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Introduction

Congratulations on purchasing our Employee Scheuhalgram. We hope that
Employee Schedule will help manage your employsef®dules and job functions more
efficiently and with ease. The manual is dividetbivarious sections including: Setting
up the Database, Using a New Database with EmplSghedule, Basic Navigation,
Main Menu, Reports, Admin, and Help. We recommirad administrators read the
entire manual before using the system.

Requirements:
There are several tools/programs which need todtalled to use this program.

Tools Needed L ocation
Operating System: Windows XP or Windows 2000
WWW.microsoft.com
Database Microsoft Access
WWW.Mmicrosoft.com
Java SDK Java 2 SDK 1.4.2_03 or later

Www.sun.java.com
http://java.sun.com/j2ee/1.4/download.html
The tested version was: 1.4.2. 03

Adobe PDF Format http://www.adobe.com/
(This is used to view the documentation.

The minimum hardware requirements include:

Component Requriements

CPU Pentium 4 2GHz

Memory 256 Mb

Hard Drive Space 40 Mb

Printer Laser, Ink Jet, Bubble Jet

Setting up the Database

Windows 2000/ Windows XP:
1. Go to Control Panel
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2. Click on Administrative Tools




1 Administrative Toals

| Fle Edi View Foyiss  Tool  Hep
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| Aduhess [f) Administrative Tools
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(= Component Computer Dala Suultas EwventViewer Local Securty Microsoft MET Microsoft NET  Performance Services Telnet Server
Administrative Tools Services  Management [ODEC) Palicy Framework C... Framework .. Adminiztration

Data Sources (DDBC)
Shartcut €1 0DBC Data Source Administrator 2] %]
Adds, removes, and configuies Open User DN psH | File DM | Drivers | Tiacing| © i oling | About |
Database Connectivity (ODEC) data | Sustem DSH | File DS | Diivers | Tuacing | Connection Fooling | Abaut |
sources and drivers.

User Data Sources: _
Madified: 5/25/2005 224 PM Hame [ Diiver |
Microsalt dBase Driver [%.dbf)

Size: 1.52 KB dBase Files - Word Microsoft dBase VFP Driver [ dbf] Remove |

Excel Files Microsoft Excel Driver [%.xls)
FoxPio Files - Wword icrosaft FoxPro WFF Diriver [*.dbf] Configure.... |
Mals SOL Server

MS Access Datsbase  Microsoft Access Driver [*.mdb]
Wizual FouPro Database - Microsoft Visual FouPro Driver
Wisual FoxPro Tables Microsaft Visual FoxPro Driver

Attributes: [normal]

An ODEC User data source stores information. abuul how o connect o
the indicated data provider. 4 User data saurce is only visible lo you,
am_:l can Dnly be uzed on the current machine.

oK. I Caricel £opl) Help

. and confiqures Olpen [ atabase Cannectivity [DDBC] data sources and diivers 152 K8 S My Computer

3. Click on Data Source (ODBC)
4. Click “Add...”
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Administrative Tools

Data Sources (DDBC)
Shorteut

Adds, removes, and configuies Open
[ratabage Connectivity [ODBC) data
sources and drivers.

Modified: 5/25/2005 2:24 PM

Size: 1.52 KB

Attributes: [normal]

Component
Services

Computer
Management [ODBL)

Palicy

Data Sources EwventViewer Local Security Microsoft MET Microsoft NET  Performance
Framewark C... Framework ...

e al

Services

User DSN System DSNI File: DSNl Drivers' Tlacingl Connection F'Uuling' Sbot |

User Data Sources:

Name I Diiver

Bdd..

dBASE Files

FoxPro Files - Word Mic
Mals S0
M5 Access Database  Mic
Wizual FouPro Database  Mic
Wisual FoxPro Tables Mic.

An DDBCUsgr dat
the indicated data |
and can only be us

Microsaft dBase Driver [*.dbf)

dBase Files - ward M i
EKS;EFHI:SS o M:E Create New Data Source ]

Select a diver for which pou want to set up a data source.

Name. [
Diiver da Microzoft para anguivos testo [kt *oev] 4
4,

Diiiver do Microsoft dBage [* dbf]
Diiver do Microsoft Excel[* xlz]
Diiver do Microsoft Paradox [*.db ]
Driver para o Microsoft Visual FosPro
Microsoft Access Driver (*.mdb)
Microzoft Access-Treiber [*.mdb)]
Microsoft dBaze Driver [*.dbf)

Mirrezaft A sre WED Divar 05 Ak

& BEk I Finish I Cancel

Telnet Server
Adrninistration

A, remove

5. Select Driver for Microsoft Access [*.mdb]

6. Click Finish.

. and configures Open D atabase Connectivity [JDBC] data sources and drivers:

[152KB

(S My Compuist
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Database Connectivity [DDBC] data I e e ] i OveC st ac eE e iz
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Excel Files Micro
Attribt |
bt o) FoxPro Files - Word Micro | Database: Hen
Mals SOLY

MS Access Datsbase  Micro Select... I Create... | Repair... Compact... | W 5
Wizual FouPro Database  Micro Vanes
Wizual FoxPro Tables Micra

~ System Database

& None

An DDBCUsgr data 5 £ Database:
the indicated data prc
and can only be uzed

SistemDstabase .
Optionss >

oK. Cancel ol Hep | |

|Adds, temoves, and configures Open D atabase Connectivity (DDBC) data sources and drivers. |152K8B LS My Computer

7. Type “schedule” in the “Data Source Name” field.

8. If the database exists, press the select buttacate the database and add it to
the system. Click “OK” when you are done. Go &pstO.

9. If the database does not exist, hit create. Gigaldtabase a name and a location.
Click “OK” when you are done.

10.Click “OK” to save the changes.

11.Go to the schedule program location and click ensithedule application.



£ Employee Schedule =3 x|
tain Menu  Fepots  Admin | Help

12.Go to the help menu and press “Test Database Cbhonéc

13.You should receive the message: “Success: Can cbtmdatabase.” If you do
not receive this message then you may want to cthetkhe database name is
“schedule”.
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Using a New Database with Employee Schedule

All users must login in to use the system. Gdormain menu and click on “Login.”
The login menu should appear.

4 Employee Schedule == E
Main Menu  Repaortz  Admin Help

Logoff

Exit Select this ta Login

Type any user name and password for the loginckCsubmit.” The following
message: “No Admins detected. All users are gAemin rights” should appear. Click
“OK” to continue.

10



£ Employee Schedule =] x|
Main Menu FReports  Admin Help

& Login
Lser:

Password:

Subrmit

Enor Message B

Q Mo Admins detected. All users are given Admin rights.

Go to the Admin menu and select the Employee sutme€lick on Employee to add a
new employee.

11



£ Employee Schedule =3 x|
tain Menu  Repoits | Admin - Help

Select this to Add/Edit an employes

& Login
Lser:

Password:

Subrmit

Change the Option to “Add Employee” and click oubgit.”

12



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

£ Login

User:

4. Employee

Submit | Employes: 'l
Option: IAdd Employee vl

Password:

Press this buttan to Submit

The Add Employee window will appear. Supply a usgme, password, first name,
last name, and phone number. If the user showld ddministrative rights, put a
check mark in the box next to Admin Rights. If treer is active (default), make sure
there is a check box in the active field. Clickut#nit” when done. A box will either
report success “Success: New Employee Added”williteport an error. Click

“OK” to finish.

13



4. Employee Schedule

4. Employee

300-777-3838

The original Employee window will appear.

14



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

£ Login
User:

Password: 4. Employee

Subrit | SR e Frmore, Michae]
Option: Edit Employee |+
Subit

Press this button to Submit

More employees can be added or edited from thislevin For more information see
the Employee menu section.

15



Basic Navigation

The Employee Schedule program consists of four sieain Menu, Reports, Admin,
and Help which lies on the top line of the progrdimese four menus contain sub menus.

Main Menu
* Login
* Logoff
* Exit

Reports
» Staff Report
* Employee Report

Admin
» Schedule
* Employee
e« Job
Help
* Help
e Test Database Connection
e About

16



Main Menu
The main menu contains the following options: lodagoff, and exit.

Login

Login is used to log into the system. The usertraupply a valid username and
password to be able to access the features inrtlgegm. If a user has user rights, they
can access the Reports menu. If a user has admiivis rights they can access the
Reports and Admin menus. All users can acceskitie and Help menus.

Logoff
Users can logoff the system by clicking this option

Exit
Users can exit the program by clicking this option.

Reports

The Reports menu contains the Employee and Sch&gyderts options.

Staff Report
The Staff Report will open the Staff Report windawich contains the following
options:
* Print Staff Schedule
* Print Staff Available
* Print Staff Info Active
* Print Staff Info InActive
* Print Staff Info
» Print Staff Schedule Order by start time, job naemployee name
» Print Staff Schedule Order by start time, emplayase, job name
» Print Staff Schedule Order by job name, start tiemployee name
» Print Staff Schedule Order by job name, employeraatart time
» Print Staff Schedule Order by employee name, stae, job name
» Print Staff Schedule Order by employee name, joheyastart time

The user must fill in the Date. Users can eithawé the Job Name blank or fill in a

value. For example, it is possible to print thafS8chedule for the Cooks on January 1,
2005.

17



4. Employee Schedule

£ Staff Report

Print Staff Schedule

The results appear after clicking “Submit”.

18



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User:
Password: I
Subrit |

£.. Staff Repont =

Print | Save | Find All | Find Mext I
G E e S AT TP |

Staff Schedule (Printed: Mon Jun 27 17:04:01 EDT 2005 )

Date: 01/01/2005

it et T4 T T T R e e e e e e
Cook 08:00am - 05:00pm  10041: Gawin, Bill

Conk 08:00am - 05:00pm  1003&: Dokel, Bryan

Cook 0&:00am - 05:00pm  10013: srills, Stewve

Cook 08:00am - 05:00pm  10001: Tait, Allison

Conk 05:00pm - 10:00pm  10029: Robhinson, Smokey

Cook 05:00pm - 10:00pm  10033: Lowater, Brian

Cook 05:00pm - 10:00pm  10016: Zorba, Dan

From this menu, the user has the following options:
* Print: Print the results to the printer
» Save: Save the results to a file.
* Find All: Search for all the values which equal #adue in the text window to the
left.

* Find Next: Search for the next value which equa¢svalue in the text window to
the left.

Below is an example of the Find All search on takig “Dokel”.

19



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User: I
Password: I

Subrit |

£.. Staff Repont =

Print | Save Find Mext IDokeI

R G R G R R R R AI

Staff Schedule (Printed: Mon Jun 27 17:04:01 EDT 2005 )

Date: 01/01/2005

it et T4 T T T R e e e e e e
Cook 08:00am - 05:00pm  10041: Gawin, Bill

Conk 08:00am - 05:00pm  1003&: Dokel, Bryan

Cook 0&:00am - 05:00pm  10013: srills, Stewve

Cook 08:00am - 05:00pm  10001: Tait, Allison

Conk 05:00pm - 10:00pm  10029: Robhinson, Smokey

Cook 05:00pm - 10:00pm  10033: Lowater, Brian

Cook 05:00pm - 10:00pm  10016: Zorba, Dan

20



Employee Report
The employee Report will open the Employee Repartew, which contains the
following options:

* Print Employee Schedule

* Print All Employee Info

It works very similarly to Staff Schedule excepattimcludes details for only one
individual. This window is useful for employeesawvant to print out their schedule. In
the following example, Punky Brewster wants to pant her schedule from January 1
to January 7.

4 Employee Schedule == E
Main Menu  Repaortz  Admin Help

Z Login

User:

Passwaord: I
Submit |

& Employee Report

Emplayee: [Brewster, Punky 10024 = |
Starting Date: [ Januay=| 15[z00s5
End Date: [ January ]| 75][z0055]
Option: [Print Emplayee Scheduiz 7]

Subrit |

She will receive the following result:

21



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

£ Login

User:
Password: I
Subrit |

& Employee Report

Print | Save | Find Al | Find et |

Employee Schedule (Printed: Mon Jun 27 17:13:41 EDT 2005 )
A4 3 3 T T e T e e e
Employee ID: 10024
Employee: Punky Brewster
A4 33 0 T T T T e e e e
01/01/2005 08:00am - 05:00pm  Cashier
01/02/2005 08:00am - 05:00pm  Cashier
01/03/2005
01/04/200%
01/05/2005 Wacation
01/06/2005
01707 /2005

From this menu, the user has the following options:
* Print: Print the results to the printer
» Save: Save the results to a file.
* Find All: Search for all the values which equal ttadue in the text window to the

left.
* Find Next: Search for the next value which equagsvalue in the text window to
the left.
Admin
The Admin menu contains the following options:
» Schedule
* Employee
 Job

Job

The Job menu contains the following options.
* Add Job: Add a new job to the system.
» Edit Job: Edit an existing job (Change name, Chakgare/Inactive.)

Each job has two fields:

22



» Active: Selected the Job will appear as a validi@hin the system. Deselected
the Job will only appear in the Job Admin menu.
* Job Name: The name of the job.

In the following example, the admin is editing tvaiter job. “Waiter” is selected from
the job list, “Edit Job” is selected from the Omtilist.

£ Employee Schedule IS[=1ES
Main Menu  Reparts  Admin Help

COption: IEdit Job =
Subrmit

After pressing “Submit,” the following window appsa

23



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

Active: I~
Job Mame: IWa\ter
Subrrit

The admin changes the job name from “Waiter” to iVPe&erson.”

24



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

Active: I~
Job Mame: IWa\t Person
Subrrit

i;Stan”J \nbok-MiclosttD...l y Createbw/indows_J.. I W Erployes Schedu\...l B Miscmiketold.. ”é Employee Sch... | ¥ urtted - Paint |<E|§@®@ 04 saarM
When the Admin presses “Submit”, a confirmationadaw appears stating that the
change was successful. The admin presses “OKthandtarting window appears.

25



£ Employee Schedule =] x|
Main Menu FReports  Admin Help

Active: I~
Job Mame: IWa\t Person
Subrrit

Information

@ Success: Job Changes Saved.

Employee
The Employee menu has two submenus:

» Employee: Add and Edit Employee Information.

* Employee Job: Add and Edit Employee Job Information
The Employee submenu will display a window for aggdand editing Employee
information. The Employee Job submenu will disgayindow for adding and editing
the Jobs that a particular employee holds. Emgl&ehedule allows employees to hold
more than one job. For instance an employee candighwasher, cook, and bus boy.

Employee
Each employee record has multiple fields: Activdpfn, User Name, Password, First
Name, Last Name, Phone Number, and Cell Phone Numbe

» Active: Selected the employee is active in theeyst Deselected the employee is
historical.

* Admin: Selected the employee has administrativietsig Deselected the
employee has restricted rights.

* User Name: The name used to login into the systst be unique.

» Password: The password used to login into the sydtecan not be blank.

* First Name: The employee’s first name. It can reoblank.

26



* Last Name: The employee’s last name. It can ndiidoek.
e Phone Number: The employee’s primary phone numhkean not be blank.
* Cell Phone Number: The employee’s cell phone numhberan be blank.

When the admin clicks on the employee submenug;thployee window will appear.
From this window, the admin can add or edit empdoiydormation. In this particular
example, the admin wants to edit Punky Brewstaripleyee information. The admin
selects “Brewster, Punky 10024” from the Employisg &nd selects “Edit Employee”
from the Option list. Then the admin clicks on thbmit button.

4 Employee Schedule == E
Main Menu  Repaortz  Admin Help

Z Login

User:

Passwaord:

10024
IEdit Employes VI

Subrmit

Press thiz button to Submit

Punky Brewster’s user data will appear. The adramchange all the employee
information in this window except for the user name

27



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User:
Password: I 4. Employee
Active:
Subrit |

Admin Rights:
User:

Password:

Confirm Password: I##
First Mame: IPunky
Last Mame: IErewstEr

Phone Mumber: |692-992-9102
Cell Phane Murnber: |902-202-2555

Subrit |

Press this button to Submit

When the admin is done making changes, the sulutidibcan be pressed. A
notification message will appear telling the adthiat the changes were successful or
that there was an error.

28



£ Employee Schedule =] x|
Main Menu FReports  Admin Help

Active:
Subrit |

Admin Rights:
User:

Password:

Confirm Password: I##

Information x|

@ Success: Emplopes Changes Saved.

Cell Phane Murnber: |902-202-2555

Subrit |

The admin can press “Ok” to continue. In this jgatar example, the starting employee
window will appear.

Employee Job
Each employee can have multiple jobs. The Empldpbewindow is used to assign and
edit the jobs an employee holds. An Employee &abrd consists of three fields:
» Active: Selected employee can work this job. Desteld employee can not work
this job.
 Employee: Name of the Employee.
e Job: Job that the employee performs.

In the below example, the admin wants to make P@rkyvster a Prep Cook. The
admin selects “Brewster, Punky 10024” from the eayee list, “Prep Cook” from the
Employee Job list, and “Add Employee Job” from ¢ipgion list. The admin then
presses submit.

29



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User: I—
Password: I—
Subrit |

& Employee Job -] %]

Employee: IBrewster, Punky 10024:'

Employes Job: IPr‘Ep Cook w

Option:

Subrmit |

Press this button to Subrmit

The user will receive the following screen.

30



£ Employee Schedule =3 x|

Main Menu FReports  Admin Help

£ Login

User:
Password: I
Subrit |

& Employee Job -] %]

Ative: i

Employee: IBrewster, Funky 10024:'

Job Mame: IPrEp Cook =
Subrit |

Press this buttan to Submit

After looking over the changes, the user can pabsit. A confirmation screen will
appear. If the admin edits the record, only thevadield can be changed. Below is an
example of an Employee Job edit.

31



£ Employee Schedule M ES
Main Menu FReports  Admin Help

Subrit |

.. Employee Job
Ackive! v
Employee: Brewster, Punky 10024

Job MName: Prep Cook

Subrit |

Schedule

The Schedule menu contains two submenus:
» Schedule: View and Edit Schedule for a particulay.d
* Vacation: View and Edit Vacation for a particulayd

Schedule

The admin uses the schedule window for creatingthployee schedule for a particular
day. In this view, the admin is allowed to sedlai employees scheduled for work, the
time they begin and end working, and the jobs thidybe performing. Employee
Schedule allows an employee to be scheduled ordg par day. A maximum of 75
employees can be scheduled for a particular dayerployee who has a vacation
record for that particular day can not be schedtdedvork. Also an employee must be
able to perform the scheduled job. There are 75 iiawhe schedule view to
accommodate the maximum of 75 employees. Eacltomwists of several columns:

* Row: The row number. (Can not be edited.)

* Job: The name of the job.

e Start Time: The starting time of the shift.

* End Time: The ending time of the shift.

* Employee: The employee name

» Active: Selected the row is shown in the employee staff reports. Deselected

the row is not shown in the employee and staff rspo

32



In the following example, the admin wants to viéwe schedule for January/ 2005.

Z  Employee Schedule ,_'_,_

4. Schedule

IR = = =

Press this button to Subrmit

After pressing “Submit”, the schedule appears.

33



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User: I
Password: I

Subrit |

4. Schedule
Date: January 01 2005

Start Time: End Time Emploves

Cook 100 00 PH Gavin, Bill

Cashier 100 00 PM Erewster, Funky

Dishwasher 100 00 PM Combs, Dawn

Wait Ferson 100 00 PM Florence, Angela

Wait Ferson 100 00 P Fleck, Jordan

Host 200 00 FM Soups, Karen

Cook 100 00 PM Lowater, Brian

Cook 100 00 PH Meinster, Sarash

100 200 PH

Hols) 100 PM

Hels) 100 PM

Hol 00 FM

e “An Ol

]
=5
23

EE|E| R E|R|E R EEEEE
IR RURSES IS (RN RS RS

Update Update And Exit

The admin wishes to add a Bus Person to the salediile admin goes to Row 9 and
click on the Job column. The Job list will appe#th all the active Jobs. The admin
clicks on “Bus Person”.

34



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User: I
Password: I

Subrit |

4. Schedule
Date: January 01 2005

Start Time: End Time Emploves

Cook 100 00 PH Gavin, Bill 10041
Cashier 100 00 PM Erewster, Funky 10024
Dishwasher 100 00 PM Combs, Dawn 10026
Wait Ferson 100 00 PM Florence, Angela 10006
Wait Ferson 100 200 Fleck, Jordan 10034
Host 200 200 Soups, Karen 10015
100 Hul) Lowater, Brian 10033
00 Meinster, Sarah 10004

]
=5
23

: EAEdEEEE R 3
=) =) =) = R R R

|2 2E

RIS

z

Update Update And Exit

The admin changes the End Time by going to Rowcéinking on the End Time
column. The admin selects and clicks 04:00 PMlirhd the choices, times is
incremented in half hours.
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£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User: I
Password: I

Subrit |

4. Schedule
Date: January 01 2005

Start Time: End Time Emploves

Cook 100 05:00 PH Gavin, Bill

Cashier 100 05:00 PM Erewster, Funky

Dishwasher 100 05:00 PM Combs, Dawn

Wait Ferson 100 05:00 PM Florence, Angela

Wait Ferson 100 0500 PM Fleck, Jordan

Host 200 0500 FM Soups, Karen

Cook 100 05:00 PM Lowater, Brian

Cook 100 05:00 PH Meinster, Sarah

0500 PM

03:00 PM -

|pz:30 PM

]
=5
23

100
100
100

e

HEIRIE] = BREIR3EiEEdE S

1) =1 =1 [ == = =) = =

04:30 P

l05:00 P
bsisopm L And Exit |

6200 P

e:soFm

After selecting the time, the admin selects “Cadrk 10027” from the active employee
list following similar steps to selecting the ende.
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£ Employee Schedule M ES
Main Menu FReports  Admin Help

£ Login

User:
Password: I
Subrit |

4. Schedule

Date: January 01 2005
Start Time: End Time Emploves
Cook 08 :00 A 05:00 PH Gavin, Bill
Cashier 0800 A4 05:00 PM Erewster, Funky
Dishwasher 0800 A4 05:00 PM Combs, Dawn
Wait Ferson 0800 A 05:00 PM Florence, Angela
Wait Ferson 08 ;00 A 0500 PM Fleck, Jordan
Host 0F 00 AM 0500 FM Soups, Karen
Cook 08 00 AW 05:00 PM Lowater, Brian
Cook 0F:00 A 05:00 PM Meinster, Sarah
I -

]
=5
=

1) =1 = == =1 === = <) < <) 2

08:00 A4 [D5:00 PM
0F:00 AM 05:00 P4 |Brewster, Punky
08:00 AM (05100 PM

AE o Ak AE o M

Carpenter, Gary
Update Updat Cathurger, Michelle
———Clancey, Tom

Comhs, Dawn
Dokel, Bryan

After making all changes, the admin presses “Ugdateommit the changes to the
databaseNote: To exit to the starting Schedule window pféksate and Exit”.

Since Mark Card is not on vacation and is ableet@a IBus Person, there are no errors.
Otherwise an error window would appear.
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£ Login

User:
Password: I
Subrit |

4. Schedule

Date: January 01 2005

| Start Time: I End Time | Employes

Caok log:00 A4 [pS:00 PM [Gawin, Bi11 10041
Cashter intomaion ] 1021
Dishwasher 10028
Wait Ferson @ Updating Schedule Records Complete. 10006
Wait Person Mo errors were found, 10034
Host 10015
Cook 10033
Cook 10004
Bus Person 08100 AM 04:00 PM Card, Mark
05 :00 AM 05:00 PM
05 :00 AM 05:00 PM
0800 AM 05:00 FM

AE o Ak AE o M

]
=5
=

<= = = = R R R =

RIS

Update Update And Exit

The Staff Report: “Print Staff Available” is usefithen scheduling people. The admin
could quickly find all the employees who are ndiestuled for work or vacation on a
particular day that are capable of being a “Bus®et.

The Schedule view also allows sorting. For examgippose the admin wants the job
name in alphabetical order. The admin clicks “Jabd the job names will be sorted
alphabetically. The entire line will move in acdance. To deselect, the admin can click
“Job” again. It is always recommended that adnmidates the schedule before sorting
columns.
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User:
Password: I
Subrit |

£ Schedule

Date: January 01 2005

Job .

Start Time

End Time

Employes

>
=5
<

Bus Persaon

0E:00 AM

04:00 PM

Card, Hark

Cashier

08 :00 AM

05:00 FPM

Brewster, Punky

Cook

0F:00 AM

05:00 FPM

Gavin, Bill

Cook

0E:00 MM

05:00 FM

Lowater, Brian

Cook

0E:00 MM

05:00 FM

Meinster, Sarazh

Dishwasher

0E:00 AM

05:00 FM

Combs, Dawn

Host

0E:00 AM

05:00 FM

Soups, Karen

Wait Ferson

0E:00 AM

05:00 FM

Florence, Angela

Wait Person

08:00 AM

05:00 PM

Fleck, Jordan

08:00 AM

05:00 PM

0E:00 AM

05:00 PM

08 :00 AM

05:00 FPM

1)1 <1 e e e R T R R R

RCITT]

Update

N e o

Update And Exit

= [2] x|

All the fields can be sorted alphabetically. Hoeealphabetically sorting Start Time
and End Time may not yield the desired resultsaddition to sorting, the admin can
also move columns by clicking and dragging. Iis tharticular example, the admin
moved the employee column in front of the job caluamd then proceeded to sort the

employee names.

39



£.. Employee Schedule M ES
Main Menu FReports  Admin Help

User: I
Password: I

Subrit |

4. Schedule

Date: January 01 2005

Employee - Job Start Time End Time
Brewster, Punky Cashier 100 00 PM
Card, Mark Eus Fersaon 100 00 PM
Combs, Dawh D1 shwasher 100 00 PM
Fleck, Jordan Wait Person 100 00 PM
Florence, Angela Wait FPerson 200 200 PM
Gawin, Bill ook 200 200 PM
Lowater, Brian Cook 100 00 P
Meinster, Sarah Cook 100 00 P
Soups, Karen Host =00 Hee |
00 100 FM
00 100 FM
100 00 FM

aAn v Ol

]
=
=3

BIE|EE E(REEEEEEE
1) =1 =1 =) = < e e e = R

Update And Exit

When the admin is done making changes, the “UpaladeExit” button is clicked. After
pressing the confirmation window, the original wamdis present.
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BT -

User:

Passwor| d: I
Subrit |

4. Schedule

Date: [ Januar=| 15 fzons=
Submit

Vacation

The admin uses the Vacation window for creatingetmployee vacation for a particular
day. In this view, the admin is allowed to sedlai employees scheduled for vacation.
Employee Schedule allows an employee to be scheédmezacation only once per day.
A maximum of 75 employees can be scheduled forti@atan a particular day. An
employee who has a schedule record for that péaticiay can not be scheduled for
vacation. There are 75 rows in the Vacation window@wccommodate the maximum of
75 employees. Each row consists of several columns

* Row: The row number. (Can not be edited.)

* Employee: The employee name

» Active: Selected the employee in the row can nadieeduled for work.

Deselected the employee in the row can be schediedork.

In the following example, the admin wants to viéwe vacation for January'2005.
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4. Employee Schedule

4 Vacation

| danuants| 1 Efeoos

After pressing submit, the admin receives the it window.
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£ Login

User:
Password: I
Subrit |

4 Vacation

Date: January 01 2005
Employes

1) 1| ) ] ] ] e e ) ) <

Update Update and Exit

The admin adds “Carpenter Gary 10028” by goingd@a/R1 and clicking on the
Employee column to bring up the employee list. Mtiee admin selects and clicks on
“Carpenter Gary 10028".
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£ Login

User:
Password: I
Subrit |

4 Vacation
Date: January 01 2005
Employes

b
=3
=
o

Brewster, Punky
Card, Mark
Carpenter, Gary
Cathurger, Michelle
Clancey, Tom

omhs, Dawn

Dokel, Bryan

) =1 ) | ] ] e e e ) ) e

Update Update and Exit

The admin must press “Update” to commit the changeise database. If there are any
conflicts, an error window will appear.
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User:
Password: I
Subrit |

4 Vacation

Date: January 01 2005
Employes Active

Carpenter, Gary

1) 1 < | e T o < < < <

¢ Update I Update and Exit

After pressing submit, the admin will receive tbédwing message window: “Updating
Vacation Records Complete. No errors were found.”
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£ Login

User:
Password: I
Subrit |

4 Vacation
Date: January 01 2005
Employes Active

Updating ¥acation Records Complete.
Mo errors were found,

1) 1 < | e T o < < < <

Update Update and Exit

The admin can sort and rearrange the columns iNdlgation window in the same way
as the Schedule window. It is always recommendatatimin updates the vacation
before sorting columns.

Help

The help menu contains the following submenus:
* Help: Basic Help information for the Employee Sahledporogram
» Test Database Connection: Test to make sure teatatabase connection is
working properly
* About: Information concerning the version and authidthe Employee Schedule
program.
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