SCHEDULE‘#‘SCJURCE

275 Century Circle, STE 102, Louisville, CO 80027

ScheduleSource ENTERPRISE Self Train Document: Release 2014.3
New Features & Enhancements
Note: The bullets in blue match the bullet item list on the Release Notes pages.

Enterprise Portal:
1. Location Section
Time drop down menu:
» Moved Project and Activities to the Time section.
» Added a Shift Differential screen (for use with the Policy Module).
New Location Menu bar with the new Time Drop Down List

1.

- Locations  \ Location1 Print
Edit | Settingsfor  Location  Employee  Schedule [oTimes| Assign: Users  Station
Setup Time & Rules [
Edit Location Information: Default Project & Task
Valid IP Addresses r
*Sign In Code:|001 Projects
*Name: |Location 1 Activities «
Email: Shift Differentials
nan

2. Reports Section

e Location report fields now include UDFs (Custom fields created).
1. Inthe New Reports the Data Source ‘Location’ has User Defined Fields added as column choices.
Design |4 Add Settings
4+ Locafion e IExamp\e 1 AND SOME MORE TEXT TO MAKE T
[ Location List . .
@@ Zm:rca:‘ Location Type: List
++-C] Employee (Local) ptions Shared with Locations (]
+/- (] Employee -
+- ] Availability Template Group / Sort| Add HIE RS
(W melles s = Location [BusinessName] (ASC) =
+- (] Employee Skills (5] Add Column
+/- ] Station (Local) .
+- (] Template : fx::mysa
+1- (] Schedule Shifts Columr —
+1- (] Schedule Audit
¥ ® Locati @ LicenseDate
+- ] Schedule Report vm Cose T
+1- (] Schedule Archive vm adr e
+i- ] Time Fm Addr = UserDefined]
+ (. Time And Shifts @m Ciy = UserDefined?
wm Sute || | = UseDefined3
= Zip m UserDefinedd
@@ Phon m UserDefinedS
m UserDefineds
2. Inthe Old report section: The Data Source ‘Accounts’ (Location information) has User Defined
Fields added as column choices.
@ Design IList]
DataSource: Accounts ReportType: List
Shared: |NO Col#  Field
[Copy] £ UserDefined1 M
Add: [Sort/Group] [Col "=m=: | Data Fields ET | T
Address1 .
Sorting/Grouping Formi  addresss (inputs)
Index|F|e|d Display: [ | BusinessCode v )
BusinessExternalld
0 |Eus\nassName Runn - BusinessMName s
Columns Functions: City v
- Deployed
Index |Field Sav Enabled
0 BusinessName LicenseDate
1 BusinessCode Code data ;p:tr;e
2 Address1 Address1 |data UserDefined1
B Arddracs Bddraced |darm | | UserDefinedz
3. User Defined Fields are the ‘Custom Fields’ created in the Admin section for the Location.
4 Administration (2 Hi» Administrstion | Print
=1t Enterprise . .
;6 E— Custom Fields: Location
 settings DeustomFidd | 2 3 & 5 6§
System Name: [Custom Field
b Usage
=I-¢] Custom Fields
& Enterprise
i
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3. Collaboration/Feedback
o Added employee to Collaboration filter in Feedback Results Detail.
1. Open a created survey.
2. Open Results Detail Tab.
3. Click on Filter link — a new filter appears to filter by employee.

83 Collaboration Events Messages Notify Feedback Print

5 Feedback List Surveys Add Survey [Employee Review] Results Summary Results Details Qﬁdﬂ ult,

Employee Review Dates: | 9/1/2014 B - 9/3072014 =) Apply Total St
FILTER ()
Filter
| Timestamp | Manager
Current Conditions:
‘ Field | Operator ‘ Value
[Ne records to display.
New condition:
[ M | = -
Employee * T
2014

4. Time Module
e  Ability to not include terminated employees in the payroll export.
1. Pay Period Section: Open the Payroll page.

2. Hover over ‘Settings’ in Top Menu.
3. Check the box to ‘Exclude Terminated Employees’.
F — /
[@ Settings Layout

. r'd
WExclude Terminated Employees Period

e Absent/On page now includes column for Alert/Note/Clock Reason.
1. Review Section: Open the absent/on page.

2. New Column: Status

Absent/On
FILTER ()

(410>) Today ~ Tuesday, July 01, 2014 - Thursday, July 31, 2014 Day Week PayPeriod Range

‘Date - ‘
Plan Actuals /
Start End Station Hours Vs Type on Off Project / Task Status Hours

[All Attendance| ™ | /

Not Scheduled admin 6:00 AM  10:00 AM P0O1/T001 Y o 4.00

e Attendance Roll up does not include inactive employees by default.
1. Reports: Open the Attendance Report
2. An ‘Employee Status’ filter has been added. The default will be active.
You can also choose Inactive or All from the drop-down filter list.

Employee Status:

P\ctive

E Active iy

" Inactive |
= Al =

e Attendance Roll up filters can now be saved.
1. Reports: Open the Attendance Report
2. Thefilters in the blue shaded boxes apply only to this page. Set Filters.
»  Click Apply to view data.
> Click Save to save the filter for the next time you return to this page.

Customer Support support@schedulesource.com Ph: (303) 991-3079 x 2 P.2




SCHEDULE‘#‘SCJURCE

275 Century Circle, STE 102, Louisville, CO 80027

3 Reports Roll Up Attendance Designs

o

Recent: Attendance | Roll
Attendance Roll Up Dates: | @preset One year =] | Ocustom - 9222014 [

HireDate: Status: Employee Status:
) ‘Conﬁrmed/O; v Active |v|

FILTER O]  Apply || Save |
3. Reminder: FILTER {) /

» This is the time Filter applies to All pages in the time section.
=) Time Filter

Employee: | (astname, Firstname... | = | [Clear]

Set Filter

rganization Section: Policies Module
e Ability to add a ‘Default Policy’ so that all employees will have a policy if a specific policy is not
assigned to that employee.
%+ Functionality:
4+ To use a default policy so that all employees have a policy for time calculations even if the
first policy assignment is in the middle of the week.
4+ The logic will now check for a policy assignment for the first day of the week, if it can’t find
one, it will check for the Default policy for that date. If none is found it will start scanning
the employee assignments to the end of the week and pick the first one it finds.
+ Ifno one is found it will do the same for the default enterprise policy assignments. Only if all
these steps fail, will the employee be without a policy for time calculations.
4+ The default policy applies to the whole enterprise and it is applied date-based.

1. Inthe Tools folder, there is a new link to add a ‘Default Policy’

| =2 Organization o

=I-iZ] Tools
b Add Folder
-8 Add Policy

~-gp Add Policy CompM
‘..o | Default Policy

2. Click 6n the link to open the right page.
3. Choose the Policy that you want for the default policy. The default will be used for any
employee that has not been assigned a policy in the Employee/Agreement section.

Default Policy

Current:

Start End Action

Policy

MNo records to display.

Assign: /
*Policy: -

Policy 1

Policy 2
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e Ability to add ‘Shift Differential Definitions’ which can be defined per location.
%+ Functionality:

+
+

Allows user to define different shift differentials for different locations.
A location can also have no shift differential.

To Use this feature:

1. In Organization Section:
a) Add a Policy component for Shift Differential — or Edit an Existing Shift Differential.
b) On definition page check both checkboxes.
Shift Differentials  '
[¥ITumn on Shift Differentials + -
[Vluse Location Shift Differential
Will fallback to this definition if no Shift Differential definition is configured on the location.
c) Ifthe ‘Use Location Shift Differential’ box is checked, the system will look at the
differential that has been defined for the Location in the Location Section.
d) If the ‘Use Location Shift Differential’ box is not checked, the system will use the
shift differentials defined on this screen.
e) Add as many different differentials as needed.
2. In Location Section
a) Open Location.
b) Choose ‘Shift Differential’ from the Time drop down list.
c) Onthe Edit page, choose the shift differential to be applied at this location.
Edit Settings for: Location Employee Schedule Time Assign: Users Stations
Employees Setup Time & Rules
Default Project & Task
shift Differentials Valid IP Addresses
Projects I
Current: Activities /
Name start En Shift Differentials | )
No records to display.
Assign:
*Shift Differential: | v
Shift Diff 1 ‘
Shift Diff 2
3. Shift differentials are date-based in assignment, since if you would ever change them you

would not be able to re-calculate older time data.

e Time Settings by Location in Policies: New option so users can now tell the policy to use the ‘Time
Settings’ that have been defined in the Location section time settings page.
%+ Functionality:

*

+*

This will enable existing customers to start using policies while still using the setting for
different locations.

It will also enable customers that need to have different rules for different locations to
make that work in conjunction with Policies.
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To Use this feature:
1. In Organization Section:
a) Add a Policy component for ‘Time Settings Component’ — or Edit an Existing Time
Setting component.
b) On definition page choose the new option to ‘Use Location Time Setting’.

=3 Organization Folders Print

Time Settings Component

*Name: | Loc Time Set

Versions: -

LOCATION or POLICY 4— ’
@ Use Location Time Settings

© Policy Time Settings

* - Required Field

c) When selecting Locations settings, the settings for policy on this page get hidden as
you will now choose the settings in the Location section.

2. In Location Section:
a) Open Location.
b) Choose ‘Setup Time& Rules’ from the Time drop down list.
c) Onthe Edit page, choose the criteria for time settings to be applied at this location.
d) Click Save.

] Locations  \ Location 1 Print

Edit  Setiingsfor  Location  Employee  Schedule | Time | Assion  Users  Stations  Employees
Setup Time & Rules <=

Settings \ Time \ Setup & Rules Default Project & Task
Valid IP Addresses
GENERAL Projects
Allow Employee Time Entry: Viclock  MicARD Activities
Time Card entry range: through E Shift Differentials \
Round times to nearest: minute(s) =]

CLOCK vs. SCHEDULE
Allow Clock-ON: o
Early Clock-ON buffer: minutes 7]

Late Clock-OFF buffer: minutes

Flag Clocking as ERROR if: [IClock-ON is early @
[CIclock-OFF is late

[Inot scheduled
AUTO CLOCK-OFF

Auto-ClockOff Type: |By Schedule v

Auto-ClockOff Hours:

Auto-ClockOff Error:

Auto-ClockOff Message: |auto clock off

ADVANCED

If [dock hours] »= D hours, @
Subtract a break of [0 | hours from the total time clocked

J

6. Recruiting Module
e Users can now copy Recruiting Applications.
1. Goto Configuration in Menu Bar; Choose ‘Applications’.
Applications | Configuration | Filter
| Applications
2. Inthe List of Applications, Click on the name of the Application to open it.

Applications [add New...]

Name

First Application /
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Customer Support

3. Click on Copy.

[List]

Application - First Application

*Name: |First Application
Header Help:

VEnabled

Footer Help:

* - Required Field
[Delete] Copy “«

Save

4. A pop-up will ask you to confirm making a copy. You can also give this application
a new name.

Script Prompt:
Copy this design?

Cancel

First Application - Cop

e  Upgrades to Recruiting portal filters.
e New Recruiting filter that allows users to easily find persons that have not filled out an
application.
1. People Section: Choose ‘List’ from the drop-down menu.
[ rem— .
People Applications
. a—i-
List
Surmrmarys
2. Click on Filter.
People
FILTER gs!gm/
3. Onthe ‘Recruiting Filter pop-up’, click down arrow in application box.
4. Choose ‘No submitted Applications’ from the drop-down list.
ElPeople  List  Summary  Add ‘ Recruiting Filter
People erson ication wailabili
FILTERp(StatuszNew Applicant;) \P—I Applicat Iw
Drag a column header and drop it here to group by that column Application:
I =
Al
Last Name First Name Email Address | Street Address | Ci Enabled Applications
Herson Bob h h h No Submitted Applications I
First Application
5. Click Save Filter.
6.

The List will automatically refresh showing only those people who have not submitted an
application.
People

FILTER (Status=New Applicant;Application=No Submitted Applications;)
Drag a column header and drop it here to group by that column

Last Name First Name

Bob

Email Address
h

Street Address
h

Henson

Users can now change a Recruiting Person’s Application status.

“ Functionality: You can now change the status of an application, in addition to being able to still
change the status on a person.
1.

Open Application Section in menu bar.
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2. Open an Application from the drop-down list.
3. Open the Details Tab.
' Recruiting People Applicaiﬁfﬁonfiguration Filter Print

[& Application Surnmary Details | <

[First Application] Application Status: | Al [
FILTER ()
4. Open the ‘Application Status’ drop-down list. Choose the status.
Application Status: | ] ED‘ v
All
Hired
Hold

it Status Ava Interviewing

05 New Application

Rejected

Reviewing

7. Credentials Module

e Add Credential column filtering to Expired & Expiring Credential pages.
1. Open Reports Folder.

2. Open Expired or Expiring Credentials report.
3. Filter on Credential column.

Expired Credentials
Employee Credential

[ rnr‘| =|| 7|

Expired Credentials

Employee Credential

B, Bob CPR

e New Location filter for Credentials.
1. Open Reports Folder.
2. Open Filter Folder.

3. Click on the down arrow in the ‘Select a Default Location’ box.
1L Fiter

| Select a Default Location v |

4. Choose the location you want to filter to.

= Filter
. I - |‘
ol Location 1

- A

- Location 2
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