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Introduction

Introduction

Overview

People employed to handle the staff rostering widim organisation play a key role. The
work done through rostering has flow down effeotarteas such as Payroll and Billing. It is
very important to ensure that everything to do witstering and its management is accurate.
Rostering involves the placement of suitably quedifstaff in location to work specific shifts
across a period of time such as a week, fortnigbtith or longer.

PowerForce is a workforce management applicatisigded to help you manage your staff.
The application has an integrated suite of modnlesiding time and attendance which is
mapped to your Point of Sale (POS) terminals, roggeand award interpretation integrated to
your payroll. This document will cover only the asis associated with rostering your staff.

In addition to employee biographicaletails,
PowerForce records training, skills, required
certificates, expiry dates and on the job incidents
This information is married with the specifications
and requirements of the type of work being
performed, producing a schedule that ensures thg
selected person is qualified and best suited to
perform the task.

How to use this manual

This manual is intended for staff supervisors thahage the scheduling of staff.

Outcomes

As you progresses through this training we willidefthe desired outcomes for a section. The
overall outcome of the training material contaiethis manual is for you to understand the
manner in which PowerForce works, and you shoule lae skills to manage your own
business utilisng the processes covered in thisnmaht

Practice

As you follow through the manual, you will find wawns modules have one or more Practice
sections. This indicates that when using the deirmatien / training data you can follow the
steps outlined in the manual exactly to producestirae result displayed in the manual.

! Biographical — data associated to an employee.

GenericTrainingManual(H) 1
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Starting PowerForce

This manual assumes that your desktop Operatingi®@yis Windows XP, and the
instructions reference how you would utilise Povegde under this Operating System.

1. From the Windows “Start” button, double click theverForce icon

‘>

Figure 1 — Launching PowerForce

Setting the User

The term “User” refers to you, the user of the agapion. Your system will have been set up
for your use, and the login details will be prowdid&ou as a user may also be an employee in
the system, that you will roster. Please keep istendtion clear.

User Login
1.  Once the application has started up
| x|
A. Enter your “Login Name”
Lagin Mame [¥MGPH B. Enter the “Password” you've
_ been provided
Password | C. Click Ok

| Ok | ‘ Cancel

Figure 2 - User Login Screen

Changing the User

1. Once logged in you can change to another user by

A. Clicking the “Login New User” butto T s
B. Located in the toolbar at the top right of ticeegn
C. The “User Login” window will then be displayed

Refreshing your Windows Knowledge

In the software wherever possible we follow the Wws conventions, as noted below:

Field Navigation

There are two options for moving from field to @el

Point and Click

1. Point to the field with the mouse cur: %

2. Press the left mouse button and release
A. This is called a “Left Click” or often just a ck”
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B. Usually one click is adequate, but a secondk c¢hay be required if the window
was not active

Tabbing

To advance to the next field, press the “Taly ke
To move to the previous field press the “Shaititd the “Tab” keys simultaneously

Note: The “Tab” key will have no effect if the wowd is not active.

Active Window

Microsoft Windows allows you to have several windows open at theesémme, however
only one window is active. The title bar of theiaetwindow will be brighter and stand out
more than the dull grey of the inactive windows.

Navigator Window

To run the various components of PowerForce usé\Nheigator”. This is the window that
appears once login has completed.

To Run a Component

1.  Firstclick the desired module on the left
2.  Then click the desired sub module if requiraddilable as an option
3.  Select from the available tasks on the right @iwtk

The above screen is indicative of what your menuctire will look like. This may be
slightly different if the user profifehas been defined with different menu options.

Note that the screen is divided into 2 panels:
The left hand side represents the major systens éned you have access to
The right hand side represents the actual procéisaegou can run, as shown in the

image below.
PowerForce Navigator E @ EJ
f@roverforce
S —

E\Dgraph\ca\ Mamlaln Standard Schedules

Clientele @ Generate 5chedule

5 Confirmed / Unconfimed Shift Report

Time & Attendance Extended Scheduling Reparts

Wizards General Rostering/S cheduling Reparts
Scheduling Repart

Figure 3 - Navigator Window (options expanded)

2 Defines the available menu options that are t@apprhis in turn controls what you will have accts

GenericTrainingManual(H) 3
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Re-launching the Navigator

1.  The Navigator can be re-launched by clickinglagigator buttor ‘@ "=vs=
A. Located at the top right of the screen, or bpgishe Navigator menu

You would use this option if for some reason yo@nmendisplay as shown above is
closed down, and rather than logging off the ajgpion, you may simply reinstate
the Navigator.

Icons used in the Navigator

1. Icons on the right pane indicate the type otpss (refer Figure 4).

Indicates data is to be entered
Data to be viewed or maintained
A report

A process

BYer

Report Output

By default all reports produced through the systam be sent to various devices. When you
select a report to run, you will always be prompigith the following option to select the
“Output”.

Clutput

) Printer
(%) Screen

ggiﬂm Figure 4 - Output Options

“Printer” sends the report directly to the prinfgour default system printer).
Please ensure that your PC has a default systemepdefined for this option to
work.

“Screen” allows you to preview the report on theesa, after which you againt
have the option to send the output to the printer.

“Email” allows you to send the report electronigalla your e-mail system. The
data will then be automatically attached to an éalknwing you to select a
recipient.

“File ” will prompt you for the “Report Format” (§ure 6) selection and prompt
you for a location to store the file on your PC.

Note: Files will be overwritten if the same filenaand location is used. |

Report Format

Report files can be generated in two formats. Téwrdd format can be selected when
the report is created.

Farmat

[ Shading

Figure 5 - Report Formats
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“HTML” is the format used on the Internet and isstlkely to be available on
other computers. Many programs such as Microsoft8fd/nd Excel can also
open “HTML” files.

“PDF” files are much smaller and faster to transmoit do required a “PDF” file
reader program such as Adobe Acrobat Réattedisplay or print the report.

Buttons

Wherever possible, the software follows the coneastused throughout Windows programs.
Following is a list of typical buttons used in thystem and the functions they perform.

Button Description

Add Add new information to the database

Assign Use this button to link one object to angtkach as assigning an
employee to a schedule.

Available Displays a window indicating the availétlgiof an employee to work
shifts.

Cancel Exit this window without saving the changes.

Clear Use this button to clear the data in theemily selected item.

Edit This button is used to open an edit window rehtee currently displayed
data may be edited.

Exit Close and exit the window.

Gallery Open the Photo gallery to view and assiages.

OK Used to acknowledge a message from the systeren\lick the “OK”
button without reading the message.

Save Save the new or changed information to thebdat

Set Inactive Use this button to set the currerglgcted item to an inactive state,
stopping it from being used by the system, butalibwing it to be
displayed.

Status Show the status of an item.

Un Assign Use this button to unlink one object franother, such as un-assigning an
employee from a schedule.

View Use this button to look at extra informatisuich as in a pay run you may

view an employee’s details.

The Underlined Character

In the Window§ environment you can jump quickly to a tab or atéiva button by using the
“Alt” key and the character that is underlined.

For example if the “Gallery” button is displayed anvindow you may open the gallery by
pressing both the “Alt” key and the “G” key simuitbusly.

GenericTrainingManual(H) 5
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Window Tabs

Some windows use “Tabs” to display more informatioen would normally fit in a window
space. Windows are generally divided this way teeHass cluttered screens.

1. To change the selected tab click the desired tab
2.  Press the “Alt” key code

3.  For example
A. Click the “Phone” tab to display phone numbers
Press “Tab” plus “Shift” to display phone numbers

List Boxes

1. Many windows will contain list boxes

| _ . L.
Figure 6 - List Box — Figure 7 - Scroll Bar

2.  Make a selection from the available optionshére are more options than can be
presented on a screen, you'll be offered scrol ifaigure 8) to scroll through a list of
available values.

Client Contracts E|
Code | M ame I Suburh I D ef auilt I Type I Compary [ ] ]
L EPC Haw - Salaries Admin MELBOLIRME Mo Sub ODPCTRALL
L2027 GPC Haw - Beverage MELBOURNE Mo Sub ODPCTRAI Cancel
28 GPC Haw - Food MELBOURMNE Mo Sub ODPCTRAI

Search. ..

Figure 8 - Example of List Items to Pick from

3.  From the list, double click your selection ahd value will be placed in the list box

Note: if you are on the first prompt of a windove(grally referred to as the key
field), once you've made a selection from a LiskBgou need to “Tab” off the
field for the actual data to be displayed.

Searching
Some list boxes allow you to search for specifitigs.

1. Inthe following window, double clicking “Name=&rch” will allow you to enter a
search phrase
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Employee Selection Options

Dption | oo |
Mame Search

Show All Employees Cancel

Show Only Active Emplovess

Figure 9 — Select type of Popup

2. When prompted type in part of the name (Figure 1
3. Click &k

Employee File Search f'5_<|

Search Mame: |Jd |

[ Active dccountz [ Clozed Accounts

Figure 10 - Using partial strings to search foradat

4.  Alist of matching values will be returned (falid values that match the string entered)
5. Double click the desired item to select it

Bicgraphical Details g|

- mml':_nde | Surmame I First name I Suburb..... | Tupe : | Contacts | Stat | Comeang
PuH-003  ADAMS JOHKN BURWOOD Perm Enterpnze [H]5E96 2587 Mo PwHTHN

L2 |FwR-007  |BROWN JOHM THE ROCKS Cazual [H]5E74 2668 Mo |PWRTRM

L2 PwR-012  LITHGOW JOHM HORMSEBY Fuiltime: [H]2356 4789 Mo  |PWWRTRM
Pw/R-201 STEWVENS JOHN HARRIS PARE. Contractor [H]4559 4569 Mo  |PWRTRMN

ak | LCancel Search...

Figure 11 - Example of List Items to Pick from

Calendars
1.  This calendar form will normally open in the i@nt month
September  w 2005
| September v ||2005 | Ty TIPS
S M T/ T F S February 2005
4 5 6 7 & 310 Apii %ggg
11§48 13 14 15 16 17 5‘“'5'9 i
1819/ 20 21 22 23 24 Ty 010
25| 26| 27| 28| 29[ 30 o
Octaber
Movember
December
Month at a time Select a Month Select a Year

Figure 12 - Monthly Calendar Views

GenericTrainingManual(H) 7
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Change the month by clicking the list box atttbye left
Change the year by clicking the list box to ttigét
Select the day by double clicking the numbdhemain window of the calendar

a s D

Press the “Escape” key to close the window witlselecting a date

Twelve Month Calendar

Select the year from the list box in the toftigand corner
Double click on the desired day

Press the “Escape” key to close the calend&owitselecting a date

January February March April

SIMOT W T F SIS MT SOMT W S M OT W T F 5§
2
q

£

—_
- oo —
—_

1 1 1
2 3| 4 5 E| 7| 8] B ¥ 8 E 7 8
910011 121314 15](13 14 15 13/ 14 15 16
1617 181920 21 22200 21 22 24125 20021 22 23 2B([1718/19 200 21 22| 23
23124 25 26 27 28 23| 27 28 27128 23 30 3 24125 26 27 2823 30
30 A

hd ay June July Auguzt

SMOTIW T F SIS M TW FOosjls M Tw T
1.2 3 4 5 B 7 1

8 931001112 13144 5 B 7 8 MmIff = 4 5 B 7 £ 8 10011 12 13
15 161718 19/ 20 21 ((12/ 13 14 15 16 17 15)(10/11 12 13/ 14 15 16|14 15 16 17|15 13 20
2202324 25 26 27 28((19 20 21 22 23 24 25171819 20 2 22 23|21 22 23 24|25 2627

P —
[ Rm R Y ]
—
[==]
Pt —L | —
[=y Rl duly SR REE s RSy
P —
RN o R |
[}
(o}

N
[T, ]
[E8]

o
o
o]

-

[an]

[du]

29 300 # 26027 28 29 30 24 28 2B 27 28 029 30|28 29 30 A
21
Septernber October Movember December
SMT W 5

T SIS M Tiw T F SIS M T T F S| S M Tw T

1 1 1 2 1

4 5 6 F 8 310 2 3 4 5 6 7 86 7 8 3101112 4 5 & 7 & 310
1112 13 1415 16 17 () 3101112 13/ 14 15]]13 14 15 16/ 17 1819|1112/ 13 14 15 16 17
1813 20 2122 23 24 (|16 171813 20| 21 22]120 21 221 23|24 25 261819 20 21 22 23 24
25|26 27 2829 30 2324 25 26 27 28 23([2F 28/ 29 30 2526 27 2823 30 3
30 3

Figure 13 - Annual Calendar View

Warning Messages

At various times warning messages will be displaydelse read the message carefully and
make an informed decision. If you are in doubstfdiscuss it with the administrator and if
you still cannot make an informed decision contaetPowerForce support team.

! E Wiarning

Hours Entered exceed normal hours of 8.00 per day./shift
far thiz employes

Figure 14 - Typical Message Window
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Adding New Records

To enter new records into PowerForce, we enforeaiie of Wizards, which are screens with
a simple format where you are prompted to ented#ta which is typically required to totally
describe a data eleménfThe wizard ensure the data you enter is of tneect format — we
cannot stop you from entering incorrect data.

With a clear window, enter the code for the diatde first field
All data added after the code will be linkedhat code
Press the tab key and you will be moved to the field

P wDd PR

Complete as many fields as possible and thek e “Save” or “Apply” button and
the information will be saved

m

If a required field has not been completed ydube notified by the system

Wizards

Wizards are a series of windows that prompt yoenter all the data that is required for a
record or to run a process.

Treat each field as a question and work througiwihedow answering each question. At the
completion of each window click the “Next” buttddeep doing this until the last window is
completed.

Add Employee Wizard

Add Employee Wizard

S, * Specify the company or entity that will employ this BTEN =
} PErS0n
1 [ndicate how pou want to azzign a number to this person
' - .. ™ Manually Azsigh Humber &0 Auto Aszign Mumber
v
H'.,I Do vou want to zetup Payroll Infarmation at this bime ~ Yes & No
.lIII
I\ Do vou wish o zet up Superannuation [nformation at this time (™ Yex ( Mo

All Prompts which are bold and have | Nt | C |
an asterisk are REQUIRED Fields = s

Figure 15 - Sample Wizard Window

% Anything that you store data about, such as arl@rep, an outlet or the details of a schedule.

GenericTrainingManual(H) 9
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System Overview

System Overview

Components

The basic components of the PowerForce system are:

=

Employees (Biographical) — The employment andkimg details about each employee

Clients (Clientele) — Contact, Accounting, Bitliand a link to the Work Schedule
information for each bar, kitchen, bistro, etc.

3.  Work Schedules — Details about the services]@map numbers and required hours for
each client

5. Schedule — Rosters for clients based on thélsletdhe work schedules

Interaction

( Employees Clients

(Work SchedulesJ

( Company }‘5: --------- -} Scheduler

[ Payroll J ( Billing )

Figure 16 - The PowerForce Modules

1. Employees, Clients and the client’'s Work Scheslalre used to create a Schedule
2.  Payroll — Employees are paid based on detarstoacted from the schedule
3.  Settings in the Company file control the chagastics of Scheduling and Payroll

GenericTrainingManual(H) 11






Biographical (Employee Data)

Biographical (Employee Data)

Add Employee Wizard

Outcome: Demonstrate how to create an Employeengshe “Add Employee
Wizard”

Completing the Wizard

The “Employee Wizard” will prompt you for all thequired details necessary to construct an
employee record.

Practice

1. To create an employee, click “Wizards” in thevdo part of the left navigator view
2.  From the choices available on the right, dogbtk “Add Employee”

Add Employee Wizard

Add Employee Wizard

* Specify the company or entity that will employ this [FOPCTEAIN .+ |
PErZon —— &=

_( Y Indizate how you want to azsign a number to this perzon

P' - ..:'-.1 () Manually Azsign Mumber (5 Auto Assign Mumber

Do you want to setup Pavoll Information at thiz time Oves & No

Do Y'ou wish to zet up Superannuation [nfarmation at this time ives (¥ Mo

All Prompts which are bold and have
an asterisk are REQUIRED Figlds

et ‘ | Cancel |

Figure 17 - Data Entry Screen

GenericTrainingManual(H) 13
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Fields to Note
Company or Select the name of the organisation that will bedus

Entity to pay the employee (your Company). The value will
default to the current company.
Manually Check this option to enter your own employee

Assign Number| number. If not checked the system will assign an
employee number automatically.

Setup Payroll At the end of the wizard an additiéhaiindows
will be displayed prompting you for information
about Pay Cycles, Account codes and Tax file
information for the employee.

Setup At the end of the wizard an additional window will
Superannuation| allow you to setup company and employee
superannuation payment details.

1. Complete the fields as per the example and cliekNgxt button to continue
completing the wizard

Add Employee Wizard

Enter in The personz Details

 First Name [THOMAS |

i Middle Name | |
; * Surname |5EH‘JLETS |

Prefered Mame |TDM |

' ) Till MR v|
? \ f i Former Mame | |

Previous Mame | |

* Date of Birth 21/04/1920
fo (%) Male
Marital Status SINGLE v O Female
| Back H Mewxt | | Cancel |

Figure 18 — Starting the Employee Wizard

Fields to Note

Preferred A name such as a nickname or an abbreviatign
Name that the employee prefers to use.

Former The name the employee used before their current
Name name.

14
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Fields to Note

Previous The name the employee used before their former
Name name.

2. Complete the fields as per the example and thiek\ext button to continue completing
the wizard

Thiz zection acceptz Addrezs and Rezsidency Detailz
Address 20 BARKER STREET
Suburb |NLINN&W¢«DDING
State "1C Postcode  [3231
Country BLSTRALIA w
Citizenzhip BUSTRALIA w
M atiohality MEWw ZEALAND w
Resident Card Id(z]
A
[ ] ark Permit
L
| Back || M ext | | Cancel |

Figure 19 — Entering Employee Address Details

3. Complete the fields as per the example and ttiek\ext button to continue completing
the wizard

GenericTrainingManual(H) 15
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4.  Double click the “Contact” to display a list@failable contacts types

Enter in any Relevant Cantact Details
Contact | M urnber | M aotes
MOBILE 0422939 555 -
Z R
3
4
L
Enter in any Relevant Relative and Mest of Kin Details
Contact Mame | Mumber | Relationzhip
] ”~
2
3
4
L
| Back || R | | Cancel |

Figure 20 — Defining Employee Contact Details

5.  Complete the fields as per the example and thiek\ext button to continue completing
the wizard

Thiz Section Accepts Employment D etailz

* Date of employment 400,05 “
Employrment review date |7 v
* Type of Employment Q00000005 w

* Classification of Employment CASAwA] 3 "

Default cost certre 25 w Photo Gallery

Subcontractor

[ ]0nCal [ Cloze Skift

[ ] Long ‘week [ ]Long Day

| Back || M et | | Cancel |

Figure 21 — Defining Employee Payroll Details

16
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Fields to Note

On Call | The employee is available to be calledaugd
additional work.

Long The employee is prepared to work additional day:
Week a week.

UJ
5.

Close The employee will work until the client decidesttha
Shift the business is closed for the day.

Long The employee is prepared to work additional hours
Day in a day.

6. Complete the fields as per the example and cliekNéxt button to continue
completing the wizard

Enter in any Yalid Licences held by the Employee

Licenze I Murnber I E wpiry
DL AE5-AWIG-871 22:1/2007 P
L2 | v
Enter in any Skillz held by the employee
Skll Attained Comment
1 rs
2
W

Enter in any Specific Roles the employee iz qualified for

Fole Code D escription
1 A
2
W
Enter in any Specific Areas the employee can work
Location Dezcription
1 ”
2
w
| Back, || M et | | Cancel |

Figure 22 — Define Employee Skills and Roles

11. Complete the fields as per the example an# thie Next button to continue completing
the wizard

GenericTrainingManual(H) 17
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Add Employee Wizard

All the required detailz have been
entered to create a new employee.

Choose FINISH to create the employee
or BACK to change details

!I
! //
‘ Back || Finizh | | Cancel

Figure 23 — Wizard Completed

12. Click the_Fnish button to create the employee

": Mew Entry 017 Created
]

Figure 24 — Typical Confirmation Message

18



Biographical (Employee Data)

Maintain Personnel Availability

This window provides a year planner view of the Eapge. Through the use of the palette,
you get an immediate picture of the attendancesaradability of an employee.

Availability Planner for Gloria CHELLIAH E v | 2005~
January Febuar March &l Palstts Selected [ 365 Daps
Falette
S M| T T FlS|[ S M T w T|F G| G M T w T Fl 5|5 M T w T F G
1 12 3 4 5 12 3 4 5 1 2| [ Planned Off
203 4 5 6 7 8|6 7 8 a1 2|[e 7 8 9101112|| 2 4 5 & 7 8 9| [T Planned On
31011 121314 15||13 14 15 161718 19|[13 14 15 16 17 18 13)|10/ 11 1213 14 15 16 .
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Scheduling (Rostering)

Scheduling (Rostering)

Outline

In this module we will cover:

Overview of Rostering

Creating Client Work Schedules (Rosters)
Maintaining the Standard Schedules
Generate Repetitive Schedules

Printing Rosters

The Scheduling Work Bench

o ok wbdE

Overview

The PowerForce rostering system allows you to maadigaspects of the the work
requirements for an outlet with the availabilityyafur staff.

We define three components to a rostered shifsetlaee:
The outlet or rostering location and its requiretaen
The employees, their skills, licences and availgbil

The time that the employees are required to the tas

In PowerForce, we define the task by creatingentiand then defining work schedules for
that client.

These tasks are then available to be assigned amitiin Standard Schedules” and
“Scheduling Workbench”.

( Employees ) ( Clients ]\
( Work Schedules)
Schedule
[ Std. Schedule j ( Work Bench ]

Figure 25 - Scheduling as the Core of PowerForce

Generate
Schedules

“ Client is synonymous with outlet or rostering lea. In the case of a pub, the physical locatoodlled the
venues, and the rostering locations will be the ther kitchen, the bistro as examples.
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Example Roster

Before we commence on creating rosters, it's alvmgstical to start with an understanding

of what we’re trying to achieve at the other enderefore, to demonstrate the rostering

process using PowerForce, we will use the followvsample roster as an example of how to

use the application.

Kitchen Roster Week Ending: 7 August 2005

MON TUES WED THURS

FRI SAT SUN
NAME 10am 5pm 10am | 5pm 10am 5pm 10am 5pm 10am 5pm 10am | 5pm | 10am c
Robin 9*6 10*6 10*6 10*6 10*3 5*10 L
Mike 10*5 5*10 10*5 5*10 3*10 10*5 5*10 | 10*5 O
Sasha 5*10 5*10 10*3 S
Jake 10*5 5*10 10*5 5*10 10*2 5*10 E
Morgan 5*10 10*4 6*10 | 10*4 D

Tom 10*3 10*3 5*10 5*10 5*10
Sam 10*5 2*10
#'s 3 2 2 2 3 2 3 2 3 3 2 4 3

Figure 26 - A Manual Roster

The above roster is telling us the following things

Mon — has 4 shift times — 9 to 6, 10 to 3, 10 tark] 5 to 10. These will be the basis upon

which we will define the client work schedules. W refer to this roster throughout our

creation of the rostering requirements within Pdvoece.

Tue - has no other distinct shifts

Fri - has an additional 10 to 2 & 10 to 4 shift
Sat - has an additional 3to 10

Sun -has2to10&6to 10

So, on a daily basis we have various shifts ariddisated, we require a number of persons
for each shift. In the above example, we can safthie shifts are already assigned to
employees, so we’ll work the complete process wdtBorce to arrive at the same or better

outcome.
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Let’'s work through the steps required by the sysieneplicate the example roster.

Navigator / Clientele / Client Work Schedules

) PowerForce Navigator

G_?gwerForce

Biographical Client Work Schedules
E‘! Clientele
Scheduling
wizards

.~ Client Schedules

Client Code

Client Manme

Generic Mame

Client Contracts

Code I ___L\Jame | Subrb | Drefault | Type | Connpaty I [_ oK ]
50 JSE - BEVERAGE MELBOLRMNE Mo Sub ODPCTRAIN
12451 J5SB - FOOD MELBOIURNE Mo Sub ODPCTRAIN Cancel
J5B - MARKETING MELBOIJRNE Mo Sub ODPCTRAIN

Figure 27 - Selecting the Rostering Location

From the Cliert Schedules window, click on the Client Code, tgHig the outlets to which
you have access.

Select 51 — JSB FOOD

Client Schedules

Cliert Cade 51 v| Edit
Client Name 156 -FOOD | Clear
Generic N arme |Jx.w|E5 SOUIRE BREWHOUSE - FO | Exi

Figure 28 - The Selected Rostering Location Details

Click “Edit”, to be presented with the followingreen

® Client indicates the rostering location to whicuywill assign your staff.
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Work Schedules - 51 <J5B - FOOD> <JAMES SQUIRE BREWHOUSE - FOOD=

Start End I Hours IShortEndeI tame I Role I Effective I Y alid I

Active |F|esourc:e3| Feqd Hrs |Charge Hr&l Labour § | Charge $| Margin § | b argin ] ?how- History

|/ Tirnes T Coosts T Specs ]

Mame Short Code Days Fequired Break.
[ = Sun
Role Inchude in Comment  Qrder Mo 3
] = Mon
[ =
Effective From Vald To Type = Tue et
| | I_ __ e l— indicate
Book Start Book End Hours = :;bbrzak i
\ ‘ ‘ E = Thu paid.
Fozt Start Post End Hours I_ 8 £ I_
[ — i —
Pattern Code: | = [m
Deescription Store description in cle s [ Link to Cantract || -p.
rink
‘ L Scheduling Group
wi
Figure 29 - Defining the Work Schedules for an éuwtl
Work Schedules - 51 <JSB - FOOD> <JAMES SQUIRE BREWHOUSE - FOOD> (=]e3
Start End | Hows | ShortCode | Name | Role | Effective |  wvalid |
........................ ~
v
Active | Resources | Reqd Hrs |Charge His| Labour $ | Charge $ | Margin $ | Margin O _Show History

Figure 30 - Summary Work Schedule Display
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[ Times T Costs T Specs ]

Name Short Code
|

Role Order No

|

Effective From Valid To

I |
Book Start Book End Hours

| l |

Post Start Post End Hours

| l |

Pattern Code: |

Description

| F

Figure 31 - Defining Each Shifts Requirements

Whilst this screen looks busy, it in fact definddlze
requirements for a rostering location and maintaiist
of very useful and necessary data.

This screen is where you define the staffing
requirements for the outlet. We will define the
requirements according to the shifts which we’'vdiea
identified as being unique across the outlet fentkeek.

Add
Save
Set Inactive

Delete Entry

Days Required Break
l—: Sun l—
|_: Mon [

L I e
I_: Wed I— Iili-lﬂi.lct::ak
[ S ([ e
[ gF [
[ s ]

[

Scheduling Group I

e

Figure 32 - Defining the Number of Employees perk\®chedule

GenericTrainingManual(H)
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Just before starting, let’s review the shift defons that we will create

Mon — has 4 shift times —9to 6, 10 to 3, 10 tark] 5 to 10.

Fri - has an additional 10 to 2 & 10 to 4 shift
Sat -hasa3to 10
Sun-has2to 10 & 6to 10

Start by clicking “Add” to commence the definitiohrequirements, and we’ll define each

one in the order that they appear on the existthgdule.

( Times T Costs T Specs ]

3 P#Holiday

Effective From

(53

Book Start Book E A I e [ e ]

| | L1 JADIMN Administration

Past Start PostEnd =2 &M Assistant Yenue Manager
& BARMAN B artender -

| [re——

Lty Manager
Pattern Code: |_E [FUMNCMGR Function Manager
o |7 |GLASSIE Glazsie

Description [ Storg |8 |HCHEF Head Chef
.3 ISUPER Supervizar

‘ Wi Wenue Manager w

Mame Short Code Days Required Break
[BEM-EPM v| |3é«M1 Ol | = Sun 1
Fole [ Include in Comment  Order Mo © Regular =

Work Schedules - 51 =JSB - FOOD> =JAMES SQUIRE EREWHOUSE - FOOD> | L
Start End Howrs || ShortCode M ame Role Effective Walid L
~
w
Active IHesnurcesl Feqd Hrs II:harge Hr$| Labour $ | Charge $| targin $ | Margin® Ll Shnw Hi&tory
[]5ite Briefed
[ tdatch Role Type

[ Load to Manitar Queue
[]wfarmif shift iz nat filed
It amif shift iz overfilled
[ t4atch Classification Code

to be Add
Save

Set Inactive

Delete Entry
Print

Exit

Figure 33 - Classifying the Role Type for a Shift
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|/ Timesz T Costs

T Specs ]

I arme Shaort Code
[REH-EFH v |3f-‘~M1

Fole [ ]lInchude in Comment  Order Mo

| CHEF v | | |
Effective Fram Yald Ta

01092005 w| | v|

Book, Stark Book End Haours

03:00 18:00 k.00

Paost Start Post End Haours

03.00 18:00 9.00

Pattern Code:; || " |

D ezcription [ ] 5tare dezcription in client instructions

Figure 34 - Complete the Shift Definition

Short Code

a

Drays Fiequired Ereak
Mo v| |El.é«M1 gﬁll l—‘. Sun | O
: Fegular —
Ihclude in C k
"] Include in Commen | |I:Ir|:ler Mo O PiHoliday l— = Mon I—D
W =
: Fram Yalid Ta Type = Tue | d EE:%H-IE
v [~ [—" - — edcate
Scheduling Control Codes
Code | Description | CATEGORY oK,
1 JL Annual Leave Annual Leave e
2 10 Leave without Pay M Show =
3 B Berevement Leave Other W
4 |E Study/Emam Leave Other
5 IR ROO Days ROO
Cx Catw Shift Scheduled Shift
Fi
g |MHC no charge Scheduled Shift
9 iU Uruworked Public Holiday Scheduled Shift
5 Sick Leave Sick, b

Figure 35 - Define the Type of Day the Shift Redatie

GenericTrainingManual(H)
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Days Required Break
®al = Sun i
() Regular =
— O F/MHoliday = Mon ]
Type 2 Check the
— I —
- indicate
- wed O the break
i to be
[ Pay Std Hrs = Thu [ paid.
[ Close Shift a .
= 1
Scheduled z
Tentative - sa O

ztions [ ] Lirk to Contract || e

Scheduling Graup

Figure 36 - Defining a Break in the Shift Definitio
Click “Save”

Work Schedules - 51 <JSB - FOOD> <JAMES SQUIRE BREWHOUSE - FOOD=>

Start End Hours || ShortCode Mame Role E flective Y alid
05:00 18:00 3.00 A0 -6PM C 01,/03/2005

Figure 37 - Completed Shift Definition

Follow the same pattern to define the other shifts.

28



Scheduling (Rostering)

Figure 38 - Continuing the Shift Definition

Work Schedules - 51 <JSB - FOOD> <JAMES SQUIRE EREWHOUSE - FOOD=

Start I End I Hours IShDrtEDdeI I Effective | W alid I

0500 | 1800 900 9AM1 94.4-6P CHEF 1 ./09/2005 -

10:00 | 1700 70010461 104k -5P CHEF 1.,/08/2005 =
)

Figure 39 - Two Completed Shifts Defined

If you were to now “Print”, you'd get the followingvhich represents the client work roster as
you progress through its creation.

7 Day Work-Shift - Summary Listing

Monday Tuesday Wednesday Thursday Friday Satrday Sunday
10AMI-10AM SPM 10:00-17:00  10:00-17:00 10:00-17:00 10:00-17:00 10:00-17:00 10:00-17:00
[1] [1] (1] ] [2] [1]
SANI-QAMNGPM 09:00-183:00
[1]
Total Hours 16.00 7.00 7.00 7.00 7.00 7.00

8 Work Shifts and 51.00 Hours for JSB - FOOD

Figure 40 - Printing the Work Schedule Definition
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Figure 41 - Work Schedules Beginning to Take Shape

| Make note re 5pm- to 10 for different roles

Having completed the entry of all the requiredtshaind role types, we select “Print” and
review the following:

Figure 42 - All Work Schedules Defined

Figure 43 - Resource Allocation Requirements

From this we can see our client requirements.
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Standard Schedules

This allows you to assign employees to shifts foigra schedule template. The template is
then used to generate the same roster as manydsrniesieeded.

This feature is ideal for maintaining low mainteocamepeating schedules.
Workbench

Use the “Scheduling Workbench” to create schedode®d on client (bar, kitchen, restaurant,
bistro, etc) details or to define client detaiksnfr scratch.

This window also allows you to directly edit indivial shifts that have been generated from
Maintain Standard Schedules.

Maintain Standard Schedules

Outcome: Explain where in the window it indicaté®urs allocated to an employee
Describe where in the window it indicates thdfshours

This window uses the data collected in the Cliemrk\Schedules window and displays it as a
series of un-allocated shifts. Employees are tlssigaed to shifts creating an employee
schedule template structure that is used to genemployee schedules over and over, rather
than assigning employees to schedules every week.

Figure 44 - Logic Flow of Schedule Maintenance
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Figure 45 - Selecting an Outlet

Figure 46 - A Completed Standard Schedule for athe©u

Let’s first have a review of all the valuable infwation that is presented on this screen. This
window uses the data collected in the Client Warkegiule window and displays it as a
series of un-allocated shifts. Employees are tlssigaed to shifts creating an employee
schedule template structure that is used to gemeraployee schedules over and over, rather
than assigning employees to schedules every week.

The client work schedule requires 34 shifts toilbedf, for a total of 204 hours.

Note: When the window is opened, shift definitmmesdisplayed; these are not part of the templHtis. only
when employees are assigned shifts that a temiglatenstructed.

Let's draw your attention to the grey line acrosd//Chef. We'll be referencing the gray in
this tutorial, so please note its significances the delimiter between the staff that you've
allocated to the available shifts and the yet tassgned shifts on / below the gray line.

The goal here is to assign your employees to ibatolvork schedule (the available shifts).

Once you assign the employee to the shift, we tadirthis a “Work Schedule Template”, and
its this template that you manipulate over and eév@reate your forward planned shifts.

Double click on the grey line, to bring you to fledowing window
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Figure 47 - Adding an Employee to a Standard Sdeedu
You’re now in a position to start to add employeethe Work Schedules.

We’'ll select the employees from the drop-down, @lew. Note, that as a result of your
“profile”, you will be presented with only the stdlfiat correspond to your cost-center or

rostering outlet.

Figure 48 - Generic Employee Popup (Select an Eyeglp
Select the first entry, which moves you along to:

Figure 49 - Standard Employee Details as Selected

Your screen will now look as below:
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Figure 50 - Available Schedule Replaced by Employee

David is now above thgray line, which as we mentioned previously is the delinlitetween
employee and available shifts.

Now, select the shifts that you wish to assign &viD, click on each shift in turn.
Click on David to select the employee, to the streebelow:

Figure 51 - Sample Display
Press the “Assign” button to achieve the following:

Figure 52 - Correction Completed

What you have now is a list of shifts assigned &viD, and the entry for 10AM2/Waiting
Staff is now no longer below the grey line.

You realise that you've made a mistake to assigndte Wed shift, so select the “Wed”
shift and click Un-Assign, to remove the shift fr@avid.

Figure 53 - Editing an Entry

Figure 54 - Adding More Employees

Let's pause to demonstrate a few miscellaneousresitSelect an employee name in the
“Employee” column, double click to bring up the édlation Options popup. Select “Split
Shiftline”,
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Figure 55 - Splitting a Shift

Figure 56 - How a Split Shift is Displayed

Before moving on, make a note of the informatiomg@grovided as you allocate shifts to
employees. David has a total of 15.0 hours allataté of a total of 24.0 which are defined
as his maximum weekly allocation. The 24 comes ftoimaward classification, which states
that he ideally should only work 24 hours per weébu may of course allocate more hours,
and we’ll review this later.

Allocate another employee to the list of employeearrive at the following screen:

Figure 57 - Allocating Employee to Available Shifts

You realise that you've selected Michael by mistakeremove Michael from the list of
employees, do not assign any shifts to him. Whensave the Standard Schedule, the system
will realise that Michael has no shifts allocatedl &Michael will not appear on this list.

Figure 58 - Standard Schedule Taking Shape

We’'ve moved forward to assign Stana, and seletted®AM1/Chef Schedule. Stana in her
classification is Full-Time and a weekly Max houedue of 40.

Let’'s move forward and assign the various availahiéis to employees. For the purpose of
this tutorial, allocate employees one after theoflom the drop-down list.
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Figure 59 - Allocated Hours Starting to Show Thrloug

We've progressed through the work, so let’s savenaurk before proceeding. As we've
mentioned above, Michael Allan has now been remdneed the Employee list, and your
Standard Schedule workbench should look as below:

Figure 60 - Standard Schedule re-Display

Again, some interesting detail from the displayt&on the right hand side, the column titled
Shift/Hrs.

David Acorapi has been allocated 3 shifts for altof 15.0 hours.

Stana Appleton has been allocated for 6 shiftsafimtal of 42.0 hours. The column is
in red, because Stana has an award definition .6f d@urs Max per week, and the
hours allocated total 42.0.

SCENARIO - you've been running this Client Stand&@othedule for a couple of weeks /
months, and staff leave, as they do. How do yolacepthe employees?

Select Craig Barnes, double click on his nameritoglup the Allocation Options popup.

Figure 61 - Changing Employees on Standard Schedule

Select “Select All Shifts”.
Select “Un-Assign” to remove the shift allocatidnem Craig.
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Figure 62 - Std Schedule Shifts Available for Alition

Craig still remains on the list of employees, amchil that to remove Craig, as soon as you
select “Save”, his entry will be removed.

The reason why we chose “Select All Shifts” ishe tase of a multi-week roster, where the
weeks following this one being viewed are not \ssilthe select all shifts ensures that all the
shifts allocated to Craig are selected in the mti@a.

Before finishing this tutorial, here’s a quick oview of the various fields on the screen that
we’ve accepted as default.

Fields to Note
Schedule This refers to the type of day the schedule afféétt’ — Every day of

Type the year. “Regular” — all days, except public hajid. “Phols” shifts
for public holidays only.

View Determine whether a shift is shown as “Timeésfours”, "Shift Code”
or “Role”.

1%

Last Rotation | This is the date of the last day, in the last gateer rotation. This value
Week Ending | is used in conjunction with Last Rotated Cycledentify what is the
Date next rotation to be generated in the roster.

Rotation These fields allow shifts to be based 8imgle Rotation” (single
week), “Multiple Rotations” (changing rotations ovaultiple weeks)
or “Pattern Rotation” (multiple weeks based on fingel rotation
pattern).

When “Multiple Rotation” is selected these additdboptions are
displayed in the top right of the window.

Selecting “Pattern Rotation” adds the “Rotationt@at’ list box. This
allows you to select from the rotation patterns fjaue designed.

Click this button to remove all employee informatimom the

schedule, thus removing the schedule template.céoustill open the
window again and see the shift definitions as tla@senot the template
but data read straight from the client files.
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Summary Tab

1. This display is divided into 3 related sections
A. Employees
B. Days
C. General Information
Employee Section

1.  This shows the employees used in this temptadefee shifts names still to be allocated

Figure 63 - Employee Allocated Hours

Fields to Note

Max The maximum hours available for this employe&vbrk, without
going into overtime, over all the rotations of thyle.

Allc This is the number of hours allocated to tihepéoyee or the shift
over all rotations in the cycle.

Base When a pattern rotation is used this numloiicates which

rotation of the pattern is the starting point foe €Employee.
Double Click inthe | This allows the user to:

Employee Column. “Add an Employee” — an employee is added to thpldis
allowing shifts to be allocated to that person.

“Select all shifts” — all shifts of the highlightestift type will be
selected, preparing them to be allocated to anayepl

“Split Shiftline” — the highlighted employee wilkbduplicated,
allowing multiple shifts or split shifts to be agsed on the same
day.
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Days
1. This display shows the shift type for the dayhaf week.

Figure 64 - Generic View of Shifts

General Information

1. This display shows the hours to shifts ratio

Figure 65 - Details of Shifts / Rotations

Fields to Note
Shift/Hrs The number of shifts / total hours allhin the current
rotation.
Rotation As for “Shift/Hrs” except for all rotatisn
Average As for “Shift/Hrs” except averaged overratitions.

are used the “General Information” display reséts

Note: If the “Rotation Selection” buttons
“Shift/Hrs”.
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Allocation Tab
1.  This view shows all the shifts allocated to pleeson highlighted in the “Summary Tab”

| Note: Allocated shifts are shown as time range$1&¢5-0000", unallocated shifts are shown as degtians. |

Figure 66 - Allocation Tab

Fields to Note
Shift Select a “Shift” from the list box and theauble click the desired day o
a rotation and that shift will be applied, or ifeddy applied, it will be
cleared.
Rotation This is the rotation within the cycle.
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Practice

Outcome: Demonstrate how to set the rotations pgele
Show how to add an employee to a standard schedule
Demonstrate how to assign an employee to a shift

ee

hts.

1. Inthe Navigator click “Scheduling”
2. Inthe right pane double click “Maintain Stargdi&chedules”

3. Inthe “Client Code” field enter “POW-SA” andgss “Tab”
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4.  Click “Multiple Rotation”
A. The fields “Days / Rotation”, “Rotations / Cytland “Last Rotated Cycle” will

now be displayed

5. Change “Rotations / Cycle” to 3
A. This allows and employee to rotate through D&fsernoons and Nights.

6. Change “Last Rotated Cycle” to 3
A. This indicates the last rotation generated asster was rotation 3 of 3, so the next

to be generated will be 1 of 3.
7. Click Save

The window will now close
B. Open the window again for “51”
C. The bottom left corner will now say “RotatiorofL3”

>
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8. Doubile click in the first blank row in the “Emplog’eécolumn

9. Double click “Add Employee”
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10. Click the down arrow for a list of employees

11. Select Michael ALLAN from the list and thenoiOk

12. *“Allan, Michael” has now been added to the egpe list
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13. Click each of the 5 “NI” shifts (row 2)

14. Click the right arrow at the bottom left of thendow to show the second week in the
schedule cycle

15. For the second week click all the DAY shifiswr3)

16. Click the right arrow at the bottom left of twendow to show the third week in the
schedule cycle

17. For the third week select all the AFT shiftexr4)
18. Click “Allan, Michael”
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19. Click the Asign button

20. Micheal Allan has now been assigned to
A. Week 1 as Nights
B. Week 2 as Days
C. Week 3 as Afternoons
21. This can be checked by
A. Click “Allan, Michael”
B. Click the “Allocation” tab

21. Repeat this process for another 2 employees

A. Select from the remaining shifts
B. Select the next two employees that are avail@béehedule

22. Click Save when finished
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Generate Schedules

Outcome: Demonstrate how to demonstrate 4 cycles standard schedule

This window is used to generate weeks of a “Stah&ahedule” created in the “Maintain
Standard Schedules” window.

Practice
Use the values displayed in this window for youwagpice.

We are going to generate the schedules for theekswveommencing 19/09/2005, for the
clients JSB - FOOD.

Open the window from the Navigator “Schedulir@eherate Schedules”

Select ODPCTRAIN as the company code
A.  This would normally be your company code

3. Always select Monday as the start date, as thweeFA~orce schedules start on a Monday

4. Inthe “Cycles to Generate” field enter 2 toateerosters for 2 weeks forward at a time.

GenericTrainingManual(H) 47



Venue Manager Training Manual

5.

6.

7.

8.

Click the “Add Standard Schedules Site” list psslect POW-ACT, POW-NSW and
POW-WA

A. Click each row individually
Or
B. Click the Select Abutton

C. Click the (x button
The window should now look as shown

To generate the schedules, click tle&ate button

A. Check the “Re Generate” check box if you wisldgenerate existing schedules
in the date range.

Various messages will be displayed indicatirgptogress of the process

10. Once complete the following will be displayed
11.
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Print Schedules
Outcome: Demonstrate how to create a Location ifSReport
Practice

1. Runareport to check the shifts generated

2. Open the Scheduling Report window from the Navigg&eheduling / Scheduling
Report”

3.  Select the “Week Ending Date” as 25/09/05.
4.  Under “Report Options” click “Location”
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5. Click Run
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Scheduling Work Bench

Practice

The scheduling workbench brings together the 3faavhich combine to make a roster
schedule, these are:

The client / outlet

The employee

The time period of the shift.

Outcome: Demonstrate how to open a generated shithe scheduling Workbench

Before commencing to use the Rostering Workbenasyre that your preferences are set to
display the most appropriate information. Clicktba “Preferences” icon in the navigator.
Make the selection that suit your requirements, tgply” the settings.
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The LHS of the screen as noted above, throughdtiois-down you select the client / venue to
which you have access to manage rosters.

Click the “Site” tab to update the display

Note the End date is 18/09/2005, which is priath® period for which we’ve generated the
schedules previously. There are no employees &ldda the roster at this stage.

Click the forward arrow to progress to the follogyiweek.
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1.  Shift details can also be displayed and edndtie “Scheduling Workbench”

| Note: The Scheduling Workbench is discussed irildetéie User manual.

2. Open from the Navigator “Scheduling / Scheduliigrkbench”
A. Select “PowerForce NSW” as the site
B. Select the Week Ending (W/End) as 25/09/2005
C. Click the “Site” tab to update the display

| Note: These are the shifts created in the GeneSaledules section.

Editing a Shift
1. To edit a shift double click the desired shift
A. Double clicking a blank shift will create a neshift

B. This is known as an Ad-Hoc shift
C. You will have to assign the times for the shift
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2. This will display the “Booking Window”

3. This allows you to edit Start / End times and nuaerother details

GenericTrainingManual(H) 55



Venue Manager Training Manual

4.
Cancelling a Shift

Outcome: Demonstrate how to cancel a shift
1.  Click the shift to select the entry
2.  Click the_Gncel button located immediately above the shifts

3. The selected shift will be removed
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Confirming a Shift

Outcome: Describe how to confirm shift times
Describe how to confirm a shift was worked

1. PowerForce offers 2 confirmation checks
A. Confirm Times
1) This may be used to confirm arrival of the engpl® or
2) Confirm shifts have been issued to the employee
B. Confirm Shifts
1) This confirms that the times indicated were veark
2) This must be confirmed for the shift to be paicdtharged out to the client

2. To Confirm Times
A. Click a shift in the window

B. Clickthe  “Confirm Times” button at the top left of the wioa

C. Click “This Shift” to confirm the current shiftr
D. Click “All Shifts” to choose which shifts to cém

E. Check the box of the shifts you wish to confirm
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2. To Confirm Shifts
A. Click a shift in the window

B. Click the button at the top left of the window
C. Therestis the same as confirming times

Note: A shift must be confirmed to be paid or Hille
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Glossary of Terms

Glossary of Terms

Administrator
A User with access to system settings.

Anniversary date
The day of the year the person joined the company.

Classification Code
A code designating a specific employment positiachsas a guard, manager etc. This may also balaalle
“Position Code”.

Effective date
Entries or changes may be created before theywillsed. Use "Effective Date" to set when the emtithe
change will be active.

Exclusions
Client sites where an employee has been bannedviarking.

Position Code
A code designating a specific employment positiachsas a guard, manager etc. This may also balaalle
“Classification Code”.

Rotation
The period of time spent performing the same shsftially one week.

Schedule Cycle
The period of time to complete all rotations. Feample 3 one-week rotations through days, aftera@om
nights would have a cycle of 3 weeks.

Stagger
The process of moving a group of shifts forwardackwards one day at a time.

Tentative
A shift that requires confirmation, for the empley® be paid, or the invoice to be created
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