Desk Instruction V'O' Facilities Services

Setup/Configuring Daily Schedule for your Crew
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1. Purpose

The Daily Schedule form is used to assign work orders to individual workers on a crew during a given day. This
enables more efficient time reporting by workers, provides a more accurate view of the backlog per work order,
and gives the scheduler the ability to view multiple daily schedules for upcoming days.

Select a specific crew prior to viewing and scheduling work orders. NOTE: If a user (supervisor) has more than
one crew, a default crew that appears when the form is opened by the user can be designated in the Options
tab-window (Version 8i only).

The following tabs are found in the Daily Schedule form:

Schedule Displays scheduled work orders for a crew.

Backlog Displays work orders that need to be scheduled.
Options Provides options for viewing work orders in the Schedule and Backlog Tabs
Reports Run reports based on the information found in the Daily Schedule form.

2. Overview of the Daily Schedule Form
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Employee Avail  Sched
[13976-WALKER, Mid  .o0] .75
BARBER, TMOTHY | 8.00
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CRUMP, JAMESE | 8.00]
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2.1 Shows the date, crew and list of employees.

JITTTTTT 8

2.1.1 Date ca be changed by selecting left / rights arrows or click on the date and a calendar
will pop up.

2.1.2 Crew can be changed by selecting the pull-down button.
2.1.3 List of employees show the available hours and the scheduled hours.

2.1.3.1 Avail: Shows the available hours on specified day. This field takes into account
any vacation, sick, or personal hours entered in the Employee Resource
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2.2 Tabs
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2.2.2

2.2.3
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3. Setting options (one—time only)

Calendar! form. For example, if an employee reserved 8 hours of vacation for a
particular date, then this field will display the number of hours the employee
normally works minus 8 hours.

This field also takes into account any hours when the employee does not work

(e.g. for weekends, holidays, etc.) as defined in the Resource Calendar, which
can be accessed by the System Configuration form. If a resource calendar has
not been defined for this employee, then the SYSTEM DEFAULT calendar will be

used.

2.1.3.2 Sched: Scheduled hours on specified day. As work orders are scheduled from
the “backlog tab” or the “quick schedule” buttons, the scheduled hours will
update based on the estimated hours specified in the work order.

Scheduling Tab: Viewing the Schedule tab shows the work orders that have been

scheduled.

Backlog tab: View Backlog Work Orders Assigned to a Crew: Selecting the Backlog tab
displays a list of backlogged or “open” work orders to be scheduled among the crew.

Options: Provides options for viewing work orders in the Schedule and Backlog Tabs

Reports: Run reports based on the information found in the Daily Schedule form.

3.1 Select Scheduling from the Navigation screen

3.2 Choose “Daily Scheduling.”

SR Form Menu I My Documents
Current Schedule | ‘FMM Administration (FMM Only) " j j
Make Routes {7 Labor =
Planned Schedule &1 CP Management
&1 Materials
Moo &L Preventive Maintenance
Work Orders &L Projects
&L 1Purchasing
QSR Vrorkbenc O+ 3 Schedules
Config: Equipment | T Current Schedule
Toi e 1 Daily Scheduling
STPlanned Schedule
Daily Scheduling = 1Senice Requests
Employee Form LI Vandors
&1 Work Orders =]
Type |AII Menu ltems " Open

Note: if this is being used frequently, consider making a quick pick button. See Creating
Quickpick Buttons on the FAMIS WIKI Page.

3.3 Daily Schedule dialogue box will look like the following the first time it is accessed.

! Employee Resource Calendar: See FAMIS Wiki page list in Related Desk Instructions.
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f Daily Schedule "
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Employee Avail - Sched
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Employee Summary
Unscheduled Time | .00

00
S Status... | Unschedul Rollover... | [Close WO... || ViewWo... | History.
Remaining Time | 00
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3.4 Set your default Options in the Daily Schedule Form

The Options tab-window the loggin user their own defaults for the daily scheduling, so that is
automatically starts with these settings. These can always be changed later. Options are chosen
using pull-down menus.

3.4.1 The Employee Options section provides two options:

Sort By- to specify the sort order for the Employees displayed on the Daily Schedule.
Employees can be sorted alphabetically or by craft.

Default Crew - defines the crew to display when the form is first opened.

[051 ‘1 | Employee Options

Employee Avail Sched A Sort By ‘CRAFI'. EMPLOYEE NAME v|

Sruessv ouei Al ol L @m -
BROOKS, SCOTT W 10.00
BLASA, CHARLIE R [10.00

LE. ANTHONY J 10.00 ~ Schedule Options
AWERELSE: DAL G Sort By |EMPLOYEE, BUILDING -
COUSINEAU, JEFFR[10.00
DAVIS, DALEW [ 8.00 L Default WO Status | SCHEDULED -]
LONG, CYNTHIA L | 10.00
PHAM, THANH C 00 Default Unsched. Status | OPEN -
COVELLI, STEVEN /[ 10.00
MORENO, JORGE E[ 10.00 e
VELA, ALBERTO A [10.00

MEGEHE, TYLER J -00 - Default View ‘WOS sorted by Priority 2

Total [184.00] .00

Employee Summary
Unscheduled Time .00
Selected Time .00

Remaining Time .00
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3.4.2 The Schedule Options section:
Choose by using the pull-down button w7

— Schedule Options

SortBy |EMPLOYEE, BUILDING -
Default WO Status | SCHEDULED -]
Default Unsched. Status | OPEN -]

3.4.2.1 Sort By

Select sorting parameters. For example, Choose EMPLOYEE, WO NUMBER to
sort records first by employee and then by work order number in the Schedule
Tab. See example below. Choose WO NUMBER, EMPLOYEE to sort first by work
number and then by employee.

f Dalily Schedule -

B u5 071252015 E Schedule | Backlog Options  Reports

‘092 -‘ KEmp\oyee Craft Building WO Number  Description Hours  Status
. [o0095 CARPENTER (0201 37361296 QTRLY-EXTERIOR DOOR | 3.00[SCHE =
Employes Avail Sched W (10095 CARPENTER [0201 37361299 |QTRLYEXTERIOR DOOR | 2.00|SCHE
100095 BAYLOR, LE] 10.00] 9 75 (558 NGRS CARPENTER [0201 37361300 |QTRLY-EXTERIOR DOOR | 2.00|SCHE
01204-H-HOLMES, C[ 10.00[52 00 [/ (00095 [CARPENTER (0605 (37370927 [QTRLY-EXTERIOR DOOR | 2.75[SCHE.
01342-IC-50TO, ROF| 8.00[ 800 [/ 01204 [MECHANICAL 0393 (37370641 [QTRLY 092 PKG UNIT | 6.50[SCHE
01668CDILLINGHAN[10.00[ |1 [o1204 [MECHANICAL[0393 [37370642  [QTRLY 092PKGUNIT |  6.50/SCHE
13989-HERRERA, 2[00 T [o1204 [MECHANICAL 0393 [37370643 [QTRLY 092 PKG UNIT | 6.50]SCHE.
14230-C-TRUESDEL| 8.00] 8.00 ™ [o1204 [MECHANICAL 0393 [37370644 [aTRLY 092 PKG UNIT [ 6 50(sCHE
14468-MW-BOLING, [10.00[ {01204 MECHANICAL (0393 37370645 QTRLY 092 PKG UNIT 6.50 |SCHE
14553C-HOLUB, DAY 8.00[ — ' [or204 MECHANICAL [0393 37370647 QTRLY 092 PKG UNIT 6.50[SCHE
ANTU, XAVERR _[1000[ ™ o1204 MECHANICAL[0333 37370648 QTRLY 092 PKG UNIT 6.50 [SCHE
ARBUCKLE, DEREK[ 1000 B [p1204 MECHANICAL 0393 3737083 |QTRLY 000 FAN EXHAUS | 6.50|SCHE
CAMACHO, FRANK [10.00[ 800 [ [01342 [conTROLS (0182 [37371202 [QTRLY 000 FAMRETURN | 8.00[SCHE.
CHAVARRIA RICAR[1000[ [1|.[14230 [conTROLS (0182 [37371202 [QTRLY 000 FAN RETURN|  5.00[SCHE
DUTTINGER, JOHN /[10.00[ |- \_.[14249 [MAINT_WRKF[0182 [37371202  [QTRLY 000 FAN RETURN | .00 /SCHE
Total [196.00[8575] | I I I ! ! I =
o [ [ [ [ [ [
Employee Summary Bl | ‘ | | | | ’7 ]
Unscheduled Time m ] | >
RSeIected'ﬁme m Status... Upschedul Rallover. . CIaseWO,,,| View WO___ ‘ History.. |
emaining Time ’7

3.4.2.2 Default WO Status
Set to “scheduled.”

It is recommended that you select “scheduled?,” as this is our business defined
work status for work that has been literally scheduled for work by day and crew.

2 “Scheduled” work orders when scheduled to a crewmen should not be confused with a work order being “assigned” to a
specific crewmen. These are 2 very different things. It is possible to have an employee scheduled to a work order that is
assigned to someone else.
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3.4.2.3 Default Unsched. Status.

Set to “open.”

It is possible for work orders to be scheduled then, unscheduled work. For
example: when an employee calls in sick, you may need to delay that work.
Unscheduling that work order will put it back into the “default unscheduled
status” which is open. When you unscheduled work orders, it will move from
the “scheduled tab” to the “backlog tab”

3.4.3

Backlog Options section, can be set for the Backlog tab:

Default View: it is the work bench view that automatically comes up in the Backlog tab.
This can be changed as needed. See link referenced in Creating Custom Workbench

Views.

4. Related desk instructions

All work instructions are located on the FAMIS Desk Instructions.

General

e (Creating Quick Pick Buttons

® (Creating Custom Workbench Views

Daily Scheduling

e Update Employee Resource Calendar

® (Creating Custom Workbench Views

e Schedule with Daily Schedule

5. Role Authorization

Modifying the Employee Resource Calendar requires the role of “Employee Resource Calendar.” Contact
worgs@austin.utexas.edu or at 512-232-5020 for more information on this role.

6. Document Control

Setup-Configure Daily Schedule

Filename Title Revision Document Summary of Changes Status
Date Owner
Create(Sched | Setup/Configurin | 07/27/201 | Patti Soskins Original Original
ule)PMWork | g Daily Schedule | 5 Release
Orders_4-7- | for your Crew
2015
Setup- Setup/Configurin | 8-13-2015 | Darnell Mack | Added links on the WIKI for Release
configure g Daily Schedule Quick Pick and modifying
Daily for your Crew workbenches.
Schedule_8-
13-
12015.docx
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