CleanOpsStaff-3ed-ProScheduler and DayScheduler Help
Updated 11/23/2012

(Recommend you print this file)

NEWS - CleanOpsStaff-3ed Training Resource Center under development. CleanOpsStaff-3ed featuring
ProScheduler with ProBalancer has evolved into a very powerful and feature rich application offering great
potential for cleaning organizations to significantly improve the efficiency of their operation and reduce
cost. To help users become proficient in using this and other powerful features, Hunter Consulting and
Training will be establishing a web based CleanOpsStaff-3ed Training Resource Center where you can go to
increase your CleanOpsStaff-3ed Skills. The initial focus will be on ProScheduler with ProBalancer and will
expand to cover other topics based on user feedback. We will begin offering this service for free, but will
likely have to evolve it to some type of fee based arrangement or tie it to Tech Support agreement to sustain
it for the long run. See http://www.hunterconsulttrain.com/3edtrainingresourcecenter.
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CleanOpsStaff-3ed-ProScheduler Concept:

CleanOpsStaff-3ed-ProScheduler is an upgrade that optimally assigns the day of the week to
perform routine cleaning activities and then allow you to schedule project activities in a way
that balance the work assigned for all days of the week. It allows you to create a stable
weekly schedule for your routine activities and to assign project work to the weeks of the
month, based on staffing availability and the least loaded day. CleanOpsStaff-3ed-
ProScheduler uses a Dynamic Least/Most Loaded Day protocol to assign day of week to
cleaning activities. It assigns Monday through Friday (M-F) to activities to be cleaned Daily
(D). It computes a running Least Loaded Day and Most Loaded Day for assigning day of week
to routine activities to be cleaned Weekly (W). It also computes a running Least Loaded
Two-Day Pair and the Most Loaded Two-Day pair to optimally assigned activities to be
performed Twice Per Week (TW). For activities to be performed three times per week, it
assigns Monday, Wednesday and Friday (MoWeFr).

After the routine activities have been automatically scheduled for the week, you can easily
automatically assign project work while automatically staying within a Maximum Custodians per
Day number that you set based on your staffing availability. You can then manually adjust the
automatically generated weekly schedule with use of the Least Loaded Day information, which is
constantly updated as you assign work to the days. CleanOpsStaff-3ed-ProScheduler uses the Time
to Cleaning Report as a starting point. CleanOpsStaff-3ed-ProScheduler adds a scheduler setup to
the Time to Clean Report to provide space to record the required frequency based on the selected
cleaning level and to record the assigned day to clean and then it computes the time required for
the days.

You can automatically schedule the entire worksheet or a range of cells, or an entire category at a
time or a room at a time depending on what you select within the macro staffing and inventory
worksheet. You can automatically schedule base on just the activity frequencies only or you can
schedule based on both the activity frequency and the activities names.

IMPORTANT NOTE: The Dynamic Least/Most Loaded Day protocol involves many recursive
calculations and can take some time when applied to large numbers of spaces. While you can apply
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CleanOpsStaff-3ed-ProScheduler to your entire inventory at once, it would take a good deal of time
and might not be the best way to use the tool. Itis not recommended that you apply ProScheduler
to your entire inventory at once. You will achieve better results if you apply CleanOpsStaff-3ed-
ProScheduler to only a single building or several buildings at a time such as all building cleaned by a
specific crew.

CleanOpsStaff-3ed-ProScheduler Concept and General Steps

1. While in the Macro Staffing and Inventory worksheet, select the spaces, which you
want to create weekly schedules for.

2. To launch the CleanOpsStaff-3ed-ProScheduler interface (a) click Reports in the
MiniToolbox; (b) then click ProScheduler in the Report Generator Toolbox

3. After the Time to Clean Report is generated, click Setup ProScheduler (Start Here) in
the ProScheduler Interface.

4. Confirm that all routine frequencies checkboxes are checked in the yellow Frequencies
To Include box in Auto-Scheduling panel on the right of the interface.

5. Enter the maximum number of custodian per day in the Max Cust box or accept the
default, which comes from the Macro Staffing and Inventory worksheet.

6. Use the Auto-Schedule All Checked Frequencies in the Worksheet button to schedule
all Routine Activities to create a standard weekly schedule for routine activities.

7. Use the manual schedule features to refine the standard weekly schedule of routine

activities to balance the days of the week if necessary.

. Save the standard weekly schedule as Standard Weekly Schedule

. Determine the number of custodians you have available and enter the maximum

number of custodian per day in the Max Cust box.

10. Load the Standard Weekly Schedule and Save As Week 1 Schedule

11. Uncheck all the Routine Activities in the Frequencies To Include panel since they are
already assigned days from the Standard Weekly Schedule.

12. Use the Auto-Schedule All Checked Frequencies in the Worksheet button to schedule
as many monthly project activities as allowed by the Max Cust constraint.
ProScheduler will warn you when your automatic scheduling attempts to exceed the
Max Cust number by turning the background red for the progress message box, the
Max Cust box, the Least Loaded Day and the Most Loaded Day.

13. If you have not exceed the Max Cust number after scheduling all the Monthly
frequencies, then un-check all the Monthly frequencies checkboxes and schedule as
many quarterly activities as possible, then schedule as many Simi-Annual activities as
possible and so on until you reach the Max Cust limit and so on.....

14. When you reach the Max Cust number limit, save the Week 1 Schedule. You may print
the Week 1 schedule to help you keep track of which project activities have been
scheduled. You can choose not to print the schedule and rely on the Mark as
Scheduled feature, which marks the activities already, scheduled to prevent you from
double scheduling activities. See Mark as Scheduled feature later in this user manual.

15. To create the second week schedule, load Week 1 Schedule and immediately Save As
Week 2 Schedule. To mark the project activities that were scheduled in a previous
week, use the Mark Scheduled button just before you start scheduling project
activities for this current week. This will prevent you from double scheduling and
eliminate the need for you manually keep track of already scheduled project activities.

16. Click the Month and Week in the Week of Scheduled Activities tool to indicate when
the activities were previously scheduled. In other words, if Week 1 Schedule will be
performed in the first week of January then click Jan and click Week 1 to mark the
project activities that you already scheduled to be performed in Week 1.

17. Save the Week 2 Schedule again to capture the marked previously scheduled project

O 0
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activities

18. Repeat steps 9 through 17 until you have completed a month of weekly schedules
name them Week 3 Schedule; and Week 4 Schedule or as many weekly schedules as
you wish up to Week 52 Schedule.

a. Note that each time you enter a new period you must use the Un-Mark
Scheduled button to unmark the activities for that period so that they will be
performed again. For example; each time you begin a weekly schedule for a
new month; you must Un-Mark all the monthly activities so they will be
performed again. If the Max Cust is exceed when you Un-Mark activities, then
you must also un-schedule the monthly activities and then re-schedule as many
as you can without exceeding Max Cust. This same concept applies to the other
periods as well such as when you start a new quarter, and when you need to
repeat semiannual activities and so on.

19. You may repeat all the above steps for as many months and weeks as you wish trying
to keep the routine schedule unchanged while capturing all the project work for the
period for which they are prescribed. You must keep track of the Project Activities
you schedule for each month. Again, you can print the schedules on legal or oversized
paper to help you keep track of which project activities you have scheduled and in
which week you scheduled them and/or you can rely on the “Mark Scheduled”
feature.

20. Note that you can use the Un-Mark Scheduled button to unmark activities that you
previously marked as already scheduled. This feature can help you re-use schedules
created for previous weeks for scheduling future weeks.

CleanOpsStaff-3ed-ProScheduler Interface

To launch the CleanOpsStaff-3ed-ProScheduler interface do the following:
1. Ensure you have a space inventory file open In Macro Staffing and Inventory worksheet.
Select all or some of the records. Click Reports button in the MiniToolbox.
2. From the Report Generator Toolbox click the ProScheduler button
3. This will launch the CleanOpsStaff-3ed-ProScheduler Left Panel as shown in the below

screenshot and the Time to Clean Report will be automatically generated and become
the weekly schedule worksheet.
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Set Up The ProScheduler Within The Time to Clean Report
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1.

Click the Setup ProScheduler button to
add the frequencies to the Time to Clean
Report

This will take a few moments.

NOTE: You may have used the Standard
Space Categories Matrices button in the
Main menu to adjust some of the standard
category matrices to meet your local
conditions. For those activities that you

Un-Schedule Checked Frequencies |

Print Form

excluded in the Standard Category
Matrices the frequency will be denoted in
ProScheduler as “[ Ex]” and for those
activities that you changed to “Never” in
the Standard Category Matrices, the
frequency will be denoted as “[ N].” For
those activities that are blank in the APPA
Guidelines book, the frequency will be
denotes a “[ ].” These three frequencies
will always be skipped when you use any
auto-scheduling feature (Auto-Schedule All
Checked Frequencies In The Worksheet
button or Auto-Schedule All Checked
Frequencies In Selected Range button).
However, you can force these any
frequencies to be scheduled manually by
selecting a day or days from the Assign
Days panel and clicking the Sch button.
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4. The two screenshots below show the Time to Clean Report before and after the frequencies

are applied.
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Method 1 -- Auto Assigning Day to Clean To All Activities in the Worksheet Based on Frequency

1. You can have CleanOpsStaff-3ed-ProScheduler automatically schedule all of
the routine and Project Activities Automatically by clicking the Schedule All

Checked Frequencies in Worksheet button. ALmCSI:.:acl-ECkeTclE Al
2. When the Automatically Schedule All Checked Frequencies in Worksheet Frequencies In

Workshest ™

checkbox is checked Method 1 Auto-Scheduling is used. Method 1 is
described below.
3. The steps are as follows:

a. Ensure the Schedule All Checked Frequencies in Worksheet Checkbox
is checked

b. Check the frequencies checkboxes in the Frequencies Panel for the
frequencies you want to auto-schedule

c. Click the Automatically Schedule All Checked Frequencies in
Worksheet button.

d. Note that the Max Cust will contain a number from the Macro Staffing
Inventory worksheet if you have a data file open. You can change this
input to reflect the actual number of custodian per day you expect to
be available. This number will restrict the number of activities to be
automatically scheduled if the time exceeds the number of the
maximum number of custodians available per day. Use the Fm Macro
Staff button to get the number from the Macro Staffing Inventory
worksheet if you have changed the number but now what to use the
number from the inventory worksheet.

e. The Daily, Twice Daily, and Alternate Days activities will be scheduled
first

f.  Then the Weekly activities and the Project activities will be scheduled
starting with Monday until Monday reaches the Max Cust number.

g. Then the activities will be scheduled for Tuesday until Tuesday reaches
the Max Cust number.

h. Then the activities will be scheduled for Wednesday until Wednesday
reaches the Max Cust number.

i. Then the activities will be scheduled for Thursday until Thursday
reaches the Max Cust number.

j. Then the activities will be scheduled for Friday until Friday reaches the
Max Cust number.

k. After Friday reached the Max Cust number, no more activities will be
scheduled unless you increase the Max Cust number.

Page 6 of 27



Method 2 -- Auto Assigning Day to Clean To All Activities in the Worksheet Based on Frequency

4.

You can have CleanOpsStaff-3ed-ProScheduler automatically schedule all
routine and Project Activities by clicking Automatically Schedule All Checked
Frequencies in Worksheet button with the checkbox checked. This will invoke
Method-2 auto-scheduling.
The Automatically Schedule All Checked Frequencies in Worksheet Method-2
process starts with the first space category and applies the Least/Most Loaded
Days assignment protocol to all activities for the first category
It then checks Least Loaded Days and moves to the second category using the
Least Loaded Days to make day to clean assignment to Weekly, Alternate Days
and Twice Weekly. These steps are repeated until all categories have been
scheduled for the week.
The steps are as follows:

a. Check the frequencies checkboxes in the Frequencies Panel for the
frequencies you want to auto-schedule
Click the Automatically Schedule All Checked Frequencies in
Worksheet button.
c. Observe the Workload Balance by Days information. Repeat the
above process to schedule more activities if you have resources left
over.
Note that the Max Cust will contain a number from the Macro Staffing
Inventory worksheet if you have a data file open. You can change this
input to reflect the actual number of custodian per day you expect to
be available. This number will restrict the number of activities to be
automatically scheduled if the time exceeds the number of the
maximum number of custodians available per day. Use the Fm Macro
Staff button to get the number from the Macro Staffing Inventory
worksheet if you have changed the number but now what to use the
number from the inventory worksheet.
The Max Cust textbox and the Least/Most Loaded day textboxes, and
the Progress Message textbox will have a red background if the
maximum number of custodian prevented auto-scheduling of any
activities. Additionally, the Progress Message textbox will contain a
message indicating that not all selected activities were scheduled
because of the Max Cust constraint.

J

Ao Schedule All
Checked
Freguencies In

Workshest B

duling Cleaning Activities

1y Days
fins)

No of Custodians ~ Percent

[0 |

[ 00 |
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Displaying the Information about the Schedule in the Information Center

1. To see how many cleaning activities are unscheduled, click the Number of Unscheduled Activities
Status button.

2. The CleanOpsStaff Information Center will be launched containing the number of unscheduled activities
listed by frequency along with the total number of activities and other useful information as shown in
the below screenshot.
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Using the Workload Balance by Days Information

1. Once you have scheduled all of the routine activities, you can use the Workload Balance by
Days section of the CleanOpsStaff-3ed-ProScheduler to help you make decisions on which days
to manually assign project work to or to further refine the schedule balance.

2. The Time column tracks the amount of time each day has been assigned.

3. The No of Custodians column tracks the number of custodians you will need each day to
perform the work as it is currently scheduled.

4. The Percent column is simply a percentage representation of the first two columns.

5. The Total Week Time box is the sum of the time assigned to all seven days of the week.

6. The Time Mode button toggles the time between Minutes and Hours in the ProScheduler
Interface and in the ProScheduler part of the worksheet.

7. Average Number of Custodians/day buttons -- click these buttons to compute the average
number of custodians per day contained in the No of Custodians boxes in the Workload Balance
by Days frame. The blue computes the average for Monday-Friday and the yellow button
computes the average for Monday —Sunday.

ProScheduler (Scheduling Cleaning Activities) =X
Display the Schedule a | 15t | ast | Autont [[AnEer Day 7 Max Cust fg" [d)ay’ s o S CE|
- uto Schecle
Information Center box to the < = r";dav = Chesed Frequencies To Indude
. | uesday M |2 Frequencies In Routine
right of the ProScheduler tool Workond Baance by Deys I Wednesdy Werksheet [ % . JELEII
8| e (Ming) Mo of Custodians _Percent MoWeFr -
Monday | L468.62 54 2017% [ Thursday e wagasin) [ Twice/pay (D) _|m
Show Al Custodian/d y - : I Friday Freammmn | |2 AbDaws(aD) B |1 \Workload Balance by
ow Average Custodian/day | Tuesday | 1,460.18 3.48 19.78% - o TuTh Selectd Range [ wesidy (W) —m Days Panel. Let you
ix- - Saturday .
for S|I<X day and seven-day Wednescay | 1,453 354 [2012% | B s VO | [ Toicenk (TW) M} | o if workload is in
weel | ——
Thursday | 1,487.0 3.54 20.14% e sasu UnCheck Al | |[I° 4 perwic(s/w) _Iml balance or not.
‘ Friday | 1,460.75 3.48 19.79% - _ }: :Ez; at g‘;m ji
Show Average Custodian/day | = | 00 0.0 00% | eg (e | Unarksch | [ Mo 00
for five-day week s [ 00 o0 o0% = i e
Tot Week Tine (Mins) Least/Most Loaded Days Un-Schedule Checked Frequencies | a . o

Time Mode. Switch to and
from Minutes and Hours

Information Display Copy
button. Copy content of
display to the clipbroad to
paste to other applications

<

, 7,382.05 Tu Mo Setup ProScheduler (start) | ¥ I Projects
| | £ .= s
Time mode~ |- I WeFr | Mowe Print Form | Day Scheduler | Cose | | weeky (W) _|mi
T | Monthly () !
J‘ [Owrempe || Quarcery (Q) M
1 (5/A)_|
. Save As Current ProScheduler Fie Name — I Anmusl (A) il

[ Rebmping (D/A) _|M

Load ProScheduler File ‘

[ FlexScheduler/Team Ceaning

[~ Team Cleaning Mode
Mode-Routine (Forced Weekly)

(Forced Projects)

Days in Work Week
@ mrE Cmsa O wsu| pionies

I Atwks (aw) B
[ Twica/Mo (TM) |
I 3 Times/mo (3/m)_| m|
| Relmping (D/A) _| M|

Information Display.
displays information
you can use to
balance the weekly
schedule
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ProBalancer Components

NOTE: Vist the CleanOpsStaff-3ed Training Resource Center for more detail instructions on using the
ProScheduler Advance features http://hunterconsulttrain.com/CleanOPsStaff3edTrainingResourceCenter.aspx

CleanOpsStaff-3ed automatic scheduling process produces schedules that are nearly balanced, but
because of the complexity of certain frequencies that can only be performed on specific days of the
week, the schdules still might require adjustment for better balancing.

In the OId Edition CleanOpsStaff, you would use the manual scheduling features to make these
adjustment. This can be somewhat time consuming. The ProBalancer and its associated green buttons
makes workload balance adjustment easier and more efficient. The ProBalancer feature of the
ProScheduler provides powerful tool to allow you to shift activities between days of the week to achieve
almost perfectly balance schedules.

N
Balance Delta ProScheduler (Scheduling Cleaning Activities) Days Display box
button. = ‘ Min Per Day Max Cust Assign Days RN I
| 1st | Last | Autoft [ [ mondey s wiososen | |[FEe |
=\ B[ V| mprai || mvecoser | T Tuesddy  we |2 Fresmesin | (- Routne Schedule Button
Balance by Days I™ Wednesday Vierisheet [ % |
Time (Mins)  No of Custodians  Percent HoViehi =25 e
[™ Thursday Auto Scheduie 4" [[v Twice/Day croy-_Im| | | Un-Schedule Button
Bar graph button. womay | 148382 [ 354 [20.07% | Friday Mowe | C:g:‘ﬂ-:s » it (401 m
Show/Hide Bar Tuesday | 1,460.18 | 3.48 | 19.78%  sarurd TuTh Seiectd fon [ Weekly (W) N TrroBal
urday  ——— [ Fwvice] Wk (TW) J. roBalancer
raph Wednesday | 1,485.3 3.54 20.129% @ = =
grapi o v | \ [ ® || r sunday Wefr g IV arerwkaw) _mll\ | Advance Features
o =l
ursday | 1,487.0 [ 354 | 20.14% — ‘ = T et r“f:;x:(fg;\‘,"v’)‘ ==l button
Most Loaded and Friday | 146075 | 3.48 | 19.79% ,EMm )] — 7 per Wk (/W) i
Least Loaded Day saturday | 0.0 [ 00 | 0.0% — = | wontav oy
boxes Sunday | 0.0 [ 00 [ 000 LT 75 o MU S | pctivie Shift butt
e | semi-Annual (S/A} | m CUVIty Shi utton.
Tot Week THiie (i) LBaStIMost Loaded Da s UrssisizSdelFeraes || & ; '
[am0s = o — [+ |~ rebroing (©/a) _Im Shift Activities from any
i -
) Setup ProScheduler (start) JPm]ecls JQ‘!‘ day to to any other day
an.fOf”matéOn Time Mode [ WEF’ MoWe, Pr\nt Form Day Scheduler Close | [~ Weekly (W) il
ispiay Co, | monthly (M) u
but?ani./ 2 J‘ Total Unscheduled Activities: 181 of 731 1% prompt ([ Quartery (Q) jj
sale Save As Current ProScheduler Fie Name [ Sensmmupl o) | g Alito Balance button.
— [ Annual (A) i Shift Activities fi
W E ift Activities from
. Load ProScheduler File ‘
General Information o e [~ Twice/Mo (TM) _Im| Most Loaded Day to
Dispiay box FlexScheduler/Team Cleaning Team Cleaning Mode | o= 11 F0T et - actiites | | 2 TmesiMo 3/v) _| mi Least Loaded Day
Mode-Routine (Forced Weekly) (Forced Projects) M-F M-Sa M-SU | 1p Inciude-> | || Relemping (D/A) _|m|

L

Balance Delta button: Select the delta ProBalancer uses to declare a schedule balance
o Low —if the percentage loading for each day are within 0.5% of each other then the schedule is
declared balanced
o Med - if the percentage loading for each day are within 0.25% of each other then the schedule
is declared balanced
o Hi-if the percentage loading for each day are within 0.125% of each other then the schedule
is declared balanced
Bar Graph burron: Displays the percentage bar graph
Most Loaded and Least Load day display boxes: Displays Most Loaded and Least Load day
General Information Display Box: Displays information to help you balance your schedule
Days Display Box: Displays the days you select from the Assign Days checkboxes to shift activities to
and from
Schedule (Sch) button: used to manually assign a day of the week to a selected activities in the weekly
schedule worksheet
Un-Schedule (Un-Sch) button: used to manually un-assign a day of the week to a selected activities in
the weekly schedule worksheet
Auto Balance —(Bal (LL<-ML) button: Used to automatically shift activities of the selected frequency
from the Most Loaded day to the Least Load day to attempt to balance the schedule
e Activity Shift (Shift) button: Used to shift activities of the selected frequency to and from days of
your choice either to balance the shcedule or to assign days of preference to certain selected
spaces in the weekly shedule woeksheet.
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Using the ProBalancer Auto-Balance button (Bal (LL< ML))

ProScheduler (Scheduling Cleaning Activities)

OK button. Execute

M\n Per Dav Max Cust Assign Days
Bar Graph. Show | 15t | Last | Autofi  Mond M-S T Py T the Auto Balancing
percentage of work J ml — Cerged | Bal Al Shift
e e e \ Fm Macro staff ‘ [ Tuesday wr| 2  Freqendesin Top |_Cose g

Zorkload BEB by Dx Worksheet [~
day of the week. ””ICE Y Days

Jnesday
Percent \ Moo

20.12%
13.64%
20.79%

Auto Schedule Al
Checked

Worksheet Scroff
buttons. Scroll the
weekly worksheet up,
down, left and right.

Frequendes In
Selectd Range:

WeFr sch | unsch

Auto Balance

1
i
Scope buttons. Set Thursdgy | 26.28% - Un Check Al
how much of the Friddy I 15.16% i
sacheﬁu&efwﬂl be p— 4 0.0% (E et s N Auto Balance
z:‘:;:t i ees too; it Sund T | o0% = U o | Freql{ency Sefector
ot Week Time (Mine) | LeastjMost Loaded Days B \ Position Movement
[738205 [ [m 7 button, Use to move
Auto Balance d ; = 1 this tool.
Frequency Selector. Time Mode | u TuTh Y| Print Form Day Scheduler=""|"Close | |~ weeky (W)  _Iml
Used t ect th | Monthhe (M) _Iml
fse 0 se eftih e J| Total Unscheduled Activities: 181 of 731 ¥ prompt F Quarterty (@) |l
requency of the | - I (5/A)_| i
e e swve | saveas Zeint ProScheduler Fle Name — F ey E
shift from the Most MI | F ?’t"'%fﬁv(% jj
wice/Mo
Loaded Day to the [ FlexSchedukr/Team Ceaning — Team Cleaning Moge | 0°/* 1 ork Week - Activcies | | 3 Tmes/io cs/)_| ml
Least Loaded Day Mode-Routine (Forced Weekly) ' (Forced Projects) MF O Msa ©MSu | 7oIngude> | || Remping (0/4) | mi

o Auto Balance-Bal (LL<-ML) button: Use this button after running one of the automatic scheduling
features. This will further refine your schedule so that it become almost perfectly balance. This balance
is achieved by searching all spaces in the schedule for avtivities of the frequency you pick from the
Balance Frequency Selector that are assigned to be performed on the Most Loaded day and shifting
them to the Least Loaded day until the schedule becomes balanced, or just for the next space. The
fineness of the balance will depend on the number of Flexible Activities you have in your schedule for
the ProBalance to work with. Flexible Activities are those activities with frequency of Twice Weekly
[TW]; Weekly [W]; Monthly [M]; Quarterly [Q]; Semi-Annual [S/A]; Alternate Weeks [A/W]; Twice
Monthly [TM]; and Three times Per Month [3M] because these activities can be performed on any day of
your choice.

o Steps for Bal (LL<-ML) button:

o Click the Bal (LL<-ML) button which brings up the Balancing Frequency Selector
o Select either the Next Space or Until Balanced radio button in the Balancing Frequency Selector
= Next Space: By selecting the Next Space radio button, this will further fine tune your schedule
by shifting activities one space at a time. This balance is achieved by starting at the current
active row in the schedule worksheet and searching for the next space containing avtivities of
the frequency you pick from the Balance Frequency Selector that are assigned to be performed
on the Most Loaded Day and shifting them to the Least Loaded day. To start at the top of the
worksheet, click the Top button in the upper lef corner of the Balancing Frequency Selector.
= Until Balanced: By selecting the Until Balanced radio button, this will further fine tune your
schedule by starting at the top of the worksheet and searching for the all spaces containing
avtivities of the frequency you pick from the Balancing Frequency Selector that are assigned
to be performed on the Most Loaded Day and shifting them to the Least Loaded day. If this
acheives a balance, you will see a message indicating that a balance schedule has been
achieved.
o Select the frequency you wish to shift from Most Loaded Day to Least Loaded Day
= Click the OK button to executing the Balancing or Activity Shifting action.
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Using the ProBalancer Activity Shift button (Shlft)

ProScheduler (Scheduling Cleaning Activities)

Bar Graph. Show N ke e Mm Per Da Max Cust —~ Assign Days OK button. Execute
ast | Autofit s e W] te AL
percentage of work ._Il I Monday R Shit Left Al the Activity Shifting
assigned to each SettoDefaut FmMacro SEFf [ Tuesday mf |2 Eﬁqﬁ\uislll I action
orchest [
[w]

soad Balance Dy Days Nesda
day of the week. m5)___ Noof Custodahg Percent \ Y _ Mower e
20.12% \ Mowe | “GiEe Worksheet Scrolf
13.64% - / ’ pr— e buttons. Scroll the
urda
Activity Shift 2079% [ - o v /' wierr | gen | unsen weekly worksheet up,
Scope buttons. Set 26.28% <\ down, left and right.
how much of the o — - .
3 19.16% (I werr Activity Shift
sachedule will be A 000
searched for T = =) o ——— Frequency Selector
A ; Sund; 0.0% | I Position Movement
activities to ahift T ‘J
[~ Tot Week Time (Mins) —|— Least/Most Loaded Da Un-Schedule Checked Frequencies button. Use to move
P . 7,382.05 Tu Th i B
Activity Shift [ 738 | Sctup Proscheduter (star) | v | | this tool
Frequency Selector. Time Mode |._|_| Tuth [ Mowe Print Form | Day Schadaier | Close
Used to select the Total Unscheduled Activities: 181 of 731
: [ prompt | Quarterly () ivi g
frequency of the JI | - Activity Shift
activity you want to swve | _smeo . Direction Button. Set
shift to and from the —oau ProScheduler Fie |\| which direction
tiesio Gl [ e DEws - FexSchedulr/Team Cieaning | Team Claring Mode =T Wr"’k Weekt actves | [ 3 Tmesio caim) | a‘f\;w':'esF ol l;e tShl‘?VEd
Display box Mode-Routine (Forced WeeKy) | (Forced Projects) wF Cwsa Cwesu| ggndide | || Reempng o7a) i mifif (Ve to Fr or Frto We)

o  Shift buttons: Use this button to shift any Flexible Activity to and from any two days you choose.
o First you select the two days you want to shift activities between by clicking checkboxes in the
Assign Days frame. The selection will be displayed in the Days Display box.
o Click the Shift button which brings up the Shift Activity Frequency Selector.
o Select either Next Space, All Spaces, or Until Balanced radio button
= Next Space shifting: same as Next Space balancing except with the days of your choice
= All Spaces shifting: all spaces in the worksheet are search for the specified flexible activity and
shifted from and to the specified days.
= Until Balanced: all spaces in the worksheet are search for the specified flexible activity and
shifted from and to the specified days until the schedule is become balanced or until you run
out of flexible activities to shift. . If this acheives a balance, you will see a message indicating
that a balance schedule has been achieved.
o Select the frequency of the activities you want to shift
o Click the OK button to executing the Activity Shifting action.

Getting Balancing Information (Assigned Activities Profile Information)

Monthiy[M]: 37 of 37

You can use the Proscheg|  ROll move over Day label to see the Assigned 3 | cieanpsstatt-3ea nformation center P
R ... r Activity for each day. In this example 2 Twice . I ‘
Assigned Activities | || ~|=  Weeky, 65Weekly 41 Twice Daly, and 156 [ | [T
| v | m. Daily activities are scheduled for Tuesday. e eq“eu’:"“ ol
- soes n = o
oy . e P JJ! Daly[D: 0 of 156 Shows total activities
Proflle information Wﬁ:‘r‘i:‘:’mv‘ Moot custond | percent | = VeI owerr i O jrwice DaB{TC): 0 of 41 contained in the weekly
| e 07 SO0 [ Thursday sutoschedic st | |7 TwicelDay (TD) _|- pkemate Days{A/D]: 0 of 0 schedule worksheet by
f hd fth wivrs2_ | az8 24.35% ) Mowe Cheded — Aromsa N Weskly(W]: 0 of 165 v
or eac ay o e W Ses 2735 [ Frday e | | W) N Tuice Weekly[TW]: 0 of 47 frequency and how many are
= fomr | 1 saturday JIuIH 7 TweelWk (W) _iml f:{wf‘ﬁﬁm’} pan un-scheduled. In this example
week to hel p you {t Tu-—»[TWI 2), (W16 :f:(;?mmufuaﬁ— gy Weir | sch | wnseh | | 3perwecaw i 6 Per Week{6/W]: 0 of 0 all Routine activities are
S T o To60% e — UnCheck Al | |1 #perwi(aiw) _Iml 7 Perhweelgl?nn;l: 0ofo scheduled and no Project
decide which days Foday | 141455 | 3.37 19.16% -"ﬁ B 2 i N activities are scheduled yet.
saturday [ 0.0 0.0 0.0% ™ Monthly (M) _|m Semk-AnnualS/AJ: 0 of 0
tos h |ft activities . - o Fd | Maksch | unvarksar |- g im Relampng[D/A]: 0 of 0
I — Total week Time (Mine msq,tmst Loaded Days Un-Schedule Checked Frequenoes | | | ‘,— :Zm:"q“::,if;“j: Unscheduled Praject Activites [Unscheduled of Total)
between and what Gkt - smﬁpmﬁm,(m, I P | || e

Time Mode Pt Form Day Scheduker | Close | | weaky () _| ¥ ivities i
. Quarterly{Q): 102 of 102 Shows total activities in the
( :
frequenCIeS the ¥ prompt ‘r:z:;m?é] j i:‘;’l‘[f‘a‘;'f;[ﬂ‘;]-“"g schedule and how many are
t. t h Id T r | Al JAW]: 0 0f 0 not yet scheduled
[ Annual (&) | Twice per Month [TM]: 7 of 7
aC VI |es S OU — Sy | ™ A wis (aw) 3 Time per Month[3/M]: 0 of 0
s . . [ Twice/Mo (TM)  _| Rebmping[D/A]: 0 of 0
have that you [ FexSchedukr/Team Ceaning |~ Tea  Show's total activities in the o :’ 3 Tmewme a0 ~
Mode-Routine (Forced W To Incude-> ebamoing
. A - (Forced Weeldy) ~ (Fol  schedule and how many are @ Inclide Tmal Unsd‘edukdmym TR
|ntend to Shlft : not yet scheduled o=
Avg Cust/Day for M-5a = 2.93
v et s for M-S = 2 81
Category 2 of 10 Total Cleanable Square Feet (CSF) = 580 Search AlHep_| selAl | To Oipboard | To hotepad
Time To Clean Report Number of Custodian-days for Routine work = .08 Tovore [ 1o overport | Torrmier | cowe [ pn
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In the screenshot
to the right the
Assigned Activities
Profile for

Wednesday has:
o A5-Twice Weekly [TW]
o 41=Twice Daily {td}
o 156-Daily {d}

Friday has:
e 41-Twice Daily {td}
e 156=Daily {d}

NOTE:

[XX] = Flexible Activities
that can be shifted

{xx} = Non-Flexible
Activities that cannot be
shifted

Click here to display

P

roScheduler

= box

Workload Balance

assigned activity
profile in the general
al s | 1a information display

No of Custodians

Cust — Assign Days
™ Monday
=

Auto Schedule All
Chedked

Click here to display assigned
activity profile in the general

Monday 4.28 c N - )
L7766 399 information dlsplay box screentip
s i - roll mouse over information box
. . to display screentic. This allow
1,007.02 comparing the profile for two
Q41455 ) [ 337 days
0.0 \Qo 0.
Find -
00 E, I 0% i | Marksch | Un-Mark Sch
oaded Days Un-Schedule Checked Frequencies | & iR
Setup ProScheduler (start) | ¥
Print Form | Day Scheduler | Close
[¥ Prompt

r FlexScheduler/Team Cleaniny

==
wis

Frequencies To Include
—Routine
i s

[V Daily (D)

[ Twice/Day (TD)
[ Al Davs (A/D)
[V Weekly (v)

[v Twica/wk (Tw)
¥ 3 Per wi (3/w)
I 4 per wk (4/w)
| 6 Per Wk (6/wW)
| 7 per Wk (7/w)
[ Monthly (M)

[ Quarterly (Q)

| Semi-Annual (S/A)_
[~ Relamping (D/A) _|

JPm]ects AI ‘l
[ Weekdy (W) Ll
| Monthlv (M) |
[ Quartery (@)
r I (5tA)_

) ) |

A

Mode-Routine (Forced Weekly)

_ Days in Work Week
Team Cleaning Mode Activities
(Forced Projects) ®mF Cmsa C WSu| 1oheuges
—

[ Annual (A) O
[ At whs (A
[~ Twice/Mo (TM) _|
[ 3 Times/Mo (3/M)_]

|  Relamping (D/A) _|

Getting Assigned-Activities Profile Information (Cont.)

ProScheduler (Scheduling Cleaning Activities) I

-

b -
- 1st| Last | Autofit _::DPerDa r—M”CUHj_mgnDaVs we A en | ul
‘Q; Fiot Frequencies To Include
hd -—I-. 4 | 4 Set to Default Roll Most h:ﬁ:s In Routine
Workioad Balance by Days (ell] Mgl @ ek sheet [ |—J I I
Time(Mins) No of Custodians Loaded Day or Least IEDEW (D) :‘I
i thedule All v Twice/Day (TD)
Monday | 1,797.52 4.28 Loaded Day and display oed ke s iafod.
Tuesday | L677.66 | 3.99 ta1h55|gned ?Ct""ty profilein et | o oty o)
Wednescay | 14853 3.54 ® sceentip. o E;’;“e'x‘:‘kém; :"
'er
Thursday | 1,007.02 24 13.64% Sasu Un Check Al [ 4 perwk (4/w) _|
Fridan 1,414.55 3.37 | SPerWk (W) _|
y [ 1,414 X | 7perwk(7wW) |
Saturday | 0.0 0.0 ™ Monthly (M) ]
sunday [ 0.0 0o Find I Mark Sch | Un-Mark Sch [ ouartery (@) _(m|| |
" Un-Schedule Checked Frequencies | s | Sem-Annual (S/A)_| M ||
| — Total Week Time (Mi ‘. [ Reha o _l
(l I 7,382.05 a etup ProScheduler (start) | ¥ — Projects
| sl
Time Mode | W[ ver | ciose | | weekty (w)

-

Load ProScheduler File ‘

J| We—>[TW] (45); {td} (41); {d} (156)

[ prompt | Quarterly (Q)

Save Save As — Current Proscheduler File Name —

1 [ aAnnual (A)

Ll
| Monthh (M) |
|
[ semi-Annual (s/A)_|

in|
™ atwis(amw)
i

FlexScheduler/Team Cleaning

Mode-Routine (Forced Weekly)

r Team Cleaning Mode
(Forced Projects)

————

Days in Work Week 3T
Activiti imes/Mo (3/M) _|
@ MF Cmsa O MSu| 1ohcudes | | Relamping (D/A) _|

[ Twice/Mo (TM)

Getting Assigned-Activities Profile Information (Cont.)

Wednesday | 1,485.3

| — Total Week Time (Mins —|

ProScheduler (Scheduling Cleaning Activities) I pa— u
o — W
Day

‘Workioad Balance by Days

Monday | 1,797.52

Tuesday | 1,677.66

Thursday | 1,007.02

Saturday | 0.0

Sunday | 0.0

| | 7,382.05
Time Mode | ._[.

15t | Last | Autoft Min Per Day —— Max Cust —— Assign Davs u ul
— ._I. s 420 4.283 l_ Frequencies To Include
o [
| settooctat || rmmacosie ,’: Roll mouse over Most TReutne g
Time(Mins) No of Custodians ~ Percent r Loaded TWD'Day or Least E D) :II
Loaded Two-Day and (2
e 228 N | display assigned activit Wiy
3.99 22.73% play g wisy [ weekly (W)  _|
= T [t profile in the sceentip. [ Twice/Wk (TW) |
- - ' [¥ 3 Perwk (3w} _|
2.4 13.64% [~ 4 per Wk (4/w) _|
| ePerwk(6/w) _|
Friday | 1,414.55 3.37 19.16% | 7 perwk (/) |
0.0 0.0% [ Monthly (M) fm
0o 0.0% I Mark Sch | Un-Mark Sch [ Quartery (Q) :II
_ ,‘ Un-Schedule Checked Frequencies | S LTz (0]
Least/Most Loaded > —|| <4 [~ Relamping (0/A) _|
Th ’ TG

-

Jl We—>[TW] (45); {td} (41); {d} (1

Save Save As
Load ProScheduler File

FlexScheduler/Team Cleaning

Mode-Routine (Forced Weekly)

0-->[TW] (45); [W] (10

0} {td} (41); {d} (156) Y- We-->[TW] @5); it

E——1

—
[ Atwks (aw)

r Team Cleaning Mode
(Forced Projects)

Days in Work Week Activiies | | 3 Tmes/Mo (3/m)_|
@ mrF O msa T MSu| 1o dides | || Relmping (0/A) _|

™ Twice/Mo (TM) _|

e
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Using ProBalancer Bar Graph Workload Balance Display

o You can use the ProBalancer Bar button in the Workload Balance by Days frame to display the workload
balance information in a bar graph. You can click the Bar button any time, even when ProScheduler is
process.

The Balance Marker will assist you by visually showing you when your weekly schedule in balanced

@)

o The position of the Balance Week Marker is based on your selected Days in Work Week radio button.
The marker is at 20% (1/5) for a five-day work week; 16.67% (1/6) for a six-day work week; and at 14.29%
(1/7) for a seven-day work week.

ProScheduler (Scheduling Cleaning Art\'wt'\es; ! u
—_Min Per Da Max Cust —— ProBalancer (More Balancing Oprions; m_m
) . - fi
Graphic Assisted 15 | Las | ot 420 3.305 GTw Cw CM CqQ C s/ﬁ [Frequences 7o e’
Workload Balancing ad I T Y I s [[| Fmamoswt [C A Caw CH C oam 10 | |~ Routie
Jorkioad faince by Days [ETE Mole  ~ gol | met IFV Dai (D) ;II!_l
Time(Mins) No of Custodians  Percent TuTh TuTh
———— ||| werr WeFr [ Twice/Day (TD) |
- CEriy 21.93% || Thsa Thsa _Un-Sel | prev [~ AkDavs (AD) |
SlisrAinlits B Slep Toescay [ v || S <7 S Dt
[ o1 ozor SuT SuTl had L /W (TW)
Wednesday 21.93% || 5ol STy 5 3‘.::wk et :II
. | 6Perwk(e/w) _|
Percent Bar Graph Friday 2193% | = | 7 perwic(zi) |
Saturday 0.0% I j | [ Monthly (M) ]
Sunday 0.0% o= l_ Quamerw(?)(sz) j
— Total Week Tme(Mins —|— LeastJMost Loaded Days D I j ,— Relamping (D/A} |
!
| \LG-—"‘" v I Tu JProJecE ial
Balance Marker. [Tumn |—
- Time Modi uTh | Wefr M \ W)
Position depends on mevod | ML | (BT j
Days in work Week | TRl iz AR 2290 6 TUE [ pompt | quartery (@)
selection. save Save AS Current ProScheduler File Name —/ F Annusl (A) ! (S"‘A)j
Load Proscheduler Fie [ 1 [ Ak wis (arw)
[~ Twice/Mo (TM) _|
] FlexScheduler/Team Cleaning Il Team Cleaning Mode (Izavs n V\(f:)rk ka(‘ Activities ™ 3 Times/Mo (3/M)_|
Mode-Routine (Forced Weekly) (Forced Projects) ® MF M-Sa M-Sy Toncude-> | || Relamping (D/A) _|
ProBaIancer Advance Features
ProScheduler (Scheduling Cleaning Activities) ‘Er;Ba_‘Iancer Dashboard Select and Un-
| a | 15t | Last | nutofe [t Per Day - Meax C““_,"" . B _I 8 Select buttons: Lets you select and un-
ProBalancer Dashboard _I._—IiIEZI W20 I eI M Ca Freauend  select all space as defined in the command
Frequency Selector settopetat ||| Fmvacoswff [\C A C AW CTM O 3M Routne  hox. The arrow buttons act on select spaces
Workioad Baiance by Days e m ] : :
Time(Mins)  No of Custodians Percent “’9‘ o
Hondey [ 13923 5 o g Prev v Twice/l  The Auto Select Checkbox turns on auto
ProBalancer Dashboard Day Tuestay [ 1,085.55 58 TR Cz:;‘fu selecting the entire space after a Find
Selector Wednestay=[~1392:2 332 21.93% \Lm/ lrT gk (T —'qH
| I — 3 Per WKt/ :
Thursday | 1,085.55 | 2.58 | 4 p::wk EQ,W) :,' ‘ ProBalancer Dashboard Find

ProBalancer Dashboard Fiday [ 13923 | 33 o buttons: Lets you find the first,

Command Box. This ‘oo 7T 00 ,‘—U ) I_” 0% = Vonthiy (N 1 next, anq previous space as

command records your space, suncay [ 00 [0 e = I quartery (@) defined in the command box

oy nd ey s | ot e g ]
“ \|s,34m—“ u I 1o _j* ProBalancer Dashboard Scroil
_| || L a5 WeF' I~ weetywy | buittons: Lets you scroll the worksheet

| Monthiv (M)
I~ Quartsiyea,
‘(S/Ar

ProBalancer Right and Left
Arrow buttons: used to shift
activities to and from days selected
in the ProBafancer Dashhoard

up, down, left, and right
“l\

iche _u Activities: 2680 of 3162 Pmmpt

]

-
[ Annual.£a>
At

| sovess |- Current proscheduier Fe Name —]

ProScheduler File ProBalancer Advance Feature Dashboard:

Lkl Scheduler/Team Ceeanin Team Cleaning Mode | DaYs in Work Week I :: Clicking the ProBalancer button brings up this
o o - M T:m::) | ke dashboard.

U ! Mode-Routine (Forced Weekly) ' (Forced Pro]ecE)

o ProBalancer Dashboard: This is the Iarge blue area that is dlsplayed when you click the ProBalancer

button.
o ProBalancer Dashboard Frequency selector — there are nine frequency radio buttons you can
choose from to shift from one day to another day. Select TW, W, M, Q, S/A, A, A/W, TM or 3/M
— these are the Flexible Activities.
o Inthe two list boxes of the ProBalancer Dashboard Day selector below the Frequeny frame,

you will select an entry in both text boxes to denote the days of the week you intend to shift
the activities to and from for the frequency radio button you selected
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J ProScheduler (Scheduling Cleaning Activities) - Y lﬂ
- " - Nu
al i | Last | Autof |[=-Min Per Day — - Max Cust ProBa??ff EMore Balancing Oprions) | m
‘ 420 | 3.305 L CM Caq Cs/a B8 | Frequencies To Include csl
|~ |H_|m 4 | | | [——— ‘ FmMacostaff | A O AW (C TM  ( 3/M Top Routine
Workload Balance by Days | % s (0] _ILI_II csl
-3 Time(Mi No of Custodians  Percent &
dd r%l ime(Mins) lo of Custodians ercerl ¥ TwicefDay (T3) J- -
™ londay 21.93% [ AltDavs(A/D)  _|m
Tuesday [ 17.1% [ weekly (W) 1n &
[ Twice/Wk (TW) _|m @
Wednesda 21.93% -
b ° ¥ 3 Per Wk (3/W) _|m &
Thursday [ 17.1% 1— 4 per Wk (4/W) _|ml N
, Per Wk (6/W!
Friday 21.93% P . n,wé}lwg j. g
Saturd -
aturday 0.0% Buiding T (7Tu<W>We for Bldg [Building 11 Fir (3] Spe [ILM] Office with Carpet Floor]
+
Sunday 0.0% i — ATy U ELI TES E
- LT i
—3 Total Week Time (Mins Least/Most Loaded Days 3 T oo S T
Y | T | = | = (_) L] [ Relamping (D/A) _Im I| 0.48 8
L = == . G AT T | 0
1 Time Mode | I || e J ‘Q‘M] Office with Carpet Fm) || weety o™ _imd 1 0.20 | [D M-
. | wonchiv ) _imi {f oz Tk
2 | ‘ Total Unscheduled Activities: 2680 of 3162 [ prompt | Quartery (@)  _|mi i . [D M-
2 I semi-annual (s/a)_| m | 0.10 | [D JM-
s Save | Save As ‘ Current ProScheduler File Name J P Annual (A) jﬂ 2.40 56
Alt Wks (A/W)
] Load ProScheduler Fie — ™ Twica/Mo (TM) | M 0.48 8.54
_ 4 FlexScheduler/Team Cleaning Team Cleaning Mode Favs LY (f)r 3 - Activities I~ 3 Times/mo (3/m)_| mf | [10-48 zua
day] Mode-Routine (Forced Weekly) (Forced Projects) ® M-F M-Sa M-Su | 1o mnclude-> | [ Relamping (0/A) _|mi | }}0.48 8.54
; A = w w —= = = 0.48 0.00
i i i i

e Inthe above screenshot then following step

o Click the “W” radio button in the ProBalancer Dashboard Frequency selector to work with
Weekly activities
Click the “Tu” entry on the left of the ProBalancer Dashboard Day selector and click the
“We” entry on the right to denote that you intend to work with these two days of the week
Observe the ProBalancer Command Box recording your selections
Select Building 1 from the Building dropdown list
Select floor 3 from the Floor dropdown list
Select Office with Carpet Floor in the Space dropdown down list
Observe the command box recorded you selections as in the below screenshot

O

o O O O O

Tu<W=>We for Bldg [Building 1]; Fir [3]; Spc [[LM] Office with Carpet Floor]

o So now when you click the below buttons the command box is inteperted and certain actions are
performed for you to give you control over your schedule. Using the above screenshot for
illustration below is an explanatin of whet the various ProBalancer button will

o First Button: Will search from the top of the worksheet for an Office with Carpet Floor with
a Weekly activity assigned to Tuesday for Building 1 on the third floor

o Next Button: Will search from the current location in the worksheet to the end of the
worksheet until it finds an Office with Carpet Floor with a Weekly activity assigned to
Tuesday for Building 1 on the third floor

o Next Button: Will search from the current location in the worksheet backward to the top of
the worksheet until it finds an Office with Carpet Floor with a Weekly activity assigned to
Tuesday for Building 1 on the third floor

o Sel button: Will select every Office with Carpet Floor with a Weekly activity assigned to
Tuesday for Building 1 on the third floor

o Un-Sel button: Will un-select all selected spaces. You can achieve the same un-selection
results by click anywhere inside the worksheet.
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kil i — L8 N \_l!

H H _Ithb«learwchn a0 332.15 0.00
o Right Arrow button: in the I vy ot ot _recr. [ Al -
. Monday | 1,392.3 1R 21.93% -Plv ™ AR Davs (AD) .00 332.15 0.00
currently selected raneg in the | = lafe o fon "i e (N w
o 7o n || oy o0 om
worksheet, find every Office Ti: - i
. . ssurdy | 0.0 00 nnne Buking 1 T —
with Carpet Floor with a o oo o = B —

Tulilwedx'mlz[m lmummnednavs J

Tine wode | !_- Jm]nﬂewurmrm

i (T84 ] (0; (3/M] (00; (e} {0); {c) (284); {mic) (0; (3w} (O); (Afwe} (0); (67w (O): (7w} (0); (e v poof N~

Weekly activity assigned to
Tuesday for Building 1 on the

Are you sure execute the schedule change defined in the green Sehedule
1)\ Change Box?

T Edg [Building 11; Fir (3} Spe [[LM] Office with Carpet Floor]

Save Save As Current ProScheduler Fie Name ——1 <
thlrd ﬂoor and Shlft them tO [T I You £an un-check the Prompt Cheekbox o tum off this prompt f you wish
Wednesday el i [Thr Cus e 20 T
H ‘ U = T |
H . ProScheduler (Scheduling Cleaning Activities) 8
o Right Arrow button: in the ‘ j“: e e e
currently selected raneg in the | {=IS BT oo | e or Cin oo oo | i *J"j’;'=m
. . Wns) | Moof Custodns Percent | IR Yo s e | [|Fomm I~ :
worksheet, find every Office ﬁ‘“‘%}“;— e N i | s Gl -
) . wa:z 1.085.61 258 17.1% ';', ;*: N = : :\wumv()m 0.00 373.15 0
with Carpet Floor with a g e o )| By Eriy ot o
ivi i | o [5ms [5 [oom faruan inl
Weekly activity assigned to e o o =5 —
Wednesday Tuesday for 1| o ek - s s ] '
. . | FeEETT T e e e Shgure xecute the schecule cangedeined n e gren Sl
Building 1 on the third floor | v | 1o 0 i | | 1= o]
and Shlft them to Tuesday ”":i::""'[N‘:Zm‘”Z:ix;?;:::’”mmmwm' . Brg (Building 11 Fir [3}:Sac [[LM] Ofice with Carpet Fisor]
|| [ PlxschedueTeam Ceaning [ Team Clearing Mode m:,:v:m::«« v I
NOTE: The Right and Left arrow can serve as = = - &= 5 [ ] _w |

somewhat of an Undo feature for each other

NOTE: Vist the CleanOpsStaff-3ed Training Resource Center for more detail instructions on using the
ProScheduler Advance features
http://hunterconsulttrain.com/CleanOPsStaff3edTrainingResourceCenter.aspx

Manually Assigning Day to Clean to a Range of Activities
1. Once you have run the ProScheduler Setup and R
the frequencies are display in the schedule I~ Monday Ms | Autoal
worksheet, you can manually assign day to I™ Tuesday MF e
clean to individual activities for a space or to ,E“T”hf]‘:::“ Mowerr | ‘gyact
ranges of spaces by highlighting an area that I Friday MoWe | automy
encompasses the frequency to which you want I saturday TuTh =
to assign day of cleaning. You will use these I sunday WP | ener
manual scheduling features to fine adjustments =
after CleanOpsStaff-3ed has automatically b un Check Al
scheduled the activities. e
2. Click the day of week checkbox or checkboxes
to fill the Cleaning Days Input box with the day
or days you want to assign
3. Highlight an area that includes the frequencies 0.34 04
of the activities you want to assign day (s) of (D/A] 19301 2z
cleaning t oy B B
4. Click Sch button [D/A] 1.01/[D 1 E
5. The day or days from the Cleaning Days Input [D/A] | 3.06/[D ] at
box will be appended to the frequency and the Egﬂ: ;;g Eg : j[
time will be recorded below in the days of the [D/&] 3.14/[D ] 41
week section of the report. /Al | 382|[D]
0 00 0 0n
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http://hunterconsulttrain.com/CleanOPsStaff3edTrainingResourceCenter.aspx
http://hunterconsulttrain.com/CleanOPsStaff3edTrainingResourceCenter.aspx

6. The Least/Most Loaded Days input boxes will
be updated to reflect current assignment of
days to clean. . . i . e
Least/Most Loaded Days IEZSZB: Elﬁf!iél‘l’.;i“ 8 E——— — “§§';i
Mo | we S e— R W R
| TuTh | weFr A e e ol
7. To erase or un-schedule clear all the day E
checkboxes then click the Sch button. You can - ‘
clear all the days of the week at once by clicking
the Un-Check All button.
Auto Assigning Multiple Days to Clean To Activities or Range of Activities
1. You can use the Combination Days buttons to M-S
assign multiple days to activities. For example, the =r= |
M-F button will check the Monday through Friday —
checkboxes and populate the Cleaning Days Input Mowe |
box with M-F. Tuth |
2. You can also click the individual day of week —
checkboxes to assign multiple days to clean. Sasu
Auto Assigning Day to Clean To Activities or Range of Activities
1. The Frequency Panel as shown on the right is the first ;MQE: vs [rmsrmn [fFesemce o b
place you will set up before using the automatic [ Tuesdar e |2 F‘:Lsgfl— e
H Wednesda ol v =
scheduling feature. - eoresal oy P v oo e
2. You will check the frequency checkbox for the I~ Friday t; :qz}:gm el
activities you want to be scheduled when you use the I':;“’:dv" T | e [ ekt
two aL.Jto-scheduIe buttons. Helo sasu_ | Uncheckal [f—Prosects
3. You will use the Auto-Schedule All Checked | I Monthy_m
Frequencies In The Worksheet button to schedule all Mk scheduied | Un-Markschecuded | \I™ quartrty EOJJ!JJ
In-5chedule Che requencies Semi-Annuzl (S/4) =
the checked frequencies for the entire worksheet i Scheckle Secedfren Arruel ()i
: Setup ProScheduler (start here) Alt Wks (M) _Lsi
4. You will use the or Auto-Schedule All Checked pritrorm | Doy schedder | Close | |1~ uceion () _is
Frequencies In Selected Range button to schedule :: i (;;M) o
Relampin A) i
checked activities only for the range within the == : DTQI -
0 Incluge->
worksheet that you have highlighted.
5. Check the desired frequencies in the Frequency Pane
6. Inthe normal Excel manner, select a range in the I Auto Schedule Al
. Lo Chacked
worksheet that includes the spaces and activities you 1 Frequences In
wish to auto-schedule. Selectd Range
7. Click the Auto-Schedule All Checked Frequencies In :
Selected Range button.
8. The Auto-Schedule All Checked Frequencies In

Selected Range button will use the Least Loaded Day
box to assign a day to weekly activities, and to assign
two alternate days to Twice Weekly activities. It will
assign M-F to daily activity and Mon, Wed, Fri to
Alternated Day frequencies.
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Finding the Next Unscheduled Activity for Specific Frequency

Because the ProScheduler worksheet can get rather
large, it may be difficult to find the activities that have
not been scheduled yet.

Each frequency has to its immediate right a Find Next
Scheduled Activities button and a Find Next
Unscheduled Activities button as shown in the
screenshot.

Clicking a Find Unscheduled Activities button will go
to the next activity with the corresponding frequent
that has not been scheduled yet.

Clicking a Find Next Scheduled Activities button will
go to the next activity with the corresponding
frequent that has been scheduled.

Clicking on one of the two Home buttons will take you
to the top of the ProScheduler worksheet so that you
can start the Find Unscheduled Activities and Find
Scheduled Activities process from the beginning of
the worksheet.

|
Find Un-=Scheduled
Activities

1)
-

IIII-1I

M= F‘.nuhne
aily {D}I b |
Alt Days (A/D) =
Home

—
EProjects

Iv Monthly&sl
d | [ Quarterly (@)L=l

Find Scheduled
Activities ]

a

v
m
[

=)

=

—
L

L

{]
e | ([T TwiceMon (TM) sl
[ 3 Times/Mon (3M) _Lml
[ Relamping (DfA) sl

Activities To Indude-»

Assigning Day of Week to Activities in Specific Spaces

In addition to being able to assign day of week to a single
activities for a single space and ranges of spaces by
highlighting the area that contains them, you can assign
day of week to specific spaces within a single category by
selecting the space name/number or any column to the left
of and including the Level column as shown to the right
Use the SHIFT key, CTRL key, Arrow keys and Mouse
Pointer in the normal Excel fashion to select the Spaces you
wish to assign a day of week to

Use the Assign Days checkboxes and/or the Frequencies to
Include in Auto Scheduling checkboxes to select the
frequencies you wish to be scheduled

In the ProScheduler Interface, click the Sch button or Auto-
Schedule All Checked Frequencies in Selected Range
button.

Day of week will be assigned to all activities for the selected
spaces for all checked frequencies and the Least/Most
Loaded Day boxes will be updated.

If you wish to erase or un-schedule, clear all the Assigns
Day checkboxes and then click the Sch button.

Selecting any range in this area will E
schedule entire Space of spaces ¥

/5
g & fEE
Claan 1885
031

Tiaws | ss0Levelz)  L7oli)
1/1810 576 Level 2| 187w )
11816 | 576Level2]  Le7jow
124 258 Level 2| 0.5affw )
1| s wvatevel2]  2esfiwy
165 672 Level 2|  z18fiw
2| 251 278 Level 2| 05w ]
2| 81 ssLevel2| 291wy
2254 1090 Lovel2) 355w

2
£
&
183
031
1.7 {B7A)
1.8 [0/
1,85 [0k
0.3 [0/8)
2.85 [OfA)
2,19 [0k
0.91 [0/a)
2.92/f0/m)
2.5 [0/A)
0.00
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Assigning Day of Week to Specific Activities in a Category

In addition to being able to assign day of week to
a single activities for a single space and ranges of
spaces by selecting/highlighting the area that
contains them, you can assign day of week to
specific activities within a single category by
selecting the activity name as shown to the right
Use the SHIFT key, CTRL key, Arrow keys and
Mouse Pointer in the normal Excel fashion to
select the Activities to which you wish to assign a
day of week.

Use the Assign Days checkboxes and or the
Frequencies to Include in Auto Scheduling
checkboxes to select the frequencies you wish to
be scheduled

In the ProScheduler Interface, click the Sch button
or Auto-Schedule All Checked Frequencies In
Selected Range button.

Day of week will be assigned to all spaces in the
select category for all activity name selected for
all checked frequencies.

TIFEIITAT

Assigning Day of Week to All Spaces in a Category

Assign day of week to all the spaces in a category by

selecting the Room cell as shown to the right
Check desired Assign Days checkboxes and or the

Frequencies to Include in Auto Scheduling checkboxes
In the ProScheduler Interface, Click the Sch button or
Auto-Schedule All Checked Frequencies in Selected

Range button.

Day of week will be assigned to all category spaces and

the least/Most loaded day boxes will be updated..

el

18.3|
0.1

17| {BAT
1z |[DfAl
183 [DfAL
0.94 [DfAl
285 [Dfal
2.19/i0fal
0.91{{Bfa)
2.52/Bfa)

3.55 [B/A]

0.5 D)

Manually Un-Schedule Activities

Uncheck all the days of the week checkboxes
Select the range in the worksheet for the spaces
and activities you want to un-schedule or select
specific spaces.

Click the Sch button. The day of week will be
removed for the selected activities.

= Assign Days

™ Monday
I™ Tuesday

I™ Thursday
™ Friday
I saturday
I, sunday

Help

[ Wednesda

M-5

Automatically

MF

Schedule All
Checked

Mole
TuTh

MolWeFr

Activities By
ategories

%

Auto By
Selalaction

W
/ WeFr

N

]

Sasu

&

/j‘

Enter

Un Chesdpall
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Auto Un-Schedule Activities in Entire Schedule

1. Check the frequencies checkbox (s) of the

frequencies you want to un-schedule. You can
also use the Check/Un-Check Buttons to select

and un-select all the frequencies at once for
Routine or Project activities.

2. Click Un-Schedule Checked Frequencies
button

3. All activities with the checked frequencies will

be un-scheduled in the entire worksheet.

Assign Days

M-5 | Autes Scheddde All Frequendes To Indude
ll: Monday B B In Auto-Scheduling
Tuesday Check/Un-Check -
[ Wednesday Button :
[ Thursday Oaiy ()
) Checked T+ A2
[ Friday Eeren=i
[ Saturday TuTh Selectd Range v Wedy (W) 1
[ sunday WeFr Enter W Twice W
Help | 5aSu Un Check All | FIIEER
[¥ Monthlyd
| [ Quarterly (Q)
Mark Scheduled | Un-Mark Scheduled | ([T Simi-Annual (5/a) -

Un-Schedule Chedked Freguendies

roscheduler (start here

Print Form |

Day Scheduler

| Close

MName

[ Annual ()

[~ Alt whs (A

[~ TwiceMonth (TM)
[~ 3 Times/Month (3M) _{
™ Relamping (D/a)

Activities To Indude->

Including and Excluding Activities during Auto-Scheduling Based on Both
Frequency and Activity Name

So far, you have learned about the ProScheduler ! e =
Left Panel, to automatically schedule activities ;iv;g E(TJ]J'”J
based on the frequency of the activities. The s F”k"‘f‘w()) j;
ProScheduler Right Panel is used to include and/or ' oyl |
exclude specific activities during auto-scheduling e

based on both the frequency of the activity name.
This is useful when you are interested in only
scheduling certain activities associated with the
frequency instead of all of the activities associated
with the frequency — for example scheduling only
the floor activities for a dedicated floor crew.

1. To show the ProScheduler Right Panel, click
the Activities To Include-> button.

2. The ProScheduler Right Panel also titled
Include/Exclude Activity Selector is shown
in the screenshot outlined on the right of
the screenshot.

3. When the Right Panel is visible, you will
select which activities will be included in
the weekly schedule during automatic
scheduling by checking both the desires
frequencies in the Left Panel and the
desire activity names in the Right Panel.

[V 6 per Wk (6/W) _|m

[ Monthly (M) ) |

Un-Mark Scheduled | | Quargély (@) _Im
et [ SepfiAnnual (S/A)_|
d Frequendies [ Refamping (0/A) _|M
=r (start here) Ojects i mix
heduler Close Weekly (W) |
/Il Monthiv (M) i

[~ Quartery (@) I ml

/| semi-annual (s/A)_| i ||
[ Annual (A) y
At wks(aw) I H

Twice/Mo (TM) | M|
Activities 3 Times/Mo (3/M) _| m|
M-S4 | ToIncude-> | [I_J Relamping (D/A) _|mi

4 After selecting the desired frequencies
and activities, you will use one of the
Auto-Schedule by Frequency/Activities
buttons to automatically schedule the
selected activities for the entire
worksheet or for the current category,
(the current category is the category
where the Excel Insertion Point is).

5 You can use the Resize Buttons and the
Hide/Show Left Panel Button to be
able to see more or less of the
worksheet.
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|E2

ProScheduler (Scheduling Cleaning Activities) Include/Exclude Activity Selector

- Min Per Day Max Cust Assign Days Total Selected
< | 1st| Last | Autofit a0 r B Frequendies To Indude | III
| » | o.] AutoSchedueby nputoSheddns || [EI e W 5nd sl
ad Balance by Days Frequency/Activities T Hide/Show Left Panel I
Time(Mins) Mo Buttons I¥ Daily (0) 1 n Chalkboz
Ao ao.. .
! RJesize Buttons L |—2 T [V Alt Days (A/D) | Resize Buttons! i["_] 0
. iners[r
) b | 21 l 18.85% ™ saturday ¥ weskly (W) I [0 Empty pencil sharpeners[r]
J .
Wednesday  [a30,59 | 233 | 21.01% I sunday —— == ¥ Twice WeeklyQ O] Swesp, dust-mop flors[r]
Thursday T | = Clean erasers[r
| 93836 | 224 | 2.12% Help Sasu Lin Check a1 || |~ Projects SIE] o n H
Friday | 914,27 | 218 | 19.59% — thiy 1 [0 Clean doors and windows|[r] H
d ProScheduler Right Panel [0 Cleanjrol-up walk-off mats[r]
Saturday | p.p | 0.0 | 0.0% rten
. . . [0 Spot-dean walls and entrance doors[r]
Sday | 0.0 | 0.0 | 0.0% Mark Schedui=d [rorERSeheaued -Annual (5/4) 4 [0 Sweep outside ramp and landing[r]
Total Week Time (Mins) Least/Most Loaded Days Un-Schedule Checked Frequendes ™ Annual (8) [0 Sweep/dust-mop floor[r]
4,667.41 Clean telephones[r] -
- Tu e Setup ProScheduler (start here) I~ Altwks () O =
Time Mode | TuTh | MolWe Print Form | Davy Scheduler | Close ™ TwiceMonth (TM) Select Method | Select All | Un-Select All
[~ 3 Times/Month (3M) | Select Routine Select Project

Save | Save As Current ProScheduler File Name

[ Relamping (D/A) | Gat Activities fm WhGhest | Set Activities in WhShest

Load ProScheduler File ClearAdtivities fm WkSheet Close

ProScheduler Right Panel Command Buttons

1. Activities Total and activities Selected: The labels at
the top of the Right Panel indicate how many
activities are in the worksheet and how many have

been selected. The activities are listed in order that Include/Bxclude e - =<1
they appear in the worksheet with the Routine | | L | L
Activities (“[r]”) listed first and then the Project | Spotdean walls and doorsr]
Activities “[p]”. [ Relampl]
2. Select Method: Switch the way the selection in the E S:Enﬂg:t‘ff::;d;[;nd Travel]
listbox work when clicking, dragging, and using the [] Empty waste containers[r]
CTRL and SHIFT key with the mouse pointer. Click the [0 Empty pendl sharpeners[]
button and then experiment with how clicking, ] Sweep, dust-mop floors[r]
dragging, CTRL and SHIFT keys behave. E E:ZZ: EL'ZT:F:EE]I windowsi]
3. Select All: Select all the activities in the listbox. [0 Cleanjroll-up walk-off mats[r]
4. Un-Select All: Un-Select all the activities in the listbox. [0 Spot-dean walls and entrance doors[r]
5. Select Routine: Select all the Routine activities in the [] Sweep outside ramp and landing ]
. [0 Sweep/dust-mop floor[r]
listbox. [0 Clean telephones(r] -
6. Select Project: Select all the Project activities in the
listbox. Select Method | select All ‘ Un-5elect All
7. Get Activities fm WkSheet: Select an Activity or Select Routine Select Project
range of activity Names in the worksheet and then Get Activities fm WkSheet | Set Activities in WkShest
click the Get Activities fm WkSheet button to check ﬂmwm fm WkShest Close J

activities checkbox in the listbox

8. Set Activities in WkSheet: Click this button to select
the activities in the worksheet for all activities with
their checkbox checked in the listbox

9. Clear Activities fm WkSheet: Select an Activity or
range of activity Names in the worksheet and then
click the Clear Activities fm WkSheet button to un-
check activities checkbox in the listbox

10. Close:

Saving and Loading ProScheduler File

1. To save a schedule file, click the Save or Save As button and provide a file name if necessary
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Once saved the file name will appear in the Current ProScheduler File Name box.

3. Toload a schedule file, click the Load ProScheduler File button and select the file name from the
File Open dialog box

4. Once opened, the file name will appear in the Current ProScheduler File Name box.

|
Save v Save As | Current ProScheduler File Mame
Load Prnsmeéuler File |
L fx /& o olw P8 I E ]
Marking Already Scheduled Project Activities

1. To avoid having to manually keep track of which project activities you have already scheduled in a
previous week follow the below steps:

2. Load the weekly schedule from the previous week and immediately Save As under a new name for
the week being scheduled.

3. Click the Mark Sch button

4. Accept the default Click a Month and Week in the Week of Scheduled Activities toolbox unless
week you previously schedule is for a month that has 5 weeks. Most of the time you will accept the
default values that are already in the Week of Scheduled Activities toolbox

5. Uncheck or check the checkboxes in the Select Activities to Mark tool to select the project activities
to mark as already scheduled in a previous weekly schedule. Most of the time you will keep all of
the activities checked

6. Click Continue in the Select Activities to Mark tool

" Weekaof Scheduled Activities B == = i
— — Select Activities 1o Mar... ﬁ
= Select Month and 1
T @ jeek to mark Projects
o . — [e] Iproject activities —_—
Tmebis) _ Moof Gstoders _percent A | [o) hat h Iread
i o e [ Monthly (M)
P ’
e o 2 C e and ¥ Quarterly (Q)
B o Mark "Scheduled [V semi-Annual (5/A) Un-Check All
oo gl - I qmehe ' O Aug m Project Activities”
(ST TEET T ey | 8 gﬁ Weekly Sch-11_J [putton. [v Annual (A) r—
proyrerareryegy | — O Nov Mark Scheduled [v Alt Wks (A/W) [ Continue
Ty = 1 Mg O e o e | _ _
I [ I 3 Tomes Morit (94 [+ Color Coding [v Twice/Mon (TM) o il
::“Qm::‘ | orrentroschetie e e I Aareig ©0) Show latest week already in schedule 1% 3 TimesMon (3M)
e | e
... | [v' Relamping (D/A)
7. Below on the left is a screen shot of the schedule before clicking the Week of Scheduled Activities

and the right is a screen shot after clicking the Week of Scheduled Activities. The Jan-1 represents
the first week of January.
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Color Coding for Marked Scheduled Feature

5. Each week of the month weeks 1 through 5 is color coded as shown below to help you keep track of
when “already scheduled project activities” are scheduled to be performed.
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Un-Marking Already Scheduled Project Activities

a.
b.

screenshot)

Click Continue in the Select Activities to Mark tool

1. You can use the Un-Marking feature to help reuse previous week schedules for future week
schedules. For example assume you have created a weekly schedule for the last month of
January (Week 5) and now you want to create the schedule for the first week of February (Week
6). You would load the Week 5 schedule and save it as Week 6 to begin creating the schedule
for the first week of February

2. You would then use the Mark Scheduled button to mark all the Project activities preformed in
January as already scheduled. However, since February is a new month, you must perform all
the Monthly activities again. You would there use the Un- Mark Scheduled button to unmark
all the monthly activities so they can be included in the Week 6 schedule as work that must be
done in February.

3. To un-mark “Already Scheduled Project Activities” that you previously marked, perform the
following steps:

Click Un-Mark Scheduled button

Check the Projects checkbox(s) for the frequencies you wish to un-mark (see below
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CleanOpsStaff-3ed-DayScheduler Concept:

CleanOpsStaff-3ed-DayScheduler is the first of a series of CleanOpsHelpers, which are small application
extensions that can be launched from certain command buttons in CleanOpsStaff-3ed to perform specific
functions requested by users. CleanOpsStaff-3ed-DayScheduler allows you to produce Day Schedules or
route sheets from the ProScheduler weekly schedules you produced following the above instructions. You
can give the Day Schedule directly to the custodian to provide them instructions on what cleaning activities
they should perform, what day to perform them, and how long it should take. After using ProScheduler to
produce weekly schedules, you will launch CleanOpsStaff-3ed-DayScheduler from the ProScheduler
interface or from the CleanOpsHelpers button in the CleanOpsStaff-3ed Main Menu. You can produce the
day schedule from the ProScheduler weekly schedules saved on disk or from the weekly schedule in
memory that has been just created or loaded by ProScheduler. It is for this reason that you can launch the
DayScheduler from the Main Menu or from the ProScheduler tool.

Launching DayScheduler

As noted above you can launch DayScheduler from the Main Menu or from the ProScheduler toolbox. When
you launch the DayScheduler from ProScheduler and then return to ProScheduler the ProScheduler tool will
not be visible. To show the ProScheduler tool again click anywhere inside the ProScheduler worksheet or
click the Report Generator button in the Mini-Toolbox, then click the ProScheduler button in the Report

Generator toolbox.
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Loading Weekly Schedule into the DayScheduler

You will then load a ProScheduler weekly schedule from disk file or from memory into the DayScheduler. After
completing a weekly schedule in ProScheduler, you will save the weekly schedule to a disk file using the
protocol described above, which can be loaded later into DayScheduler. You can also launch the DayScheduler
from ProScheduler and then load the weekly schedule into the DayScheduler from memory.

DayScheduler- Beta (Release Date 9-14-2009) =]
Monday | Tuesday | Wednesday | Thusrday | Friday Saturday | Sunday Weekly Schedule Set Minutes in day
Multi-Ling | One Line | Time Mode | Clear Schedule | Clear All Schedules Clear Weekly Schedule To Default ’E
Print/Export Day/Activities | Print/Export M- | Print/Export M-5 [ View Selected Activities Worksheet | To Text Box
Load Weekly Schedule from File 1'! -Load Weekly Schedule from Memory i Select Activities | Return to CleanOpsStaff
=P§enerate Routine Day Schedule | Generate Project Day Schedule ] Generate Combined Day Schedule | Help | Close
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Selecting the Activities to Include in the Day Schedule

You will then select the cleaning activities to include in the day schedule or route sheet by clicking the Select
Activities button. You will use the Routine button or Project button or Combined button depending on whether
you are generating a day schedule for the routine activities or for the project activities, or for combined routine
and project in a single schedule. Use the Select Method, Select All, and Un-Select All buttons and click and/or
drag on the activity list in the listbox to select the cleaning activities you want to include in the day schedule.
This ability to select activities allows you to organize the work in a manner that best fit your local situation. For
example if you are using team cleaning, then you can select the activities for a particular cleaning specialist and
create a day schedule for that specialist. If you are using area cleaning then you would most likely select all the
activities and create a day schedule to accommodate each custodian performing all the activities for a particular
area. If you have a dedicate project crew or dedicate floor crew you can select only the activities these crews
are responsible for.

Tasks to schedule =]
Rm.mnEJ Project’ |
Combined Activity Listir . e
‘ombine ivity Listing "

] Sweep outside ramp and landing

DayScheduler- Beta (Release Date 9-14-2009) =]
) ) [F] Vacuum carpet and straighten furniture
Monday | Tuesday | Wednesday | Thusrday | Friday Saturday | Sunday | Weekly Schedule Set Minutes in day 1] Wet-and scub floors
[p] Clean trash containers
Multi-Line | One Line | Time Made | Clear Schedule | Clear All Schedules [ Clear Weekly Schedule To Default ’_ ] Clean windows
420 [p] Damp-mop floors
Print/Export Day/Activities | Print/Export MF | Print/Export M-S I View Selected Activities Worksheet | To Text Box
- — 1 [p] Dustvents
Load Weekly Schedule from File | Load Weekly Schedule from Memory i Select Activities Return to CleanOpsStaff
1 L 1 [p] Perform interim fioor care
| Generate Routine Day Schedule | Generate Project Day Schedule | Generate Combined Day Schedule Help | Close F
| 1 [pl Perform restorative carpet care

[p] Project-clean furniture and seating

[ o] Project-cean light fixtures
[ [p] Project-dean upholstered furniture j

Select Method | Select All ‘ Un-Select Al ‘ Amepl|

Routine Sch Project Sch Combined Sch

Generating the Day Schedule

Once you have decided whether you will generate a Routine schedule, or the Project schedule, or a Combined
schedule and you have selected the activities to be scheduled, you will use the Generate Routine Day Schedule,
Generate Project Day Schedule, Generate Combine Day Schedule, Routine Sch, Project Sch, or Combine Sch
button to generate the schedule for all seven days. Once you have selected the activities you can close the
Activities to Select box by clicking the Accept button or you can leave it open. Note that when displaying a
combined activity listing, “[r]” and “[p]” is appended to the front of the activity name to help you keep track of
the type of activities being scheduled. All the activities in the weekly schedule will be captured into the day
schedule except the project activities marked as already scheduled.

Tasks to schedule =]

Routine | Project

Combined Activity Listin
15 < Combined

[r] Sweep outside ramp and landing

[r] Sweep, dust-mop floors

[r] Sweep, dust-mop stairs and landings
[r] Sweep/dust-mop floor

[m]
DayScheduler- Beta (Release Date 3-14-2009) =] Ry SV
Monday | Tuesday | Wednesday | Thusrday | Friday | Saturday | Sunday | Weekly Schedule Set Minutes in day HfzrrieTbizms
[p] Clean trash containers
Multi-Line | One Line | Time Mode | Clear Schedule | Clear All Schedules Clear Weekly Schedule To Default ,_420 [0 [p] Clean windaws
[ [l Damp-mop floors
Print/Export Day/Activities Print/Export M- | Print/Export M-5 [ View Selected Activities Worksheet || To Text Box
[ [p] Dust vents
Load Weekly Schedule from File | Load Weekly Schedule from Memary | Select Activities | Return to CleanOpsStaff
E ’:‘ - ‘ F [0  [pl Perform interim floor care
”_E;enerate Routine Day Schedule ' § Generate Project Day Schedule i " Generate Combined Day Schedule Help | Close F
2 = I

[] [pl Perform restorative carpet care
[p] Project-dean furniture and seating

[ [pl Project-clean light fixtures
[] [Pl Project-clean uphalstered furniture j

Select Method |SelectNI ‘ Un-Select Al | Acnept|
| * Routine 5ch ] Project S5ch Combined Scii
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Viewing the Seven Day Schedules, the Weekly Schedule and the Selected
Activities Worksheet

You will use the Day of Week buttons, the Weekly Schedule button, and the Selected Activities Worksheet
button to view the schedules you create. The Selected Activities Worksheet keeps track of which cleaning
activities you selected to include in the day schedule. It lists all the activities required to be performed by
the weekly schedule and places a “Yes” or “No” in the third column of the worksheet to denote whether you
selected to include the activities or not. The included activities are highlight in the worksheet.

[ DayScheduler- Beta (Release Date 9-14-2009) =
Maonday :;_Tuesday ) i.n'ednesday' _! Thusrday I_., Friday 2 Sab_lrday'_'.ll Sunday’J 'f"'.n'eekly Schedule /) Set Minutes in day
Multi-line | One Line | Time Mode | Clear Schedule | Clear All Schedules Clear Weekly Schedule To Default IE
Print/Export Day/Activities Print/Export M- | Print/Export M-5 | View Selected Activities Worksheet | To Text Box
Load Weekly Schedule from File Load Weekly Schedule from Memary Select Activities Return to CleanOpsStaff
1 Generate Routine Day Schedule | Generate Project Day Schedule Generate Combined Day Schedule Help Close

Reading the day schedules

The schedule is sorted by room number by default. However, you can use the auto sort buttons in the
heading cells to sort the schedule, as you desire. The schedule lists the field as shown below. The Mode
can display time in minutes or hours -- the Mode button allows you to switch between minutes and hours.
The productive time in shift defaults to 420 minutes (7 hours) of productive time per workday. You can
change this to match your local conditions by typing into the Time in Shift textbox. The Time to Clean
column indicates the time to perform the activities for each room/space. The Cumulative Time to Clean
column indicates the total time required for all the rooms/spaces above the row containing the
Cumulative Time to Clean number. The Cumulative Time Per Full Work Day column indicates the total
time required for all the rooms/spaces above the row containing the Cumulative Time Per Full Work Day
number — this number start over at zero when it reaches the Time in Shift number and the row is
highlighted green . Each green line represents the need for another custodian except the last green line
could be less than a full workday for a custodian. The Cumulative Number of Custodians column is a
running total of the number of custodians needed as you gone down the activity list. The number in the
upper right cell of the schedule is the total number of custodian need to execute the day schedule. Note
that in a combined day schedules, “[r]” and “[p]” is appended to the end of the activity name to help you
keep track of the type of activities being scheduled.

Deyschaculer |

C:\CleanOpsstaff Data\test1-HECS-PSch.xls Mode Minutes
Mondﬂ‘l Routine Day Schedule 9/9/2009 11:07 PM Time in shift 420,00 207
Day G i C i @
Time t
Room Cleaning Tasks of ll:rl';:"') Timete [ Time Per Full | Number of
Week s Cean . | WorkDay | Custodians
= [~ - I+ I |+

Barton Hall 1100 (Office with Carpet Floor) Empty and clean ashtrays, Empty waste containers, Mo 2135 2138 2133 | 0.05
Vacuum carpet and straighten furniture
Barton Hall 1 1008 (Stairwell) Sweep, dust-mop stairs and |andings Mo 369 25.08 25.08 0.06
Barton Hall 1 100C (Stainwell) Sweep, dust-mop stairs and landings Ma 2.78 77.86 77.86 007
Barton Hall 1 100H (Office with Carpet Floar) Empty and clean ashuays, Empty waste containers,  |Mo 189 2975 2975 007
Vacuum carpet and straighten furniture
Barton Hall 1 100J&A (Entranceway) Clean/roll-up walk-off mats, Damp-mop floors, Dust Mo 1047 2022 2022 010
flzt surfaces, Sweep/dust-mop floor
Barton Hall 1 100K (Public (Circulation) with Hard Flo{Clean telephones, Clean water fountain, Emptyand | Mo 7.10 4732 4732 011

clean ashtrays, Empty waste containers, Sweep, dust-
map floors
Barton Hall 1 100M (Public (Circulation) with Hard FidClean telephones, Clean water fountain, Emptyand | Mo 0.69 4301 4301 011
clean ashtrays, Empty waste containers, Sweep, dust-
mop floors
Barton Hall 1 100N (Publlic (Circulation] with Hard Flo[Clean telephones, Clean water fountain, Emptyand | Mo 5.63 53.64 53.64 013
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Oaysceduler

One With Mode | Minutes
Tuesday | Combined Day Schedule 9/11/2009 10:04 PM. Time in shift | 420,00 13

oay | Cumutative | Cumotative | Cometative
Room Ceaning Activities of Time to | Time Per Full | Number of
Gesn | Work Dav | Custodians

Printing and Exporting Day Schedules to Excel

To print the schedule to a printer or export the schedule to Excel, use the three Print/Export button shown below
depending on whether you want to print/export one day, five days, or seven days. You will then select Send to Printer or
Send to Excel button. Once the schedule is exported to Excel, it can be treated like any other normal excel workbook.
The Selected Activities Worksheet is imported along with the day schedule whether you are exporting a single day or
five days or seven so as a reminder of which cleaning activities you selected to include.

— I ]
DayScheduler- Beta (Release Date 9-14-2009) [&=] - =
) o Print/Export to Excel | £3 | i
Monday | Tuesday Wednesday | Thusrday | Friday Saturday | Sunday Weekly Schedule Set Minutes in day E—

Multi-Line | One Line | Time Mode | Clear Schedule | Clear All Schedules [ Clear Weekly Schedule To Default ’E Send to Printer
Print/Export Day/Activities  Print/Export M | Print/Export M-S [ View selected Activities Worksheat | To Text Box Send to Excel Min
Load Weekly Schedule from File-( Load Weekly Schedule from Memory ] Select Activities | Return to CleanOpsStaff e 420

_| Generate Routine Day Schedule | Generate Project Day Schedule | Generate Combined Day Schedule | Help | Close [ | |

Clearing the schedule worksheets

You can clear or blank out the seven schedule worksheets, one at a time or all at once by using the Clear Schedule and
Clear All Schedule buttons. You can clear or blank out the weekly schedules worksheet by clicking the Clear Weekly

Schedule button.

i DayScheduler- Beta (Release Date 9-14-2009) =]
Manday | Tuesday | Wednesday | Thusrday J Friday Saturday ‘ Sunday | Weekly Schedule Set Minutes in day
Multi-Line | One Line | Time Mode l Clear Schedule 1_ﬁpear All Schedules _Ciear Weekly Schedule b To Default IE
Print/Expart DayfActivities ] Print/Expart M- 1 Print/Expart M-S I view Selected Activities Worksheet || To TextBox
Load Weekly Schedule from File | Load Weekly Schedule from Memaory | Select Activities | Return to CleanOpsStaff
:| Generate Routine Day Schedule | Generate Project Day Schedule ‘ Generate Combined Day Schedule Help Close F
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Setting Productive Minutes in Work Day

Before creating the day schedule, you should review the number of productive minutes in the workday. This will
determine how many custodians you will need to execute the day schedule. Use the To default button to set the
productive time in the workday to 420 minutes (7 Hours). Use the To Textbox button and the textbox to set the

productive time in the workday to a different number to meet your local situation.

DayScheduler- Beta (Release Date 9-14-2009)

|
Monday | Tuesday | Wednesday | Thusrday | Friday Saturday | Sunday Weekly Schedule : SetMinutes in day
Multi-Line | One Line | Time Mode | Clear Schedule | Clear All Schedules [ Clear Weekly Schedule To Default IE
Print/Export Day/Activities Print/Export M- | Print/Export M-S [ View Selected Activities Worksheet I To Text Box
Load Weekly Schedule from File Load Weekly Schedule from Memary Select Activities Return to Cleanupsstafft

£3 |

Generate Routine Day Schedule | Generate Project Day Schedule

Generate Combined Day Schedule

Help

Close

Adjusting the Schedule Format

You can adjust the column width and row height of the schedules in the same manner as you would in Excel by dragging
the column and row devisers. You can use the Multi-Line and One Line buttons to wrap and unwrap the text in the

columns.

[ Day5cheduler- Beta (Release Date 9-14-2009) =
Monday | Tuesday | Wednesday | Thusrday | Friday Saturday | Sunday Weekly Schedule Set Minutes in day
I;Mu|ﬁ-LiI'|E.£DI'IE Line ll Time Mode | Clear Schedule | Clear All Schedules Clear Weekly Schedule To Default IE
Print/Export Day/Activities Print/Expart MF | Print/Export M-S [ View Selected Activities Worksheet | To Text Box

Load Weekly Schedule from File Load Weekly Schedule from Memary Select Activities Return to CleanOpsStaff
| Generate Routine Day Schedule | Generate Project Day Schedule Generate Combined Day Schedule Help Close

Making the Day Scheduler Tool Visible

Each DayScheduler worksheet has a DayScheduler button in the upper left corner. If you close the DayScheduler tool
and want to make it visible again, simply click the DayScheduler button.

A

- ——

|
] DayScheduler
2

Monday

C:\CleanOpsStaff Data\\33 Standard Spaces-HECS-PS

Routine Day Schedule 9/13/2009 05:16 PM

Room

1 B

Cleaning Activities

-

Main Building 1 104 [Office with Carpet Floor - 1200 C]

Clean telephones, Dust furniture and flat surfaces,
Empty and clean ashtrays, Empty waste containers,
Relamp, Spot-clean carpet, Spot-clean walls,
partitions, and doors, Vacuum carpet and straighten
furniture
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