel Laborator... Letterhead 03/28/2012 Paul 0:00 1,000
S o (*] @ 7681  Attmon&Ass.. ¥ Special Window Envelopes 03/28/2012  Melissa 000 5,000
.2y Proof = ® 2651 AscotInc. V' Letterhead 03/28/2012  Melissa 0:00 5,000
Items in Production
_.[3% In Production [ 03/29/2012 Thursday
£ . IG,:,,:?(: H® 24331 ABC Company Welcome Brochures 03/29/2012 Melissa 2 0:00 10,000
-] Paper (£] @ 24051 ABC Company Employee Manuals 03/29/2012 Melissa  [@ Deliv... [1] 0:00 200
2 Prep H® 5151 Attman & Ass.. ] Form 03/29/2012 Brad 0:00 5,000
Printing #) @ 2671 Alliance For Th.. ¥’ Employee Manual 03/29/2012 Brad 3) 0:00 100
-] Digital *) @ 23641 AbelLabneatar o | sttachaad 02000m2 Daul 0:00 1,000
G el SR EACH ROW REPRESENTS AN ITEM.
:Id‘:"zd H® 2321 ABC Company U Envelopes 0373072012 Melissa ] 0:00 25,000
- rokere 1 Gadaciani -
1 CE’T; o ABC Company Application Forms 03/30/2012 Melissa [l Waiti.. (3] 0:00 1,000 *Newfor...
t’ oae (=] i )J’TA:) Allied Ruildinnm » 1N AWindnuae N220/012 Anna il 00 1‘lH'H'|
ORDER NUMBER - ITEM NUMBER ORDER DUE DATE
CUSTOMER NAME CSR ASSIGNED TO THE ORDER ITEM QUANTITY
l IB [ ] 2407-2 ABC Company Application Forms oaféu;zmz Melissa . Waiting for customer call IZ' 0:00 1,000 ™New form™ l
ORDER STATUS ICON ITEM ITEM TAG (EXPAND ITEM ITEM NOTE
(GREEN INDICATES DESCRIPTION COLUMNTOVIEW |  PRIORITY (FROM ITEM
ORDER IS “IN PROGRESS”) COMPLETETAG.) |  NUMBER SPECS WINDOW)



Services To-Do

All the views under Departments, Centers, Dates, Operators, Tags, and Priorities are at the
Service level. The following example shows all Finishing Services To-Do grouped by service due

date.
SERVICES GROUPED BY SERVICE DUE DATE “NOTE2” COLUMN IS USED IN THE
(SEE “SCHEDULER SETTINGS | LIST OPTIONS” PRESS SERVICES LIST VIEW AND
FOR OTHER GROUPING OPTIONS.) SHOWS INK COLOR.
List Manager « = Departments / Finishing (38 Services To-Do of Orders in Progress/ltems in Production listed)
- Sehedule/Update by Job Group By... Ttem Customer 1 Category: Service Date Operator  Tag P Time Qua.. Note Note2
[ Orders [&] 05/09/2012 Wednesday 025
o “’"", B Fold () @ 2356-1E.. ABCComp.. EJ M Fold: AutolFold-.. [E] (8] 05/09/2012 § Lisa @ We. (1) 020 600
P Package (1) @ 23801 Deve @ s »
TRA t EACH ROW REPRESENTS A SERVICE. ]
'.' Graphics T 05/10/2012 5 227
-] Paper s
] Prep
. Printing au fure Aley pundn.. B ad. 1l . 128 o 3 d
[ Digital Package () @ 2405-1E.. ABCComp.. B3 Package: Wrap in 5. | 2
.l Wide Format
[~ | Finishing] (£ 05/11/2012 Friday 2:02
.l Mailing Cut (+] @ 2434-1Br.. ApexRealtors Cut: To FinSz [E] [E] osn1/2012 § Lisa 0:11 8
[l Brokered Feld He .. Apex Realtors Fold: Auto 2 Folds  [E] [E] 05/11/2012 § Lisa 1:05 5,000
| Other [+1 Number1 [£] [F] 0511/2012 8 Dave 0:37 1000 Seethela...
ORDER NUMBER - ITEM SERVICE TAG (EXPAND COLUMN
NUMBER, ITEM DESCRIPTION FOR FULL VIEW OF TAG.)
(EXPAND COLUMN FOR A
FULL VIEW OF DESCRIPTION.) OPERATOR SERVICE TIME
CUSTOMER NAME ASSIGNED TO AND QUANTITY
SERVICE
[ Fold (1) ® 2362-1Br.. ABCComp.. EJ M Fold:Auto2Folds [E] [ 0510/2012 § Lisa | Che.. (2] 031 2000 Atintop.. |
SERVICE ITEM SERVICE DUE DATE SERVICE
CATEGORY STATUS PRIORITY
ORDER STATUS SERVICE | ORDER DUE DATE (EXPAND | NUMBER
ICON (GREEN NAME COLUMN FORA FULL VIEW
INDICATES ORDER OF DUE DATE. CLICK SERVICE NOTE
IS “IN PROGRESS") COLUMN HEADER TO SORT (FROM ITEM
BY JOB DUE DATE.) SPECS WINDOW)




Printing To-Do Lists for Operators and the Managers

To print To-Do lists for operators and managers for today, click Print to open the Print window

and make selections as shown below.

Home  Jobs Scheduler | Services Customers AR Reports Settings

Scheduler

* Printer's Plan Main Menu

Print 1 copy of Services-To-Do by Operator to \\

[1] Select a Document:
..... - the list on the screen -

- Orders | e Tomorrow

----- Weekly Schedule by Job Due Date - || Today + Temorrow
S - 1 Today + 7 Days
----- Progress Report by Job Ne - || Today +14 Days

----- Progress Report by Job Due Date Options (check all that apply):
------------- Services Include Services Lat
----- Services-To-Do by Center e CHECKMARK THIS OPTION
..... . Services-To-Do by Operator g u Page Break TO LIST EACH OPERATOR
............. Papers ON A SEPARATE PAGE.
..... List by Paper Vendor
----- List by Paper Type [
Prinier's Pian 2012 beta (03 2912 8547) Pintef's Plan Page 3 of &
03/28112 14:37:57 Services-To-Do by Operator
Lisa
Lig Sze 22

The kst includes he Services To-Do (not marked as Done) of Orders in Progress and kems in Producsion

| Operator | ServiceDa | b Customer _Jlem  Seve  hatmelAcay|Tes  PalNoe |
Anna 0328/201: 2373 ABC Company 1 Applicasion Forms Desigre Form 0:5¢ 1 0
2406 ABC Company 1 Cover Desigr: By Hour 200 0 0
2428 Aled Bulding Supplies 1 Business cards Prodl: Poof- Fadex 0:0 5 0
2428 Alied Building Supples 1 Business cards Design: Bushess Card 140 5 0
2428 Aled Bulding Supplies 3 Forms Design: By Haur 1:00 0 0
2435 ABC Company 1 Appiicaton Forms. Design: By Haur 1:00 0 0
Primers Plan 2012 bata (03 29,12 #587) Panter's Plan Page 4 of &
azenzieiets Services-To-Do by Operator
Dave
Lidt See 22

10

The list includes the Services To-Do (not marked as Done) of Onders in Progress and kems in Producion

| Operator | ServiceDal | _Job | Cusiomer _Jtem ______lSevie ___Palime]AdQylTag  PalNe |
Dave 03/28/201; 2380 ABC Company 1Empioyee Manuals  Package Wrapn Hs 205 250 0
2405 ABC Company 1 Employee Manuals  Digial Pirter: Cogir -C 2234 7,200 0
2406 ABC Company 1 Cover Cut: Trim 35 Folded Bo  2:11 96 0
2406 AEC Company 1 Cover Cut: To FunSz 0:32 24 1]
2 151




To print a list of all operators and their assigned tasks for today (useful for managers), make the
following selections in the Print window.

D Select a Document:

4| Service Date Range (select one):

----- ' - the list on the screen - - [ Today
- Orders | . "] Tomorrow
Weekly Schedule by Job DueDate | .. "] Today + Tomorrow
. Wems | L. " | Today + 7 Days
Progress Report by Job No l "] Today + 14 Days
- " Progress Report by Job Due Date - Qptions (check all that )
------------- Services .|| Include Services Late
----- ) Services-To-Do by Center " TO LISTALL THE OPERATORS
. Services-To-Do by Operator Page Break ON THE SAME PAGE, DO NOT
- Papers CHECKMARK THIS OPTION.
----- " List by Paper Vendor
----- @ List by Paper Type
----- £ Listbhv lob M
Primier's Pian 2012 bets [00.29.122587) Pinters Plan Page 1of1
03/28/12 10:03:12 Services-To-Do by Operator
Ligt Sge 22
The st ncludes he Services To-Do (not marked as Done) of Orders in Progress and kems in Production
| Operator | Serviceda | _Job | Cusomer ____Jlem ________Jsave _ Ahanmeladayltag  PilNee |
Tim 0M28201: 2362 ABC Company 1 Brochure Lage Pess: 4 Cdar Pre 705 4,800 0
2426 Ascotinc. 1 Applicasion Forms Plae CTP Plaie 0:00 1 0
__T09 4801
Mike 032872012 2372 Absi Laboratonies 1 Legerhead Smal Pess: 2Cdar P 1:52 [} 2
2374 ANed Bulding Supples 1 Businass Cards Smal Pess: 1 Cdor P 030 102 1 Check with Anna.
2374 Aed Budding Sugpies 3 Note Pads SmdlPess: 1Cde Py 040 281 1
2406 ABC Corrpany 1 Cover Smdl Pess: 2Cder Pe 227 2401 0
2477 Abel Laborstones 1 Legerhead Smdl Pess: 2Cder Pre 151 1,237 2 Not change n ink colo
650 4,021
Anna 03287201 2373 ABC Company 1 Applicalion Forms Design. Form 0:3 1 0 Proof io salesperson
2406 ABC Company 1 Cover Design By Haur 200 0 0 See sampie
2428 ANed Bulding Supplies 1 Business cands Prod’: Pooi- Fedex 0:00 5 0
2428 ANed Bulding Supplles 1 Business cands Design Busness Cand 140 5 0 See disk for logo
2428 Aled Budding Suppies 3 Forms Design. By Haur 1:00 [} 0
2435 ABC Company 1 Applicason Forms Design. By Hour 1:00 [} 0
6:30 1
Dave 03/28/201: 2380 ABC Company 1 Employes Manuals Package Wrapn S0s 208 50 0 Leave 3 books unwwrap
2405 ABC Company 1 Employes Manuais Digtal Pirter: Coper -C 2234 7,200 0 See sample for t3b loca
2406 ABC Company 1 Cover Cu-TAm 35 FodedBo 241 96 0
2406 ABC Company 1 Cover Cat: To RunSz 0:32 24 0
Tz 1570
Lisa 03728/201: 2336 ABC Company 1 Employee Handbooks  Fdd: Auo 1 Fold - Text  0:52 6,000 0
2406 ABC Company 1 Cover Cdl== Hand 215 2,000 0
2406 ABC Company 1 Cover Fod: Awo 1 Fold - Text 021 2,000 0
32 10,000
Soot Q3282012 2375 Asman & Associames 1 Form O et 60= Cdor 0 5265 0 Canary
2428 ANed Bulding Suppies 1 Business cards Cower. 652 Camivd Lim 0:0( 554 0 Vhite-Bright - 8.5 11 -
000 5819

7 [ J ! |  Jsaleal [ [ |

11
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Updating Status

Updating Service Status

Service statuses can be updated in one of the following ways.

Suggested Procedure 1
(Use this procedure if you have assigned operators to services.)

Click the operator’s name under “Operators” to list all the services assigned to this operator.

When the operator completes a service, he/she marks it “Done” as shown below.

TO MARK A SERVICE “DONE’,
e v - e 1 cacy| CLICK THE SQUARE ICON NEXT
B Oviers e TO IT. THE ICON CHANGES TO A
o~ I:e,mi T Anna [5) @ 2428-3F.. AliedBuilding.. &3 l pesic CHECKMARK. (THIS STEP CAN
s ) ® 1A ABCCompeny &M Desi) ALSO BE ACCOMPLISHED WITH

List Manager « | Operators / Anna (10 Services To-Do of Orders in Progress/Items in F

=-. Departments .
@ Centers e {82 ABARCODE SCAN USING THE
B ® 22281 s Allied BuiI:i:gy... > ue;iz BARCODE SUPPORT TOOL.)
[(3) @ 2428-1B.. Allied Building... Proof: Provr=reuex I UST 2B 20T R
[ 03/29/2012 FoCOTIpETTy T DTS O T TOOT | wrsday
Anna i 03/29/2012 § Anna
5 }C Company =] v Design: Form 03/25/2012 8 Anna
T -~ - - =
[ 03/30/2012 triday

Scheduler | Services Assigned To Anna

NOTE: To restrict the list to include only the services that are due today, right-click on the
operator’s name and select Add Filter... Then, in the Find window, select Item/Service
Date is equal to today’s date.

| Find By this field If the field Enter Date
Orders Job Number 3/28/2012
Job Title <> noton il
8 Operators L Customer Name < earlier than
Customer Number > laterthan
""" g&’ Al CLICKADDFILTER... Customer ID <= earlieroron
----- ? TO OPEN THE FIND Date In »= lateroron
- Date Proof this week
""" 8 Trf‘n WINDOW. Date Due month
----- 9, Mike Date Shipped year £
& CSR Number next week
SalesRep Number month
""" 8 D Job Ship By year
_____ i - Location Mumber (0 for Storel) 7 days
8 L Add Filter... ) < o i Lol
----- & s . Service Catego 365 days
..... v Df  Favorites.. st week A
0 v Item/Service Operator month
Right-click Window for Anna Find Window



Suggested Procedure 2
(Use this procedure if you have assigned “due dates” to services.)

Click Today’s date under “Dates” to list all the services due today. Mark services “Done” as they
are completed.

List Manager « | Dates/03/28/12 Today (16 Services To-Do of Orders in Progress/Items in Production listed)
"""" Schedule/Update by Job Group By... Item Customer 1 Category: Service Date Operator  Tag
IDI = [#] 03/28/2012 Wednesday
S“:“; i = Design [+) @ 2428-3F.. Allied Building... B Design: By Hour @] [®] 03/28/2012 § 7
Sl bt (1)@ 2435-1A.. ABCCompany EJ M Design: By Hour @ 038202 § 2
c': g @ 2406-1C.. ABCCompany _J ¥ Design: By Hour m v 03282012 4 7
Doie (+) @ 2428-1B.. Allied Building... B Design: Business Card @] [®] 03/28/2012 § Anna
-] AnyDate Proof (+]) @ 2428-1B.. Allied Building... EJ Bl Proof: Proof - Fedex [l [8] 03/28/2012 § Anna
[ Late/Reschedule Offset () @ 2375-1F.. Attman & Ass... ¥ Offset 60% Color-85x11 [l v/ 03/28/2012 [ ?
= Cover (3] @ 2128-18.. Allied Building... ¥ Cover: 65¢ Camival Linen ... @ ¥ 03/28/2012 [ ?
[ 03/29/12 Thursday Digital Printer (+] @ 2405-1E.. ABC Company B Digital Printer: Copier - Co... [T [8] 03/28/2012 & Dave
[F] 03/30/12 Friday Small Press  (+] @ 2374-1B.. Allied Building... [ [l Small Press: 1 Color Press ... [T] [8] 03/28/2012
: 02721 17 Sabarcdae HMMDMMMMM

Suggested Procedure 3
(Use this procedure if you have not assigned operators or due dates to services.)

Click the corresponding Department under “Departments” or the Center under “Centers”
and mark services “Done” as they are completed. (See more information in “Departments” and
“Centers” later in this guide.)

List Manager « | Departments / Graphics (10 Services To-Do of Orders in Progress/Items in Production listed)
"""" e pdaso by Job Group By.. Item Customer 1 Category: Service Date Operator
B ::m 1 Design

........ s:::;u.»e Ehdate by e s (£) @ 2406-1C.. ABC Company B Design: By Hour @ 8] o03/28/2012 £ 7
u= p, nme::: : h @ 2376-1Di.. ABCCompany _J ¥ Design: By Hour @ v 03/28/2012 L 7
g jp‘:" (1) @ 2436-1M.. ABC Company B Design: By Hour W [E] 03/30/2012 5 7
| [+) @ 2435-1A.. ABCCompany _J ¥ Design: By Hour & v o §
-] Paper [+) @ 2428-3F.. Allied Building... £J M Design: By Hour @ o03/28/2012 5 ?
- Prep (+) @ 2428-1B.. Allied Building... &3 Bl Design: Business Card E o03/282012 O ?
Digital (*] @ 24291L.. Ascotlnc. v Design: Letterhead m v 03/28/2012 § ?

Services in the “Graphics” Department

List Manager « w Departments / Finishing (40 Services To-Do of Orders in Progress/ltems in Production listed)
........ Schedule/Update by Job Group By... Tem a— 1 Category: Service Date Fr—
|_] Orders o Fold
. .I;:‘::‘u.’e. Update by Service © 2378-18Br.. ABCCompany ] M Fold: Autol Fold - Textwt. E E 04/04/2012 7
Departments () @ 2407-1Pr.. ABCCompany (3 M Fold: Autol Fold - Tetwt. [ @ 03202012 5 ?
s A (*) @ 2356-1E.. ABCCompany [ B Fold: AutolFold - Tedwt. [£] @ 03/28/2012 & ?
Graphics () @ 2406-1C... ABC Company B Fold: Auto1 Fold - Tetwt. [T] @ 03/20/2012 0 ?
.| Paper (*) @ 2379-1C.. ABCCompany _J B Fold: AutolFold- Teawt. [E] [E] 04/06/2012 ° 7
- Prep () @ 2436-1M.. ABC Company B Fold: Auto 2 Folds [w] [®] o03/28/2012 5 ?
Printing [+] @ 2434-1Br.. ApexRealtors B Fold: Auto 2 Folds [F [E 033002012 § ?
Digital (+) @ 2362-1Br.. ABC Company B Fold: Auto 2 Folds [E] @™ o03/20/2012 5 ?
Wide Format [ Collate
-l m (+) @ 2379-3In.. ABC Company B Collate: Hand [E [E o06/2002 5 2

Services in the “Finishing” Department

13
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Updating Item Status (Location)

Scheduler helps you track the location of each Item. You will know (with minimum user
involvement) where each job is in the production process and which Items are at certain
locations in production, such as“In Proof” and “In Finishing".

Click “Items” and then “All" to display the Items of all the current Orders as in the figure below.
(If your list is not grouped by “Job Due Date” and you want to list them by Due Date, click the
header “Group By..." (Grouping of the Items list can be further customized in Scheduler Settings |

List Options and is explained later in this guide.) s ~
THE ICONS IN THE COLUMN NAMED “1”
(FOR “ITEM”") INDICATE THE LOCATIONS
OF THE ITEMS. SEE THE LEFT PANE TO
FIND OUT THE LOCATION THAT EACH
age 9 of Orders in Prog ed ICON SYMBOLIZES, OR JUST EXPAND
........ Schedule/Update by Job Group By... Order-Item No  Customer 1 mDes; THE “I” COLUMN AS SHOWN BELOW:
M Crohee [%] 03/28/2012 ey
5 e #) @ 24151  ActionBusines] E3 Boplicatid
~nE @ 23721 Abel Laborator]. erheac
£l i 3r2or2012 e
-2 Wait (1)@ 24071 ABC Company oduct B Letamesd
Ay Proof () @ 2107-2 ABC Companyll EJ Hpplicatio
g Items in Production l:] . 2405-1 ABC Company| a ployee
.3 In Production @ 5751 Attman & Ass.l| =] fbrm ITEM LOCATION COLUMN EXPANDED
Graphics H@® 5121 Allied Building® siness Chr _J
(+)@ 23742 Allied Buildingl elopes Window 03/29/2012  Anna
@ @ 23743 Allied Building® ote Pads 03/29/2012 Anna
£ 03/30/2012 Friday
Wide Format @ 24351 ABC Companyll _] Spplication Forms 03/30/2012 Lisa
Finishing @ 24341 Apex Realtors ochure 4 color 03/30/2012 Lisa
o Mailing [+l dh 24321 ARC Comnanul EY I 03/30/2M2 Lisa

Item locations are divided into three groups: 1) Not in Production, 2) Items in Production, and
3) End Production.

1) “Notin Production” Locations (Schedule, Hold, Wait, Proof)

A job in one of these locations is not in production yet or has been pulled out of

production.

These location names are pre-defined and cannot be edited.

To place an Item in one of these locations, drag the Item to that location or right-click in
the 1" column of the Item to select the location.

ompany
n & Ass..

Busines... Finishing Ap

Schedule
Hold =
Wait

Proof

=== RIGHT-CLICK MENU



NOTE: Depending on the option setting, a new Item will automatically appear either in
“Schedule” or “In Production”. You can set this option in Scheduler Settings | New Item
Options as shown below. (Scheduler Settings is covered in more detail later in this

guide.)

|~ Scheduler Settings

List Options

Item Tags
Service Tags

Service Centers

Mew Item Options

CLICK NEW
ITEM OPTIONS
TO DISPLAY
THE OPTIONS.

Scheduler | Scheduler Settings Menu

r;“'_n

er creati -
Set em status to In Production {(uncheck to Schedule)

: Assign Default Service Ope
B Assign Default Service Tag

New Item
These options are for ALL computers
3| After pasting an [tem:
4 Clear Service Date (CHECKMARK TO SETTHE
LOCATION OF ANEW ITEM

TO IN PRODUCTION.

a new [tem:

Scheduler | Scheduler Settings | New Item Options

Setting the new Item status to “Schedule” (box not checked) allows the production
manager to review the Item and assign dates and operators to its services before the job
goes into the In Production status.

“Items In Production” Locations

The “Items In Production” locations, except for “In Production”, match the Service
Departments created in the Services section. See below:

~ Printer's Plan Main Menu

|_| Graphics

_| Paper

| Prep

[J Printing

[_] Digital

] Wide Format
|_] Finishing

] Mailing

] Brokered
__| Other

—— |

- s
28 fIEes

List Manaaer

IDENTICAL LIST

Services | Service Departments

- 1 - ~
Senzduler
+* Printer's Plan Main Menu

¥ List Manager

------- Schedule/Update by Job
|_| Orders

|3 Htems

uj All

------------- Not in Production
- 4 Schedule

q@ Hold

.. B Wait

- Ay, Proof

- dtems in Production

In Production e

- g Lraphics

.| Paper

] Prep

.. B3 Printing
Digital

. B Wide Format

.. [&d Finishing

. B Mailing

.. [E&] Brokered

- 3| Other

“IN PRODUCTION”
INCLUDES ALL ITEMS
IN PRODUCTION.

Scheduler | Items | Item Locations

15



When you mark a service of an Item “Done’; the Iltem automatically moves to the location
that corresponds to the Department of the service next in line. See below:

EXAMPLE:

Item is in Graphics location (circled in
blue) because the first service in the Item
is a Graphics service and it is not
completed yet.

Graphics service is completed
(checkmarked). Now Item is in Paper
location (circled in blue) because the next
service after the Graphics service is paper
which belongs to the Paper department.

VN
-] @ 24331 ABC Company ' harkeﬁng Brochures

Design: Brochure
_ | Text Coated: 80# Sterl
I Digital Printer: Copier
B cold Auin? Enlds

) ® 24331

ABC Company

=

arketing Brochures
¥ Design: Brochure
—J Text Coated: 80% Sterli
B Digital Printer: Copier
B Eold Autn? Ealde

NOTE: To benefit fully from this automatic moving of an Item from one location to the next,

in the Services section, organize the Service Departments in the order of production.

Service Departments and Categories

Customize __| Service Departments and Categories

4 Add Department @[] Graphics
® Paper

4 Add Catego @~ Pape

At ®-|_] Prep

.'_'F:--E] Printing
&]D Digital
@D Wide Format
:3:_] Finishing

Q Down &[:‘ Mailing

%7 Move to Bottom &D Brokered
oo

G

# Rename

B Change Color

X Delete

Services | Service Settings | Service Departments and Categories Table

ARRANGE THE ORDER SO THE
DEPARTMENTS ARE LISTED IN
THE ORDER OF PRODUCTION.

CLICKTO ASSIGN COLORS
TO DEPARTMENTS

NOTE: The colors assigned to Service Departments are also assigned to the corresponding

Item locations. This color-coding helps the user easily identify the Item locations (see the

“I”column).
p—
Order-ltem Mo Customer 1 Description / Service
+) @ 24071 ABC Company roduct Brochures
|E| @ 24072 ABC Company | £ plication Forms
|E| © 24051 ABC Company ployee Manuals
[+ @® 2351 Attman & Ass...[l =] Borm

—



“In Production” location: When a job is in this location, it is in production but not at a
specific location, such as Graphics, yet. This may mean that the job has been scheduled but
has to go through one last review before it goes to the first production location. Use it in
the way that fits your operation best. You may want to ignore this location completely.

As mentioned earlier in this section, you can select an option so that a newly created Item
automatically goes to the “In Production” location, bypassing the “Schedule” location. This
option is usually selected under one or more of the following conditions:

e CSRsschedule jobs from the Job window as soon as they create the ltems,
¢ You are not using the “scheduling services” and “assigning operators” features, or
e You want Items to appear in production as soon as they are created.

3) “End Production” Location

When all the services of an Item are check marked, the Item automatically moves to the
“Done” location. The icon for this location is a yellow checkmark. See below:

IE| @ 2363-1 Allied Building...| + 3usiness cards

Design: Business Card
Plate: CTP Plate

v Cover: 65 Carnival Linen
v Small Press: 1 Color Press ..
¥ Cut: ToFinSz

NOTE: Even if you have not checkmarked all or any of the services, just dragging the Item to
the “Done” location checkmarks all the services.

Viewing Items at a Specific Location

To view Items that are currently at a specific location, click the location. The following figure
shows the Items currently at the Finishing location. Click the plus (+) sign next to the Item to
view the services of the Item (see Item 2407-2 in the figure).

¥ List Manager <« w Items / Finishing (4 ftems of Orders in Progress listed)

2 Group By... Order-Item No  Customer 1 [Item Description / Service Date CSR/Oper
p By, p p
B Orders [=] 03/28/2012 Wednesday
& I:_':]!“;I (F) @ 24151 Action Busines... Registration forms 03/28/2012 Paul
E Not in Production ]
% Schedule [ 03/29/2012 Thursday
& Held (=)@ 2407-2  ABC Company Application Forms 03/29/2012  Llisa
T wait Plate: CTP Plate 03/28/2012 § Lisa
Ay, Proof Carbonless: 3 Part v 03/28/2012 § Scott
Towss D1 F ¥ SmallPress:1 Color Press.. ¥/ 03/26/2012 § Tim
i B Pad: NCR Paddin [®] 0372872012 Lisa
#3 In Production g
Graphics B Number: Number1 T 03/29/2012 Lisa
p
=) Paper
2] Prep (%1 0470672012 Friday
Printing (2@ 2379-2 ABC Company EJ Inside pages 04/06/2012 Lisa
pany pag
£ Digital B ® 23621 ABC Company Brochure 04/06/2012 Lisa
--[E) Wide Format
-8
- E] Mailing
EY Brokarad

17



Viewing Item Location and Service Status in the Job Window

You and your staff can view the location of an Item and statuses of its services from the Job

window in the Jobs section.

Home [ Jobs l Scheduler Services

Customers

Reports  Settings

2433 Marketing Brochures

Bill to Customer No.41 Ship To Orde|

..... © InPreg
""" 9 Ontictd gdic:cp'ckur:paws ite £1 ;E’Bdg&mpmym d —
Ready to Shi j New Job Pike Street Suite 5 Saratoga Bivd, sjones
[ Biais P ! Baltimore MD 21202 Baltimore MD 21207 Phi: 4
----- eady to Post Ph2:
----- @ Received Toda ITEM LOCATION Cell: 4
Shipped Toda SERVICES THAT ARE DONE w Fax: 4
Late L] anis Job) ARE CHECK MARKED.
Due Today — . . _/ Edit Costs = Reprice [
Due Tomorrow = m description Quantity  Time
H 1.1
~ g::;’::‘; E-_e] g eting Brochures 1 Original (2 sides) 1.000
----- — v g 2
o . Discrepancies E Schedule Pesign: Brochure : 2 1:40
O Quotes ¥ Wext Coated: 80% Sterling Utra Matte - 11 x17 - Black / Black - ... 1,000
O Templates ’ Inventory B [Digital Printer: Copier - Blk & Wht 2000 039
D History old: Auto 2 Folds 1,000 0:20

Jobs section | Job window

Ability to view service and Item statuses is a feature that can be enabled/disabled as follows:

1)
2)
3)

See the figure below:

Click Order to display the Order menu.
Select Show/Hide...

Check the Status of Items and Services option. (Uncheck to disable the feature.)

CLICKTO DISPLAY THE MENU SHOWN.

[
- Ordbr 2433

Change the Number of this Job...

Set the Next Job Number...

[==] Paste

Marketing Brochures
oL e

Options

Which information do you want to see?
[ Item Note (below Item Description)

B=) his Job)

I_1Newltem

I Ba Edit Specs

[ Price/Hr (for ‘Time Cost only' Services) and Unit Price (for all Services)
i i if uncheck: i

will ms onl

i Description
f«:g Rearrange

§ & Schedule

Inventory

v Design: Brochure

Jobs section | Job window

18

Marketing Brochures 1 Originz

¥ Text Coated: 80# Sterling Utra
B Digital Printer: Copier - Blk &

m Status of ltems and Services (works with Scheduler and TimeTracker tools)

& Job Mote | Memo | Totals (at the bottom of window)

Show/Hide... Options window



Updating Order Status

Order statuses in Scheduler and their icon colors are identical to the Orders in the Jobs section:

“In Progress”,“On Hold", “Ready to Ship”, and “Ready to Post".
g

(41 Orders listed)

&

Senaduler

w Printer's Plan Main Menu

¥

List Manager « |« All Orders

w

- Schedule/Update by Job Group By... Order No  Customer I Job Title / ltem / Service Date
@ aless [%] 03/28/2012 Wednesday
: pmgrm In Progress [ ] 2435 ABC Company Staff Guides 03/28/2012
[ ] 2415 Action Busines... Application Forms 03/28/2012
He 2381 Alliance For Th... Newsletter 03/28/2012
On Held He 2414 AscotlInc. Brochure 03/28/2012
Ready to Ship (2] © 2365 AscotInc. Letterhead 03/28/2012
Ready to Post (+] @ 1368 Attman & Ass... Registration forms 03/28/2012

C5R/Cper

Lisa
Paul
Brad
Paul
Lisa
Lisa

When all the services of an Order are checked as “Done’, the Order status will automatically

change to “Ready to Ship”.

Letterhead
v Letterhead
v Design: Letterhead
v Witing: 24% Classic Linen
A4 Digital Printer: Copier - Co...

Ready to Ship [=) 2365 AscotInc.

03/28/2012  Llisa
v 03/28/2012 8 Anna
v 03/25/2012 § Scott
B4 0372872012 § Lisa

To manually change the status of Order(s), select the Order(s) and rig
number column.

= 03.-'2&'2012

l ) I Staff Guides
.

On Hold ]
ReadytoShip (2] @

2368 Attman 8 Ass...

Ready to Post E] 7] Registration forms

ht-click in the Order

RIGHT-CLICK MENU

To automatically update the status of Order(s), select the Order(s), and right-click in the Job

Title column.

Group By... Order No  Customer I Job Title / tem / Service
[#] 0372872012
1l ABC Compary
I ) PR Schedueob
_EI. Alliance For 1 Preview Job Specs
2414 | AscotInc. Edit Job Dates
::::z: i:'; % : 205 Avont b | ' Update Status of Selected Jobs... ) |

RIGHT-CLICK MENU

19




More Scheduler Functions

Departments

The Departments in Scheduler are the same as the Service Departments created in the
Services section.

When you click a Department, the right pane displays the services that belong to that Service
Department and are assigned to current Orders.

EXAMPLE: In the figure below, on the left pane, the Finishing department is selected. On the
right, all the Finishing services assigned to current Orders are listed.

GROUPING IS DETERMINED BY THE OPTION(S) SELECTED IN
SCHEDULER SETTINGS | LIST OPTIONS. TO GROUP BY
ANOTHER CRITERION, SUCH AS BY DATE, CLICK GROUP BY...

List Manager « ' DJepartments /[ Finishing (41 Services To-Do of Orders in Progress/Items in Production listed)
- Schedule/Update by Job Group By... Itemn Customer I Categony: Service Date Operator
D Orders . Cut
| ?ems? o [*) @ 2366-1B... ApexRealtors B Cut ToFinSz @ W 04/04/2012 § Dave
EE S e (+) @ 23633F.. AlliedBuilding.. -J B Cut: ToFinsz T @ 04/04/2012 § Dave
(] @ 2431-1Br.. ApexRealtors B Cut: ToFinSz (1] @ 03/29/2012 § Dave
[+) @ 2434-1Br.. ApexRealtors B Cut: ToFinSz [£] [E] 03/30/2012 § Dave
(] @ 2374-1B.. Allied Building... B Cut ToFinSz T @ 03/29/2012 § Dave
] Prep (+] @ 2436-1M.. ABC Company B Cut: ToFinSz W] M 04/09/2012 § Dave
[+) @ 2430-1N.. ABC Company B Cut: ToFinSz W] W] 04/04/2012 § Dave
[+] @ 2374-3N.. Allied Building... B Cut: ToFinsz m [ 03/29/2012 § Dave
@ 2363-1B.. Allied Building... _J [ Cut ToFinSz T W 04/04/2012 § Dave
(+] @ 2428-1B.. Allied Building... B Cut: ToFinsz M . 04/01/2012 § Dave
1 Fold
(] @ 2407-1Pr.. ABC Company B Fold: Auto1 Fold - Ted wt. | @ @ 03/29/2012 § Lisa
@ 2406-1C.. Annapolis Gen... B Fold: Auto1 Fold - Tedwt. || @ @ 03/29/2012 § Lisa
[+) @ 2356-1E.. ABC Company B Fold: Autol Fold - Tedwt. || [E] [8] 03/28/2012 § Dave
2379-1 C... Albright Assoc... Fold: Auto 1 Fold - [l [E] 2012 Dave
;l @ 2378-1Br.. ABC Company B Fold: Auto1 Fold - [E] (W] 04/04/2012 Lisa
ALL: DISPLAYS ALL DONE: DISPLAYS ALL
SO’:;?RA/ éCRES OFALL L’Z“E/EZ’Z‘E’,\%%%;“&TE 5 LIST OF FINISHING SERVICES TO-
’ ’ DO. COMPLETED SERVICES CAN BE
CUSTOMER TO WHICH SERVICENAME | CHECKMARKED IN'THIS VIEW, ALSO.
THE ITEM BELONGS
v v
]El @ 23781 Brochure ABC Company &34 Bl Fold: Autol Fold - Tetwt. [E] 04/04/2012 § Lisa
JOB NO - ITEM NO AND DESCRIPTION CURRENT LOCATION SERVICE DUE OPERATOR
OF THE ITEM TO WHICH THE SERVICE OF THEITEM DATE ASSIGNED
BELONGS (ITEM COLUMN EXPANDED TO SERVICE

TO SHOW ITEM DESCRIPTION)

20



Other actions that can be accomplished in the “Departments” view:

e When you click the plus (+) sign next to an Item, the Item expands and the other services in
the Item are displayed for your view.

1 Fold
(+) @ 2378-1Br.. ABC Company B Fold: Auto1 Fold - Tetwt. [E] [W] 04/04/2012 § Lisa
[+] B " . = = e :
(=) @ 2356-1E.. ABCCompany B Fold: Auto 1Fold - Text... [ [E| 03/30/2.. § Dave
Preview Item Employee Handbooks
EXPANDED ¥ Bond:- 20% White v 03282. § Scont
ITEM v Index: 110% Color v 032872. § Scont
V| Tabs: Tabs CusStock v 03282 § Scott
) Digital Printer: Copier - ... ml 03292. 8 Dave
B Fold: Auto I Fold - Text .. [El 03302. 8 Dave
(+) @ 2407-1Pr.. ABC Company B Fold: Auto1 Fold - Teawt. [ T 03/20/2012 § Lisa

Double-clicking a service opens the Schedule window of its Order where you can view the

Order details.

i Schedule Job

Order 2356 - Employee Manuals
ABC Company (41)

Service

B Digital Printer: Copier
M Fold: Auto1 Fold - Text

S$|SulM T W>
04 /05 06 |07 |08 09 [10 |11 Apr

8 Dave 113 4000
8 Dave 0:45 5,000
5 Y I Il | 138

> Operator

Actual

i Time

Ordered By

Sarah Littlesn
slittleson@abc.com

3/26/2012

4/2/2012 11 am

Lisa
In Progress

¥ Iob Note
Deliver to the back door by 2 pm.

a* Memo to Customer

21
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Service Centers

Centers provide an alternative way to grouping Services in production as compared to service
Departments. They are user-defined in Scheduler and then assigned to services.

For example, in the Services section, you may have set up all your digital printers in one
department, such as Digital Department. Therefore, in Scheduler, when you click the “Digital”
department under “Departments’, you see all the digital printers that are assigned to current
Items. However, you may also want to view some specific printers in separate lists. Creating
Centers allows you to accomplish this.

< | = Centers / Digital Color

(7 Services To-Do of Orders in Progress/Items in Production listed)

Group By... Item Customer 1 Category: Service Date Operator  Tag P Time  Quantity
[#] 03/28/2012 Wednesday 218

Digital Color (+] @ 2406-1C... ABC Company B Digital Printer: Copier - Color [ [8] 03/28/2012 § Dave 1:44 5,000

(*) @ 2405-1E.. ABC Company B Digital Printer: Copier - Color ) [8] 03/28/2012 § Dave 2:34 7,200
] 03/20/2012 Thursday 428

Z Digital Color [+) @ 2380-1E.. ABCCompany EJ M Digital Printer: Copier - Color [ [ 03/20/2012 § Dave 428 13000

o TR _

(& Digital Blk & Wht (£03/30/2012 Friday 339

£ Press d-color Digital Color [+] @ 2406-3In.. ABC Company =] Ml Digital Printer: Copier - Color [ [£] 03/30/2012 § Dave 324 10,000

3} PressS-color () @ 2374-18.. Allied Building... ] Ml Digita! Printer: Copier - Color 3] [£] 03/30/2012 § Dave 006 84

4 Folder (+) @ 2374-3N.. Allied Building... —J Bl Digital Printer: Copier - Color [ [£] 03/30/2012 § Dave 009 250

2} Booklet Maker

4 Cutter TH 04/05/2012 Thursday 3:24

fa} Collator Digital Color (+] @ 2406-2In.. ABC Company _J Bl Digital Printer: Copier - Color ] [ 04/05/2012 § Dave 324 10,000

{24 Coil Bind

Color Copiers Listed Under “Digital Color” Center
Setting up Service Centers
You can define up to 24 Service Centers. To modify the existing Centers and to add new
Centers:
In Scheduler, click Scheduler Settings and select Service Centers.

Home  Jobs | Scheduler | Services Customes AR Reports  Settings @
= 1 ol = : = = =
Sehedular o | | =] E;E-,l? = | & %

= Punter Plan Main Menu [“Find ) open Pt | [Fovores [ securty Rermnder [Pgos,
|
Orde Progre ed  Scheduler
""" Schedule/Up L: Group By... Order-ltem No  Customer I Item Description / Service Date CSR/Oper List Options
B Orders [ 03/28/2012 Wednesday o
] _I‘!j":“ 2@ 24151 Action Busines... Application Forms 03/28/2012 Paul x
Not in Productis — i

7 A 7 0372072012 Thursday Service Centers

& Hold () @ 24051 ABC Company Employee Manuals 03/29/2012 Lisa New ptions

2 Wait (2@ 1751 Attman & Ass... 33 Form 03/29/2012 Brad e

The Service Centers window appears.




CENTER ==
NUMBERS
(DEPID) ARE
ASSIGNED
INTERNALLY.

Service Centers

il 24S e ants
Service Center

Booklet Maker
GEC Bind

-
EDIT ORADD CENTER
NAMES AS NEEDED.

NOTE: AS YOU ARE

SETTING UP THE CENTERS

TABLE, YOU MAY DELETE
\ANY EXISTING CENTER.

Before deleting a center, make sure it's not assigned to any Service.

= CLICKTO PRINT THIS TABLE.

Scheduler | Scheduler Settings | Service Centers table

[ o

][ Cancel

l

ASSIGN A SORT ORDER NUMBER
TO EACH CENTER.

TIP: ASSIGN SORT ORDER
NUMBERS IN INCREMENTS OF 10,
SUCHAS 10 TO THE FIRST CENTER
IN THE SORT ORDER AND 20 TO
THE NEXT ONE IN THE SORT OR-
DER. LATER, IF YOU ADD ANOTHER
CENTER WHICH SHOULD COME
BETWEEN THE FIRST AND THE
SECOND IN THE ORDER, INSTEAD
OF MOVING ALL THE SORT ORDER
NUMBERS AHEAD, YOU CAN JUST
ASSIGN TO THE NEW CENTER A
NUMBER BETWEEN 11 AND 19.

et IGNORE THE MAXHRS/

DAY COLUMN. IT IS NOT
FUNCTIONAL YET.

CLICKNOTE... TO OPEN
THE NOTE WINDOW.

[ mote.. |e==— ALLNOTESWILLBE

PRESERVED UNTIL YOU
DELETE THEM.

23
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Assigning Centers to Services

After you set up the Service Centers, assign Centers to services using one of the following two

methods:
Method 1:

1) Inthe Services section,

open a service.

2) Click More Properties... to open the More Service Properties window.

3) Click the arrow in the Center field and select the center.

Home Jobs Scheduler [ Services ]

Customers A/R Reports

Settings

[l

Services I

ale=

8 |

= |

Ty yaary Scivice No: 160 - Categon os 30 ass Galggory Nape: Digita! Printer - Coteaonylype: Digital Rrigter/Copici

ol

v Service Digital Printer: Copier - Color
" Graphics Qlie] ] e vor senice Properies
__| Paper
_| Prep j New ServiceName  Copier - Color Scheduler (optional tool)
P_ 9 Invoice Name ~
... @ Digital Printer | I — Popup Reminder A
[_] Wide Format Default Note
L] Finishing iy savea Defauit Tag | -]
(] Mailing _| Close Pricing Properties
[_] Brokered
: Quantity | Impressions
= IT] wase e
DefaultVendor | -
3 Round-up to SKU < Vendor Spedific Code >
j Markup febie Waste... — No Paper Was# upPC < Universal Product Code >
m Price Tablle FsC < Forestry Certification Code >
. More =
Properties Time. Colalote fine frea M Track Minimum Level 0
Ream Ouantibe n

Method 2 (This is the most efficient way if you want to assign one center to multiple services.)

1) In Scheduler, expand Centers.

2) Click the center indicated with a question mark (?). All the services without center

assignments are listed.

3) Select (highlight) the services to which you want to assign one specific center. If you
have the same service, such as“Auto 2 Folds’, listed more than once, you need to
highlight it only once. (See the figure below.)

4) Drag the selected services to that center.



« w Centers/?

List Manager

-------- Schedule/Update by Job
|_| Orders
| Items

{3} Digital Blk & Wht
|- {2} Press 4-color
..... fa} Press 5-color

(104 Services To-Do of Orders in Progress/Items in Production listed)

Group By... Ttem Custy I Category: Service Date
(+) @ 2363-1B.. Allied Building.. _| Il Small Press: 1 Color Press ... 04/02/2012
()@ 23771L.. Ascotlnc. 3+ M Small Press: 2 Color Press.. [T [T] 04/03/2012
(*) @ 2376-1Di.. ABC Company B Small Press: 2 Color Press... [T [E] 04/06/2012
(*) @ 2366-1B... ABCCompany _J M SmallPress: 2 Color Press .. 04/03/2012
(*) @ 2436-1M.. ABC Company B Small Press: 2 Color Press... [W] [E] 04/06/2012
() @ 2430-1N.. ABC Company B small Press: 2 Color Press ... [W] [T] 04/03/2012
(+) @ 2379-21n.. ABC Company B Small Press: 2 Color Press .. [£] [l 04/05/2012
(*) @ 2379-1C.. ABCCompany _J [ Small Press: 2 Color Press.. [£] [ 04/05/2012
() @ 2428-1B.. Allied Building... £J Il Small Press: 2 Color Press ... [T [ 03/29/2012
| [of ] ] 3] 03/25/2012
()@ 2379-1C.. ABCCompany _J M Fold: Autol Fold - Cover.. [E] [{] 03/20/2012
I ) o [ Fold: Auto Fold - Text wt. [EINEIN 04/06/2012
(+) @ 2406-2In.. ABC Company _J Ml Fold: AutolFold - Tetwt. [m] [W] 04/04/2012

(+) @ 235%-1E.. ABC Company B Fold: Autol Fold - Text wt. [®] 03/28/2012
| [O]] 23621 6r.. [ ABC Company [> N Fold: Auto 2 Folds |
(+) @ 2431-1Br... ApexRealtors B Fold: Auto 2 Folds @ 0372072012
(+) @ 2434-1Br... ApexRealtors B Fold: Auto 2 Folds [E] 03/30/2012
(+]) @ 2436-1 M... ABC Company B Fold: Auto 2 Folds 04/10/2012

DRAG SELECTED SERVICES TO THEIR CENTER.

Checking if All Services Have Center Assignments

When you click the center indicated with the question mark, the services listed are the ones
assigned to current Orders only. Therefore, not all services without center assignments may be
included in this list. After completing the steps in Method 2, do the following to assign centers
to services that were not listed:

1) Inthe Services section, list the services of one Service Category.

2) Scroll to the right until you see the column named “Center”. The question marks (?)
indicate the services without center assignments.

3) Follow the steps in Method 1 to if you want to assign centers to these services.
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Tags

You can assign pre-defined tags to services and Items as communication tools.

Service and Item tags are defined in Scheduler Settings | Item Tags/Service Tags. You can also
assign colors to tags for easy identification.

Item Tags & Service Tags B
Before deleting a tag, verify that it's not used. Limit: 24 ltem Tags. Before deleting 2 tag, verify that it's not used. Limit: 24 Service Tags.
TaglD Tag Name Tag Color | Sort TaglD Tag Name Tag Color | Sort
51 Waiting Red 1 _ “ — 6 Duencen Cyan
52 Approved Yellow 2 SHERIhE 1 Working Red 1
53 Deliver as soon as finished Cyan 3 Ttem Tags 2 Check with CSR Yellow 2
54 Must be finished by noon Purple 4 SrEeS T 3 Check for stock Blue 3
4 Sentfor outsourcing Olive 4
ervice Lenters
5 Outforproof Purple 5
Mew Item Options
. . .
Assigning a Tag to a Service or an Item
Group By... Order-tem No  Customer 1 Item Description / Service Date CSR/Oper)| Tag RIGHT-CLICKTO
[£] 0373012012 Friday ju—
2@ 24351 ABC Company Application Forms 03/30/2012 Lisa SELECTATAG.
3@ 2311 Apex Realtors Brochure 4 color 03/30/2012 Lisa
[-) @ 2433-1  ABCCompany _| Marketing Brochures 03/30/2012  lisa (7] Deliver as soon as finished ITEM TAG
¥ Design: Brachure v 03/28/2012 § Anna
| Text Coated: 80# Sterling ... [5] o3/28/2002 § Scott || °| Checkforstock
W Digital Printer: Copier - Bl... [@] 0372972012 § Dave || @ Duencon SERVICE TAGS
B Fold: Auto 2 Folds [5] 03/30/20012 § Lisa
@ 20321 ABC Company _J Envelopes 03/30/2012 Lisa

Viewing Tag Lists

Clicking a tag under “Tags” displays all the services to which that specific tag is assigned.

« |~ Tags/ Due noon

(3 Services To-Do of Orders in Progress/Ttems in Production listed)

Group By... Item Customer I Category: Service Date Operator  Tag
[ 03/29/2012 Thursday
R ala/eh ite B4 S Due noon &]. 2406-1 C... Annapolis Gen... . Small Press: 2 Color Press ... [T ] 03/29/2012 3 Mike . Due noon
P e ® @ 2433-1M.. ABCCompany J M Digital Printer: Copier- Bl [E] [ 03/20/2012 § Dave [ Duencon
Esc::m (3] @ 2407-1Pr.. ABC Company [EJ [l Fold: AutolFold- Tetwt. [ @ 03/20/2012 § Lisa (@ Duenoon
7 Dates
£ Operators
[ Tags
- [l Al (assigned)
(unassigned)
[ J oue noon]
B Working
Bl Check with CSR
“1_Check far stack

NOTE: The “Tags” lists include only the Service Tags. Item Tag lists are not available.
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Priority Numbers

You can assign priority numbers to services to indicate the order in which services due on a
certain day should be completed. Assigning priority numbers helps manage the production
efficiently.

List Manager & |+ Operators / Lisa (13 Services To-Do of Orders in Progress/Items in Production listed)

Scheduls/Update by Job Group By.. Item Customer 1 Categony: Service Date Operator  Tag
[ Orders [] 0372972012 Thursday
(] :e::im's oo Lisa 3] @ 2407-1Pr.. ABCCompany B Fold: Auto1 Fold - Textwt, [8] [8] 03/29/2012 § Lisa @l Duencol (1]
s D;;;nme:;'“ R [+) @ 2406-2In.. ABCCompany I M Fold: Autol Fold - Tectwt. [T [8] 03/29/2012 § Lisa (4
E Centers ] @ 2434-1Br.. ApexRealtors B Fold: Auto 2 Folds (2 [® 03/29/2012 § Lisa 8]
B Dates [#+) @ 2362-1Br.. ABC Company B Feld: Auto 2 Folds [E] [®] 03/29/2012 § Lisa B]
5, Operators [#] @ 24151 A.. Action Busines... B Pad: NCR Padding [T ] 03/29/2012 § Lisa
m an

Lisa’s Tasks (Due Today) Prioritized

RIGHT-CLICK
TO ASSIGN

A PRIORITY
NUMBER (1-9).

You can also assign priority numbers to Items to help the production
manager(s) identify the order of urgency of jobs that are due on the same day.

List Manager

- Schedule/Update by Job
] Orders
(3] Items
[Zy an
e Not i Production
# Schedule
-y Hold
- B Wait
Ay, Proof

« = Allltems

“ | Group By...

)@ 24341
@ 2151
()@ 21051
*@® 237151
) @® 23141
*) @ 237142
@ 2371432

(42 Ttems of Orders in Progress listed)

Order-Item Mo Customer

Apex Realtors

Action Busines...

ABC Company

Attman & Ass...
Allied Building...
Allied Building...
Allied Building...

DoorOoOoE -

Item Description / Service
Product Brochures
Registration forms
Employee Manuals

Form

Business Cards
Envelopes Window

Mote Pads

Date

03/29/2012
03/29/2012
03/29/2012
03/29/2012
03/29/2012
03/29/2012
03/29/2012

CSR/Oper

Lisa
Paul
Lisa
Brad
Anna
Anna
Anna

Tag

HoEEReE® -

Items of Orders (Due Today) Prioritized

Viewing Prioritized Services:

To see all the services to which a specific priority number is assigned, click that number under
“Priorities”.

« | Priorities / 2

(3 Services To-Do of Orders in Progress/Items in Production listed)

Date
Wednesday
B Small Press: 2 Color Press .. [8] [8] 03/28/2012 8 Mike
B Small Press: 2 Color Press .. [»] [8] 03/28/2012 8 Mike
] B Fold: Autol Fold - Textwt. [E] [8] 03/28/2012 § Lisa

Group By... Ttem Customer 1 Category: Service Operator  Tag P

[5] 0372872012
2 (] @ 23721 Letterhead Abel Laborator...
[*) @ 2427-1 Letterhead Abel Laborator...
[#] @ 2407-1 Product Brochures  ABC Company

Schedule/Update by Service %
Eil Departments B}

@ Duenoen

(] Priorities
() Al {assigned)
(unassigned)
1
@
=1

NOTE: The “Priorities” lists include only the service Priorities. These lists are not available for
Item priorities.
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Scheduler List Menu

Click the top List Menu bar above the right pane to display the Scheduler List Menu.

- '
Schaduler
~ Printer's Plan Main Menu

List Manager
-------- Schedule/ Update by Job
|_] Orders
(3] Items

----- %4 In Production
----- Graphics

..... _| Paper

-z Prep

----- Printing

..... Digital

----- Wide Format
----- Finishing

..... Mailing

----- Brokered

..... /| Other

m

Preview Job Specs
Edit Job Dates

Update Status of Selected Jobs...
Update Status of Selected tems...

CLICK HERE (OR RIGHT-CLICK
AN ORDER, ITEM NUMBER, OR
CUSTOMER) TO DISPLAY THE

LISTMENU.

[SCHEDULER LISTMENU ]

Refresh
Search...

Expand All
Collapse All

Add to Favorites...
Favorites...

Select All
View Filter...
View Totals...

F5
Ctrl+F3

Ctrl+F4
F4

Ctrl+A
Ctrl+]
Ctrl+T

= KEYBOARD SHORTCUTS
(HOTKEYS)

Set Column Sizes...

Fusd Deadustinan




Descriptions of the Functions on the List Menu

Schedule Job

Opens the “Schedule Job” window.

Preview Job Specs
Opens the “Job” window for preview.

Editing is not allowed in this job view.

Edit Job Dates

Opens the “When” window for editing.

Update Status of Selected Jobs...
(available only for Orders views)

Updates the statuses of the highlighted
Orders. The window shown appears
when this selection is made.

Click Yes to update the status(es).

.

Order 2436 - Marketing Brochures
ABC Company (41)

& Schedule Job

M| T /W Th[F[S Su[M[ T Ws>
303101 /02 03 |04 0506 /07 |08 |09 /10 /11 Apr

Operator

Service Description

Graphic: Marketing Brochures =
B Design: By Hour [E 033012 [ ] 8 anna @ ch)
L Text Coated: 80# Sterlir 0] 04/02/12 L] 8 Scott
J Plate: CTP Plate @ os0312 L] 8 Dave
B Srmall Press: 2 Color Pre [1] 04/03/12 ] 8 mike @ Dy
B Cut:ToFinSz [ o40412 [ ] 8 Dave
B Fold: Auto2Folds 8] 04/04/12 [ ] 8 Lsa

FBill o Customer No AT

ABC Company
9645 Saratoga Bivd.
Baltimore MD 21207

ABC Company
800 Pike Street Suite #1
Baltimore MD 21202

B Edit Specs & Edit Costs

Ttem Description Quantity  Time
1 Marketing Brochures 1 Original (2 sides) 2,000
B Design: By Hour - Email proof 1:00
] Text Coated: 80% Sterling Utra Matte - 11 x17 (1 out 2 up) - 2... 1,366
] Plate: CTP Plate 2
B Small Press: 2 Color Press - Using Paper Properties - Wash: 2 ... 2732 305
B Cut:ToFinSz 1 Cuts/Sheet 5 0:07
B Fold: Auto 2 Folds - See sample attached 2000 031
L
Job Title
Marketing Brochures
A Received 3/28/2012 [@~
\O_ Proof Due B 3fs012 G~
i Job Due 4 42012 [~
Ship By Qur Truck -

@ This process will update the status of selected Orders:

If Order is In Progress and its Services are done,
the status will be Ready to Ship.

If Order is Ready to Ship and one Service is not done yet,
the status will be In Progress.

If Order is On Hold or Ready to Post,
the status will not change.

Start updating the status of selected Orders?

e [
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Update Status of Selected Items...
(available only for Items views)

Updates the statuses of the highlighted
Items. The window shown appears
when this selection is made.

Click Yes to update the status(es).

Refresh

@ UPDATE ITEM STATUS
This process will update the status of SELECTED ltems.

- If all Services of Item are done, new status will be: ‘Done’.
- If not, new status will be the 'Department’ of the first Service-to-do.

Start updating the status of selected ltems?

Yes | [ Mo

When you make a modification to an Item in the Jobs section, such as adding a service, or
when someone updates Scheduler data from another computer, you need to refresh your
screen to view the updated data on your computer. Use the “Refresh” command or press the

[F5] key for this function.

Search...

Opens the following window which allows you to search the list for a specific item.

Find (Customer  +| that [startswith | T

Seach e son e soeen NI |

(_Fndow ] [ cose |

Expand All

Expands all the selected Items (Orders if you are in an Order list view) to display their services.

Collapse All

Collapses all the selected Items (Orders) to hide their services (their [tems).




Add to Favorites...

Allows you to save a custom list as a favorite report.

EXAMPLE:

Jim, the salesperson, occasionally wants to see the locations of the jobs of his

customers. To create such a list, he does the following:

1) Open the “Items” folder and right-click “All”. A menu appears.

- Schedule/Update by Job

Senzsdular

¥ Printer's Plan Main Menu

Orders
Items

R List Now
* Add Filter...
-4 :
g Favorites... F4
L. Ay Proof [ 3l

RIGHT-CLICK MENU

2) Select “Add Filter...” The Find window appears.

3) Make the selections as below.

Job Number

Job Title
Customer Name
Customer Number
Customer ID

Date In

Date Proof

Date Due

Date Shipped

CSR Number

Job Ship By
Location Mumber (0 for Storel)
Item Description
Item Note

tem Product No
tem Quantity
Preduction Tag

M 2 HEEBETSTD R TS, $Z0202=

= _equal [T

<> not equal

< lessthan

> greater than

<= less or equal
= greater or equal
is  between

Production Pricrity

equal

ﬂ

?
Paul
House
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4) Alist of the Items of his customers’ Orders appeatrs.

« Allftems (15 tems of Orders in Progress listed) (Jobs.5RepNo = 202)

Group By...
[#] 0372872012

03/29/2012

[T] 0470372012

04/04/2012

04/05/2012

Order-ltem No  Customer

B @ 2n21

Abel Laborator...

Apex Realtors

Action Busines...

Attman & Ass...

Apex Realters

AscotInc.

Action Busines...
Action Busines...
Action Busines...

AscotInc.
Attman & Ass...

1
&d

B

Special Window Envelopes

Item Description / Service

Letterhead
Marketing Brochures

Registration forms
Form

Brochure 4 coler

Letterhead 2 Color

Cover

Inside pages
Inserts

Letterhead 2 Color

Date

Wednesday
03/28/2012

Thursday

03/29/2012
03/29/2012
03/29/2012

Tuesday
04/03/2012

Wednesday
04/04/2012

Thursday

04/05/2012
04/05/2012
04/05/2012
04/05/2012
04/05/2012

CSR/Oper 1

Paul

Paul
Brad

Lisa

Lisa
Lisa
Lisa

Lisa

5) Tosave this list as a favorite, right-click the list and select
“Add to Favorites...” A window appears.

/Add to Favorites

] 5

Name:
Jim’s jobs

Printer's Plan will create a short-cut to this report/list.

Lo ) o ]

&

6) Name the list, such as “Jim’s jobs” and click OK.

In the future, any time Jim wants to see his customers’ jobs and their locations, he clicks
the Favorites button at the top of the Scheduler section and selects “Jim’s jobs”.

List Manager

« |* Summary-To-Do / Operator

(122 listed)

3 Scheduler
: Items - Hunt Valley location

Yo

Orders to be shipped by Our Truck

Description:

Jim's jobs

Filter:

(Jobs.SRephio = 201)

Home Jobs | Scheduler | Sewices Customers A/R  Reports Settings
&b =~
Schzdulsr | 2 | & % - ¢ i)
" Prtars P Maim M| [TFna | =n




Favorites...

Opens the Favorites window shown in the figure above. Making this selection is the same as
clicking the Favorites button.

Select All

Selects (highlights) all the items on the list.

View Filter...

Opens a window that shows the criteria o =

Printer’s Plan used to create the " Items.SerNo=0 AND Jobs.JobType=0 AND Jobs.Creator<8 and
. . Jobs.Status = 0 and (Jobs.SRepNo = 202)

displayed list.

View Totals...

Opens the Totals window. In services views, this window shows the total quantity/time for the
selected services.

EXAMPLE:

To see the total time and number of clicks for your Black & White copier on a certain
date:

1) Select “Digital” under “Departments”.
2) Highlight the Black & White copier services assigned to that date.
3) Open theright-click menu and select “View Totals...”
(See the figure below.)
List Manager

« = Departments / Digital (5 Services To-Do of Orders in Progress/ltems in Production listed)

- e rou| em ustomer jory: ice ate erator 3
E Group It G I  Category: Servi D Op Tag P
B z"’e" [#] 03/28/2012 Wednesday
. Digital Printer [+] @ 2405-1E.. ABC Company B Digital Printer: Copier - Color [ [#] 03/28/2012 § Dave
b Tl 03/29/2012 Thursday
.. T Ay il 03/29/2
'-' Graphics Digital Printer (+] @ 2356-1E.. ABC Company B Digital Printer: Copier - Blk & Wht [ [ 03/20/2012 § Dave
= 2428-1B.. Allied Building... EJ Digital Printer: Copier - Blk & Wht 20
-] Paper ® g.. £ B Dig L Printer’s Plan [
| Prep [ @ 24331M.. ABCCompany I Ml Digital Printer: Copier - Blk & Wht =
.. Il Printing () @ 280-1E.. ABC Company B Digital Printer: Copier - Color
1 . Digital /_E You have Selected:
- Wide Format 3 Senvices by Time: 205
ENVICES DY che »
[ Finishing 35 by Each: 6,500
B Mailing
B Brokered
7S
" Done
(9 Centers

33



Set Column Sizes...

In any view of Scheduler, you can change any column width or hide a column by clicking the
right end of the column header and dragging it to the right or the left as shown below.

| Customer "II"I Iterm Dest

If you want to keep the adjusted column widths for this view, click “Set Column Sizes...” on the
right-click menu. The “Default Column Sizes” window appears.

Default Column Sizes

This option is for this computer and for this list

3| How to set column widths for Departments / Graphics
f Use default widths
----- @ Use custom widths as shown

----- Fit all columns in window

[ o [ cond ]

Select “Use custom widths as shown” to save the changes you made to the column widths.
Later, if you want to return to the default widths, select “Use default widths” from the same
window.

Use the “Fit all columns in window” selection when you want to see all the columns but your
computer screen is not wide enough and you need to scroll sideways to see the other columns.

NOTES:

The options in the “Default Column Sizes” window are computer-specific and also
list-specific. If you want to see the same column widths also in other list views, you must
go to each list view and repeat the procedure.

These options apply to only the changes made to the column widths. Changes made to
the order of the columns will not be saved.

List Menu Bar at the Bottom

NOTE: The “Refresh” “Search...” “View Filter...” “View Totals...” and “Set Column Sizes...”
commands are also available as buttons on the lower right corner of every view of
Scheduler.

() @ 23701 Attman 8 Ass... Special Window Envelopes 03/31/2012 Lisa

-

,f_DatefOrder. Query took less than a secend. +4 Refresh | © Search | E Totals | “F Filter | <+ Resize




Setting Scheduler Options and Defaults

Click Scheduler Settings to set the options and defaults in Scheduler.

Reports Settings

Lems in Production listed) * Scheduler Settings

1

Category: Service Date Operatg List Options

ITEM TAGS, SERVICE TAGS,

Thursday =
ing... . Small Press: 1 Color Press ... E E 03/22/2012 & Miki IStervi:e'?'ags QQEDEi(EPRL‘//ﬁ\IICI\IEECDEIIIV\ITfHRZ
Service Centers PREVIOUS PAGES OF THIS

(enTem Gotions | ) GUIDE.

List Options
These options are computer-specific.
The options in 1 through 3 apply to list views of Orders, Items, and Services respectively.

The explanations of the “Other Options”in 4 follow the figure below.

— 1 & . ) .-
Seheduler List Options 8
[1) Order List:

----- 4 Group by Job Due Date

..... + then by Order Status

..... + then by Customer Name

..... Sort Orders Ascending 1-> 9 (uncheck to list the last Order first)
D Item List:

----- m Group by Job Due Date

..... + then by Item Status

..... + then by Customer Name

..... + then by Item Tag Sort Number

..... + then by Item Priority

----- List All Iterns (uncheck to list only Items of Orders in Progress)
[3] Service Lists:

----- 4 Group by Service Date

----- m + then by Service Category Sort Number

----- m + then by Service Operator Sort Number

..... m + then by Customer Name

----- + then by Service Tag Sort Mumber

----- + then by Service Priority

----- List All Services (uncheck to list Services of Orders in Progress & Items in Production)

----- G4 Include Services Done (uncheck to list only Services To-Dio)

[4) Other Options:

: Hold Ctrl key down to mark a Service as Done/To-Do (to reduce errors)
G4 ¥ Itern is on Hold, Wait or Proof, ask me to update the rem Status

o ) e
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#4 — Other Options

“Hold Ctrl key down to mark a Service as Done/To-Do”

Sometimes to checkmark a service as “Done”, you may accidentally click the box next to another
service. Holding the [Ctrl] key down while clicking the box requires more attention to the task,

thus eliminating the error mentioned.

“If Item is on Hold, Wait or Proof, ask me to update the Item Status”

If this option is checked: When an Item is in one of the Hold, Wait, and Proof statuses, any
modification in one of its services, such as a change of service due date, will cause a window to
pop up asking if you want to keep or change the Item status as shown in the figure below.

3| Keep or Change Item Status?

M YKeep as PROOF

Change to PRINTING

Itemn is not in pro duetion

Service Status is updated.

New Item Options

New Item

ET) After pasting an Item:

o [ Clear Service Date
G4 Assign Default Service Operator

------ G4 Assign Default Service Tag
er creating a new Item:
3 Aft ing I
ik Set Item status to In Production {uncheck to Schedule)

These options are for ALL computers

“After pasting an Item” options

If these options are checked, the assignments (dates, operators, and tags respectively) will
be cleared when an Item is copied and pasted from a History job. Otherwise, the same

assignments will carry forward to the new Item.
“After creating a new Item” option

This option is explained in the “Tracking Items” section.




