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TimeTrak Improved Timeline and Group
Scheduling Features

In TimeTrak 4.0, Queues were added as a feature.

A queue can be set so that queue data (jobs/tasks) or clients and serviceable units (if they have a default job)
can be populated automatically by a SQL statement or these queues can be managed manually by users
adding and removing items. For more information about queues click here.

In TimeTrak 19.1 we have added to queue functionality by allowing this queue data to display in a timeline
calendar.

This provides schedulers to review the activity scheduled against these items and quickly schedule resources
to the job/ task instead of our previous scheduling method of jobs/ tasks being scheduled to resources.

How to set up a queue calendar in TimeTrak

Note: The Queue that you want to see in the calendar, must be set up in the TimeTrak Administrator Console
and enabled at the Profile level before it can be setup in a calendar.

Queues are useful if your scheduler would like to review a list of jobs to be completed. For example, a list of
the jobs with the due date of this week or a list of tasks for a long project, etc.

To set enable a queue in a calendar, go to workgroup setting as per below:
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My Calendar In Progress Template Greg Team A Estimators

Monday, 25 March Tuesday, 26 March Wednesday, 27 March Thursday, 28 March Friday, 28March

Bridget Fairweather Bridget Fairweather Bridget Fairweather Bridget Fairweather Bridget Fairweather

Add new workgroup

Manage Workgroups x
My Visible Workgroups v
Name Owner Default View Colour Calendar Scheclum
Estimators Global Yes No @

Ensure the “Owner” is assigned and “Calendar Resources” is set to “Queues”.
Once the calendar resource is set to “queues” select the applicable queue as per point three below:



https://timetrak.co.nz/blog/category/whitepapers/queues-in-timetrak

General

MName: Owner: Q Calendar Resources: eﬁcster: Schedule View: Colour:
i er -

Workgroup Nz | BridgetFa Queues v * Mo Change v -
w| Show as tab on Calendar

Available Queues:

Greg
In Progress
Units Due for Service

After the queue has been specified, select “Timeline View" in the Schedule view drop down you can specify a
colour against the workgroup which will display on the workgroup tab in your calendar.

In the roster drop down specify a roster — this will set the default time range when double clicking on a day
in the timeline view.

General Timeline Settings
MName: Owner: Calendar Resources: Roster: Schedule View: Colour:
In Pragress Bridget Fairweather = Queues v DefaultRost ~  Timeline View = £00FFFF -

¥ Show as tab on Calendar

Available Queues:

Greg
In Progress

Units Due for Service

You will see all your visible workgroups in the Manage Workgroups screen including the queue you just
added.

By default a user’s visible workgroups will be ones where they are the owner of the workgroup or global
workgroups (which are aviavle to all users).

There is also the below profile setting which when enabled displays workgroups that belong to users in your
TimeTrak groups.




Profile

Mame: | Admin Proﬁle/
TimeTrak Alerts | ERP | Post & Invoice
Visibility

Can View Private Clients
Can View Private Suppliers
W'| Restrict Client Visibility By Job Visibility Settings
| Restrict Job Visibility By Active Status
Restrict Job Visibility By User
Restrict Job Visibility By Group
Restrict Job Visibility By Branch
Restrict Job visibility to Job Manager
E Show All Workgroups For My Groups I
| Show Scheduling Template Calendar

Notifications

Customisations | Checklists | Reports | Queues

Check In | Knowledge Base | Faorm Layout

Permissions

| Convert Appointment to Time Entry
Can Lock Task
Can Lock Appointment
| Can Edit Locked Appointment
Can Edit Locked Time Entry
Can Edit Posted Time Entry (Timesheet Manager Only)
All Time Entries must come from a Task
Can Add Time or Chedk In To Other Users Task
Edit Providers
Allow Disbursements On Completed Tasks
W'| Limit Disbursements By Available Stock in Users Default Stock Location

Location Coordinates Required on Save of Jobs

As per the below example, Bridget also has access to Greg and “Daily Schedules” workgroup.

Manage Workgroups x

My Visible Workgroups
Name

Estimators

In Progress

Template

Greg

Team A

Owner Default View Colour Calendar Schedule 56
Global Yes No &
Bridget Fairweather Timeline Yes No &
Daily Schedule Yes Mo &
Bridget Fairweather Yes No &
Greg Manning Week Yes No @

Back in the calendar, you will now see the new workgroup tab “In Progress” which is populated with the

queues data:

Us




< sy 26March - 9 April 2019 SER EE &S
My Calendar In F‘rogres’ Template Greg Team A Estimators
25 Mar - 31
5 Bricget Fainveather 26 Tue 27 Wed
o7 o8 09 10 11 12 13 14 15 16 o7 09 10 11 12 13 14 15 16

7 - Monthly Alar...
8 - Bay Road Boats
23 Bay Road Inverc...

g o

08:20 - 17:00 B.5hrs

9 - Yearly Service ... Rebecca Harvey

g1

2 - P Garrett
46 Edinburgh Drive...

08:30 - 17:00 B.5hrs
Sarah Wilson

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

~ 12 - Clarifier 3 Up...
10 - ventia

08:30 - 17:00 B.5hrs
Scott Base

= 13 - North Head #...
10 - Ventia

= 15 - Hornsby Mai...
11 - Sydney Trains

= 17 - Sydnham Mai...
11 - Sydney Trainzs

= 18 - Wee Waa Del...
12 - Cotton Seed D...

= 19 - Replace Fastn...
10 - Ventia

~ 20 - Opertations
9 - Brolton Group
24 - Repairing Re...
13 - Strata Partners
157 Rickard Road ...

The selected workgroups settings can be accesses and managed quickly by selecting the workgroup from
the top left hand corner as per below (instead of accessing this information by the “Manage Workgroups”
icon and selecting the applicable one from the list.

< medy v > 26 March -9 April 2019 SEeREEE AL
My Calendar In Progress, Template Greg Team A Estimators
25 Mar - 31
S eridget Fainwesther 26 Tue 27 wed
14 15 16 o7 09 10 11 12 13 14 15 16 0

o7 08 09 10 1 12 13
_ T7- Menthly Alar...
- B - Bay Road Boats

23 Bay Road Inverc...
08:20 - 17:00 85hrs

_ 9 - Yearly Service ... Rebecca Harvey

>

= 2 - P Garrett
46 Edinburgh Drive...

08:30 - 17:00 8.5hrs
Sarah Wilson

>

11 - Workshen - 7...

Add Resources Panel

Another new setting that compliments queue data in timeline calendars is the ability to have a resource
panel on the right panel. With this, you can quickly add resources against the job/task’s in the calendar.

As per example below, you can see there is no resource tab on the right panel.




Logged in as: Bridget Fairweather (Switch User | Logout

TimeTrak Service Demo
| Galendar | Clients | Jobs | Serviceable Units | Gantacts | Analysis | User Diary | Client Diary | User Summary | SETR6ES & @ B seecsrepon 2
I TimeSheet Verfication By Job | TimeSheat Verfication By User | Mo resources t2b | Knowledge Base | Map | Ciient Map | Get Directions
B N iy Fen iy iy oot i sty ity e 1 - =
< Tdy -~ > 8November2018 SEE MEHEINTEE ST & N B
MyCalendar  InProgress  MGreg Electrical Trades Ml Jsicens Calender M Mechanical Trades  MlMitches Calender  Estimators Jobs In Progress (1) Units Due for Senvice Greg
& 08 Thu Q © * - [ MyBranchOnly [ Include Inactive
Bridget Fairwesther o 01 02 03 04 ©5 0 OF 08 09 10 11 12 13 14 15 16 17 18 19 P 1% | enterea B

7- Monthly Alar.. -
T o exy Roaﬁ o @ Vearly Service Of GI25 Heatpump @ Exo Business Admin Account

23 Bay Road Invere... ®  Workshop - 750 #  Bridget Fairweather

To enable this feature, select “Calendar Settings” as per below:

Logged in as: Bridget Fairweather (Switch User | Logout)

TimeTrak Service Demo
EEEEEEEE R o)

| Calendar | Clients | Jobs | Serviceable Units | Cantacts | Analysis | User Diary | Client Diary | User Summary |
| Knowledge Base | Map | Client Map | Get

| Timesheet Verification By Job | TimeSheet V: n By User| ns
Tday v > 8 November 2018 Ce® Jobs = ml
MyCalendar  InProgress  MGreg Electrical Trades Ml Jaidlens Calender I Mechanical Trades Jobs In Progress (11) Units Due for Service Greg
& 08 Thu Q & ¥ - [ Mmysranchonly [ include nactive
Brdgst Finweather =
o 0 01 02 03 04 05 06 07 08 0 10 11 12 p— 1% [ enterea .
7 Monthly Alar. Vearly S 0f GI35 Heaty @ BoB Admin A it
% 5~ g2y Rosd Boats ®  Vearly Senvice eatpump # | Exo Business Admin Accoun
23 Bay Road Invere... ®  Workshop - 750 #  Bridget Fairweather

Select the resource tab and enable “Show Resource Tab” as per below:

Calendar Settings

zeneral Timeline Settings Users Resource Tab

¥| Show Quick add

[#] Show Rescurce Tab

Rescurce Columns: 3 -

Tab Crder: Second

-If “Show Quick Add"” is enabled users can create appointments quickly without the appointment screen
loading (appointment defaults will be passed into the appointment).

-Resource Columns defines how may columns of users are displayed in the resource panel.

-Tab Order defines where in resource panel sits in your job/task/queue tabs.

After you have saved these settings then the resource tab will be available on the right panel in the position
specified in settings with the amount of resource columns specified.




< Today

> 26 March - 9 April 2019

SSE H &% || Jobs ~ BRHS
My Calendar In Progress Template Greg Team A Estimators Jobs Resnun:es’ In Progress (11) Units Due for Service Greg
25 Mar - 31 || Enter text to search Selected show Conflicts H60O0
& oo ranasner HoTE i ADMINISTRATORS — M Troy Walker M David Cranston
o7 08 0 10 11 12 13 14 15 16 07 0 09 10 1 122 13 14 15 16 M Bridget Fairweather EQUIPMENT = M Greg Manning
_ 7-Monthly Alar...

% & - Bay Road Boats

23 Bay Road Inverc..

9- Yearly Service
:2 2 - P Garrett

46 Edinburgh Drive..
11 - Workshop - 7...

= 9- Brolton Group

340 Rockdale Road...

i

. 12 - Clarifier 3 Up.
10 - Ventia

~ 13 North Head #

W Daily Schedule
W Rebecea Harvey
W sarah Wilson
M Scott Base

Add Appointment | Quick Add

W TRUCK IR763
W TRUCK YU876
SERVICE TECH

W Tim Mcintosh
SUB CONTRACTOR
= M sub Contractor 1

Groups can be minimised so that only users that are relevant will display. This view will cache to the users

settings.

As per below If the group “equipment” was of no relevance to the scheudler they could minise this by
clicking the minus icon as per below:

B Daily Schedule
B Rebecca Harvey
M Sarah Wilson
M Scott Base

Add Appointment | Quick Add

W TRUCK IRTa3

B TRUCK YUBTE

SERVICE TECH

M Tim Mcintash
SUB CONTRACTOR

M Sub Contractor 1

Jobs B S8
Jobs Resources In Progress (11) Units Due for Service Greg
Enter text to search. Selected Show Conflicts é@l [ 1T e
ADMINISTRATORS = M Troy Walker David Cranston
M Eridget Fairweather EQUIPMENT — & W Greg Manning

Clear All

This colapes the resources in this group as per below so they are not avaivale by default, these can view
accessable again simply by clicking the plus icon:

This is great for customers who have large resource lists and only want to see a select group by default.

Lo | "
Jobs B &M
Jobs Resources In Progress (11) Units Due for Service Greg

Enter text to search. Selected Show Conflicts c@ [ 1Y) 9
ADMINISTRATORS — M Scott Base vid Cranston

M Bridget Fairweather W Troy Walker Greg Manning

M Daily Schedule EQUIPMENT + M Tim Mcintosh

B Rebecca Harvey SERVICE TECH - SUB CONTRACTOR -

M Sarah Wilson

Add Appointment | Quick Add

M Sub Contractor 1

Clear All




Show Conflicts
Adding to the resource panel functionality is the ability to display conflicts.

When this setting is enabled and a time period is selected, the resources that are already scheduled for this
time period display with a red block beside them to indicate this.

This provides the ability to quickly see visually if any resources are available to be booked and who these
resources are.

iy« > 26March - 9 April 2019 S aE EHes T 4 £ || Jobs
My Calendar InProgress  Template  Greg TeamA  Estimators Jobs  Resources

25Mar -31Mar || Enter text to searc

e 26 Tue 27 Wed ADMINISTRATORS -
08 0 0 1 12 13 14 15 1% 07 08 09 10 1M 12 13 14 15 16 07 W Eridget Fairweather W Troy Walker M Greg Manning
7 Monthly Alar W Daily Schedule EQUIPMENT + W Tim Meintosh
% & - Bay Road Boats [ ] SERVICE TECH - SUB CONTRACTOR
23 Bay Road Inverc [ ] M Sub Contractor 1

08:30 - 17:00 8.5hrs

. 9 - Yearly Service Rebecca Harvey > Add Appointment | Quick Add

Z=D(Exsit 08:30 - 17:00 8.5hrs
46 Edinburgh Drive... Sarah Wilson >

11~ Workshop - 7...
% 9 - Brolton Group
340 Rockdale Road...

. 12 - Clarifier 3 Up... ‘;l;;f:‘ IB:nsn:.sms N I
10 - Ventia

.13 - North Head #...
10 - ventia

. 15 - Hornsby Mai
11 - Sydney Trains

. 17 - Sydnham Mai
11 - sydney Trains

When this setting is enabled there is still the ability to book these already scheduled users (as long as their
profile has “Allow overlapping in calendar enabled”).

As per below, hovering over the user will display information of the conflicting appointment/ time entry so
the scheduler can make an informed decision prior to double booking the resource.

7 - i ) iy o e ) i
T~ > 26 March -9 April 2019 SEEEE TS L || Jobs A

My Calendar In Progress Template Greg Team A Estimators. Jobs. Resources In Progress (11) Units Due for Service Greg

25 Mar - 31 Mar 0 searc selected [l ] Show Conflicts B BGOQ
& srssessamirer Loz 27 Wed ADMINISTRATORS - mTroy Walker M David Cranston
08 09 10 M 12 13 14 15 16 07 08 0 10 1 12 13 14 15 16 07 EQUIPMENT ~ M Greg Manning

7 - Monthly Alar. i Ganrett - Yearly Service Of GI35 Heatpump [ REULEUICEL

[ 8 - Bay Road Boats The next available time slot is on 28/03/2019 at 08:30 SUB CONTRACTOR -

23 Bay Road Inverc X" SERVICE TECH - M SubContractor 1

08:30-17:00 851 n
9 - Yearly Service . Rebecea Harvey >
= [08:30- 17:00 &.50es Add Appoin: ment | Quick Add Clear All
4 Edinburgh Drive.. Sarah Wilson > s - -

11~ Workshop - 7...
% 9 - Brolton Group

340 Rockdale Rozd...

.12 - Clarifier 3 Up... 0830 - 1700 85hws K I
10 - Ventia Scott Base
~ 13 - North Head #...
10 - ventia
.15 - Hornsby Mai..
11 - sydney Trains
a17- i

11 - Surinau

If the scheudler would prever not to have resources that are already scheduled display in the resource panel
this setting can be disabled.

As per below the number of conflicts will be displayed but the users that have a conflicting appoitnment will
no longer be displayed in the resources list to be selected:




My Calendar InProgress  Template  Greg TeamA  Estimators Jobs  Resourees In Progress \ Units Due for Senice Greg
25 Mar - 31 selected [ show Conflicts ] +~ feo00
& EolrE =l ADMINISTRATORS - EQUIPMENT ~ M David Cranston
07 ©8 o0 10 11 12 13 14 15 1 07 08 09 W N 12 13 14 15 16 W Briciget Fainweather B TRUCK IR765 M Greg Manning
7 - Monthly Alar... B TRUCK YUST6 W Tim Mcintosh
% & - Bay Road Boats SERVICE TECH - SUB CONTRACTOR -

23 Bay Road Inverc...

9 - Yearly Service .
2-P Garrett
46 Edinburgh Drive.

11 - Workshop - 7...
= o - Brolton Group
240 Rockdale Road...
- Clarifier 3 Up...
10 - Ventia
= 13 - North Head #...
10 - Ventia
- Hornsby Mai
11 - Sydney Trains
- Sydnham Mai.
11 - Sydney Trains
Wee Waa Del.

12 - Cotton Seed D..

08:20 - 17:00 8.5hrs

Rebecca Harvey ’ Add Appointment | Quick Add
08:30 - 17:00 8.5hrs

Sarah Wilson >

06530 1700 8.5hrs

Scott Base >

This same function is also available in the Appointment Screen as per below:

W sub Contractor 1

New Appointment

Details Serviceable Units (0)

Appointment Deta

Recurrence

Client: Sydney Trains
Job: Sydnham Maintanace Centre - 6281-10 - 17 (17)
Subject: Sydnham Maintanace Centre - 6281-10
Location:

Ei Selected m

ADMINISTRATORS - W

M Bridget Fairweather L]

M Daily Schedule W Troy Walker
TS n EQUIPMENT

0 Job Estimate: 0.00 hours

Time Remaining: 0.00 hours

Start Time:
End Time:
it Hours:
Repeat:
¥] Show Conflicts E @ [ 1 9 £ Show Time As:

M TRUCK IR765
B TRUCK YU876
SERVICE TECH -

M David Cranston

W Greg Manning
M Tim Mcintosh
SUB CONTRACTOR -

M Sub Contractor 1

Job Status:

Job Category:

Update Associated Items

27/03/2018 + 830 AM
27/03/2019 * 500PM
8.50 Fill Day
0 daysuntil wed 27/03/2019 ~
Busy v
MAINTENANCE AGREEMENT -

Hovering over the question mark icon will also display what the different colours and shapes indicate again
to assist schedulers with whether or not they should be creating an overlapping appointment for the

resource(s).

New Appointment

Details Serviceable Units (0)

Appointment Details

Recurrence

Clie Sydney Trains
Job: Sydnham Maintanace Centre - 6281-10 - 17 (17)
Subject: * Sydnham Maintanace Centre - 6281-10
Location:
Selected E

ADMINISTRATORS - u

M Bridget Fairweather L}

M Daily Schedule W Troy Walker
Resources: u EQUIPMENT

Default Day Scheduling

@ Job Estimate: 0.00 hours  Time Remaining: 0.00 hours

Start Time: 27/03/2019 ~ 8:30 AM
End Time: 27/03/2018 T 500 PM
ity Hours: 2.50 Fill Day
Repeat: 0 * daysuntil wed 27/03/2019 -
] Show Conflicts E Show Time As: Busy v
B TRUCK IR785 LRAE m - Available
B TRUCK YUST6 M Tim Overlapping Non-billable ate Assoated ftems
SERVICE TECH Bl \"J<e " = Overlapping atus:
~ M David Cranston o sub [ Overlapping Related ztegory: MAINTENANCE AGREEMENT w2

As mentioned earlier a roster is assigned to a queue work group.
In this example the “In Progress” workgroup has been assigned to the “Default Roster”




General Timeline Settings
Mame: Owner: Calendar Resources: Roster: edule View: Colour:
In Progress Bridget Fairweather ~~  Queues v Default Rast =™ |Timeline View - |:| #00FFFF  ~

Show as tab on Calendar
Available Queues:

Greg
In Progress

Units Due for Service

The Default Roster is set as per below in the TimeTrak Administrator Console

File View Setup PosttoERP Help

ROSTER SETUP
Add/Edit/Delete TimeTrak Rosters.
TimeTrak Setup
-Naaa—l Users
ﬁ Global System Setup Default Roster I 13
€5 web Configuration
C?_., Users & Resources Roster B
@ Profiles
Units | Users

Rosters
= Appo'mh'ne:ns ‘Default Roster
= Queues | Day Of Week Day Start Day End Daily Minimum Productive Hours
@ Groups = o ng.an 1700 oon oon
Q Billable Statuses Monday 08:30 17:00 7.50 7.00
Disbursements & Allowand Tuesday 08:30 17:00 7.50 7.00
- . Wednesday 08:30 17:00 7.50 7.00
%, Checkiists

. Thursday 08:30 17:00 7.50 7.00

Sta M, ti

|‘7;;| naard farrations Friday 08:30 17:00 7.50 7.00
F2. CostTypes T Sanraay pEREIN T T T
@ Stock Locations
[fg, Admin Contacts ok Cancel

[ Templates

When double clicking a day in the In Progress Calendar as per below, the time range specified in the roster is
automatically selected:

My Calendar In Progress

Template Greg Team A Estimators

25 Mar - 31 Mar

& eridget Fairweather 27 Wed

7 - Monthly Alar...
8 - Bay Road Boats
23 Bay Road Inverc...

_ 9 - Yearly Service ... J
= 2 - P Garrett J
>

46 Edinburgh Drive...

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

— 12 - Clarifier 3 Up... J
“10 - Ventia

13 - North Head #...
10 - Ventia

71

g 1

=. 15 - Hornsby Mai...
11 - Sydney Trains

= 17 - Sydnham Mai...
11 - Sydney Trains

=. 18 - Wee Waa Del...
12 - Cotton Seed D...

= 19 - Replace Fastn...




This provides the ability to quickly create “full day” appointments for users from the timeline view.

New Appointment x

Details Serviceable Units (0) Recurrence

Appointment Details @ Job Estimate: 0.00 hours  Time Remaining: 0.00 hours

Client: Brolton Group Start Time: 27/03/2019 v 830 AM

Job: Workshop - 750 - 11 (11) End Time: 27/03/2019 - 5:00PM

Subject: Workshop - 750 i Hours: 2.50 B Fill Day

Location: Repeat: o * days until | wed 27/03/2019 ~

Selected m ¥| Show Conflicts @ [ 1 0{ 2 Show Time As: Busy -

Quick Add Appointment

As mentioned previously, if “Show Quick Add” is enabled against the resource settings users are able to
create appointment(s) without the appointment screen loading.

In the below example Bridget, David and Greg need to be scheduler against job # 17 on Wednesday the 27t
of March.

This can be done by double clicking Wednesday in the timeline view, selecting these three users from the
resource panel and clicking “Quick Add” as per below:

My Calendar InProgress  Templaste  Greg Team A Estimators Jobs Resources In Progress (1) Units Due for Service Greg
25 Mar' . arch Selected [ Show Conflicts '/ L2600
& e ] M.2DMINISTRATORS - EQUIPMENT - [Zpavid cifiston
o7 0 09 1 11 12 13 14 15 16 07 08 09 10 11 12 13 14 15 16 Bridget Fairweather W TRUCK IR765 Greg Manning
7- Monthly Alar. M Daily Schedule M TRUCK YUB76 M Tim Mcintosh
% 8 - Bay Road Boats M Troy Walker SERVICE TECH - SUBCONTRACTOR -

23 Bay Road Invere. M Sub Contractor 1
0830 - 17:00 8.5hrs

9~ Yearly Service .. Rebecca Harvey > Add Appointment | Quick Add
a4 2 - P Garrett

0820 - 17:00 85hrs
46 Edinburgh Drive. Sarah Wilson >

11- Workshop - 7...
% 9 - Brolton Group
340 Rockdale Road...

~ 12 - Clarifier 3 Up... giéf:“ gins:s.sms N I
10 - ventia

. 13 - North Head #...

10 - ventia

. 15 - Hornshy Mai...
11 - Sydney Trains

<. 17 - Sydnham Mai.
11 - Sydney Trains

. 18 - Wee Waa Del.

* 12 - Cotton Seed D..

This will create the appointments as per below, if appointment category and statues are setup in your
database these defaults will be passed into the appointments.




My Calendar In Progress Template Greg Team A
£#° Bridget Fairweathe 26 Tue

o7 08 09 10 11

7 - Monthly Alar...
8 - Bay Road Boats
23 Bay Road Inverc...

71

9 - Yearly Service ...
2 - P Garrett
46 Edinburgh Drive...

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

~ 12 - Clarifier 3 Up...
10 - Ventia

g1

=, 13 - North Head #...
10 - Ventia

= 15 - Hornsby Mai...
“ 11 - sydney Trains

- Sydnham Mai...
*11 - sydney Trains

- - Wee Waa Del...
12 - Cotton Seed D...

Hide/Show Empty Calendar Resources

Estimators

16

o7

08:20 - 17:00 B.5hrs
Rebecca Harvey

08:30 - 17:00 B.5hrs
Sarah Wilson

08:20 - 17:00 B.5hrs
Scott Base

25 Mar - 31
27 Wed

08:30 - 17:00 B.5hrs
Bridget Fairweather >
08:20 - 17:00 B.5hrs
David Cranston >
08:20 - 17:00 B.5hrs
Greg Manning >

To further enhance the timeline queue scheduling there is the ability to display only queue data, which has
appointments or time entries against them in the current time line view.

In this example only jobs 9,12,17 and 19 have appointments or time entries against them.

Users can right click and select “Hide Empty Calendar Resources” as per below

My Calendar In Progress Template Greg Team A
o S
G rizge: Exinveziner 26 Tue
© New Time Entry 1 1 = 1
- ; :;:r;t{ [  New Appointment
23 Bay Rc Time Scales s

9 - Yearly %1 Hide Empty Calendar Resource;_/

T 2-PGan [

: Copy Day
46 Edinbu
Time Scale Captions 3
_ 1-Wor = i pay ,
- 9 - Brolto
340 Rock: Remaove All Appointments

~ 12 - Clarifier 3 Up...
10 - Ventia

= 13 - North Head #...
10 - Ventia

= 15 - Hornsby Mai...
11 - Sydney Trains

~ 17 - Sydnham Mai...
“ 11 - Sydney Trains

= 18 - Wee Waa Del...
12 - Cotton Seed D...

~_ 19 - Replace Fastn...
10 - ventia

Estimators

- 20 - Opertations

6:00 dhrs
dget Fairweather

12
(O Bri

07

08:20 - 17:00 8.5hrs
Rebecca Harvey

08:30 - 17:00 &5hrs
Sarah Wilson

08:30 - 17:00 &5hrs
Scott Base

25 Mar - 31
27 Wed

08:20 - 17:00 8.5hrs
Bridget Fairweather

08:30 - 17:00 8.5hrs
David Cranston

08:20 - 17:00 &.5hrs
Greg Manning




Which will then only display the queue data (jobs in this example) that have appointments or time entries
against them allowing schedulers to review data that has been scheduled instead of seeing data that is yet

to be scheduled.

25 Mar - 21
S 26 Tue 27 Wed
o7 08 09 10 11 12 13 14 15 16 o7 08 09 10 11 12 13 14 15 16
08:30 - 17:00 8.5hrs
_ 9 - Yearly Service .. Rebecca Harvey >
=5 2 - P Garrett 08:30 - 17:00 8.5hrs
46 Edinburgh Drive... Sarah Wilsen >
s 08:30 - 17:00 8.5hrs
~ 12 Clarifier 3 Up... B30 Troo N I
10 - Ventia
08:30 - 17:00 8.5hrs
Bridget Fairweather >
. 08:20 - 17:00 B.5hrs
g 17 - Sydnham .Ma|.” David Cranston > I
11 - Sydney Trains
08:30 - 17:00 8.5hrs
Greg Manning > I
~_ 19 - Replace Fastn... 12;00 - 16:00 dhrs.
10 - Ventia G) Bridget Fairweather

Users can simply right click and select “Show Empty Calendar Resources” to get all data in the queue back in

the calendar view.

us us uy w 1 12 13 14 [F] I[-] us us Uy w 1 12 13 14 [F] I[-]
08:30 - 17:00 B.5hrs
9 - Yearly Service ... Rebecca Harvey >
=5 2 - P Garrett 08:30 - 17:00 B.5hrs
46 Edinburgh Drive... Sarah Wilson >
o 08:30 - 17:00 B.5hrs
~ 12 - Clarifier 3 Up... g0 o0 N I
10 - Ventia
08:30 - 17:00 B.5hrs
©  New Time Entry Bridget Fairweather >
. 08:30 - 17:00 B.5hrs
% 17 - Sydnham Mai... B New Appointment David Cranston >
11 - Sydney Trains
Time Scales \ 08:30 - 17:00 B.5hrs
Greg Manning >
[#{ show Empty Calendar Resources L
~_ 19 - Replace Fastn...
10 - Ventia 5 CopyDay =7
Time Scale Captions 4
& Fill Day [

Remove All Appointments

Time Line Settings

While timeline settings are set at a user level under Calendar settings, in 19.1 there is also the added ability
to save time line settings against a workgroup as per below:

Workgroup

General

«~9

Timeline Settings’

2

Column Count: 100
Visible Columns: 20
Resource Label Width: 150
Range: 07:00 . to 1700 -
. & Monday ] Tuesday [#] Wednesday [#] Thursday
Visible Days:

¥ Friday

W] Stack Calendar Items

Saturday

Sunday




Column count - This in the amount of columns that can be viewed within the timeline view.
Note: there is a maximum of 100

Visible Columns - This is the amount of columns that can be viewed within the timeline view without the
need to scroll.

Resource Label Width - This is the width of the resource label

Note: Resource label is the label that details the queue data.

The data that displays in the resource label is the same data that displays in the queue itself.

This data can be customised at a profile level as per our below tip of the week: (Job, Queue List).
https://timetrak.co.nz/blog/category/general/customisations-of-tool-tips

Range - This is the time range you wish to see in the timeline view.

Visible Days - Select the days you wish to see in the timeline view

Stack Calendar Items - See below

Stack Calendar Items

Stack Calendar Items is yet another setting to enhance timeline scheduling.
As per the rest of the timeline settings, this is available at a user level under Calendar Settings as well as
against individual timeline workgroups.

Scheduled items can be hard to view when looking at data on a day by day basis, see below example
without Stack Calendar Items enabled:

" 25 Mar - 31 Mar 01 Apr - 07 Apr 03 Apr - 14 Apr 15 Apr - 21 Apr 22 Apr - 28 Apr
S#* Bridget Fairweather
25N26TI27TW28TI29FOIM 02T O3WO4TIOSFT OBV O9TI IOM 1T TI12F ISV 16TV I7W ISTI19F1 22 M 23 T1 24 W 25Tl 26 F1 29
RIS (1 I 1 I 1
Cavid Cranston
I
g
Tim Mcintosh 4
1

(¢
Greg Manning ’I |
I

Rebecca Harvey ‘;\
I
g o
Sarah Wilson A E
I

Scott Base |

Traoy Walker

If this setting is enabled as per below:



https://timetrak.co.nz/blog/category/general/customisations-of-tool-tips

) General Timeline Settings

‘ Column Count: 80
Visible Columns: 25
Resource Label Width: 250
Range: 07:00 |. to |17:00 .
¥] Monday [#] Tuesday [¥] Wednesday [#] Thursday

Visible Days:
W] Friday Saturday Sunday

| Stack Calendar Items

e | omo |

The view of the data changes, appointments and time entries are “stacked” in the order they occur the items
also take up the whole column to try make these items more visually appealing.

My Calendar In Progress Template Greg Team A Service Team Estimators

25 Mar - 31 Mar 01 Apr - OT Apr 08 Apr - 14 Apr 15 Apr - 21 Apr 22 Apr - 28 Apr

S Eridget Fairweather

25NV 26T 27TW28TI20F 01V 02TIO3WO4 TIOSFI OB M OO T 10M TN TH12F I5SM 16T 1I7W 18 TI 19Fr22 VW 23 Ti 24 W 25Tl 26 Fi 2

083 08:; 10; 10: 10 10 -
©4 1 St Stz Stz Stz
1- 1 [
| ZE !
10:
St

19

David Cranston 2
g

44
|

20:4!

12

10 10: 10 10: 10:

St St Stz Stz Stz
13

2

9

44

|

Tim Mcintosh

08:31 08:
©O4 n
1- 1
B !
11:4!
(c)

Wol
Greg Manning

When Stack Calendar Items is enabled the default first line of the display data is the date range and quantity
as per below:




My Calendar In Progress

5 Bridget Fairweather

Tim Mcintash

Greg Manning

Rebecca Harvey

Sarah Wilson

When selecting “New Appointment” against a user in a timeline view set to “day view” where the user

Template Greg Team A

20 Wed

11:45 - 13:45 Zhrs
(9 4 - Mike Davies

Service Tea

30 - Refurbish

11:45 - 12:00 13:45 - 17:00 3.25hrs
Works| Waorkshop

Workshop

m

>
workshop Clocked On At: 2DIOSJZJ

Estimators

18 Mar - 24 Mar

21 Thu

o7 08 09

08:45 - 09:45 1hr
10 - Ventia

12 - Clarifier 3 Upgraj
IN PROGRESS

e |
' 08:45 - 11:30 2.75hrs I

12 - Clarifier 3 Upgrade - Job Number: 6951

IN PROGRESS
10:00 - 10z
4 - Mike|
30 - Refl
IN PROG

08:20 - 09:20 1hr

10 - Ventia

12 - Clarifier 3 Upgral

IN PROGRESS

already has an appointment scheduled for the day as per below:

08:30 - 09:20 Thr
10 - Ventia

12 - Clarifier 3 Upgral
IN PROGRESS

< Today v » 20 March - 7 August 2019
My Calendar In Progress Template Greg Team A Service Team Estimators
—
18 Mar - 24 Mar 25 Mar - 31 Mar 01 Apr - 07 Apr
5 Bridget Fainveather
20 Wed 21 Thu 22 Fri 25 Mon 26 Tue 27 Wed u 29 Fri 01 Mon 02 Tue 03 Wed 04
08:20 - 09:20) 08:20 - 12 10:00 - 112
© 4 - Mik Staff Me
1 - Heat P
5 Joseph S
10:00 - 11
Staff Me
15245 - 20: - _
David Cranston 2-PGal New Time Entry
9 - Yearl New Appointment
46 Edinb|
IN PRO! Time Scales 4
Aok Hide Empty Calendar Resources
(D10- Ve Py
12 - Clarifil Copy Day
10:00 - 113 Time Scale Captions 2
Staff Me .
| S———— l‘fﬂ Fill Day 4
13:30 - 14:
Tim Mcintosh 2-PGa = Paste From Queue v
9 - Yearl Y 2y back .
46 Edinb) ove Day back to Queus
IN PROG] Remove All Appointments
By default the appointments start time will be the time of the last appointment for that user in this case
12pm.
New Appointment x
Details Disbursements (1) Travel Fees (0) Serviceable Units (1) Recurrence
o Job Estimate: 0.00 hours  Time Remaining: -1.50 hours
client: Mike Davies Start Time: 27/03/2019 * 1200 PM . |
Job: Onsite Repair - 28 (28) End Time: 27/03/2019 - 500PM -
Subject: Onsite Repair ity Hours: 5.00 Fill Day
Location: Repeat: 0 . daysuntil 'wed 27/03/2019 ~
e selected f] ] Show Conflicts DGO Show Time As:  Busy -
ADMINISTRATORS - u B TRUCK IR765 u -
™ u B TRUCK YU8T76 M Tim Mcintosh
M Daily Schedule i Troy Walker SERVICE TECH SUB CONTRACTOR - Set the default values when converting to a time entry.
Resources: L] EQUIPMENT = dpavid Cranston

M Sub Contractor 1

Status: Billable

Labour Code | STANDARD LABOUR




Time Scale Options

Many customers have the same workgroup configured with different time scale and column counts to view
their data in different ways.

For example: If the user wanted to see the above “Service Team” data in more detail, they could change the
time scale options by right clicking and selecting these as per below:

My Calendar In Progress Template Greg Team A Service Team Estimators /
18 Mar - 24 Mar Week
[T — 2 Day / y
o7 03 09 10 n 12 13 14 15 16 o7 o8 09 '\OHQUT ! 12 13
David Cranston
08:45 - 09:45 Thr
10 - Ventia
Tim Mcintosh 12 - Clarifier 3 Upgrd]
IN PROGRESS
08:45 - 11:30 2.75hrs 1515 - 18:00 2.75hrs
10 - Ventia 10 - Ventia
12 - Clarifier 3 Upgrade - Job Number: 6951 12 - Clarifier 3 Upgrd]
IN PROGRESS IN PROGRESS
Greg Manning 0:00 - 102
4 - Mike|
30 - Refi
IN PROG|
(@ New Time Entry
08:30 - 09:30 1hr 09:45 - 11:30 1.75hrs 12:00 - 135 1.75hrs
10 - Ventia =) ew A ntment 8 - Bay Road Boats 8 - Bay Road Boats
12 - Clarifier 3 Upgrd] 7 - Monthly Alarm Maintence Chl 7 - Monthly Alarm M|
Rebecca Harve, v 5 Mit
y IN PROGRESS Time Scales 15 Minutes 23 Bay Road Invercargill 23 Bay Road Inverca:
1 Hide Empty Calendar Resources 20 Minutes IN PROGRESS IN PROGRESS
08:30 - 08:30 Thr % copyDay 30 Minutes 08:00 - 10:45 1.75hrs
10 - Ventia - 8 - Bay Road Boats
Sarah Wilson 12 - Clarifier 3 Upgrj] Time Scale Captions v 1Hour 7 - Monthly Alarm M|
IN PROGRESS I%  Fill Day , 2 Hour 23 Bay Road Inverca:
. IN PROGRESS
= Paste From Queue v 4 Hour T
08:00 - 10:45 1.75hrs
Move Day back to Queue ¥ Day 8 - Bay Road Boats
Scott Base Remove All Appaintments v Wesk 7 - Monthly Alarm M
. 23 Bay Road Invercat
IN PROGRESS

TimeLine Scroll

Again, to enhance timeline scheduling there is now the ability to “scrol

III

03:45 - 11:30 1.75hes
8- Bay Road Boats

the time line.

As per the below example the scroll bar is available down the bottom of the screen and the user can scroll

out until the 3™ of April.

My Calendar InDrogress  Template  Greg Team A ServiceTeam  Estimators
18 Mar - 24 Mar
& Bridget Fainweather 21 Thu 22 Fri
o7 08 08 10 1 12 13 14 15 16 o7 08 09 10 n 12 13 i 1
e ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘
08:45 - 05:45 The
10 - Ventia
et 12 - Clarifier 3 Upgra)
IN PROGRESS
0845 - 11:30 2.75hes 15:15 - 18:00 2.75hrs
10 - Ventia 10 - Ventia
12 - Clarifier 3 Upgrade - Job Number: 6951 12 - Clarifier 3 Upgral
IN PROGRESS IN PROGRESS
Greg Manning 10:00 . 10
4 - Mike
30 - Reft
IN PROG]

0830 09:30 Thr
10 - Ventia
12 - Clarifier 3 Upgrd)

Rebecca Harvey N PROGRESS

09045 - 11:30 1.75rs
8- Bay Road Beats

7 - Monthly Alarm Maintence Chy
23 Bay Road Invercargill

IN PROGRESS

8- Bay Road

12:00 - 13:45 1.75hrs

7 - Menthly Alarm v
23 Bay Road Invercas
IN PROGRESS

Boats

08:30 - 09520 1hr

10 - Ventia 8- Bay Road Beats
Sarah Wilson 12 - Clarifier 3 Upgrd) 7- Monthly Alarm M|
IN PROGRESS 23 Bay Road Invercas

Scott Base

03:00 - 10:45 1.75hes

IN PROGRESS
T

09000 - 10:45 1.75hrs
8- Bay Road Beats

7 - Monthly Alarm M|
23 Bay Road Invercas
IN PROGRESS

05285 - 11:30 1.75hes
8- Bay Road Boats
7 < AAnthhs Al Misintancn fh

The scroll allows you to see up to 100 columns (this is defined in the workgroup timeline settings).




If there was a need to see further than the 3™ of April the time scales could be changed down to a day view
which allows for more columns and provides the ability to scroll out to the 7" of August as per below:

My Calendar InProgress  Template  Greg Team A ServiceTeam  Estimators
5 15 Jul - 21 Jul 22 Jul - 28 Jul 29 Jul- 04 Aug 05 Aug - 11 Aug
& sridget Fainweather
tThu  12Fi  15Mon  16Tue  17Wed  18Thu  19Fi  22Mon  23Tue  24Wed 25Thu  26Fi  29Mon  30Tue 31Wed O1Thu  02Fi  OSMon 06Tue 07 Wed
1000 110 10:00_ 110 000 110 1000 - 110
Staff Med Staff Med] Staff Med Staff Med

David Cranston

Staff Med| Staff Med| Staff Meq| Staff Med|

w=w41=w| w=w41=v| 10:00 - 11406 w:w—n:nl

Tim Mcintosh

Greg Manning

d

Queue timeline scheduling against a job (project) but all time must come from a task.

Many of our customers use Tasks within TimeTrak as a way of breaking down “project” work against a job.
In order for this to work effectively there is a profile setting which can be enabled that requires users to
assign all their time against a task instead of directly to a job.

These customers required the ability to schedule users directly against the job (project) using the above
queue timeline view and resources tab.

This provides their account managers and schedulers the ability to schedule resources accordingly and
review their resource capacity at a “project” level whilst users are still required to assign all time against tasks
when the below two profile settings are enabled:

Profile 22

Name: | Default Profile ~ |Find

TimeTrak | Config | Alerts | ERP | Post &Invoice | CheckIn | Knowledge Base | Form Layout | Customisations | Checkists | Reports | Queues | Users

Visibility Permissions Features
| Can View Private Clients W| Convert Appointment to Time Entry Profile Shortcode
| Can View Private Suppliers Can Lock Task Profile Shortcode Color I 32, 32, 32 -
Restrict Client Visibility By Job Visibility Settings Can Lock Appointment: Set as Leader when Group Scheduling
Restrict Job Vishility By Active Status Can Edit Locked Appointment | Allow Overlapping in Calendar
Restrict Job Visibiity By User Can Edit Locked Time Entry ¥| Automatically Create Breaks When Using Fill Day
Restrict Job Visibility By Group Can Edit Posted Time Entry (Timesheet Manager Only) Enable Appointment Replacements
| Restrict Job Visibility By Branch | All Time Entries must come from & Task Allow Request PO No.
Restrict Job Visbility to Job Manager "/ ¥] Allow Tmesheet Verification
| Show All Workgroups For My Groups T Can Add Time or Chedk In To Other Users Task Allow Customer Approval
Show Scheduling Template Calendar W] Edit Providers Split Time Entry By Serviceable Units
Allow Disbursements On Completed Tasks Create Serviceable Unit History Note on Time Entry Assignment

[ S——

For more information on this feature click here




Remove All Appointments

Remove all appointments allows schedulers to remove all appointments against a job for a day.
To do this right click and select “Remove All Appointments” as per below:

My Calendar

In Progress

Template

S Bridget Fairweather

7 - Menthly Alar...
8 - Bay Road Boats
23 Bay Road Inverc...

9 - Yearly Service ...
2 - P Garrett
46 Edinburgh Drive...

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

ol

12 - Clarifier 3 Up...
10 - Ventia

P

10 - Ventia

15 - Hornsby Mai...
11 - Sydney Trains

g1

17 - Sydnham Mai...
11 - Sydney Trains

P

gl

18 - Wee Waa Del...
12 - Cotton Seed D...

13 - North Head #...

o7 08 0% 10

.

Greg Team A Service Team Estimators

01 Apr - 07 Apr

Sarah Wilson I

-

The below pop up will appear; click “Yes” if you wish to continue:

appointments

Are you sure you want to Remove All Appointments from day?

This will delete all the appointments against this job for the day as per below.
This is a helpful feature if clients call to cancel a job and the scheduler needs a quick way to remove all

for this day.

Troy Walker I

Scott Base

Tim Mcintosh

New Time Entry

New Appointment

Time Scales 4
Hide Empty Calendar Resources

Copy Day

Time Scale Captions »
Fill Day >

Remove All Appointments




My Calendar In Progress Template Greg Team A Service Team Estimators
01 Apr - 0T Apr
£ eridget Fairweather 01 Mon 02 Tue

o7 o] 09 10 n 12 13 14 15 16 o7 08 09 10 11 12 13 14 15 16

7 - Monthly Alar...
== 8 - Bay Road Boats
23 Bay Road Inverc...

Sarah Wilson I

9 - Yearly Service ...
= 2 - P Garrett
46 Edinburgh Drive...

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

Cp

~ 12 - Clarifier 3 Up...
“10 - ventia

=13 - North Head #.

10 - Ventia

Group Scheduling Enhancements

Previously in TimeTrak 4.0 group scheduling was quite restrictive and “teams” of users would need to be
setup as workgroups however if these teams changed rapidly this was very hard to manage.

In TimeTrak 19.1 we have added linked and overlapping as additional types of scheduling.
Which type of group check-in behaviour needs to be specified at a profile level as per below:

Profile 2

Name: | Default Profile - |Find
TimeTrak | Config | Alerts | ERP | Post & Inveice | CheckIn owledge Base | Form Layout | Customisations | Checklists = Reports | Queues | Users

Check In

¥ Enable Check In

V] Enable Start Travel [¥] Enable Travel Home

Default Appointment Duration 1 Hour -
V] Automatically create travel time entry when arriving at destination

| Save and add time for other users only on check out

Can Add Time or Check In To Other ask
Group Check In Behaviour Workgroup -
None
Check Out Overlapping
Linked
Draft Checkiist Behaviour Workgroup
Clock On
Enable Clock On

The original “Workgroup” functionality is still available, for more on Workgroups click here

When scheduling any appointments created at the same time these become “linked” appointments.
Appointments can then be added to at any time, for example is a Truck needs to be scheduled with the
below group of users



https://timetrak.co.nz/blog/category/help-files/workgroups-in-timetrak

My Calendar In Progress Template Greg Team A Service Team Estimators

18 Mar - 24 Mar
8 Bricget Fainweather 20 Wed 21 Thu

o7 08 09 10 11 12 13 14 15 16 o7 08 09 10 1 12 13 14 15 16

9 - Yearly Service ...
2 - P Garrett
46 Edinburgh Drive...

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

Rebe Grey

~ 12 - Clarifier 3 Up... Saral .
10 - Ventia Greg Manning
Tim II

= 13 - North Head #...
10 - Ventia

= 15 - Hornsby Mai...
11 - Sydney Trains

David Cranston

= 17 - Sydnham Mai...
11 - Sydney Trains

= 18 - Wee Waa Del...
12 - Cotton Seed D...

Any one of these appointments can be opened and the Truck or additional Resource can be selected in the
resource panel as per below:

Scott Base
Troy Walker

Appointment (226) x
Details Serviceable Units (0) Activities (1) Related Appointments (2) Recurrence
0 Job Estimate: 0.00 hours  Time Remaining: 0.00 hours
Client: Sydney Trains Start Time: 21/03/2019 v B:00 AM
Job: Sydnham Maintanace Centre - 6281-10 - 17 (17) End Time: 21/03/2018 v 1:00 PM
Subject: Sydnham Maintanace Centre - 6281-10 = Hours: 5.00 e
Location: Repeat: 0 . daysuntl Thu21/03/2019 -
Enter text to rch Selected E Wnﬂms B SGOO Show Time As: Busy M
ADMINISTRATORS - u TRUCK IR765 u
] [ B TRUCK YUBTS [ |
M Daily Schedule [ SERVICE TECH — SUB CONTRACTOR - Job Status: PROGRESS
Resources: L EQUIPMENT - M sub Contractor 1 Job Category: MAINTENANCE AGREEMENT b

This will created a linked appointment for the Truck.
If the scheduler then goes to delete David’s appointment (because he is sick)




g 1

9 - Yearly Service ...
2 - P Garrett

46 Edinburgh Drive...

11 - Workshop - 7...

%9 - Bralton Group

340 Rockdale Road...

12 - Clarifier 3 Up...
10 - Ventia

13 - North Head #...

10 - Ventia

15 - Hornsby Mai...
11 - Sydney Trains

17 - Sydnham Mai...

11 - Sydney Trains

(@ This appointment anly

Set Leader
Open

User Diary

Pin Linked Resources
Delete /

5
@ copy
Reke E split
SaGrIg Manning E Convert to Time Entry
Ti_mlli s Copy Day
& Fill Day
Change Status
Change Category
Add to Queue
Scott Base I
Troy Walker I
TRUCK IR765 ]

(©) This and 3 linked averlapping appointments

Are you sure you want to delete this appointment
Sydnham Maintanace Centre - 6281-107

The below pop up will appear, giving the option to delete just David’s appointment or the linked
overlapping appointments also.

If I then add an additional appointment for Rebecca to attend this site on the same day (but a different time
period that overlaps the other users appointments) her appointment becomes an “overlapping”
appointment.

It is not a linked appointment as it was created separately, however it is an overlapping appointment due to
her appointment overlapping the other users appointments per below:




My Calendar In Progress Template Greg Team A Service Team Estimators

18 Mar - 24 Mar

20 Wed 21Thu

9 - Yearly Service ... o
2 - P Garrett
46 Edinburgh Drive...

11 - Workshop - 7...
9 - Brolton Group
340 Rockdale Road...

Rebe Gregl
~ 12 - Clarifier 3 Up... Saral -
10 - ventia Greg Manning

Tim Il

= 13 - North Head #...
10 - Ventia

= 15 - Hornsby Mai...
11 - Sydney Trains

| David Cranston

Scott Base
= 17 - Sydnham Mai... Troy Walker
11 - Sydney Trains TRUCK IR765

Rebecca Harvey r '--_—-EP

16 Ve WAlan Fal

If the scheduler then goes to delete David’s appointment (because he is sick) the below pop up will appear
providing an additional option

Are you sure you want to delete this appointment
1
H Sydnham Maintanace Centre - 6281-107

(@ This appointment only
(©) This and 4 overlapping appointments

(©) This and 3 linked overlapping appointments

This appointment only:

Delete only the selected appointment (David’s Appointment)

This and 4 overlapping appointments:

Delete all appointments that overlap (David, Scott, Troy, Truck and Rebecca’s)

This and 3 linked overlapping appointments:

Delete the selected appointment and the 3 linked overlapping appointments (David, Scott, Troy and Truck) as they
are linked appointments.

As mentioned earlier, these appointment relationships are important for mobile users when working in
teams if they are completing time entries for their team members as the group check in behaviour needs to
be defined at a profile level.

If David’s Profile has the group check-in behaviour set to “linked” as per below




rofile

MName: | Mobile Profile
TimeTrak | Config | Alerts | ERP | Post &Invoice | ChedtIn | Knowledge Base | Form Layout | Customisations | Checklists | Reports | Queuss | Users
Chedk In
| Enable Chedk In
| Enable Start Travel || Enable Travel Home

Diefault Appointment Duration 1 Hour

o | Automatically create travel ime entry when arriving at destination

| Save and add time for other users only on check outi

Can Add Time or Chedk In To Other Users Task
Group Chedk In Behaviour Linked

And he checks into this appointment in mobile, he is prompted to check in the resources with linked
appointments (Scott, Troy and Truck) as per below:

4 Back = Menu Manage Check In

Manage Check In

o Some resources may need to be manually checked in.

Non-workgroup resources
Scott Base

17 - Sydnham Maintanace Centre - 5281-10

Troy Walker
17 - Sydnham Maintanace Centre - 6281-10

TRUCK IR765
17 - Sydnham Maintanace Centre - 6281-10

Continue

However if David’s profile has the group check-in behaviour set to “overlapping” as per below

Profile

Mame: |Mobile Profile
TimeTrak | Config | Alerts | ERP | Post &Invoice | CheckIn | Knowledge Base | Form Layout | Customisations | Checklists | Reports | Queues | Users

Chedk In

| Enable Chedk In

| Enable Start Travel |[#| Enable Travel Home
Default Appointment Duration 1 Hour

| Automatically create travel time entry when arriving at destination

| Save and add time for ather users only on check out

Can Add Time or Check In To Other Users Task /
Group Check In Behaviour Overlapping

And he checks into this appointment in mobile, he is prompted to check in the resources with overlapping
appointments (Scott, Troy, Truck and Rebecca) as per below:




4= Back = Menu Manage Check In

Manage Check In

o Some resources may need to be manually checked in.

Non-workgroup resources
Scott Base

17 - Sydnham Maintanace Centre - 6281-10

Troy Walker
17 - Sydnham Maintanace Centre - 6281-10

TRUCK IR765
17 - Sydnham Maintanace Centre - 6281-10

Rebecca Harvey
17 - Sydnham Maintanace Centre - 6281-10

Continue

If David's profile has the group check-in behaviour set to “None” as per below

Profile

Name: |Mobile Profile

TimeTrak | Config | Alerts | ERP | Post & Invoice

Knowledge Base | Form Layout | Customisations | Checkists | Reports
Check In

| Enable Check In

| Enable Start Travel || Enable Travel Home
Default Appointment Duration 1 Hour

¥ Automatically create travel ime entry when arriving at destination

W Save and add time for other users only on check out

Can Add Time or Check In To Other Users Task /
Group Check In Behaviour None

And he checks into this appointment in mobile only he will be checked into the appointment, there is no
prompt to check in other users.

If David's profile has the group check-in behaviour set to “workgroup” as per below




Profile

Mame: |Mobile Profile

TimeTrak | Config | Alerts | ERP | Post & Invoice = CheckIn | Knowledge Base | FormlLayout | Customisations = Cheddists
Check In

| Enable Chedk In

| Enable Start Travel || Enable Travel Home

Default Appointment Duration 1 Hour

V| Automatically create travel ime entry when arriving at destination
v Save and add time for other users only on check out

Can Add Time or Check In To Other Users Task

Group Check In Behaviour ‘Workgroup

And he checks into this appointment in mobile the standard 4.0 workgroup behaviour will apply.
For more information on this click here

Pin Linked Resources
Again to assist schedulers with managing group scheduling via our new scheduling method there is the

ability to “Pin Linked Resources”.
To do this right click and select “Pin Linked Resources” as per below:

i\ -
< Today v > 21 March-4 Set Leader \A HE‘ E\-j‘f B ﬁ 8?;:- ﬁ
Open
My Calendar In Progress Template User Di vice Team Estimators
ser Diary
Pin Linked Resources - 24 Mar
2 -\ -
&# Bridget Fairweather tlé Delete 22 Fri
07 08 09 10 1 |:|_I Copy 07 08 09 10 11 12 13 14 15 16
e Saril -
~. 12 - Clarifier 3 Up... B split
10 - Ventia Greg Manningl .
. E_; Convert to Time Entry
Tim
[ CopyDay
~ 13 - North Head #... .
. £ Fill Day
10 - Ventia = Y
3
~. 15 - Hornsby Mai... Change Status
11 - Sydney Trains Change Category 4
| David Cranston Add to Queue »
Scott Base I
g 17 - Sydnham Mai... Troy Walker '
11 - Sydney Trains TRUCK IR765 l

Rebecca Harve)l

18 - Wee Waa Del... ‘

Q1]

12 - Cotton Seed D...

9]

10 - Ventia

19 - Replace Fastn... ‘

This will Pin the users from the “linked” appointments, as per below the users pinned will be displayed at the
bottom of the screen
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My Calendar In Progress

,_O}‘ Bridget Fairweather

1U - venta

Q1]

13 - North Head #...
10 - Ventia

9]

15 - Hornsby Mai...
11 - Sydney Trains

Template Greg Team A
21 Thu
12 13 14 15

David Cranston

Scott Base
=. 17 - Sydnham Mai... Troy Walker
11 - Sydney Trains TRUCK IR765

18 - Wee Waa Del...
12 - Cotton Seed D...

19 - Replace Fastn...
10 - Ventia

20 - Opertations
9 - Brolton Group

24 - Repairing Ro...
13 - Strata Partners
157 Rickard Road ...

Rebecca H arve]l

Bridget Il

Bridget \l

M service Team

18 Mar - 24 Mar

A Pinned Resources: David Cranston, TRUCK IR765, Scott Base, Troy Walker

Est

imators

On appointment creation these users as passed in by default as per below, providing schedulers the ability
to create numerous linked appointments for a group of users quickly.

New Appointment

Details Serviceable Units (0)

Appointment Details

Recurrence

Client: Sydney Trains
Job: Sydnham Maintanace Centre -
Subject: * Sydnham Maintanace Centre -
Location:
ADMINISTRATORS -
M Bridget Fairweather
M Daily Schedule
s M Rebecca Harvey

Set a Team Leader

6281-10 - 17 (17)
6221-10

Selected

M sarah Wilson
¥ scott Base
%2 Troy Walker
EQUIPMENT

| Show Conflicts

@ Job Estimate: 0.00 hours

% TRUCK IR765
B TRUCK YUS76
SERVICE TECH

¥4 David Cranston

Time Remaining: 0.00 hours

/ AGOOI

M Greg Manning
M Tim Mcintosh
SUB CONTRACTOR

I Sub Contractor 1

Start Time: 28/03/2019 v 830AM

End Time: 28/03/2019 ¥ 5:00PM

Hours: 8.50 Fill Day

Repeat: 0 . daysuntil Thu28/03/2019 ~ [
Show Time As: Busy v

Update Associated ltems

Job Status:

Job Category: MAINTENANCE AGREEMENT

Commonly businesses who schedule groups of resources identify these groups by a “Team Leader” or “Site

Supervisor”.

To assist with this there is now the ability to allocate a resource as a “leader”.
The team leader can be customised to “Team Leader” etc to be more relevant as per below:




2
o B R
= m General Admin Settings  Email Settings tachments Support Backup
File View Setup PosttoERP
TimeTrak Login Screen Text
e TimeTrak Professil
Modify the Global System Setting Field Names
<p>
Welcome to the 7 =
TimeTrak Setu
P 1 Logi: bridget<br Original Name Singular Plural Past Present
§ Global System SetUp Password: 1234 Copy To Copy To Copy Tos
L <br>
Web Confguration If you require an Cost Group Cost Group Cost Groups
Cost Type Cost Type Cost Types
&: Users & Resources i - .
= Custom Field Custom Field Custom Fields
1 ekes Disbursement Disbursement Disbursements
Rosters Exo Task Activity Activities
Appointments History Note History Note History Notes
=2 Queues Job Job Jobs
33 Groups Knowledge Base Knowledge Base Knowledge Bases
T Bilable Statuses TimeTrak Mobile: raboE-Gos el - b o
<p> Leader Leaders
PR S L Welcome to the 7 TEaa Proviger Teag
% Cheddsts Narration Narration Narrations
Tech Login: gregy - —
@ Standard Narrations Password: 1234 Opportunity Opportunity Opportunities
07 CostTypes <br> Opportunity Quote Opportunity Quote Opportunity Quotes
Tech : z =
E Bkl nerbres 2::::';:_ 1"2039" Opportunity Quote Line Opportunity Quote Line Opportunity Quote Lines
@ cesin Conbicls <bre Order No Order No Order Nos
=T If you require any | | post Post Post Posted Posting
e Prospect Prospect Prospects
2 Holidays Provider Provider Providers
2 Payrol Purchase Order Purchase Order Purchase Orders
i=| Reports Queue Queue Queues Queued Queuing
G Scheduled Events Quote Quote Quotes Quoted Quoting
Knowledge Base Quote Line Quote Line Quote Lines Quoted Lines Quoting Lines
3] TeskTrak _ 2.5
S TmeTrak Client Portal 9
A = Modify Settin
O] & H
User: Administrator
0K Cancel
There are the additional profile settings as per below:
Profile =
Name: | Mobile Profile / ~ |Find|
TimeTrak | Config™ Alerts | ERP | Post & Invoice | Check In | Knowledge Base | Form Layout | Customisations | Checklsts | Reports | queues | users |
Visibility Permissions Features
i T
] Can View Private Cients [¥] Convert Appaintment to Time Entry Profile Shortcode L
| Can View Private Suppliers [] Can Lock Task Profile Shortcode Color 7- 128, 128, 128 "
W] Restrict Client Visibiity By Job Visibility Settings [] Can Lock Appointment [¥] Set as Leader when Group Scheduling
] Restrict Job Visbiity By Active Status ] Can Edit Locked Appointment: 17T Allow Overlapping in Calendar 1
Restrict Job Visibility By User [] Can Edit Locked Time Entry [#] Automatically Create Breaks When Using Fill Day
Restrict Job Visibility By Group [] Can Edit Posted Time Entry (Timesheet Manager Only) [”'] Enable Appointment Replacements

When a user is assigned to a profile with “Set as Leader when group scheduling” by default they will be set

as the “Leader”.

To identify this in a timeline calendar a profile short code and colour can be assigned to the profile as per

below:




My Calendar In Progress

31 Mar
CC‘}‘ Bridget Fairweather =d

12 13 14 15 16

" 9 - Brolton Group
340 Rockdale Road...

~ 12 - Clarifier 3 Up...
10 - Ventia

~ 13 - North Head #...
10 - Ventia

~ 15 - Hornsby Mai...
11 - Sydney Trains

~ 17 - Sydnham Mai...
11 - Sydney Trains

Template Greg

Team A M Service Team

28 Thu

Estimators

TRUCK IR765

W

o8 09 10 11 12 13 14 15 16 07
avid Cranston > I
Scott Base > I
Troy Walker > I

There is also the added ability to colour code appointments based on the “leader” colour to assist schedulers

visually with group scheduling.

As per below this is located in the appointment setup in the TimeTrak Administrator console.

In this example the leader colour is set as the appointment background colour.

APPOINTMENT SETUP

Add/Edit/Delete Appointment Categories/Statuses.

TimeTrak Setup TR
¥ Global System Setup
Name
@D web Configuration
& o i Critical - SLA1
& sers & Resources High -SLA2
t5, Profiles Low -5LA%
Rosters Medium - SLA3
[=] Appointments
= Quetes
31 Groups
Q Billable Statuses
Disbursements & Allowances
21 Checkiists Add Edit Delete
v
[=] Standard Narrations s —
P2 costTypes =
[f@ Stock Locations Background Colour |LeaderColour
[£8, Admin Contacts Left Colour AppointmentStatus
Templates Right Colour None
% Holidays
F Payroll
: Reports

This can be seen as per below:

Appointment Categories
Name
= Confirmed Time
[ ] Floating Time
=
|
Set Default Add Edit Delete

il |

Set Default




My Calendar

- :
&# Bridget Fairweather

340 Rockdale Road..

~. 12 - Clarifier 3 Up..

10 - Ventia

—~ 13 - North Head #...

10 - Ventia

~. 15 - Hornsby Mai...

11 - Sydney Trains

= 17 - Sydnham Mai...

11 - Sydney Trains

~ 18 - Wee Waa Del...
12 - Cotton Seed D...

~_ 19 - Replace Fastn...

10 - Ventia

~. 20 - Opertations

In Progress Template Greg Team A M Service Team Estimator
25 Mar - 31 Mar
28 Thu
15 16 07 08 09 10 11 12 13 14 15 16 07 08
. 2
j (¥ Rebecca Harvey > ‘
j Bridget Fairweather > ‘
(*sarah Wilson > ‘
(* David Cranston > ‘
Scott Base > ‘
Troy Walker > ‘
TRUCK IR765 >]

-

-

One set of appointments is orange due to David having orange set against his user in the TimeTrak admin

console:

oups
TimeTrak Settings

Time Units:

Start Date:

Last Checked:

Wage Cost:

Labour Codes | Disbursements | Stock Locations

15 v
17/08/2117 ~
17/08/2017 ~ Calendar Colour:
0 - ||Hourly -

¥| Show User On Map

Foreground Colour:

Background Colour:

— Y
255 19, O
[255,25.. @[~

One set of appointments is pink due to Rebecca having pink set against her users in the TimeTrak admin

console:




User - Rebecca Harvey

General | iSettngs | Groups
TimeTrak Settings
Time Units:
Start Date:

Last Checked:

Wage Cost:

Labour Codes | Disbursements | Stock Locations

15 ~
27/11/2117 | ~
27/11f2017 | ~

0 _ ||Hourly %

| Show User On Map

Foreground Colour:
Badkground Colour

Calendar Colour:

In Rebecca’s team we can see that both her and Sarah are against a profile which is defined to “Set as Leader
when group scheduling” meaning that either of these users have the ability to be the team leader.

If Sarah should be the team leader on this particular day, schedulers can right click on Sarah and select “Set

as leader” as per below:

< Today

26 March - 9 April 2C

My Calendar

- )
E'Ea‘ Bridget Fairweather

In Progress Template Greg
25 Mar - 31 Mar
i5 16 07 08 09 10

340 Rockdale Road...

~ 12 - Clarifier 3 Up...

10 - Ventia

)

~ 13 - North Head #...

10 - Ventia

~ 15 - Hornsby Mai...

11 - Sydney Trains

~ 17 - Sydnham Mai...

11 - Sydney Trains

Set Leader /

Open Est
User Diary

Pin Linked Resources

Delets
07

Copy
Split

Convert to Time Entry

[% CopyDay
[  Fill Day
Change Status ’
j (" Rebecca Harve Change Category '
J M Add to Queue '
(Y Sarah Wilson i
(¥ David Cranston 4 ‘
Scott Base : ‘
Troy Walker § ‘
TRUCK IR765

This moves Sarah to the top these linked appointments and changes the appointments to green which is
assigned against Sarah’s user in the admin console.




My Calendar In Progress

25 Mar - 31 Mar

bl :
£3" Bridget Fairweather

15 16 07

340 Rockdale Road...

~ 12 - Clarifier 3 Up... d
10 - Ventia

~ 13 - North Head #...
10 - Ventia

~ 15 - Hornsby Mai...
11 - Sydney Trains

B
=

~ 17 - Sydnham Mai...
11 - Sydney Trains

User - Sarah Wilson

Groups | Labour Codes | Disbursements

TimeTrak Settings

Time Units: 15 hd

Start Date: 27112117 ~
Last Checked: 27/11/2017 | ~
Wage Cost: 0| - | Hourly

¥| Show User On Map

Template

Greg Team A M service Team

28 Thu
09 10 11 12 13 14 15 16

roSarah Wilson/ |

Bridget Fairweather > ‘
(Y Rebecca Harvey > ‘
() David Cranston > ‘
Scott Base > ‘
Troy Walker > ‘
TRUCK IR765 >]

Stock Locations

— T

Foreground Colour:

Background Colour: 1192, 25...
Calendar Colour: /I:I 255, 19... -

This then clearly shows users that there are two groups scheduled to this job on the 28", Sarah is the team
leader for one group and David is the team leader for the other.
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