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INTRODUCTION

Welcome to Can-Pay's Grand Master Suite Schedule Module. The Schedule
Module is a Windows/OS2 program, and uses the standard Windows features which
make it simple to learn and use. The Schedule Module meets all your scheduling
needs by providing the facilities to schedule employee work time and employee
leave time such as vacation time, sick time, time off in lieu, training time and other
leave time.

Schedule Module

The Schedule Module uses organization chart structures to prepare schedules. The
organization chart positions must be marked as schedulable in order to be used by the
Schedule Module.

The organization chart must be used to describe departments for the “auto” schedule
functions. The organization chart provides the facilities to describe the positions to
fill, and the time and qualification requirements for those positions.

The Schedule Module provides the ability to assign the following attributes to a
scheduled time segment:

Field Description
Date The date that the time segment starts.
Start Time The starting time for the segment.
Stop Time The stopping time for the segment.
Shift Indicates the shift code for the segment (shifts provide a standard start
and stop time, and break times).
Premium Indicates the special premium codes for a segment.
Position Indicates the position code for the segment.
Reason Indicates the optional reason for the time segment.

G/L Distribution |Optional general ledger labour distribution for the segment
(GMSUITE).

Department Indicates the department code (GMII).

Account Indicates the account code (GMII).
Sub Account Indicates the sub account (GMII).
Area Indicates the work area (JOBCOST).
Sub Area Indicates the work sub arca (JOBCOST).
Activity Indicates the work activity (JOBCOST).

Sub Activity Indicates the work sub activity (JOBCOST).
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Z
S
=
O
=
@)
@)
&
=
&




1-INTRODUCTION

Employee Data

Standard Data

The Standard Employee Data recording functions are:
= Name and address data.

m Leave Time - inclusive vacation, sick time, training, time off in lieu, and other
time off.

m Incidents - includes accidents,union grievances, labour board disputes, and
other incidents.

= Availability - time available for work.
m SKkills - records skills and certifications.

» Equipment Assignments - includes tool kits, safety equipment, and other
company owned equipment.

m Automotive - includes parking spaces, and company vehicle assignments

m Company Plans - includes profit sharing, share purchase, and saving bond
plans.

m Position Assignments - employee job assignments.

» Evaluations - employee performance evaluations.

User Defined Employee Data

The Schedule Module provides the facilities to define any number of additional data
categories for employees. Each data category may contain up to 100 data fields.

Each defined data category has an individual update screen.

Additional screens may be defined that incorporate data from several data categories
including system defined data categories.

Can-Pay Computer Software




INTRODUCTION - 1

Inserting a New Payroll

The Insert option from the select payroll program will allow you to create a new
payroll. The following dialog box appears:

= Insert New Payroll
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Payroll Name: PLANT]

| 0K I | Cancel

Type in the name of the new payroll and select the OK button.

The GrandMaster payroll file update dialog box will appear as follows:

g4 Grandtdaster Payroll File Update
File Help
Payroll Hame: [PLANT
Description: ||
Path to Payroll: |5:\LEDMA\PAYRDLL‘\PLAMT

[_i Enable Password Sl Pangwsard

’rPagrull Password

0K | Cancel |

Type in the payroll name, description, and path to the payroll and select OK from the
file menu.

&~  Click on the box to the left of the enable password if you wish to password protect the
payroll.
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Passwords

If you have selected ENABLE password the following dialog will appear:

4 GrandMaster Payroll Password

Password: | |

Confirm: | |

| Ok I | Cancel |

Enter your desired password and then retype the password again in the confirm field.

&~  The password willbe shown as *'s on the screen as you are typing for security reasons.

Please refer to the Administration manual for additional information concerning
passwords, security and entitlements.
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Set Search Technique

Once you have chosen the payroll that you wish to work with you may prefer to set an
alternate search technique for accessing employees within the selected payroll. The
system default search technique is alphabetic surname search.

If the Set Search Technique option is selected from the File menu, then the
following screen will appear:
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3 Employee Search Settings HE-

File Help

(#) Name Search
{3 Number Search
i) Badge Search

' Default | | Exit |

Employees on the system may be accessed through three different techniques:

s Employee Name The employee name or a portion of the employee name may
be entered. The system will provide a list of the names that match the portion
entered. The name matching process requires thatthe last name be entered first,
given name last. When aname is entered the name mustbe preceded by the “%”
character, or the system option for employee search must be set for employee
name search.

m Badge Number- The employee badge number may be used to locate an
employee. The badge number is aleftjustified 10 character alphanumeric field.
When a badge number is entered the number must be preceded by the “@”
character or the system option for employee search must be set for badge
number search.

m Employee Number - The employee number may be used to locate an
employee. The employee number search may only be used when a payroll has
been selected. When an employee number is entered the number must be
preceded by the “#” character or the system option set for employee search must
be set for employee number search.
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When employee group is in effect the search for an employee is restricted to the
selection group.

Each user may save their preference for a search technique.
When the preferred search is employee number the system will require the selection of
a payroll to search for employees.

When a function offers a next employee or prior employee option the order of
presentation for the employees will depend on the search technique in effect.
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MANAGING EMPLOYEE GROUPS

The Main Human Resource menu provides facilities that operate on a group of
employees. The group may be all employees known to the system, all employeesin a
particular payroll, or an employee selection group.

All operations regarding the management of employee groups are available in the
Group Management menu from the main menu bar. The Group Management menu
appears as follows:

B4 GrandHaster Schedule Module [z P N

[§][} Schedule MasterFiles Reports Help

Set Search Technique

Group Management b
Enable Employee Group
Disable Employee Group
Seled Payraoll

Deselect Payroll

System Options

eXit
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The options available to the user are:
m define and maintain employee selection groups

m enable/disable an employee group for scheduling use

Can-Pay Computer Software 7




2 - MANAGING EMPLOYEE GROUPS

Selection Groups

A selection group is a list of employees that may be used to control processing in the
Payroll, Human Resources, Scheduling, and Time Keeping modules.

A selection group is created through the Group Management option.

A selection group may be a dynamic or a fixed group.

Dynamic Groups

A dynamic group is defined by a set of conditions that determine the employees that
are members of the group.

Each time the group is loaded the load process scans the employee data to determine
the eligibility. Once loaded the group of employees is static until the group is refreshed
or loaded again.

When a dynamic group is saved only the data conditions for the list are stored.
One dynamic group definition utility is provided:

m Payroll Data Conditions - The Payroll Data Condition is used to define a
selection group within a particular payroll. The definition uses a fixed set of
payroll data fields to determine membership in the group.

Fixed Groups

A fixed group is defined as a list of specific employees.
When the group is loaded the list is loaded from the storage area.

Fixed group definitions are determined by selecting employees from a list of eligible
employees. The list of employees may be from an existing group selection, all
employees, or employees in a particular payroll.
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Defining Employee Selection Groups

Employee Selection Groups may be defined in two ways:

1. Picking employees from a list of all employees known to a single payroll on
the system.

2. Selection of employees from a single payroll by setting conditions that payroll
data items for the employees must match.

The first type of selection group is a fixed list, thus a list must be maintained by the
user. A maximum of 1000 employees may be present in a fixed list. The last type of
selection group is a dynamic list, therefore each time the list is loaded the employee
data is compared to the conditions that define the selection. A dynamic list may
contain any number of employees.

The system provides for saving and loading any number of the selection group types.
Only one selection group may be active at a time.

Selection Group Restrictions

A user ID may be restricted to the use of a single selection group. The restriction and
name of the selection group are set through the System Administration functions.
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The selection group restriction feature allows the System Administrator to control
any user’s access to employees or to an arbitrary sub-set of employees on the system.

When a user ID is restricted to a particular selection group only the employees in that
selection group are visible to the user. When restricted, the user ID does not have
access to the functions that allow maintenance of the selection group definitions.

The user may remove employees from the selection group but this modification is
discarded the next time the user refreshes the selection group or logs off the system.

Can-Pay Computer Software 9
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Selection Group Processing

System functions that process more than one employee at a time will use the current
selection group (loaded and enabled) to determine the employee to process.

When a screen offers a next employee option, the next employeeis always provided in
the order of the current selection group. The sort order of the current selection group
may be changed through the sort selection option.

When a report is generated by the report writer or any other reporting function the
employees included in the report are restricted to the current selection group (loaded
and enabled). This feature allows for easy production of sub-set reports.

Data Conditions for Selection Groups

A dynamic selection group definition is composed of three parts:

m Include Conditions - these conditions describe the data values that the
employee must have to be considered in the selection group.

m Exclusive Conditions - these conditions describe the data values that will result
in the employee being dropped from the selection group if the included
conditions are satisfied.

m Sort Order - these data fields are used to provide the initial sort order of the
selection group.

10 Can-Pay Computer Software
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Employee Group Management

When the Group Management option is selected the following submenu will appear:

B4 Grandtaster Schedule Module 7 = =

[§I[:W Schedule HasterFiles Reports Help

Set Search Technique

Group Management 13
Enable Employee Group Load Employee Group
Disable Employee Group Refresh Selection Group
Select Payroll Modify Current Group
Deselect Payroll sort Selection Group
System Options

eXit

Selecting an Employee Group

This menu option will start up the Employee Group Selection Screen. This screen
provides the user with the facilities to define and maintain Employee Groups. The
following dialog box will appear.

4 Employee Group Selection HE.

File Selection Method Help

~Current Selection

Name: Ho Group Selection
Employees: 0 Type:

Status: Disabled

Can-Pay Computer Software 11
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Once the Employee Group Selection dialog box appears choose the method of
selection by clicking on the Selection Method option in the menu bar the following box
will appear.

&4 Employee Group Selection [z N N |

Selection Method 5

Employee List F2

Payroll Data Conditions ~ F5
Hame: funtitled} Employee Selection Group
Employees: 2 Type: Temporary

Status: Disabled

o]

Afterthis has been done an employee selection list will appear. The employees that are
contained in the list will depend on the method of selection chosen (see section on
selection lists below).

Select all the employees to be in the new selection group and press the OK button.
Next, select the Save Current Selection option from the File menu. The following

dialog box will appear:

Selection Group Save
File Help

Group Code: |B

Description: |Ward B Employees

‘m Cancel I

Both the group code and the description must be entered into the fields to save the
group . Then select the OK button.
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When you are defining and maintaining Employee Group the following pull down
menu is available from the File option in the menu bar to view, clear, modify, and save
employee group. The following dialog box will appear:

Employee Group Selection
File Selection Method Help |

Load Selection Group F8
¥iew Current Selection F?
Clear Current Selection
Modify Current Selection FG Employee Selection Group
Save Current Selection F9
Enable Use of Selection
Disable Use of Selection
Exit Esc

Type: Temporary

:
View - to view the employee in the current group select the view current selection 8
. . . . i o
from the File menu. The following box dialog box will appear: S
m
=, 7 d Fl ©)
File Help E
T EVANS DALE 287 I 3
ROGERS ROY 236 Zz
<€
=
=
Total Entries: 2

Clear - to clear the current group select CLEAR CURRENT SELECTION from the
File menu. The employee group selection screen will now show no current groups.

Modify - to add or delete an employee from you current group select MODIFY
CURRENT SELECTION from the File menu.

Can-Pay Computer Software 13
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Employee Selection List

The employee selection list screen is presented when the selection of an employee is
required. The employees that appear in the list are subject to anumber of conditions.

m Current Selection Group in Effect - When a selection group is loaded and
enabled only those employees in the selection group may appear in the list.

m Current Payroll Selected - When a payroll is selected only those employees that
are assigned to that payroll may appear in the list.

&~ When both a selection group is present and a payroll is selected only the employees
that are present in both the selection group and the payroll may appear in the list.

The order of the employees in the list is dependent on the search technique in effect for
the user.

m Search by name will present the employees in alphabetic sequence by surname
and given name.

m Search by employee number will present the employees in employee number
sequence.

m Search by badge will present the employees in badge number sequence

&~ The employees without a badge number will not appear in the list when the search by
badge technique is in effect.

The employeesinthelistare restricted by the value entered to search for an employee.

m Name Search will restrict the list to those employees whose last name
corresponds to the last name portion entered for the search.

m Employee Number will restrict the list to those employees whose employee
numberis equal to or greater than the employee number entered for the search.

m Badge Number will restrict the list to those employees whose badge number
corresponds to the badge number portion entered for the search.

14 Can-Pay Computer Software
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Loading an Employee Group

The Load Employee Group menu option will display a list of the Employee Groups
available to the user. One of these groups may be selected for further operations. The
list will appear as follows:

B Selection Grawp List B
File Help

_ADMIN GRP F Administration staff &

I 0K I | Cancel | | Insert | | Update | | Delete |

By double clicking on the name of a group the user can load the group.

Inserting a new  If the INSERT button is selected a new dialog box will appear that allows the user to
group define a new employee selection group. The dialog box appears as follows:

Insert New Selection Group
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Group Code: |

| 0Ok I | Cancel |

Removing a Selecting the DELETE button will remove the highlighted employee group from the
group list.
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Refresh Selection Group

The Refresh Selection Group option reloads the last selection group loaded. This
option is used when the selection group has been modified and the user wants to reload
the group to eliminate any modifications.

To refresh a selection group the user simply selects the Refresh Selection Group
option in the Group Management sub menu under the File menu.

Modifying the Current Group

An existing employee selection group may be temporarily modified by adding or
deleting employees in the group.

When the initial group is a dynamic group the modifications will be retained until the
group is loaded again or refreshed.

The Modify Current Group option will bring up the Employee Selection Group
Modification dialog box. This option can be found on two different menus but the
results are the same.

The option is available in the File menu under the Group Management sub menu.

It is also available if the user selects the Select Employee Group option under the
Group Management sub menu, and in the Employee Group Selection dialog box the
user pulls down the File menu.
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The screen will appear as follows when either option is selected.

B Employee Selection Group Hodification [z RE |
File Help
EVANS DALE
ROGERS ROY 236
&l
| Ok I | Cancel | | Add | | Remove |

The dialog box contains a list of the employees in the currently selected employee
group.

To delete an employee, select that employee by clicking on it once with the mouse
then select the REMOVE button.
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To insert an employee into the list select the ADD button, a new dialog box will appear
that asks for the name of the employee. Type in the last name of the employee and
select OK.

Ifthe user does not know the last name of the employee to be added then the user can:

m select thevEXT button to go to the following employee in the employee group
list, or

m select thePREVIOUSbutton to go to the previous employee on the employee
selection list, or

m select thelist option from the File menu which will create a list of all the
employees in the current employee group, from which the user can select an
employee.

Can-Pay Computer Software 17
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Enabling an Employee Group

The Enable Employee Group option will turn on the current employee selection
group for processing. If the group is not enabled the system will not use the group for
processing.

When the selection group is enabled the system will limit access to the employees in
the selection group. Thislimitapplies to both update functions and report functions.

The Enable Employee Group option is available in two different menus and this can
be done either way. The user only needs to select the option to enable the current
selection group.

This option is available in the File menu under the Group Management sub menu.

It is also available if the user selects the Select Employee Group option under the
Group Management sub menu, and in the Employee Group Selection dialog box the
user pulls down the File menu.

Disabling an Employee Group

18

The Disable Employee Group option in the File menu will turn off the current
employee selection group. User ID's that are forced to use a selection group cannot
access this menu choice.

The Disable Employee Group option is available in two different menus and this can
be done either way. The user only needs to select the option to disable the current
selection group.

The option is available in the File menu under the Group Management sub menu.

It is also available if the user selects the Select Employee Group option under the
Group Management sub menu, and in the Employee Group Selection dialog box the
user pulls down the File menu.
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Selecting/De-selecting a Payroll

The Select Payroll option from the File menu is used to select the payroll for
processing. Selecting this will result in a dialog box which displays a list of all the
available payrolls:

GrandMaster Payrolls - List

1 e Payra

Plant Yorkers
Commission on Sales
Temporary Staff
Administration Payroll

|| Cancel || Insert ||

One of these payrolls must be selected for scheduling. The payroll is selected by
placing the cursor over the payroll and clicking the left-hand mouse button. The
payroll selected will appear in the main menu screen.
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The De-select Payroll option from the File menu is used to de-select the currently
selected payroll. Selecting this will result in no payrolls being selected.
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SCHEDULE

The Schedule menu choice from the main menu bar is used to select functions that
prepare and process the GrandMaster Suite Schedule.

The Schedule menu appears as follows:

Grandbiaster Schedule Module Lz N N
m Master Files Repmts Help

Rotation Assignment

=4
File

Leave Time 3
Replacement Schedule
Automated Scheduling I
Display Available Employees
Home Care P
weekly Employee Schedule

Daily Employee Schedule
Employee Detail Schedule
Substitute Employees

Copy Schedule Block
Clear Schedule Elock

The options in the Schedule menu are used for creating rotation assignments (page
28) as well as scheduling leave time (page 44) and replacements (page 74) for those
employees on leave. This menu also allows the user to schedule positions (page 78)
and equipment to employees.

s
a
:

Schedules can be made through the Generate Schedule (page 78), Scheduling a Date
Range (page 81) or Copying a Schedule Block (page 109) options.
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Rotation Assignments

The Rotation Assignment sub-menu appears as follows:

84 GrandMaster Schedule Module Lz = N
File m Master Files Repur’rs Help

Rotation Assignment Assign Employee fo Rofation
Leave Time } | Assign Rotation fo Employee
Replacement Schedule Employee Specific Rofation

Lenerate Schedule

Automated Scheduling I
Display Available Employees

Home Care 3

weekly Employee Schedule
Daily Employee Schedule
Employee Defail Schedule
Substitute Employees

Copy Schedule Block
Clear 5chedule Block

The Rotation Assignment option allows the user to create rotation assignments in
three different ways:

m by assigning an employee to a rotation pattern
m by assigning a rotation pattern to an employee
m make an employee specific rotation

The employee rotation assignments are used to generate a schedule for the employees.
The schedule generated may be modified through the detail scheduling option.
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Assign an Employee to a Rotation

The Assign Employee to Rotation option isused to assign a list of employees to a user
defined rotation pattern.

The rotation pattern is defined using the Rotation Update choice in the Master Files
Menu selection in the Main Screen Menu.

&~ Rotation Patterns must be defined prior to any scheduling of employees.

When the user selects this option, the following dialog box will appear:

f4 Assign Employee to Rotation = = =

File Options Help

Rotation: [R1 Night

~Employees Assigned to Rotation

1996/06/06 1996/06/11 0001 SMITH JOAN |

|
4| i | i E
| 0K I | Cancel | @
O
n
The screen contains the following data fields:
Field Description
Rotation This field is used to enter the code for the Rotation Pattern that will be used
for scheduling. The rotation description will be displayed to the right of the
code.

Rotation Employee | This list shows the employees assigned to the rotation selected. The list
List includes from left to right: Start Date for the Rotation, End Date for the
Rotation, and the Start Day for the Rotation and Employee Name.

OK When the OK button is pressed the changes to the Rotation Employee assignments are
updated to the Schedule Data Tables. The Save option in the File menu gives the same
result as the OK button.

CANCEL When the CANCEL button is pressed the function exits without updating the Schedule

Data Tables. The Exit (or the ESC key) option in the File menu gives the same result as
the CANCEL button.
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F8 (list)

Save

Esc (exit)

Display Fields

=

Scroll Table

30

These functions are available from the File menu:

To display a list of the rotations previously defined, place the cursor in the rotation
field and press the F8 key, or the List option from the File menu.

To save any changes made in the employee rotation assignments to the Schedule Data
Tables select OK button, or the Save option from the File menu will give the same
result.

The ESC key will exit the screen without saving any changes made in the assignments.
The CANCEL button, or the Exit option from the File menu will give the same result.

These features are available in the Options menu:

When the Display Fields function in the Options menu is selected the Employee
Assignment screen will automatically be displayed when one of the list entries is
highlighted. This allows for the employee assignment to be changed.

To activate the Display Fields simply select it from the Options menu so that a check
mark appears to the left. Toturn it off select it again so that the check mark is nolonger
to the left of the option.

If the Display Fields function is turned off the user gets the same results by double
clicking on the appropriate list entry. The Display Fields function saves the user the
action of pressing the ENTER key.

Selecting a blank list entry allows the insertion of a new employee assignment.

When the Scroll Table function in the Options menu is turned on, if there is a rotation
in the rotation field that any employees were assigned to previously, the listed data will
be displayed automatically. If the Scroll Table is turned off the ENTER key must be
pressed to display the list.

To activate the Scroll Table function simply select it from the Options menu so that a
check mark appears to theleft. Toturn it off, selectit again so that the check markis no
longer to the left of the option.

Can-Pay Computer Software




SCHEDULE - 3

Selecting an Emplovee from the List

When the user selects one of the list entries the “Employee Assignments” screen will

appear as follows:

File Help |
Employee: | B SR RS0 ‘ 1234
Start Date: |1995/01/01| Stop Date: |1995/10/30
Start Day:

Position; Hurses Aide

Reason: Lost in space

Area: test code for area
Subarea: new test subarea
Activity: General Office Duties
Subactivitg: more new ones

| 0K | | Cancel | ‘ Delete |

The screen requests the entry of the following data fields:

Field

Description

Employee

The Employee field is used to specify the employees name of
the rotation pattern. To the right of the name the badge number
will appear. If a payroll is selected the employee number will
appear instead of the badge number.

Start Date

The Start Date field is the date that the employee is to start the
rotation pattern. This date and the start day field determine the
first shift worked by the employee.

Stop Date

The Stop Date field is the date that the employee stops working
the rotation pattern.

Start Day

The Start Day field is used to determine the employee's starting
day in the rotation pattern.

Position

The Position field is used to specify the position the employee
will work.

Reason

This field is used to specify the reason for the assignment and
may be used to indicate a reason outside of the normal
assignment such as relief work.

Area

The Area field is used to specify the arca code for the rotation
pattern.

Sub Area

The Sub Area field is used to specify the subarea code for the
rotation pattern assignment.

Can-Pay Computer Software
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F8 (list)

Save

Esc (exit)

32

Field Description

Activity The Activity field is used to specify the activity code for the
rotation pattern assignment.

Sub Activity The Sub Activity field is used to specify the subactivity for the
rotation pattern assignment.

When the F8 key, or the List option from the File menu is pressed a list of the options
for the field where the cursor is placed will appear. This function will list start date,
stop date, or start day.

To update the Employee Rotation List press the F10 key, the OK button, or the Save
option from the File menu. The changes will not be saved until you press the OK button

or the F10 key on the list screen.

To exit the screen without saving any changes press the ESC key. The CANCEL button,
or the Exit option from the File menu will have the same effect.
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Assign a Rotation to an Employee

The Assign Rotation to Employee option is used to assign a list of rotation patterns to
an employee.

The Rotation Pattern is defined using the Rotation Table option in the Master Files
menu on the main menu bar.

&~ Rotation Patterns must be defined prior to any scheduling of employees.

When the user selects the Assign Rotation to Employee option, the following dialog
box will appear:

Assign Rotation to Employee
File Options Help |
Employee: APPLE GREEN |
—~Rotation Patterns Assigned
R2 Another rotation 1996/09/09 1996/ |
R1 This is a sample rotation 1996/10410 1996/
-
V]
| 5] @
O
| 0K | ‘ Cancel | n

This screen contains the following data fields:

Field Description
Employee This field is used to enter the name of the Employee that will be
scheduled.
Rotation Pattern | This list shows the rotations assigned to the employee selected. The list
Assigned. includes: Rotation Code, Rotation Name, Start Date for the Rotation,
and End Date for the Rotation.

OK When this button is pressed the changes to the Rotation Employee assignments are
updated to the Schedule Data Tables. The Save option in the File menu gives the same
result as the OK button.

CANCEL When this button is pressed the function exits without updating the Schedule Data

Tables. The Exit (or the ESC key) option in the File menu gives the same result as the
CANCEL button.
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F8 (list)

Save

Esc (exit)

Display Detall

=

Scroll Table
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These functions are available from the File menu:

When the cursor is placed in the employee field, pressing the F8 key, or the List option
in the File menu will display a list of the employees.

The OK button, or the Save option in the File menu will save any changes made in the
assignments to the employee.

The ESC key will exit the screen without saving any changes to the screen. The
CANCEL button, or the Exit option from the File menu will do the same function.

These functions are available from the Options menu:

When the Display Detail function in the Options menu is selected the Rotation
Assignment screen will automatically be displayed when one of the list entries is
highlighted. This allows for the rotation assignment to be changed.

To activate the Display Detail simply select it from the Options menu so that a check
mark appears to the left. Toturn it off select it again so that the check mark is nolonger
to the left of the option.

If the Display Detail function is turned off the user gets the same results by double
clicking on the appropriate list entry. The Display Detail function saves the user the
action of pressing the ENTER key.

Selecting a blank list entry allows the insertion of a new rotation assignment.

When the Scroll Table function in the Options menu is turned on, if there is an
employee in the employee field that was assigned rotations previously, the listed data
will be displayed automatically. If the Scroll Table is turned off the ENTER key must be
pressed to display the list.

To activate the Scroll Table function simply select it from the Options menu so that a
check mark appears to theleft. Toturn it off, selectit again so that the check markis no
longer to the left of the option.
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Selecting a Rotation from the List

When the user selects one of the list entries the Rotation Assignment screen will
appears as follows:

L4 Rotation Assignment

File Help \

Rotation: This is a sample rotation

Start Date: [1995/01/01 Stop Date: |1995/10/30

Start Day: E

Position: |A|DE ‘ Hurses Aide
Reason: |LOST | Lost in space
Area: |BE"\-Ir TEST |test code for area
Subarea:  |NEW 'new test subarea

Activity: |GEN OFFICE | General Office Duties

Subactivity: |NEWEST |more new ones

Ok ‘ Cancel | ‘ Delete |

This screen requests the entry of the following data fields:

s
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Field Description

Rotation |This field is used to specify the rotation code for the rotation pattern.

Start Date |This is the date that the employee is assigned to the rotation pattern.
This date and the starting day field determine the first shift worked by
the employee.

Stop Date |This is the day that the employee stops working the rotation pattern.

Start Day |This field is used to determine the employee's starting day in the
rotation pattern.

Position | This field is used to specify the position the employee will work.

Reason | This field is used to specify the reason for the assignment and may be
used to indicate a reason outside of the normal assignemnt such as
relief work.

Area This field is used to specify the area code for the rotation pattern.

Sub Area |This field is used to specify the subarea code for the rotation pattern

assignment.
Activity | This field is used to specify the activity code for the rotation pattern
assignment.
Sub Activity | This ficld is used to specify the subactivity for the rotation pattern
assignment.
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When the F8 key, or the List option from the File menu is selected a list of the options
for the field where the cursor is placed will appear. This function will list start date,
stop date, start day, department, account, or sub account.

The OK button, or the Save option from the File menu will save any changes made in
the screen.

The ESC key will exit the screen without saving any changes to the screen. The
CANCEL button, or the Exit option from the File menu will do the same function.
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The Employee Specific Rotation option is used to create a rotation and shift pattern
that 1s unique for a specific employee. The Employee Specific Rotation allows up to
five shifts in each work day with a separate start and stop time assigned to each shift.

&~ You can have a maximum of 100 days per specific employee rotation.

When this option is selected, the following dialog box will appear:

Help

E4 Employee Specific Rotation 7 e

File Options

Employee: [SMITH JOAN

Rotation: |R1

Humber of Days: I a
Starting Date: |1EIEIEIBE.-'BE Ending Date: IﬂHEIEimE.-'H

~Employee Shift Assignments

Description:|Nights

DAY 1 Thu =

DAY 2 Fri

DAY 3 Sat

DAY 4 Sun m

DAY 5 Mon 3
:

4 il L|J @)
/5]

0K | Cancel |

This screen provides the following data entry fields:

Field

Description

Rotation

This field is used to specify a rotation code for the rotation pattern. The
rotation pattern codes must be unique for an employee. The same code may

be used for different employees.

Description

This field is used for a description of the rotation pattern.

Number of Days

This field is used to set the number of days for the rotation pattern. There is a

maximum of 100 days possible.

Starting Date

This field is used for the starting date of the rotation pattern.

Ending Date

This field is used for the ending date of the rotation pattern.

Can-Pay Computer Software
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Field Description

Shift List This list contains an entry for each day of the rotation pattern. Selection of a
particular day allows the entry of the shifts to be worked on that day.
The Shift List contains the following information from left to right: day

number, day of the week, and up to five shift types.

This button is used to update the rotation pattern to the schedule data tables.

This button is used to exit from the function without updating the schedule data tables.

The functions available from the File menu are:

The Next Employee option in the File menu will bring up the next employee in the
employee list. This key only moves to the next employee if a valid rotation has been
entered for the current employee.

The F8 key, or the List option from the File menu will list the available data for either
the employee or rotation fields depending in which field the cursor is placed.

When the user calls up a list of the rotations for the employee the following dialog box
will appear:

L4 Employee Specific Rotation List ﬂg
File Help
"4 SHIFT 4 shift S
BEY test rotation
R1 emp rot
R2 Fred's Rotate
RI employee rotation
v
I 2]
"A" SHIFT A shift
0K ‘ Cancel

This dialog box allows the user to select a rotation for the employee by double clicking
on the list entry or moving the selection bar to the desired entry and pressing the OK
button.

The CANCEL button or the Exit option from the File menu will exit the screen without
making a selection.
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The Delete option in the File menu will delete the current rotation for the current
employee only.

The Save option in the File menu, or the OK button will save any changes made to the
screen.

The ESC key, or the Exit option from the File menu will exit the screen without saving
any changes. The CANCEL button will also exit without saving any changes.

The functions available from the Options menu are:

When the Display Fields function in the Options menu is selected the Shift Selections
screen will automatically be displayed when one of the list entries is highlighted. This
allows for the shifts to be changed.

To activate the Display Fields simply select it from the Options menu so that a check
mark appears to the left. Toturn it off selectit again so that the check mark is nolonger
to the left of the option.

If the Display Fields function is turned off the user gets the same results by double
clicking on the appropriate list entry. The Display Fields function saves the user the
action of pressing the ENTER key.
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Selecting a Shift Assicnment from the List

When a particular day in the Shift List is selected a new dialog box will appear which
allows the user to enter the shifts that will be worked by an employee on a particular

work day.

The dialog box appears as follows:

File Help

Ll Shift Selections

Shift 1 Code: |DAY Day Shift

Premium: |:| Position: ‘DIR

Start: (0800 Stop: |1600
Shift 2 Code: |EVEN Evening Shift

Premium: Position: ‘DIR

Start: Stop:
shift 3 Code: | |

Premium: |:| Position: ‘

Start: I:l Stop: |:|
Shift 4 Code: | |

Premium:l:l Position: ‘

Start: I:l Stop: |:|
Shift 5 Code: | |

Premium:l:l Position: ‘

Start: I:l Stop: |:|

0K ‘ Cancel | ‘ Clear | Day of Week: 1 Tuesday

Up to five (5) shifts may be specified for a single work day. Each shift has a start and
stop time. When the base shift used for the schedule has unpaid breaks set, these
breaks will be deducted from the total working hours only if the breaks fall within the

start and stop times set.

The dialog box contains the following data entry fields for each shift segment:

Field Description

Shift Code

This field contains the code for the shift to be worked. The shift name will
appear, for display only, to the right when a shift code has been selected.

Premium The premium codes (up to 10) are entered into this field.
Position This field contains the position for the shift segment.
Start This field is used to enter the starting time for the shift segment.
Stop The stopping time for the shift segment is entered into this field.
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This button is used to temporarily save the shift segments in the current shift list to the
employee specific rotation screen.

A permanent save is done when the OK button is selected on the employee specific
rotation screen.

The shift selections screen will not be closed by this action. It can only be closed by
selecting the close option from the system menu in the upper left hand corner.

The ESC key, the CANCEL button, or the Exit option from the File menu are used to go
back to the employee specific rotation screen without changing the current shift list.
The shift selections screen will not be closed by this action. It can only be closed by
selecting the close option from the system menu in the upper left hand corner.

This button is used to clear all the fields on the screen.

The F8 key will list either the shift code or the position depending in which field the
cursor is placed.
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Generating a Schedule

The generation of schedules from rotation patterns is done through the Generate
Schedule menu choice on the Rotation Assignment sub menu in the Schedule menu of
the Schedule Module main menu screen.

The Generate Schedule option is used to create Employee Schedule Items from the
Rotation Assignments for the employees. This option scans the Rotation Assignments
in the Schedule Tables and creates individual Employee Schedule Items.

This option requires the input of a start date and end date to control the generation
process. Scheduleitems are generated only for those dates in the date range specified.

When a schedule has been previously generated for dates in the range, the option will
overwrite these items with the new schedule unless the schedule items have been
processed through the Time Keeping module.

After the schedule items have been generated the schedule generation option will use
the leave schedule entries to overlay the work time segments with the scheduled leave
time.

&~  Schedule Items for an employee will not be created when an individual item for a
particular date already appears in the Schedule Item table.

&~ The employees included in the schedule generation process are governed by the
selection group currently in force.
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When the Generate Schedule option is chosen the following dialog box will appear:

k4 Generate Schedule = |0

File Help

Date Range

Starting: Ending:

| 0K I ‘ Cancel |

The Generate Schedule screen contains the following data entry fields:

Field Description

Starting Date |This ficld contains the start date for the schedule generation. The date is
automatically set to the day following the last generated schedule.

Ending Date | This field contains the ending date for the schedule generation. The date is
automatically set to starting plus the number of days in the Control Data
Update entry field of Days to Schedule.

OK The OK button is pressed to generate the schedule for the date range entered in the
Starting Date and Ending Date fields.

CANCEL The CANCEL button is pressed to exit from the function without generating any
schedule items.

s
a
:

Can-Pay Computer Software 43




3 - SCHEDULE

Leave Time

44

The following sub menu includes the options available under Leave Time:

4 GrandMaster Schedule Module

File | Schedule Master Files Reports Help
Rotation Assignment +

. Leave Time + | Vacation

Replacement Schedule Sick Leave
Department Positions Tim.e _C'ff In Lieu
Department eQuipment Training
H c . Other Leave
e A All Leave Schedule

Weekly Employee Schedule
Daily Employee Schedule
Employee Detail Schedule
Substitute Employees

Copy Schedule Block
Clear Schedule Block

The Leave Time option supports five major divisions of leave time:
m vacation
m sick leave

m time off in lieu

training

other leave
m all leave

Each major type of leave time has an associated set of reason codes. The reason codes
are used to describe the purpose for the leave time. The system user may define any
number of reason codes for each type of leave.

Each major type of leave may have an associated payroll earning code that is used to
allocate the time granted for the leave. This earning code is normally associated with a
payroll accumulator that is used to track the employee's entitlement for the leave time.

When leave time is scheduled for an employee that is assigned to a standard shift
rotation, the standard shift assignments in the date range scheduled for leave for that
employee are replaced by the system defined shift code for the leave type.
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Vacation Leave

When the Vacation option from the Leave Time sub menu is selected the following
screen will appear:

B8 schedule - Yacation Time | el =]

File Help
From: 1997/01/01 To: 1998401701
~Schedule ltems

il {11111 l LI

| Exit | | Insert I ‘ Additional | | Update | ‘ Delete |

The Schedule - Vacation Time dialog box contains the following data fields:

Field Description é]
From The starting date of the date range is displayed in this field. @)

To The ending date of the date range is displayed in this field. %
Schedule Leave | The list contains all the vacation leaves that have been scheduled within the 8

List date range. From left to right the list contains: starting date, ending date,
starting time, ending time, and the employee.

Set Date Range The Set Date Range option from the File menu will allow the user to change the date
range.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Additional The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

Update The UPDATE button, or the Update Entry option from the File menu will call up the

item selected by the selection bar so that changes can be made to the current
information.
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The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

Vacation Leave Entry

When a vacation leave item is inserted or updated the following dialog box will

appear:

vd Vacation Schedule Entry
File Help

= |0

- Options

Days: [JHolidays [ ] Weekends
y y

{JOverlay (JExtend
(®) Replace () Overlap

] Generate

Employee: AARDVARK FRED

Replacement: ANDERSON JOHH ANTHONY |

Start Date: |1995/01/01 End Date: |1995/01/02
Start Time: |0800 Stop Time: 0900

Type: |PA|D paid vacation

—Description

]
>

0K Cancel

Frocessed Bu Schedule

Processed By Payroll

The following table contains descriptions of the fields within the Vacation Schedule
Entry dialog box:

Field Description
Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.
Replacement |The employee that will replace the employee on leave is entered into this data
field.
Start Date | This ficld contains the starting date for the leave entry date range.
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Field Description

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Type This field is used to enter the user defined type code. A list of the defined
codes can be generated by selecting the F8 key. The description of the type
code will appear to the right of this field after a type has been selected.

Days This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.

Generate | The Generate check box turns on the segment generation option.

Holidays The Holidays check box determines if the leave entry generation option is in
effect for holidays registered in the system calendar.

Overlay The Overlay check box turns on the overlay segment processing option.

Replace The Replace check box turns on the replace segment processing option.

Weekends | The Weekends check box determines if the leave entry generation option is in
effect for weekend days.

Extend The Extend check box turns on the extend segment processing option.

Overlap The Overlap check box turns on the overlap processing option.

Description | This field is a free form multi-line text field that may be used for additional
descriptive information.

F8 (list) The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursoris placed. The only fields which will contain a
list are: replacement and type.

s
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Save The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

dialog box without saving any changes.
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Sick Leave

When the Sick Leave option from the Leave Time sub menu is selected the following
screen will appear:

&4 Schedule - Sick Time Z| el =]

File Help

From: 1998/01/01 To: 1998/02/28
~Schedule |

il LI I LI

| Exit | Insert Additional | | Update | | Delete |

The Schedule - Sick Time dialog box contains the following data fields:

Field Description

From The starting date of the date range is displayed in this field.

To The ending date of the date range is displayed in this field.

Schedule Items | The list contains sick times that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

Set Date Range  The Set Date Range option from the File menu will allow the user to change the date
range.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Additional The ADDITIONAL button, or the Additional for Employee option from the File menu

will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.
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Update The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current
information.

Delete The DELETE button, or the Delete Entry option from the File menu will delete the item

of the list which is selected by the selection bar.

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

Sick Leave Entry

When a sick leave item is inserted or updated the following dialog box will appear:

gl Sick Schedule Entry [z Pl

File Help
Employee: EVAHS DALE
Replacement: |
Start Date: 1997705504 End Date: |1EI!]I-"!I]5!I]4
Start Time: IW End Time: I—
Type: [SICK sick with the flu
Illness: |

mf Cremring

s
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~Description
b
=1 =l
OK I | Cancel | D Prsosesed By BSchadids

D Prsopesed By Pagrddl

The following table contains descriptions of the fields within the Sick Schedule Entry
dialog box:

Field Description

Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.
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Field Description

Replacement |The employee that will replace the employee on leave is entered into this data
field.

Start Date | This ficld contains the starting date for the leave entry date range.

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Type This field is used to enter the user defined type code. A list of the defined
codes can be generated by selecting the F8 key. The description of the type
code will appear to the right of this field after a type has been selected.

Iliness This field is used to enter the user defined illness code. A list of the defined
codes can be generated by selecting the F8 key. The description of the illness
code will appear to the right of this field after an illness has been selected.

Description | This field is a free form multi-line text field that may be used for additional
descriptive information.

The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursor is placed. The only fields which will contain
lists are: replacement, type and illness.

The OK button, or the Save option in the File menu will save any changes made in the
dialog box.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.
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Time Off in Lieu

When the Time Off in Lieu option from the Leave Time sub menu is selected the
following screen will appear:

4 Schedule - In Lieu Time [z N
File Help

From: 1996/06/06 To: 1996/06/30

~-Schedule Items

1996406402 1996406712 08:00 12:00 SMITH JOAN

< i | Ly

‘ Exit | | Insert I ‘ Additional | | Update | | Delete |

The Schedule - In Lieu Time dialog box contains the following data fields:

s
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Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains in lieu times that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

Set Date Range  The Set Date Range option from the File menu will allow the user to change the date
range.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Additional The ADDITIONAL button, or the Additional for Employee option from the File menu

will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.
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The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current
information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

Time Off in Lieu Leave Entry

When a time off in lieu leave item is inserted or updated the following dialog box will
appear:

§4 Time Off In Lieu Schedule Entry Iz el =]

File Help
Employee: SMITH JOAH

Replacement: [SMITH JOHHN

Start Date: IﬂHHEmEmZ End Date: |1EIEIEIBE.-'30
Start Time: IBBBB End Time: |12UU

Reason: |
Days: I o Overlay
~Description
[ |
| =l
0K | Cancel L Processed By Schedule

- Processed B Payroll

The following table contains descriptions of the fields within the Time Off in Lieu
Schedule Entry dialog box:
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Field Description

Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.

Replacement |The employee that will replace the employee on leave is entered into this data
field.

Start Date | This ficld contains the starting date for the leave entry date range.

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Reason This field is a validated code entry from a reason table for the leave type.

Days This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.

Description | This field is a free form multi-line text field that may be used for additional
descriptive information.

F8 (list) The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursoris placed. The only fields which will contain a
list are: replacement and reason.

Save The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

dialog box without saving any changes.
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When the Training option from the Leave Time sub menu is selected the following
screen will appear:

B4 schedule - Training Time = = =
File Help

From: 1996/06/06 To: 1996/06/06
~Schedule Items

1996/06/06 08:00 15:00 SMITH JOAN

il (LT l LI

‘ Exit | | Insert I ‘ Additional | ‘ Update | | Delete |

The Schedule - Training Time dialog box contains the following data fields:

Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains training times that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the

item selected by the selection bar so that changes can be made to the current
information.
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Delete The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

Training Leave Entry

When atraining leave item is inserted or updated the following dialog box will appear:
B o sceaueeny [l
File Help

Employee: SMITH JOAN

Replacement: [SMITH JOHN

Start Date: [1996/06/06  End Date: [1996/06/06
Start Time: [0800 End Time: [1500

Course: [09 TRAINING

—Options
Days: I2 [[IHolidays [] Weekends
¥ Generate @ Overlay (O Extend

{J Replace (J Overlap

58
—Description 5
: -
[ >
<1 ET |
0K Cancel . Processed By Schedule

The following table contains descriptions of the fields within the Training Schedule
Entry dialog box:

Field Description

Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.

Replacement |The employee that will replace the employee on leave is entered into this data
field.

Start Date | This ficld contains the starting date for the leave entry date range.
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Field Description
End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.
Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.
Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Course This field is used to enter the user defined course code. A list of the defined
codes can be generated by selecting the F8 key. The description of the course
code will appear to the right of this field after a course has been selected.

Days This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.
Generate | The Generate check box turns on the segment generation option.
Holidays The Holidays check box determines if the leave entry generation option is in
effect for holidays registered in the system calendar.

Overlay The Overlay check box turns on the overlay segment processing option.

Replace The Replace check box turns on the replace segment processing option.

Weekends | The Weekends check box determines if the leave entry generation option is in
effect for weekend days.

Extend The Extend check box turns on the extend segment processing option.

Overlap The Overlap check box turns on the overlap processing option.

Description | This field is a free form multi-line text field that may be used for additional

descriptive information.

The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursor is placed. The only fields which will contain a
list are: replacement and course.

The OK button, or the Save option in the File menu will save any changes made in the

dialog box.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.
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Other Leave

When the Other Leave option from the Leave Time sub menu is selected the
following screen will appear:

B4 Sschedule - Other Leave Time = = =
File Help

From: 1996/06/06 To: 1996/09/09
~Schedule Items

1996/06/06 08:00 13:00 SMITH JOAN
1996106406 SMITH JOAN

4] I [| na

‘ Exit | | Insert I ‘ Additional | ‘ Update | | Delete |

The Schedule - Other Leave Time dialog box contains the following data fields:

Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains other leaves that have been scheduled within the date range.
List From left to right the list contains: starting date, ending date, starting time,
ending time, and the employee.

s
a
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Set Date Range The Set Date Range option from the File menu will allow the user to change the date
range.

Insert The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

Additional The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

Update The UPDATE button, or the Update Entry option from the File menu will call up the

item selected by the selection bar so that changes can be made to the current
information.
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Delete

Esc (exit)
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The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.

The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

Other Leave Entry

When an other leave item is inserted or updated the following dialog box will appear:

&4 Other Leave Schedule Entry [ =N |

File Help

Employee: SMITH JOAN
Replacement: [SMITH JOHN

Start Date: ||199Eir'05.-'ﬂﬁ End Date: |1HHEIBEIBE
Start Time: IBEUB End Time: |1300

Reason:l

~Options

[[| Holidays [ ] Weekends
Days: I = -
[l Generate

(@ Overlay (J Extend
(0 Replace ([ Overlap

~Description
5
<1 =
0K ‘ Cancel L Processed By Schedule

The following table contains descriptions of the fields within the Other Leave
Schedule Entry dialog box:

Field Description
Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.
Replacement |The employee that will replace the employee on leave is entered into this data
field.
Start Date | This ficld contains the starting date for the leave entry date range.
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Field Description

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Reason This field is used to enter the user defined reason code. A list of the defined
codes can be generated by selecting the F8 key. The description of the reason
code will appear to the right of this field after a reason has been selected.

Days This field contains the days of the week that the leave entry may affect. This
field is ignored for a one day date range.

Generate | The Generate check box turns on the segment generation option.

Holidays The Holidays check box determines if the leave entry generation option is in
effect for holidays registered in the system calendar.

Overlay The Overlay check box turns on the overlay segment processing option.

Replace The Replace check box turns on the replace segment processing option.

Weekends | The Weekends check box determines if the leave entry generation option is in
effect for weekend days.

Extend The Extend check box turns on the extend segment processing option.

Overlap The Overlap check box turns on the overlap processing option.

Description | This field is a free form multi-line text field that may be used for additional
descriptive information.

F8 (list) The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursoris placed. The only fields which will contain a
list are: replacement and reason.

s
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Save The OK button, or the Save option in the File menu will save any changes made in the
dialog box.
Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the

dialog box without saving any changes.
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All Leave Schedule

Set Date Range

Insert

Additional

Update

Delete
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When the All Leave Schedule option from the Leave Time sub menu is selected the
following dialog box will appear:

B8 GrandHaster Leave Schedule Screen = = =
File Help

From: 1936/06/06 To: 1996/09/09
~Schedule Items

In Lieu 19961067402 1996¢06/30 08:00 12:00 SMITH JOAN

In Lieu 1996706702 1996106412 08:00 12:00 SMITH JOAN
Training 1996/06/06 08:00 15:00 SMITH JOAN
Other 19964067406 08:00 13:00 SMITH JOAN
Other 1996706706 SMITH JOAN
b
4 I} | ]

| Exit I | Insert | | Additional | | Update | | Delete |

The GrandMaster Leave Schedule dialog box contains the following data fields:

Field Description
From The starting date of the date range is displayed in this field.
To The ending date of the date range is displayed in this field.

Schedule Items | The list contains all types of leaves that have been scheduled within the date
List range. From left to right the list contains: type of leave, starting date, ending
date, starting time, ending time, and the employee.

The Set Date Range option from the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option from the File menu is the option used to
add a new item to the list.

The ADDITIONAL button, or the Additional for Employee option from the File menu
will allow the user to enter another entry for the same employee selected by the
selection bar. This saves the user the step of selecting the employee again.

The UPDATE button, or the Update Entry option from the File menu will call up the
item selected by the selection bar so that changes can be made to the current

information.

The DELETE button, or the Delete Entry option from the File menu will delete the item
of the list which is selected by the selection bar.
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Esc (exit) The ESC key, EXIT button, or the Exit option from the File menu will exit the function.

All Leave Entry

When a new all leave item is inserted the following dialog box will appear:

&4 Other Leave Schedule Entry Z e

File Help
Employee: SMITH JOAN

Replacement: |

Start Date: ||1EIEIEIUE.-'BE End Date: |1EIEIEIUE.-'BE
Start Time:l End Time: I

Reason:l
—Options
Days: I [_I Holidays [] Weekends
1 Generate ® Overlay (U Extend
{J Replace (J Overlap
—Description
5 .
: ;
1 i E
OK Cancel L Processed By Scheadule -

L Processed By Payrol

The following table contains descriptions of the fields within the All Leave Schedule
Entry dialog box:

Field Description

Employee |This field contains the employee currently being scheduled for leave. This
field is for display only.

Replacement |The employee that will replace the employee on leave is entered into this data
field.

Start Date | This ficld contains the starting date for the leave entry date range.

End Date |This ficld contains the ending date for the leave entry date range. When this
field is not entered it is assumed to be identical to the start date.

Start Time |The starting time for the leave entry time range is entered into this field. When
‘overlay processing only' is in effect this field may be zero.
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F8 (list)

Save

Esc (exit)
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Field Description

Stop Time | The stopping time for the leave entry time range is entered into this field.
When the 'overlay processing only' is in effect this field may be zero.

Type The type of leave is selected for this field. The field contains a pull down list
from which to select the type of leave to be entered.

Reason This field is used to enter the user defined reason code. A list of the defined
codes can be generated by selecting the F8 key. The description of the reason
code will appear to the right of this field after a reason has been selected.

Description | This field is a free form multi-line text field that may be used for additional
descriptive information.

The F8 key, or the List option in the File menu will bring up a list of available options
relating to the field in which the cursor is placed. The only fields which will contain a
list are: replacement and reason.

The OK button, or the Save option in the File menu will save any changes made in the
dialog box.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
dialog box without saving any changes.

Inthe Leave Schedule Entry dialog box only the information common to every type of
leave can be entered. To enter any data that is unique to the type of leave, i.e., the
'course’ field is unique to training leave, once the leave has been inserted the user must
then select the new item from the Schedule Items List (in the GrandMaster Leave
Schedule screen) and select the UPDATE button to bring up the leave entry screen
specific for the type.

When an existing all leave item is updated the dialog box that will appear depends on
the leave type of the item. See the appropriate section of leave type in this chapter for
information about the dialog box, e.g., if the leave type of the item selected is training,
see the section on training leave.
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Leave Time Processing

When Leave Time is entered for an employee thatis scheduled, the system will update
the work time segments to reflect the Leave Time Entry. Leave Time Entries provide
several processing options. These options control the way that the Leave Time Entry
segments substitute for existing work segments.

m Generate- This option causes the Leave Time Entry to generate new Leave
segments on days that do not have an existing work segment. The new segment
uses the Leave Entry start and stop times.

m Overlay - This option causes the Leave Time Entry to overlay only existing
work time segments using the work segment start and stop times.

m Replace- This option causes the Leave Time Entry to replace work segments
with a leave segment that uses the Leave Entry start and stop times.

m Extend - This option causes the Leave Time Entry to extend existing work
segments to the Leave Entry start and stop times. Overlapping time periods are
overlaid with the Leave Entry.

m Overlap - This option causes the time entry generation to insert new
segments that overlap existing work segments. The existing work segmgiais
not affected by the new segment.

The Generate option may be combined with any one of the other four options.
The Overlay, Replace, Overlap, and Extend options are mutually exclusive

The default for Leave Processing is the Overlay option.

SCHEDULE
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For the standard shift assignments to be replaced by the system defined shift code itis
required that no start and stop times are assigned for the leave schedule.

Example: Fred Johns works the following rotation:

Janl |2 3 4 5 6 7 8 9 10 11
DAY |DAY |DAY NIGHT |[NIGHT |[NIGHT EVENIN
G

When vacation is scheduled for Jan. 2 through Jan. 7 inclusive, the six days
vacation time span would have an affect on only the four standard work days in the
date range requested for vacation therefore the shift assignments would become:

Jan1l |2 3 4 5 6 7 8 9 10 11
DAY [$VAC [$VAC $VAC |$VAC |NIGHT EVENIN
G

All leave types may have a date range and a start and stop time. When the date range
contains more than one day the same start and stop time are assigned for each day.

Example: Time off in lieu - July 4 through July 7
Start Time - 13:00 Stop Time- 17:00
would resultin 4 hours time off allocated for each of the days in the range
for a total of 16 hours.

Leave scheduled with a start and stop time will partially replace work shift
assignments. When a work shift assignment is not present for a date in the range no
leave time assignment is made for that day.

When leave timeis scheduled for an employee who does not work a scheduled position
the payroll system uses the scheduled date range to assign vacation days in place the
employee's standard work days.

Example: Sharon Silver works Monday thru Friday each week except
Statutory holidays.
Vacation days - June 26, 1995 thru July 14, 1995
Statutory holiday - July 3, 1995
This results in 14 days vacation taken and 1 statutory holiday.

Overlay Only
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If the Leave Time Entry specifies a date range, the same starting time will be used for
each day in the date range.
A Leave Time Entry may optionally overlay existing work with leave time segments.

Example:

Original Work 1995/05/04 8:00 16:00

Segments 1995/05/05 8:00 16:00
1995/05/06 8:00 16:00
1995/05/07 8:00 16:00

In Lieu Entry 1995/05/04 to 12:00 18:00
1995/05/06

Will result in:

Work 1995/05/04 8:00 12:00

In Licu 1995/05/04 12:00 18:00

Work 1995/05/05 8:00 12:00

In Licu 1995/05/05 12:00 18:00

Work 1995/05/06 8:00 12:00

In Licu 1995/05/06 12:00 18:00

Work 1995/05/07 8:00 16:00

s
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Generate and Overlay

A Sick Time Entry may optionally generate new sick time segments for days without
existing work segments.
When the Leave Time Entry is a portion of a work time segment will be split into two
or three segments to reflect the Leave Time Entry. If the Leave Time Entry is
subsequently modified the work segment split will be restored to the original.

Example:
Original:
Original Work Segment |1995/05/04 8:00 16:00
Sick Leave Entry with 1995/05/05 12:00 14:00
Generate Option
Will result in:
Work Segment 1995/05/04 8:00 12:00
Sick Segment 1995/05/04 12:00 14:00
Work Segment 1995/05/04 14:00 16:00
Sick Segment 1995/05/05 12:00 14:00
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&~ Overlay Only - No Ending Time

When an In Lieu Time Entry is made with only a starting time specified the system will
replace all work time segments after that time with Leave Time segments. Ifthe Leave
Time Entry specifies a date range, the same starting time will be used for each day in
the date range.

Example:
Original Work 1995/05/04 8:00 16:00
Segments 1995/05/05 8:00 16:00
1995/05/06 8:00 16:00
In Lieu Entry 1995/05/04 to 12:00 16:00
1995/05/06
Will result in:
Work 1995/05/04 8:00 12:00
In Lieu 1995/05/04 12:00 16:00
Work 1995/05/05 8:00 12:00
In Lieu 1995/05/05 12:00 16:00
Work 1995/05/06 8:00 12:00
In Lieu 1995/05/06 12:00

s
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Overlay Only - No Starting Time

When an In Lieu Time Entry is made with only an ending time specified the system
will replace all work time segments before that time with Leave Time segments. If the
Leave Time Entry specifies a date range, the same ending time will be used for each

day in the date range.

Example:
Original Work 1995/05/04 8:00 16:00
Segments 1995/05/05 8:00 16:00
1995/05/06 8:00 16:00
In Lieu Entry 1995/05/04 to 12:00
1995/05/06
Will result in:
In Lieu 1995/05/04 8:00 12:00
Work 1995/05/04 12:00 16:00
In Lieu 1995/05/05 8:00 12:00
Work 1995/05/05 12:00 16:00
In Lieu 1995/05/06 8:00 12:00
Work 1995/05/06 12:00 16:00
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&~ Replace Only

A Training Entry may optionally replace existing work segments with a Training
segment. The Leave Time segment will use the start and stop time for Leave Time
Entry only, rather than overlaying a portion of the work time segment.

Example:
Original Work 1995/05/15 8:00 16:00
Segments 1995/05/17 8:00 16:00
Training Entry 1995/05/14 to 9:00 15:00
1995/05/18
Will result in:
Training 1995/05/15 8:00 15:00
1995/05/17 9:00 15:00

(&~ Generate and Replace

A Leave Time Entry may optionally generate new training segments for days
without existing work segments and replace existing work segments entries. The
Leave Time segment will use the start and stop time for Leave Time Entry only,
rather than overlaying a portion of the work time segment.

SCHEDULE

Example:
Original Work 1995/05/08 8:00 16:00
Segments 1995/05/10 8:00 16:00
Training Entry with 1995/05/08 to 8:30 15:00
Generate Option 1995/05/11
Will result in:
Training 1995/05/08 8:30 15:00
1995/05/09 8:30 15:00
1995/05/10 8:30 15:00
1995/05/11 8:30 15:00
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Extend Only

A Leave Time Entry may optionally extend existing work time segments. The work
time segments will be extended to the Leave Time entry start and stop time with any
overlap being overlaid with the Leave Time.

Example:

Original Work 1995/05/23 8:30 16:30
Segments 1995/05/25 8:30 16:30
Leave Time Entry 1995/05/23 to 13:00 17:30

1995/05/26

This will result in:

Work Segment 1995/05/23 8:30 13:00
Leave Segment 1995/05/23 13:00 17:30
Work Segment 1995/05/25 8:30 13:00
Leave Segment 1995/05/25 13:00 17:30
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&~ Generate and Extend

A Leave Time Entry may optionally generate new Leave Time segments for days
without existing work segments and extend existing work time segments. The new
time segments will use the Leave Entry start and end time. The existing work
segments will be extended to the Leave Time entry start and end time with any overlap
being overlaid with the Leave Time.

Example:
Original Work 1995/05/18 7:30 15:30
Segments 1995/05/19 11:00 14:00
1995/05/20 12:00 20:00
Leave Time Entry with | 1995/05/18 to 8:30 15:00
Generate Option 1995/05/21
The result will be:
Work Segment 1995/05/18 7:30 8:30
Leave Segment 1995/05/18 8:30 15:00
Work Segment 1995/05/18 15:00 15:30
Leave Segment 1995/05/19 8:30 15:00
Leave Segment 1995/05/20 8:30 15:00
Work Segment 1995/05/20 15:00 20:00
Leave Segment 1995/05/21 8:30 15:00
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Overlap Only

A Leave Time Entry may optionally insert overlap time segments for days with
existing work time segments.
The existing work segments will not be affected by the new segments. The new

segments will use the Leave Entry start and end time.

Example:

Original Work 1995/05/21 8:00 16:00
Segments 1995/05/23 8:00 16:00
Leave Entry 1995/05/20 to 11:00 14:00

1995/05/24

This will result in:

Work Segment 1995/05/21 8:00 16:00
Leave Segment 1995/05/21 11:00 14:00
Work Segment 1995/05/23 8:00 16:00
Leave Segment 1995/05/23 11:00 14:00
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&~  Generate and Overlap

A Leave Time Entry may optionally generate new leave time segments for days
without existing work segments and insert overlap time segments for days with
existing work segments.

The existing work segments will not be affected by the new segments. The new
segments will use the Leave Entry start and end time.

Example:

Original Work 1995/05/21 8:00 16:00
Segment 1995/05/23 8:00 16:00
Leave Segment with | 1995/05/20 to 11:00 14:00
Generate Option 1995/05/23
This will result in:

Leave Segment 1995/05/20 11:00 14:00
Work Segment 1995/05/21 8:00 16:00
Leave Segment 1995/05/21 11:00 14:00
Leave Segment 1995/05/22 11:00 14:00
Work Segment 1995/05/23 8:00 16:00
Leave Segment 1995/05/23 11:00 14:00

s
a
:

Can-Pay Computer Software 73




3 - SCHEDULE

Replacement Schedule

When a leave schedule entry updates the employee work time segments the Schedule
Module may present the time segment replaced by the leave time as a segment
requiring a replacement or relief employee.

The Schedule Module provides a facility for presenting the work time segments
requiring replacement or relief workers.

The schedule relief work function will present the work time segments that were
substituted by leave time segments and allow the user to choose replacement
employees for the time segments.

The schedule relief work function allows the input of a date range to be scanned for
work segments requiring replacements and the type of leave to find replacement
employees.

When the Schedule Replacement option is chosen the following dialog box will

appear:
B8 Replacement Schedule Screen [z =
File Help

From: 1996/06/06 To: 1996G/06/06
~Leave Types

¥ vacation # Sick Leave [¥In Lieu M Training [+ Other
[ lgnored [[] Replaced [[] Replacements
—Schedule ltems

1996/06/06 0B:00 13:00 SMITH JOAN

1996/06/06 08:00 SMITH JOAN
$51CK 1996/067/06 08:00 SMITH JOAN
$51CK 1996/067/06 08:00 13:00 SMITH JOAM
I
4 I [ |
| Exit I | Refresh | | Select Replacement | | lgnore |

After the data is entered for the date range and leave types, the Schedule Items List
shows the work segments requiring replacements.

The functions are restricted to showing work segments that were assigned to
employees belonging to the current employee group.
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The dialog box contains the following data entry fields:

Field

Description

Start Date

This field is used to enter the starting date of a date range to scan for work
segments requiring replacement employees. Default value is the current
system date.

End Date

This field is used to enter the ending date of a date range to scan for work
segments requiring replacement employees. Default value is the starting date
plus seven days.

Leave Types
vacation, sick,
training,
in lieu, other

This set of check boxes is used to indicate the types of leave to find
replacement employees for.

Ignored

This check box controls the display of schedule items marked as ignored.
When the box is checked items marked ignored are displayed. The letter “I”
precedes the item in the list box.

Replaced

This check box controls the display of schedule items that have replacement

entries. When the box is checked items with replacement items are displayed.

Set Date Range

Refresh

Select
Replacement

Ignore

Esc (exit)

The letter “R” precedes the item in the list box.

contents.

Replacements |This check box is used to switch the display to the replacement work time
segments rather than the time segments that require replacement. The refresh
button must be pressed after the check box is changed to alter the display

The Set Date Range option in the File menu will allow the user to change the date

range for replacing employees on leave.

When the leave types check boxes are changed the user must click on the REFRESH
button, or the Refresh Screen option in the File menu to view the items requested.

The user may select an employee to fill each of the required work segments. Place

s
a
:

the selection bar on the desired item in the Schedule Items List and either select the
SELECT REPLACEMENT button, or the Replace Entry option in the File menu.

A work segment may also be flagged as not requiring a replacement. This will prevent
the work segment from appearing in a later scan of the date range the work segment
appears in. The function may optionally show both flagged and regular segments.
Place the selection bar on the desired item in the Schedule Items List and either select

the IGNORE button, or the Ignore Entry option from the File menu.

The ESC key, the EXIT button, or the Exit option from the File menu will exit the screen

without saving any changes.
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The screen that requests the employee for the replacement shift requires the same data

that is requested for work segment scheduling.

The screen appears as follows:

B4 Replacement Employee Seledtion [z = N
File Help
Employee: [S18]R0 5]
Date: 1996/06/06 Thursday
Shift: [SVACATION Vacation
Premium Codes: |
Start Time: IEIBEI@ Stop Time: (1300 Hours: 05.00
Reason: |
Position: |
Area: |
Subarea: |
Activity: |
Subactivity:|
Dept: | Account: |
Sub Acct: |
0K | Cancel | | Delete | | Hext | ‘ Previous
The following data fields are available for input:
Field Description
Employee This field is used to enter the name of the replacement employee. After an
employee is selected the badge number will appear to the right of the name.
However, if a payroll is select the employee number will appear in place of
the badge number. The number that appears is for display only.
Date This field displays the date of the work segment. The date may not be
changed.
Shift This field displays the original shift of the work segment that requires a
replacement employee.
Premium This field displays the premium codes assigned to the original work
segment.
Start Time This field displays the starting time of the work segment that requires a
replacement employee.
Stop Time This field displays the stopping time of the work segment that requires a
replacement employee.
Hours The hours field contains the number of hours calculated by stop time minus
the start time. This field is for display only.

Can-Pay Computer Software




Next Employee
Previous
Employee

F8 (list)

F10 (save)

Delete

Esc (exit)

SCHEDULE - 3

Field Description
Reason This field displays the reason code assigned to the original work segment.
Position This field displays the position code assigned to the original work segment.
Area This field displays the arca code assigned to the original work segment.
Sub Area This field displays the sub arca code assigned to the original work segment.
Activity This field displays the activity code assigned to the original work segment.
Sub Activity This field displays the sub activity code assigned to the original work
segment.
Department This field displays the department code assigned to the original work
segment.
Account This field displays the account code assigned to the original work segment.

Sub Account | This field displays the sub account code assigned to the original work
segment.

The NEXT button, or the Next Employee option in the File menu will advance to the
next employee in the current group.

The PREVIOUS button, or the Previous Employee option in the File menu will return
to the previous employee in the current group.

The F8 key, or the List option from the File menu will bring up a list of available
options relating to the field in which the cursor is placed. The fields which will
contain a list are: employee, shift, reason, position, area, sub area, activity, and sub
activity.

s
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The F10 key, the OK button, or the Save option in the File menu will save any changes
made in the dialog box.

The DELETE button, or the Delete option in the File menu is used to delete the
replacement work segment. The original work segment requiring a replacement is
reset and becomes an outstanding segment requiring a replacement.

The ESCkey, the CANCEL button, or the Exit option in the File menu will exit the dialog
box without saving any changes.
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Department Positions

The SCHEDULE MODULE provides a facility for scheduling employees for
positions defined by a structure by the ORGANIZATION CHART MODULE.

This function scans an organization chart structure searching for positions marked as
“able to schedule”. The positions found are displayed for a one week period. The
facility allows the user to move back and forward in time by one week periods.

When employees that have been scheduled are not in the current group, the facility will
not present the data for these employees except as part of the total hours scheduled for
the position.

An organization chart structure may contain both “able to schedule” and “not able to
schedule” positions. Only those positions marked as “able to schedule” will appear in
the schedule by department function.

Defining an Organization Chart Structure

The organization chart definition facility allows the user to define a tree structure for a
department. The root of the tree must be an organization chart object. The “able to
schedule” positions must be nodes that descend from the root object.
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Example: The following is an example of an organization chart structure that may
be used for scheduling:

Root Object
Group = $Department
Code = Ward 1
Descendants
Node 1 Position = Nurse
Days of Week = 23456
Start Time = 08:00
End Time = 24:00
Hours/Day = 48.0
Node 2 Position = Nurse
Days of Week = 17
Start Time = 08:00
End Time = 16:00
Hours/Day = 16.0
Node 3 Position = Aide
Days of Week = 1234567
Start Time = 08:00
End Time = 24:00
Hours/Day = 32.0

s
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The structure defines a department containing three “able to schedule” positions.

The first node requires employees that can fill the requirements for the position
nurse. The position must be filled Monday through Friday and requires 48.0 person

hours per day between 8:00 am and midnight.

The person hour requirement would translate to 6 people working 8 hour shifts
each day the position is required.
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The second node requires employees that can fill the requirements for the position
nurse. The position must be filled Saturday and Sunday and requires 16.0 person
hours per day between 8:00 am and 4:00 pm.

The person hour requirement would translate to 2 people working 8 hour shifts
each day the position is required.

The third node requires employees that can fill the requirements for the position
aide. The position must be filled Sunday through Saturday and requires 32.0
person hours per day between 8:00 am and midnight.

The person hour requirement would translate to 4 people working 8 hour shifts
each day the position is required.

The translation of hours/day to the number of persons assumes that the hours/day
requirement is evenly distributed between the start time and the end time specified
for the node. If the hours/day requirement is not evenly distributed additional
nodes must be defined.

The structure could be defined such that a node exists for each employee shift that
must be filled.

Node Position Requirements

80

When a node is defined the requirements for the position are always required for
selecting employees to schedule for the node. When the requirements for the position
are changed those changes will affect the selections for the node.

The node may have additional requirements that are unique to the node. These
requirements are used in addition to the position requirements when selecting
employees to schedule for the node.
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Automated Scheduling

When the user selects the Automated Scheduling sub menu from the Schedule menu
the following screen will appear:

£ Grandhtaster Schedule Module [z N |
File [E[RENTEY Master Files Reports Help

Rotation Assignment 3

Leave Time J

Replacement Schedule

Automated Scheduling | Generate Shifts

Display Available Employees ssign Employees to Shifts

Home Care b Update Department Shifts
Department eQuipment

W eekly Emplovee Schedule

Daily Employee Schedule
Employee Detail Schedule
Substitute Employees

Copy Schedule Block
Clear Schedule Block

The following options are available to the user:
= Generate Shifts
m Assign Employees to Shifts
m Update Department Shifts

s
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Generate Shifts

The Generate shifts function uses a man hour requirements data structure from the
resource planning module to create work shifts. This structure is identified by the
combination of the group and code values.

The function scans the position and man hour requirements in the structure and creates
work shifts to satisfy those requirements.

When the user selects the Generate Shifts option from the Automated Scheduling
sub-menu the following screen will appear:

& GenerateDeparfmentshifts  [ZiEN.
File Help

Group: [$AREA Area Codes

Code: |HOME1| Home One

Exit |

The dialog box contains the following data fields:

Field Description

Group This value is used to identify the resource planning group.

Code This value is used to identify the resource planning code.
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Assign Employee to Shifts

When the user selects the Assign Employee to Shifts option from the Automated
Scheduling sub-menu the following screen will appear:

B AssinEmploeestoshis _ [ENS
File Help

Starting Block Date: |1EI!]5:"I]51’I]5

Ending Block Date: 1995706706

| 0K I Cancel

The dialog box contains the following data fields:

Field Description
Starting Block |This field contains the starting date for the shift.
Date a3
Ending Block | This field obtains the ending date for the shift. 5
Date @
O
n
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Update Department Shifts

The update department shifts function allows the user to extract and update the work
shifts that have been generated for a particular resource planning man hour
requirements data structure.

The function will display the work shifts for a single day at a time.

When the user selects the Update Department Shifts option from the Automated
Scheduling sub-menu the following screen will appear:

&4 schedule PosttionsinaDepatment |[ZEN
File Help

Group: |$ACCIDENT Accident Type Codes

Code: |FALL fall while at work

Date:  [1995/02/02

[ox]  [Esit]

The dialog box contains the following data fields:

Field Description

Group The value used to identify the resource planning group.

Code The value used to identify the resource planning code.

Date This field contains the date for the work shifts to update.
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Display Available Employees

When the user selects Display Available Employees option from the Schedule menu
the following screen will appear:

£ Display Available Employees [z N ]
File Help
-Date Range
Starting: I1995fl]2fl]2 to  Ending: |[LRESLEFIE
-Employee
Name: [EVANS DALE
Humber: 2
Ehuw Times I | Exit | | Hext Employee | | Previous Employee |

The following table gives a description of the screen:

Field Description

Starting This field contains the starting date of the employee.

Ending This field contains the enind date of the employee.

Name This field contains the employees name.

s
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Number This field contains the employees badge number.
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Weekly Employee Schedule

WORK TIME

ALL TIME

Esc (exit)
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The Weekly Schedule function for the current employee group is for a one week
period. The function allows the user to mark employees as sick or leave and select a
replacement for the shift.

The function displays a screen that allows the entry of the starting date for the week to
display. The screen will appear as follows:

24 Schedule a Date Range ﬂﬂl

File Help

Starting Date: 11995/05/28 |

AU Time | | Exit |

The “Schedule a Date Range” dialog box only requires the user to enter the desired
starting date for the date range. The date must be entered in ending format.

The WORK SCHEDULE button, or the Schedule Work option from the File menu
extracts and displays only the shift assignments that are actual work time.

The ALL TIME button, or the Full Schedule option from the File menu extracts and
displays all time segments including work time, vacation, sick time, etc.

The ESC key, the EXIT button, or the Exit option from the File menu will exit the
function.
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Schedule Notebook

The weeks schedule is displayed in notebook format. Each page of the notebook
contains a single days schedule. The notebook will appear as follows:

4 \Weekly Employee Schedule HE
File Help
Start Date: 1995701701 End Date: 1995701707

[
/= 0800 1600 8.00 AARDVARK FRED _
:ﬁ
:|El
:ﬁ
:|EI
:ﬁ
:ﬁ
:|El
= ks
:|El
3 I Update | | Insert | | Delete | | sWap Sunday
= 1995701701
=3 | Sick I | Time Off I | Replacements |
:|El
:ﬁ
:F' Ll

Each notebook page contains the following data fields:

Field Description
Start Date | This field contains the starting date of the week. This field is for display only.
End Date | This field contains the ending date of the week. This field is for display only.

List The list shows (from left to right) the shift code, start time, stop time, gross
hours, employee name, and position code for each time segment of the day.

:
;

Current Date |The date of the day currently on the screen will be displayed in the lower right
hand corner of the screen.
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Update

Insert

Delete
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The UPDATE button allows the user to update all time segments for the employee that has a time
segment selected (selection bar highlighting the schedule entry).

The dialog box will appear as follows:

i
File Help

Employee Schedule tem Update

Employee:
Date:

Premiums:
Start Time:
Reason:
Position:
Area:
Subarea:
Activity:
Subactivity:
Distribution:

Dept:

shift:

[
[1997/07/24  Thursday

| [Z] Casual [ Heplaremant

I Stop Time: II]I]I]I] Hours:

Acct: Sub:

| Ok I | Cancel |

Change the appropriate information and select the OK button.

The INSERT button allows the user to insert a new employee in the days schedule. A
dialog box similar to the Employee Schedule Item Update, seen above, will appear.
Fill in the data fields and select the OK button.

The DELETE button is used to delete the selected schedule item from the days schedule.
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Swap The SWAP button allows the user to swap the shifts between two existing scheduled
shifts. There must be at least two existing shifts in order to swap.
To perform a swap do the following:

1. Move the selection bar to one of the shifts to be swapped and pressing the
SWAP button.

The SWAP button will change to the SWAP TO button.

2. Move the selection bar to the other shift to be swapped and presgAhero
button.

The following screen will appear:

4 Employee Shift Swap Z| e =
File Help
~From Shift

Date: 1996/06/06

Hame:  SMITH JOHN

Shift: 02 night
Start: 1500 End: 0100 Hours: 10.00
~To Shift

Date: 1996/06/06
Hame: SMITH JOAN
Shift: 01 day

Start: O8O0 End: {1300 Hours: 5.00

s
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| Swap I | Cancel |

3. Confirm the swap by selecting tBg/AP button.
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Sick

90

The SICK button allows the user to mark the selected scheduled employee as sick, and
schedule a replacement. The “Sick Schedule Entry” screen is displayed when this
button is selected.

The dialog box appears as follows:

&4 Sick Schedule Enfry Z o =
File Help

Employee: SMITH JOAN

Replacement: |

Start Date: IM End Date: M
Start Time: I— End Time: I—
Type: I—

Illness: I—

o Overiay
Description
[]
<1 =l
| 0K I | Cancel | i Processes By Scheduls

Enter the appropriate information and select the OK button to replace the employee on
sick leave.
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Time Off The TIME OFF button allows the user to mark the selected scheduled employee as
taking time off and schedule a replacement. The “Leave Schedule Entry” screen is
displayed when this button is selected.

The dialog box appears as follows:

B4 Leave Schedule Entry Lz = Nl
File Help

Employee:  SMITH JOAN

Replacement: |

Start Date: ||1EIEIB.-*02.-"13 End Date: |1EIEIB:'02.-*13
Start Time:l End Time: I

Type: | =

Reason: I

Description
&
5
ET | =l
L iProcessed By Schedule
| 0K I | Cancel | L Processed By Payrol

Enter the appropriate information and select the OK button to replace the employee
taking time off.

s
a
:

Replacements The REPLACEMENT button displays the “Replacement Schedule” screen. Any time
segments requiring replacements are listed in the screen. See the section on
Replacement Schedule for further information on replacing employees.
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Show Detail

All Time

Work Time

Pg. Up (prior
week)

Pg. Down (next
week)

Esc (exit)
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The Show Detail option from the File menu will bring up a screen that will contain all

of the employee detail.

The following screen will appear:

B eopoyeeveral
File Help

Date: 1998/02/13 Friday

Employee: SMITH JOHN

Position:

Shift; $SICK Sick Leave

Start; 0800 Stop: 0000 Hours:  16.00
Reason:

Area:

Subarea:

Activity:

Subactivity:

| Update I ‘ Insert | | Cancel | Hode ID: 11

The Employee Detail screen allows the user to update or insert as you would in the

notebook pages.

The ALL TIME button, or the Full Schedule option in the File menu extracts and
displays all time segments including work time, vacation, sick time, etc.

The WORK TIME button, or the Schedule Work option in the File menu extracts and
displays only the shift assignments that are actual work time.

The PAGE UP key, or the Prior Week option in the File menu will change the starting
and ending dates to correspond with the prior week and bring up those files.

The PAGE DOWN key, or the Next Week option in the File menu will change the
starting and ending dates to correspond with the next week and bring up those files.

The ESC key, or the Exit option in the File menu will exit the screen.
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Daily Employee Schedule

The Daily Schedule function for the current employee group is for a one day period.
This function allows the user to mark employees as sick or on leave and select a

replacement for the shift.

This function displays a screen that allows the entry of the starting date for the day to

display. The screen will appear as follows:

B DailySchede O
File Help

Date: | |

Work Time | All Time | | Exit |

The “Daily Schedule” dialog box only requires the user to enter the desired starting

date for the date range. The date must be entered in YYYY/MM/DD format.

Work Time The WORK TIME button, or the Schedule Work option in the File menu extracts and

displays only the shift assignments that are actual work time.

All Time The ALL TIME button, or the Full Schedule option in the File menu extracts and
displays all time segments including work time, vacation, sick time, etc.

Exit The ESCkey, the EXIT button, or the Exit option in the File menu exits the function
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94

The Daily Employee Schedule screen will appear as follows after a date has been

selected:
B4 Daily Employee Schedule 2 =[]
File Help
Date: 1998/02/13 Friday

SDEFAULT 0800 0000 16.00 SMITH

<] it | ]

| Update I | Insert | | Delete | | sWap | | HomeCare |

| Sick | | Time Off | | Replacements | | Leave Schedule |

The screen contains the following data:

Field Description

Date The date the user has chosen will appear at the top of the screen with the day of
the week it falls on to the right. This field is for display only.

List The List shows the shift code, start time, stop time, gross hours, employee

name, and position code for each time segment for the day.

Can-Pay Computer Software




SCHEDULE - 3

Update The UPDATE button allows the user to update all time segments for the employee that
has a time segment selected (selection bar highlighting the schedule entry).

The dialog box will appear as follows:

E4 Employee Schedule tem Update

File Help
Employee: ||
Date: I 1997707724 Thursday
Shift: |
Premiums: | [Z] Casual U Heplanemand

Start Time: I Stop Time: II]I]I]I] Houwrs:

Reason:

Position:

Area:

Subarea:

Activity:

Subactivity:

Distribution:
Dept: Acct: Sub:

| OK I | Cancel |

Change the appropriate data and select the OK button.

s
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Insert The INSERT button allows the user to insert a new employee in the day schedule. A
dialog box similar to the Employee Schedule Item Update, seen above, will appear.
Fill in the data fields and select the OK button.

Delete The DELETE button is used to delete the selected schedule item from the day
schedule.
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Swap

Homecare
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The SWAP button allows the user to swap the shifts between two existing scheduled
shifts. There must be at least two existing shifts in order to swap.
To perform a swap do the following:

1. Move the selection bar to one of the shifts to be swapped and pressing the
SWAP button.

The SWAP button will change to the SWAP TO button.

2. Move the selection bar to the other shift to be swapped and presgAhero
button.

The following screen will appear:

&8 Employee Shift Swap 7 o =
File Help
—From Shift

Date: 1996/06/06

Name:  SMITH JOHHN

Shift: 02 night
Start: 1500 End: 0100 Hours: 10.00
~To Shift

Date: 1996/06/06
Hame: SMITH JOAN
Shift: 01 day

Start: pgon End: 1300 Hours: 5.00

| Swap I | Cancel |

3. Confirm the swap by selecting tBg/AP button.
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Sick The SICK button allows the user to mark the selected scheduled employee as sick, and
schedule a replacement. The “Sick Schedule Entry” screen is displayed when this
button is selected.

The dialog box appears as follows:

B Sick Schedule Entry Z = 2
File Help

Employee: SMITH JOHN

Replacement: |

Start Date: W End Date: M
Start Time: I— End Time: Ii
Type: I

Iliness: I—

o Overlay

Description
H
5
E | =l
| 0K I | Cancel | M; Processed By Schedule

L Procassed By Pagrol

Enter the appropriate information and select the OK button to replace the employee
on sick leave.

s
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Time Off

Replacements
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The TIME OFF button allows the user to mark the selected scheduled employee as
taking time off and schedule a replacement. The “Leave Schedule Entry” screen is
displayed when this button is selected.

The dialog box appears as follows:

B4 Leave Schedule Eniry 7 =
File Help

Employee: SMITH JOHN

Replacement: |

Start Date: ||19981'02.-"13 End Date: |1EIEIBJ'02!13
Start Time:l End Time: I

Type: | =

Reason: I

Description
|
<1 |
Tl Processed By Schedule
| 0K | | Cancel | i Processed By Payroll

Enter the appropriate information and select the OK button to replace the employee
taking time off.

The REPLACEMENT button displays the “Replacement Schedule” screen. Any time

segments requiring replacements are listed in the screen. See the section on
Replacement Schedule for further information on replacing employees.
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The following screen will appear:

~Schedule ltems

4 GrandMaster Leave Schedule Screen HE.
File Help
From: 1995701701 To: 1995/01/29

Sick 1995701701 AARDVARK FRED

In Lieu 1995/01/01 AARDVARK FRED

| Exit | | Insert | | Additional | | Update | | Delete |

The Show Detail option from the File menu will bring up a screen that will contain all

of the employee detail.

The following screen will appear:

e Heip
Date: 1998002113 Frisay

Employee: SMITH J0H
Fosition:

Shif i SDEF AT Default Shift
Slart; £33 [e01] Sofy  0o0g Hoaws: 1600

Reason:
Areg:
Subarea:
Aciivity:
Sulactivity:

| Update |  Insert | Cancel | Hode ID; 41

s
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The Employee Detail screen allows the user to update or insert as you would in the

notebook pages.
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Pg. Up (prior The PAGE UP key, or the Prior Day option in the File menu will change the date to the
day) previous day and bring up the files for that day.

Pg. Down (next  The PAGE DOWN key, or the Next Day option in the File menu will change the date to
day) the following day and bring up the files for that day.

Esc (exit) The ESC key, or the Exit option from the File menu will exit the screen.
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Employee Detail Schedule

The Employee Detail Schedule screen is brought up when this option is selected. This
option operates on a single employee for a specified date range.

The dialog box should appear as follows:

B cvpoyeevetaiisee [N
File Help
—~Date Range
Starting:|1EIEIﬁ!0Ei!01 to Ending: ||199Ei!08!08
~Employee

Name: ISMITH JOAN

Number:

| Enter Items I | Exit | | Next Employee | | Previous Employee |

The following table contains a description of the data fields in the dialog box:

Field Description

Starting The starting date of the date range for the employee detail schedule is entered
in this data field. The format for the date is YYYY/MM/DD.

s
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Ending The ending date of the date range for the employee detail schedule is entered in
this data field. The format for the date is YYYY/MM/DD.
Name The name of the employee to enter the schedule is entered into this data field.

Number The employee's badge number will be displayed in this field. If a payroll has
been selected the employee number will be shown in place of the badge
number. This field is for display only.

F8 (list) The F8 key, or the List option in the File menu will bring up a list of the available
employees. The names that appear in the list will depend on whether or not an
employee group has been selected (for further information see the section on
Managing Employee Groups) and the order of the names will depend on the type of
search technique set (for further information see the section on Set Seach Technique).

Enter Items The Enter Items button, or the Enter Items option in the File menu will bring up the
dialog box in which to enter the detail schedule for the employee.

Next Employee  The NEXT EMPLOYEE button, or the Next Employee option from the File menu will

movetothe nextemployeein the employeelist. The order of the list will depend on the
type of search technique set (for further information see the Set Search Technique
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Previous
Employee

Set Search
Technique

Esc (exit)
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section), and/or whether an employee group is selected (for further information see the
section on Managing Employee Groups).

The PREVIOUS EMPLOYEE button, or the Previous Employee option from the File
menu will move to the previous employee in the employee list. The order of the list
will depend on the type of search technique set (for further information see the Set
Search Technique section), and/or whether an employee group is selected (for further
information see the section on Managing Employee Groups).

The Set Search Technique option will bring up the screen to select the type of search
carried out for employees. The search can be done by name, employee number, or

badge number. For further information see the section on Set Search Technique.

The ESC key, the EXIT button, or the Exit option from the File menu will exit the screen
without saving any changes.
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After the date range and the employee name are entered in the Employee Detail
Schedule dialog box and the ENTER ITEMS button selected the Employee Schedule
Item Entry dialog box will appear. In this dialog box the schedule items that exist for

the employee will be displayed in a list.

The user may modify or delete the existing schedule items, as well as enter new

schedule items.

The list will appear similar to the following:

File  Help

Emplogee:  [SMITH JOAN |
To: i 99isahe
190G/06 /0G SYACATION ©OROD 1300 5,00

Date: 1996 A6 B

1906 F06 /06 SWACATION OB00 D000 16.00
1996 F06G /06 01 OHO0 1300 5.00
1949606 06 01 OHOD 1300 5.00

Update

Sick

imert | | Delete

HoaneCare

Teme Off | Heplacements | Leave Schedule

=
1990606 106 SYACAT /0N 0000 0000 16,00 |

The dialog box contains the following data fields:

s
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Field Description
Employee | The employee name will appear in this field. This field is for display only.
The badge number will appear to the right of the employee name.
Date Range |The date range that was chosen is displayed in this field below the employee
name. This field is for display only.
Schedule Items | The Schedule Items for Employee List will contain any previously scheduled

List items. The list contains the following information from left to right: date, shift
code, premium codes, starting time, ending time, net hours, and the position
code.

F10 (save) The F10 key, the OK button, or the Save option from the File menu will permanently
save any changes made in the dialog box.
Esc (exit) The ESC key, the CANCEL button, or the Exit option in the File menu will exit the

screen without saving any changes.
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Display Fields

When the Display Fields function in the Options menu is selected the Employee
Schedule Detail Item Entry screen will automatically be displayed when one of the list
entries is highlighted. This allows for the details of that shift to be changed.

To activate the Display Fields simply select it from the Options menu so that a check
mark appears to the left. Toturn it off selectit again so that the check mark is nolonger
to the left of the option.

If the Display Fields function is turned off the user gets the same results by double
clicking on the appropriate list entry. The Display Fields function saves the user the
action of pressing the ENTER key.

Schedule Detail Entry

104

When a user selects a schedule item from the Employee Schedule Item Entry dialog
box the following detail screen will appear:
| Employee Schedule lems update ]
e
Employesa; SMETH J0AH
Date: [1938/02113  Friday
sic [
Premasms: | j Casual || Heplacemen
start Time: [ Stop Time: (M08 Howrs:
Reasom: |
Position |—
ATER; l—
Subaren: [0
Activig: [
Sastas Rivity); |—
Distribugions [

Dapt: Anct; Sashc

@ Cancel |
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Each Schedule item entry allows for the following data fields to be input:

Field

Description

Date

This field contains the date for the schedule entry

Shift

This field contains the access code for the shift to be worked. The shift
may be a user defined or a system defined shift.

Premiums

The premium code is entered in this field. A premium code is a one
character code to designate special premiums owing to the employee. A
premium is additional money on top of the shift wages for additional
responsibility. Up to 10 premium codes can be entered for an employee
per shift. The premium codes are set up in the Earning Translation Table
option in the Update menu.

Casual

When a check mark appears in the Casual box the item will NOT be
copied by the copy block function.

Replacement

Start Time

This field contains the starting time for the shift.

Stop Time

This field contains the ending time for the shift.

Reason

This field contains the reason code for the schedule entry. This must be a
valid reason code (defined through the object table).

Hours

The Start Time minus the Stop Time calculates the Hours. This field is
for display only since it is automatically calculated for the user.

Position

This field contains the position for the schedule entry. This must be valid
position code (defined through the object table).

Area

This field area code for the schedule entry. This must be a valid arca
code.

Sub Area

This field contains the sub area code for the schedule entry. This must be
a valid sub area code.

Activity

This field contains the activity code for the schedule entry. This must be
a valid activity code.

Sub Activity

This field contains the sub activity code for the schedule entry. This must
be a valid sub activity code.

G/L Code

The General Ledger code is entered into this field. This must be a valid
G/L code previously defined by the user. This field is only available
when the GrandMaster IT payroll is not being used in conjunction with the
GrandMaster Suite.

Department

This field contains the department code for the schedule entry. This must
be a valid department code. This field is only available when the
GrandMaster 11 payroll system is being used in conjunction with the
GrandMaster Suite Schedule Module.

Account

This field contains the account code for the schedule entry. This must be
a valid account code. This field is only available when the GrandMaster
II payroll system is being used in conjunction with the GrandMaster Suite
Schedule Module.

Sub Account

This field contains the sub account code for the schedule entry. This must
be a valid sub account code. This field is only available when the
GrandMaster 11 payroll system is being used in conjunction with the
GrandMaster Suite Schedule Module.
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F8 (list)

Save Entry

Delete Entry

Esc (exit)
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This detail entry option will check the schedule entry data against the employee
available records. If the entered values fall outside of the declared availability a
warning message will be displayed.

Scheduled entries made through the Employee Detail Schedule entry option are
allowed to override the leave schedule entries. However leave schedule entries made
after the specific schedule entry will modify the schedule items.

TheFs8 key, or the List option from the File menu will bring up a list of the valid choices
for the field which contains the cursor. The fields which will have a list are shift,
position, reason, area, sub area, activity, sub activity, and department.

The OK button, or the Save Entry option in the File menu will temporarily save the
data. A permanent save is done when the OK button in the Employee Schedule Item

Entry dialog box is selected.

The DELETE button, or the Delete Entry option from the File menu will delete the data
currently in the dialog box.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
screen without saving any changes.
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Substitute Employees

The Substitute Employees option allows the user to replace one employee with
another. The replacement done by this function is permanent.

The dialog box will appear as follows when the option is selected:

B4 Substitute Employee Z =

File Help

Start Date: |1EIEE.-"UB.-’EIE End Date: |1EIEIEIG?.-"U?

Replace Employee: |SMITH JOAHN

With Employee: SMITH JOHHN

| Substitute Employees | ‘ Cancel |

The dialog box has the following data fields:

Field Description
Start Date | Starting date for replacement. The date is entered in YYYY/MM/DD format.
End Date  |Ending date for replacement. The date is entered in YYYY/MM/DD format.

Replace This field is used to enter the name of the employee that will be replaced.
Employee
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With Employee | This field is used to enter the name of the employee that will work the shifts
assigned to the replaced employee.

Can-Pay Computer Software 107




3 - SCHEDULE

F8 (list)

Substitute
Employees

Esc (exit)
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The F8 key, or the List option in the File menu will bring up a list of the available
employees. The names that appear in the list will depend on whether or not an
employee group has been selected (for further information see the section on
Managing Employee Groups) and the order of the names will depend on the type of
search technique set (for further information see the section on Set Seach Technique).

The SUBSTITUTE EMPLOYEES button will begin the processing.

The ESCkey, the CANCEL button, or the Exit option in the File menu will exit the dialog
box.
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Copying a Schedule Block

The Copy Schedule Block option is used to copy a tailored schedule for a given date
range to a new date range.

(&~ After the schedule block is copied any leave schedule entries present are applied to the
new schedule block.

&~ This option will not create Schedule items for an employee when an individual item for
a particular date already appears in the Schedule Iltem Table.

&~ The copy operation is restricted to the current employee group.

The following screen will appear when the Copy Schedule Block option is selected.

&4 Repeat Schedule Block B =1

Starting Block Date: 1995704730

Ending Block Date: 1995705727

Advance Block Date: [1995/05/28
83

| Ok I | Cancel | 5
@
Q
w2

The dialog box contains the following data entry fields:

Field Description

Starting Block Date This field contains the starting date for the Schedule copy process.

Ending Block Date This field contains the ending date for the Schedule copy process.

Advance Block Date This field contains the advance block date for the new Schedule
block.

OK The OK button will begin the process of copying the schedule for the date range entered
in the Starting Block Date and Ending Block Date fields to the advance block.

Cancel The CANCEL button will exit from the function without copying any schedule items.
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Clear a Selection Block

The Clear Schedule Block option is used to clear schedule blocks for a given date
range.

&~  The clear option is restricted to the current employee group.

The following screen will appear when the Clear Selection Block option is selected.

2 Clear Schedule Block =|O]
Starting Block Date: 1995707429
Ending Block Date: 1995708425
| Ok | | Cancel |

The dialog box contains the following data entry fields:

Field Description

Starting Block Date | This ficld contains the starting date for the schedule clearing.

Ending Block Date | This field contains the ending date for the schedule clearing.

OK The OK button is pressed to Clear the Schedule block for the date range entered in the
Starting Block Date and Ending Block Date fields.

Cancel The CANCEL button is pressed to exit from the function without clearing any items.
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MASTER FILES

The Master Files menu from the main menu bar contains options that maintain the
data tables used for the preparation of GrandMaster Suite Schedules. These options
are:

m employee update, see page 112

= employee availability update, see page 122
m shift update, see page 136

m rotation update, see page 141

m position update, see page 148

= control settings update, see page 146

m calendar update, see page 156

The Master Files menu appears as follows:

E8 Grandhiaster Schedule Module = o =
File Schedule Reports  Help

Employee Availability Update
Default Employee Availabilitsy
Seniority Lists b
Shift Update

Rotation Update

Position Update

Code Yalidation Update

Control Settings Update
Lalendar Update

Import/Export 3
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Employee Update

When the Employee Update option is selected a dialog box appears as follows:

B3 Emplogee fome Selection |0
File Help

Mame: || |

| 0K I | Exit | ‘ Hext | | Previous |

To select an employee, type in your choice of the last name, employee number, or the
badge number in the name data field. The data entered must correspond to the type of
search technique that has been set.

&~  The employee number can only be used if a payroll has been selected.

Next Employee  The NEXT EMPLOYEE button, or the Next Employee option from the File menu will
bring up the next employee in the list.

Previous The PREVIOUS EMPLOYEE button, or the Previous Employee option from the File
Employee menu will go back to the previous employee in the list.
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The F8 key, or the List option in the File menu will bring up a list of employees. The
screen will appear similar to the following:

&4 Employee Hame Order 7 o [

File Help

EYANS DALE

EVANS DALE
123 MAPLE STREET
RR 345
Winnipeg, MB
(204]) 123-3879 1D: 287

Badge: 2 Humber:

| 0k I | Cancel | | Insert | | Update | | Delete |

To have the list start somewhere other than the beginning simply type in the letter(s)
corresponding to where you would like the list to begin before selectirg ke .

This list will vary depending on whether or not a payroll has been selected.
payrollis selected all employees will appear in alist. However if a payroll is sel
only the employees in that payroll will appear in the list.

The search technique and whether or not an employee group has been selec
affect the order that the employees appear in the list (see Employee Selectio
page 12).

From the list dialog box the user can insert new employees (page 115), and update or
delete (page 121) existing employees.

Search Technique The search technique gives the user several ways searching through the employee

list. The types of searches available are name, employee number, and badge number.
For more information see the section on Set Search Technique, page 2.

Can-Pay Computer Software 113




4 - MASTER FILES

OK

Esc (exit)

114

The OK button will select the employee entered into the name data field and move to
the Employee Update screen where the employee information can be updated. The
screen will appear as follows:

£4 Employee Update Screen = o [
File Hel

r Nelp

[

:ﬁ

E Surname: IAarduarH Address

E Given Hame: |Fred 1D ]
3 Address 1: |123 Any Street Medical ]
ns Address 2: Suite 102 Personal
:r:l

3 City: |Winnipeg Category ]
:r:l

3 Province: IMB Postal Code: IRZJdHE

:ﬁ

:r:l

:ﬁ L

Cancel I

The screen contains four tabs: address, ID, medical, and personal. These four screens
are described in the Inserting an Employee section beginning on page 116.

The ESC key, the CANCEL button, or the Exit option in the File menu will exit the user
from the current screen.

Can-Pay Computer Software




MASTER FILES - 4

Inserting an Employee

To insert a new employee do the following:

1. Select theEmployee Updateoption from the Master Files menu. The
Employee Name Selection dialog box will appear:

4 Employee Hame Selection ﬂﬂ.

File Help

Mame: || |

|ok| | Exit| | Hext |

2. Select the=gs key or theList option in the File menu. The Employee Name

Order dialog box will appear:

& EmployeeHameOrder  |ElNs
File Help

EVANS DALE

EVANS DALE
123 MAPLE STREET
RR 345
Winnipeg, MB
[204] 123-3879 1D: 287

Badge: 2 Humber:

| 0K I | Cancel I | Insert I | Update I | Delete I

3. Select theNsERTbutton. A dialog box will appear which contains four tabs:
address, ID, medical, and personal (these screens are defined below).

4. Enter in the required information and selectaixebutton.
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The Address page of the notebook appears as follows:

E4 Employee Update Screen 122 RN
File Help

[

:ﬁ

- Surname: Aardvarl Address

:|EI

3 Given Hame: |Fred 1D j
3 Address 1: |123 Any Street Medical ]
3 Address 2: [Suite 102 Personal j
3 City: |Winnipeg Category ]
:ﬁ

3 Province: IMB Postal Code: |R2J4HE

:ﬁ

:|EI

:P ||

Cancel I

The following table contains a description of the fields in the screen:

Field

Description

Surname

This field contains the surname of the employee.

Given Name

The given name of the employee is entered into this field.

Address Line 1

The Address Line 1 field is used to enter in the address of the employee.

Address Line 2 is used as an extra address field if the space is needed.
City This field contains the city in which the employee lives.
Province The province of the employee should be entered into this field.
Postal Code |This ficld is for entering the employee's postal code.
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The ID page of the notebook appears as follows:

& EmployeeUpdatesceen . [=iEN
File Help

[

= ID Humbers

== | 5.LH: |123456?39

mS T ]
=7 | Badge: [1234 .
3 Medical j
i Personal ]
= Treaty: |ASDDF

- Category ]
=2  Band: |SADFAF

:ﬁ

:ﬁ

:IEI

:ﬁ

? [

Cancel |

The following table contains a description of the fields in the screen:

Field Description

S.LN. The employee's social insurance number is entered into this field.

Badge Number | The badge number of the employee is contained in this field. Using a badge
number is optional.

Treaty Number |If the employee has a treaty number it may be entered in this field.

Band Name |If the employee has a band name it may be entered in this field.
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The Medical page appears as follows:

A A A A A A A A &

Employee Update Screen Z = F
ile Help
Address

Medical Information
Medical Humber: [o876777 ID

* Medical

Family Humber: Isadfasdf

Reference Humber: |sdfa Personal

Category

[E3]E3

Cancel I

The following table contains a description of the fields in the screen:

Field Description
Medical This is the medical number of this person only.
Number
Family This is the family medical number for the entire family.
Number
Reference | This is a n additional medical reference number used by some provinces.
Number
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The Personal page appears as follows:

Ed Employee Update Screen 1z N Nl
File Help

|

=3

3 Birth Date: I194I]!l]5!l]5 Address
E Sex: IF - Female |j ID
- Medical
= Phone Information | Personal ]
E Home:  [[204]246-2468 Category ]
3 Alternate: |[2|]4]354-3542

=3

=3

=3

T s

Cancel |

The following table contains a description of the fields in the screen:

Field Description
Birth Date | The birth date of the employee should be entered into this field in
YYYY/MM/DD format.
Sex Either “M” for male, or “F” for female is used to enter in the employee's sex in

this field. Data can be entered into this field using the pull down menu.

Home The home phone number of the employee can be entered into this field.

Alternate | An alternate phone number used to reach the employee may be placed in this
field.
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For all the notebook pages the following functions are possible:

F10 (save) The F10 key, the OK button, or the Save option from the File menu will save any
changes made within the Main Employee Data screen.

Esc (exit) The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
screen without saving any changes.
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The Category page appears as follows:

L T e e R

Fila  Halg

=1

= ol men
— k.

=

= | o

| Medical
% ] Prranal
S .

ar: | Categoey

=]

=

=g;

a

Vi

| 2w

k"\.

[2€] ool

The category page of the notebook contains the following data fields:
m The screen contains 10 fields that contain 10 character code.

m These codes are defined inthe code validation update with the description of the
user defined code.

m These can be any codes that you want to use to sort on or categorize your group
of employees.
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Deleting Employees

To delete an existing employee follow these steps:

1. Select theEmployee Updateoption in the Master Files menu.

2. When the Employee Name Selection dialog box appears selestking, or
theList option in the File menu to obtain a list of employees.

3. Move the selection bar to the employee to delete.

4. Select theDELETE button at the bottom of the Employee Name Order dialog
box.

5. A message will appear asking you to confirm the deletion. SeleeEthe
button to delete, or theo button to cancel the deletion process.
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Employee Availability Update

The Employee Availability Update option allows the user to specify the days of the
week and the time of day that the employee is available for work as well as prefers to
work.

A screen containing a list similar to the following will appear when the Employee
Availability Update option is selected:

Ed Employee Availability Screen = el =
File Help

From: 1996/06/06 To: 1996/09/09
—Availability Items

L=

e e [T

=] i | JL3

| Exit | ‘ Insert | ‘ Additional | ‘ Update | ‘ Delete

The screen lists the following from left to right: starting date, ending date, days
available, number of hours available per week and the employee's name.

Set Date Range A daterange can be specified through the Set Date Range option in the File menu.

&~  If no information has been previously entered within the date range, the list will be
empty.

Insert By selecting the INSERT button, or the Insert Item option in the File menu new data
can be inserted into the list of employee availability.

Update When one of the items in the list is highlighted, selecting the UPDATE button, or the
Update Entry option in the File menu will allow the user to update an item that has

already been entered.

Delete By selecting the DELETE button, or the Delete Entry option in the File menu the
highlighted item can be cleared from the list of employee availability.
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Additional The Additional for Employee option in the File menu, or the ADDITIONAL button
creates an additional record for the same employee as the highlighted line. The screen
is the same as the update screen. This is useful for creating availability records with
different dates for the same employee.

Entering Employee Availability

Two groups of fields may be input through the Employee Availability Update
function. The first group isused for the days of the week, hours per week and the times
of day that the employee can be available for work. The second group of fields can be
used to input the days and times that the employee would prefer to work.

When either the INSERT or UPDATE buttons is selected the following dialog box will
appear:

B8 Employee Availability [z =N
File Help

Employee: SHMITH JOAN
From: |1EIHE.-"BE!0I3 to: ||1EIEIE!0£I.-'BEI L1 Do Hot Schedule

::':' Cycle: | Hrs/Cyc: | Hrs/Day: I
: I— Week?: I— Available
: I— Weekd: | Preferred]

Sun Mon Tue Wed Thu Fri Sat

Week 10000 0000 0000 . 0000 . 0000 - 0000 ; 0000
0000 0000 0000 0000 0000 0000 0000

Week 2 0000 0000 0000 0000 0000 0000 0000
0000 0000 0000 0000 0000 0000 0000 .

Week 30000 0000 0000 0000 0000 0000 0000
0000 0000 0000 0000 . 0OOO . DOOD ©OOO |

Week 40000 0000 0000 0000 0000 0000 0000
0000 0000 0000 000D 000D 0000 0000

-3
4]
4]
=
—

=
i)
l17]
~
)
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A A A A A A

| 0K I | Cancel
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The following table gives a description of the data fields within the dialog box:

Field Description

Employee The employee whose availability is being entered will be shown at the top
of the dialog box. This field is for display only.

Effective Date | The first date of a date range pertaining to the availability times.

to The last date of a date range pertaining to the availability times.

Times Available

Days of Week | The days of the week the employee is available.

Hours/Week The maximum number of hours per week for which the employee is
available to work.

Daily Hours Each day of the week is listed with two data fields to the right. The first
field is for the earliest time and the second is for the latest time the
employee is available to work on that day.

Preferred Times

Days of Week | The days of the week the employee prefers to work.

Hours/Week The maximum number of hours the employee prefers to work is entered
into this field.

Daily Hours Each day of the week is listed with two data fields to the right. The first
field is for the earliest time and the second is for the latest time that the
employee prefers to work on that day.

F10 (save) The F10 key, or the Save option in the File menu will save any changes made in the
dialog box.
Esc (exit) The ESC key, or the Exit option in the File menu will exit the dialog box without saving

any changes.

&~ A special system shift definition named “6NOTAVAIL" may be used to specify
specific dates and times that the employee will not be available for work.

The availability data for an employee is used to test any shift schedule data input.
Warning messages will be produced when scheduled dates and times produce a
conflict with the employee availability data input.
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Default Employee Availability

The Default Employee Availability is the same as Employee Availability the only
difference is the default Employee Availability is available for all employees and the
Employee Availability is for one employee at a time.

For information on how to fill in the Default Employee Availability screens please
refer to pages 122-124.
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Seniority List

126

When the user selects Seniority Lists from the Master Files menu the following screen

will appear:

File Schedule

Reports_ Help

&8 Grandtdaster Schedule Module [z N Nl |

Employee Update
Employee Availability Update
Default Employee Availability

Seniority Lists

Shift Update

Rotation Update

Position Update

Code Yalidation Update

Control Settings Update
Calendar Update

Import {Export b

Master Seniority List

Area Seniority Lists

The following options are available to the user:

m Master Seniority List

m Area Seniority List

Can-Pay Computer Software




MASTER FILES - 4

Master Seniority List

When the user selects the Master Seniority List the following screen will appear:

&4 Seniority List Update 2z Nl

File Help

Seniority Code:  $MASTER

Description: |Master Seniority List

From:lﬂﬂﬂﬂfﬂﬂ:’ﬂﬂ To: IBBBG:’UUIUU

{Effective Date Range

—Seniority List

L=

5l
4] i I
0K | Cancel | | Insert | | Update | | Delete |
Insert The Insert button allows the user insert seniority list. The following screen appears

when the insert button is pressed. -
<3
=
|l
e
-~
[ Senlarty Unfey Sereen | =
fie  jieip o
N
_— z

Holirs: | on
drder: |

[oe] oo |
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Area Seniority Update

The area seniority update allows you to set up seniority lists for a given area, or the
master seniority list if no area has been specified.

The option first requests the area for the seniority list.

I R
File Help
Area Code: ||

[ox] [Exit]

F8 (list) The F8 key or the list option from the file menu will bring up a list of all the areas.

ESC The ESC key, CANCEL button, or Exit option in the File menu will exit the dialog box
without saving any changes.

OK The OK button or update from the file menu will allow you toupdate the seniority list.
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After the area is selected the option presents a screen showing the area and description
with the ability to select 6 lists for this area.

B Areasenioritylists [N
File Help
Area: TEST test

-Seniority Lists

|

2) |

3) |

4) |

5) |

6) |

oK || cancel
F8 (List) The F8 key or list option from the file menu will allow you to select a seniority list from

the given list of available seniority lists.

ESC The ESC key, CANCEL button, or Exit option in the File menu will exit the dialog box
without saving any changes.

OK The OK button or UPDATE option from the file menu will allow you to save your
add or changes to the seniority list.
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When you are selecting your seniority list from the list of seniority lists you may
update or change the lists.

senority List Screen Selection 2 N N |

-
File Help

Master Seniorit
NEYW new list

Ok I | Cancel | | Insert | | Update | | Delete |
Insert The INSERT button will allow you to add a new list.
Update The UPDATE button will allow you to update a list.
Delete The DELETE button will allow you to delete a list.
OK The OK button or CANCEL button will return you to the screen where you select

seniority lists for your area.
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The seniority list update shows you the employees or the seniority list.

File  Help
Sendority Codes A%
Dreseriplion |h'IA‘J TER SERBRORITY LIST

Effective Date Range

From: |[|I]ﬂ[||"ﬁ[h"[l[| To: (D00 0000

Seniority List

LE

Cancel | Imsert | Update | Delata

=

The following dialog box allows the data fields to be input:

Field Description
Code This field contains the name of the seniority list.
Description This field contains a description of the seniority list code.
Effective Date From This field contains the date the list is effective from.
Effective Date To This field contains the date the list is effective to.
Seniority List This field shows the order, hours, and the employee name
starting with the employee with the most seniority.
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Theupdate an employee double click on the line or on a new line for anew employee to
be added.

&4 Seniority Entry Screen

File Help

Name: BAETZ A J
Hours: F7000.00
Order:

| 0K I Cancel

The information required for a new employee to be added is the employee name,
number of hours and the order number.

The number of hours are the hours used to determine seniority.

The order field is used to enter the position number if several employees have the same
number of hours.
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Shift Update
The Shift Update option from the Master Files menu is used to maintain the Shift
Data Table. This tableis used to determine the standard work hours and earnings for a
shift.
&~  Atleast one User Defined Shift must be created for the module to schedule work time
segments.
When the Shift Update option is selected the Shift Master Update screen appears as
follows:
4 Shift Master Update Selection o [Of
File Help
Shift Code: DAY |
Shift 1
OK | Exit |
The only data field in this dialog box is the shift code field in which the user enters the
shift code.
F8 (list) Selecting the F8 key, or the List option from the File menu will bring up alist of all the
previously defined shift tables. The list will appear similar to the following: 7
: =
=
File Help :
paY  DaysShift . . [& =
EVEN Evening Shift =
NIGHT Night Shift «
$VACATION Vacation >
$SICK Sick Leave
SIMLIEU Time OFff In Lieu
S$TRAINING Training
$0THER Other Leave
SMNOTAVAIL Mot Available A
| QK_I‘ Cancel ||1nsert| | Update || Delete |
&=

If no shift codes have been previously defined the list will be empty.

The screen will list the shift codes with their description to the right.
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From this screen the user can insert new shift codes (using the INSERT button), update
defined shift codes (using the UPDATE button), or delete defined shift codes (using the

DELETE button).

F10 (update) The F10 key, the OK button, or the Update option from the File menu is used to make
changes in previously defined shift codes. The shift code must first be entered into the
shift code field.

File Help
Mame: MEALS ON W Description:
~Shift Time

Start Time: I Start Date: I
Stop Time: I Ending Date: I

~Break Times

Break 1 At: I_ Length:
Break 2 At: I— Length:
Break 3 At: l_ Length:
Break 4 At: I_ Length:

~3hift Earnings Translation

Translation Table: I Payroll Default Table

| Save I | Cancel |

[ Paid Break
[Z1 Paid Break
[l Paid Break

[ Paid Break

N

The following data fields require input:

Field Description

Shift Code |This field is used for the shift code. Access to the shift is done by entering the
shift code.

Description | This field is used for a free form description of the shift. This field is
displayed on pop-up lists and is used for reports.

Start Date | This field is used for the starting date of a date range in which the shift may be
used. A value of zero indicates that no starting date is defined.

Ending Date |This field is used for the ending date of a date range in which the shift may be
used. A value of zero indicates that no stopping date is defined.

Start Time | This field contains the standard starting time.

Stop Time | This field contains the standard stopping time

Break Times |The break time fields are used to define the breaks within a shift. Up to four
(4) breaks may be defined for a shift.

Break # At | This field is used to contain the starting time for the break.
Length This field is used for the length of the break.

Paid Break |This check box is used to indicate if the break is paid or unpaid. When a break
is unpaid it is subtracted from the worked hours when calculating net hours to
be paid.
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Field Description
Translation |This field is used to enter the code for the earnings translation table that is used
Table to calculate overtime and premiums for a shift.
Esc (exit) The ESC key, the EXIT button, or the Exit option in the File menu will exit the dialog

box.
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Defining a New Shift Code

The Schedule Module allows the user to define any number of shifts for use in
scheduling employees. Shift codes defined by the user are referred to as User Defined

Shift Codes.

&~ Atleast one User Defined Shift must be created for the module to schedule work time

segments.

To create a new user defined shift code follow these steps:

1. Select theéShift Update option in the Master Files menu. The following dialog

box will appear:

File Help

B4 Sshift taster Update Selection 1z AN

Shift Code: [

Lok [Exit]

&~  Ifthe user already knows the shift code to be defined has not been done so previously

then he/she can enter the shift code directly into the
dialog box, and select thewo key, or theUpdate option

Shift Master Update Selection
from the File menu. This

action will bypass the Shift Code Listing screen and bring up the Shift Earnings
Definition dialog box, therefore skip to step five of this section. Otherwise carry on

with step two.

136
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2. When the Shift Master Update Selection dialog box appears sel&stking
or theList option from the File menu to bring up the list of previously defined
shift codes. The list will appear similar to the following:

& shift codelisting ________[|ZiENN
File Help

SVYACATION Vacation

SSICK Sick Leave
SIHLIEU Time Off In Lieu
STRAINING Training

$0THER Other Leave
SHOTAYAIL HNot Available
SONCALL On Call
SHOMFCARF  Homercare Shift

| 0K I | Cancel | | Insert | | Update | | Delete |

Forinformation on the contents of the list see the previous description of this screen in
the Shift Update section of this manual, page 133.

3. Select theNsSERT button at the bottom of the Shift Code Listing screen to enter
in a new shift code. A dialog box will appear as follows:

&4 Insert Hexv Shift

Shift Code: [

| 0K I | Cancel |
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4. Enter the name of the new shift code into the Insert New Shift dialog box, and
press theoK button. The Shift Earnings Definition dialog box will appear as

follows:

File Help

Mame: EARLY Description: ||

~Shift Time
Start Time: I Start Date: I
Stop Time: I Ending Date: I

~Break Times

Break 1 At: I_ Length:
Break 2 At: I_ Length:
Break 3 At: I— Length:
Break 4 At: I_ Length:

|1 Paid Break
|1 Paid Break

[Z1 Paid Break

iR

|1 Paid Break

~3hift Earnings Translation
Translation Table:

I Payroll Default Table

| Save I | Cancel |

5. Fill in the data fields in the dialog box to define the new shift.

For information about the data fields within this dialog box see the previous
description of this dialog box in the Shift Update section of this manual, page 134.

6. Save the data by selecting #®key, OK button, or thesaveoption from the
File menu when all the information has been entered correctly.
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Example:

Shift Code - DAY
Description - Day Shift
Start Date - zero (none)
Stop Date - Zero (none)
Start Time - 08:30

Stop Time - 17:00
Break 1 Start - 10:30

Break 1 Length- 15

Break 1 Paid - (Paid Break)
Break 2 Start - 12:00

Break 2 Length- 30

Break 2 Paid - (Not Paid)
Break3 Start - 15:00

Break 3 Length- 15

Break 3 Paid - (Not Paid)
Earning Table-  El

Deleting an Existing Shift Code

To delete a previously defined position code follow these steps:

1. Select theshift Update option in the Master File menu.

2. When the Shift Master Update Selection dialog box appears sel&stking
or theList option in the File menu to obtain a list of all defined shifts.

3. Move the selection bar to the shift code to delete.

4. Select theDELETE button at the bottom of the Shift Code Listing screen.
5. A message will appear asking you to confirm the deletion. Selettthe

button to delete, or theo button to cancel the deletion process.

Can-Pay Computer Software
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System Defined Shifts

140

The leave time segments are defined by the system and may not be altered by the user.
The following table contains the system defined shifts.

Shift Description
Svacation |This shift is used when vacation time is scheduled for an employee.
Ssick | This shift is used when sick leave is scheduled for an employee.
Straining |This shift is used when training time is scheduled for an employee.
Sinlieu |This shift is used when time off in licu of overtime is scheduled for an employee.
Sother | This shift is used when other leave time is scheduled for an employee.
Snotavail |This shift is used when the employee will not be available for scheduling.
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Rotation Update

The Schedule Module can use standard shift rotation patterns for scheduling
employees. When this method is used the shift rotation pattern must be defined.

The rotation pattern may contain up to 200 days. Each day may contain up to five shift
assignments. Multiple shift assignments in a day are required for split shifts or
multiple position assignments.

The Rotation Update option in the Master Files menu updates the rotation patterns in
the Rotation Data Table.

When this option is selected the following dialog box appears:

Rotation Master Update Selection [ Nl

o
File Help

Rotation Code: [

[ox] [Exit]

The only data field in this dialog box is the rotation code field in which the user enters a
rotation code.
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F8(list)

142

The F8 key, or the List option from the File menu will bring up a list of the rotation
codes that have been previously defined. The list will appear similar to the following:

& Rotationlisting [z
File Help
R¥ blank one
Rb new one
R bev
|
M | Cancel | | Insert | | Update | | Delete |

If no rotation codes have been previously defined the list will be empty.
The screen will list the rotation codes with their description to the right.

From this screen the user can insert new rotation codes (using the INSERT button),
update defined rotation codes (using the UPDATE button), or delete defined rotation

codes (using the DELETE button).
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F10 (update) The F10 key, the OK button, or the Update option in the File menu is used to make
changes in previously defined rotation codes. The rotation code must first be entered
into the rotation code field.

B Roratlor petietlan i I T S T
File Help

Rotation: Rr1

Description: Im

Humber of Days: I 23
Starting Date: |1!:'I!]T.0'I]5.'31 Ending Date: I

DAY 1 Sat DAY

DAY 2 Sun

DAY 3 Mon

DAY 4 Tue DAY

DAY 5 Wed

DAY 6 Thu

DAY 7 Fri

4 i

| Cancel | |Qelete|

The following data fields require input:

Field Description

Rotation The rotation code that is being defined will appear at the top of the dialog
box. This field is for display only.

Description A description of the rotation code can be entered into this field.

Number of Days |The number of days the rotation contains is entered into this field. The
rotation pattern may contain up to 200 days.

Starting Date | This ficld contains the starting date of the rotation. This pattern will not be
used for employee scheduling before this date.

Ending Date This field contains the ending date of the rotation. This pattern will not be
used for employee scheduling past this date.
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List of Shift From left to right the list shows the day number of the rotation, the day of
Assignments  |the week, and up to five shifts for that day.

Esc (exit) The ESC key, the EXIT button, or the Exit option in the File menu will exit the dialog
box.

Can-Pay Computer Software 143




4 - MASTER FILES

Defining New Rotation Codes

To create a new rotation code follow these steps:

1. Select theRotation Update option in the Master Files menu. The following
dialog box will appear:

Rotation Master Update Selection [z N N |

T
File Help

Rotation Code: [

[ox] [Exit]

&~ If the user already knows the rotation code to be defined and has not done so
previously then he/she can enter the rotation code directly into the Rotation Master
Update Selection dialog box, and selectrhekey, or theJpdateoption from the File
menu. This action will bypass the Rotation Listing screen and bring up the Rotation
Definition dialog box, therefore skip to step five of this section. Otherwise carry on

with step two.

2. When the Rotation Master Update Selection dialog box appears press the
key, or thelist option in the File menu to obtain a list of the defined rotation

3. codes. The list will appear similar to the following:

File  Holy
Hnlalssm R1
s ipdine: |E
Moo of Clays: IT
Skwting [ase |I3!EI.'|'.-'[IE.-'3I E=ding [lase; |
DAY 1 Bat DAY |
DAY ¥ Bea H
DAY T Men
DAY 4 Tes DAY
DAY 5 Bed
DAY & The
DY T Fri |
il = | T |
Gomoel | Detetn |

Forinformation on the contents of the list see the previous description of this screen in
the Rotation Update section of this manual, page 142.
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4. Instead of selecting an item from the list, selecttis€RT button at the
bottom of the dialog box.

Insert Hew Rotation

Rotation Code: |

0K | Cancel

5. Type in the name of the new rotation code to be defined into the Insert New
Rotation dialog box, then select th& button. The Rotation Definition dialog
box will appear as follows:

6. - T -
File Help
Rotation: =1
Description: I

Number of Days: I 0
Starting Date: |pnuumnmn Ending Date: I

DAY 1 Sat DAY

[ T

I Save I | Cancel | | Delete |

7. Define the new rotation code by typing information needed in the correc
data fields.

For information about the data fields within this dialog box see the previous
description of this dialog box in the Rotation Update section of this manual, page
143.
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8. Select the=10key, OK button, or theSaveoption from the File menu when
all the information has been entered correctly.
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Deleting an Existing Rotation Code

To delete a previously defined position code follow these steps:

1. Select theRotation Update option in the Master File menu.

2. When the Rotation Master Update Selection dialog box appears selegt the
key, or thelist option in the File menu to obtain a list of all defined rotations.

3. Move the selection bar to the rotation code to delete.
4. Select theDELETE button at the bottom of the Rotation Listing screen.

5. A message will appear asking you to confirm the deletion. Selettthe
button to delete, or theo button to cancel the deletion process.

Shift Assignments

A Shift Assignment list entry exists for each of the days in the rotation pattern.

(&~ Each shift assignment entry allows for the specification of up to five shifts per day of
the rotation.

When the user double clicks on one of the shift assignment list entries the following
dialog box will appear:

&4 shift Assignments

File Help

Week Day: Saturday

Shift 1 Code: DAY days

Shift 2 Code:

Shift 4 Code:

|
Shift 3 Code: |
|
Shift 5 Code: |

Cancel |

Each shift specification allows for the input of the shift code to be included into the
pattern.

&~  When shifts are not assigned to a day in the rotation pattern no work segments will be
scheduled for that day.

F8 (list) The F8 key, or the List option in the File menu will bring up a list of previously defined
shifts.
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F10 (save) The F10 key, the OK button, or the Save option in the File menu will save the changes
made in the dialog box.

Esc (exit) The ESCkey, CANCEL button, or the Exit option from the File menu will exit the screen
without saving any changes.
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Position Update

Selecting the Position Update option brings up the Position Master Update Selection
screen. This screen appears as follows:

Position Master Update Selection | o £

4
File Help

Position Hame: I

The position name must be entered into this dialogbox. This can be done by typing the
position name in or selecting it from a list of position names.

F8(list) Selecting the F8 key, or the List option from the File menu will bring up alist of all the
defined position names. The list will appear similar to the following:

= 2 |
File Help

AlDE Aide

EXECDIR

]

| 0Ok I | Cancel | | Insert | | Update | | Delete |

&~  If no position codes have been previously defined the list will be empty.
The screen will list the position codes with their description to the right.

From this screen the user can insert new position codes (using the INSERT button),
update defined position codes (using the UPDATE button), or delete defined position
codes (using the DELETE button).
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OK The OK button, or the Update option from the File menu is used to make changes in
previously defined position codes. The position code must first be entered into the
position code field. The dialog box will appear as follows:

K4 Position lipdate 7

File Help

Code: AIDH

Description: Aide

Class:

Pay Table:

Start Date: End Date:

Distribution:

0K Cancel

The following data fields require input:

Field Description
Code This field displays the Position Code.
Description | This ficld displays the position description.

Class This field displays a model type if one has been or is to be assigned.

Pay Table |If the position pay rate is derived from a rate table the appropriate rate table
code displayed or entered here.

Start Date | This ficld contains the starting date of the position update.
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End Date | This ficld contains the ending date of the position update.

Distribution |This field displays the distribution table that the position has been assigned to.

Esc (exit) The ESC key, the EXIT button, or the Exit option from the File menu will exit the dialog
box.
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Defining a New Position Code

To create a new position code follow these steps:

1. Select thdPosition Updateoption in the Master Files menu. The Position

Master Update Selection screen will appear as follows:

Position Master Update Selection

File Help

Position Name: |

oK | | Exit |

&~  If the user already knows the position code to be defined and has not done so
previously then he/she can enter the position code directly into the Position Master

Update Selection dialog box, and selectrhekey, or theJpdateoption from the File

menu. This action will bypass the Position List Screen and bring up the Position
Update dialog box, therefore skip to step five of this section. Otherwise carry on with

step two.

2. Select the=skey, or thelList option from the File menu to obtain a list of all
the previously defined position codes. The list will appear similar to the

following:
Y4 Position List Screen ﬂg
File Help

AIDE Nurses Aide [~

COOK Coolk

DIR Director

EXECDIR Executive Director

FULLWORK Full Time Worker

LABOURER General Labour

NMURSE 1 Nurse 1

NURSE 2 & Murse

NURSE 1 i
| OK I | Cancel || Insert | | Update | | Delete |

Forinformation on the contents of the list see the previous description of this screen in

the Position Update section of this manual, page 148.
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3. Select theNSERT button at the bottom of the dialog box.

Insert Hew Position

Position Code: |

0K | Cancel |

MASTER FILES - 4

4. Enter the name of the new position code into the Insert New Position dialog
box, then select thek button. The Position Update screen will appear:

5.
"4 Position Update jg
File Help

Code: |AIDE |

Hame: |Nurses Aide

Type: | ‘

Class: |B—1 \ Housekeeping pay class

Pay Table: |TESTG |

Start Date: I:l End Date: I:l

Distribution: hskp-98000

Hour Allocation: ‘

0K | Cancel |

6. Enter the information needed to define the position code that appears in

dialog box.

For information about the data fields within this dialog box see the previous

7))
=
=
|
£
=2
=
e
7))
<
=

description of this dialog box in the Position Update section of this manual, page 149.

7. Save the data by selecting #® key, OK button, or theSaveoption from the
File menu when all the information has been entered correctly.
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Deleting an Existing Position Code

To delete a previously defined position code follow these steps:

1. Select thdPosition Updateoption in the Master Files menu.

2. When the Position Master Update Selection dialog box appears selegt the
key, or theList option in the File menu to obtain a list of all defined positions.

3. Move the selection bar to the position code to delete.
4. Select theDELETE button at the bottom of the Position List Screen.

5. A message will appear asking you to confirm the deletion. Selettthe
button to delete, or theo button to cancel the deletion process.
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Code Validation Update

The code validation update function allows you to update the various user defined
code tables provided by GrandMaster Suite.

When the user select Code Validation Update the following screen will appear:

B8 Object Master Update Selection 7| el =

File Help

Group Name:

Object Hame:

oK Exit

The following table gives a description of the screen:

Field Description

Group Name The group name is the name of the code table to update a list of the code table
may be obtained by using the “F8” list function.

Object Name The object name is the code value to update.

The system established code table group names all start with a “$” character. (Eg:
$area is the group name for the ‘Area’ Code Table.
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Control Settings Update
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The option allows the user to control:

» schedule generation by specifying the starting date and days to schedule,

m time entry by specifying the starting date and the days for the time entry, and

m payroll update by specifying the payroll starting date and days for the payroll

for each payroll.

The following dialog box will appear after selecting the Control Setting Update

option in the Master File menu:

E4 Control Settings Update 7| o
File Help

~3chedule Generation

Start Date: II]I]I]I]!I]I]!I]I] Days to Schedule: I
-Time Entry
Start Date: I Days for Time Entry: I

~Payroll Update

Payroll: Mo Payroll Selected

Start Date:

—

Days for Payroll:

—

| 0K I | Cancel I
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The following table gives a description of the fields within the dialog box:

Field Description

Schedule Generation

Start Date | The starting date from which to begin generating the schedule is entered into
this data field.

Days to
Schedule

Time Entry

Start Date | The starting date for the time entry is entered into this field.

Days for Time
Entry

Payroll Update

Payroll This field contains the name of the currently selected payroll. This field is for
display only.

Start Date | The start date for updating the payroll is entered into this field.

Days for
Payroll

F10 (save) The F10 key, OK button, or the Save option from the File menu will save any changes
made to the data within the dialog box.

Esc (exit) The ESC key, CANCEL button, or the Exit option from the File menu will exit the dialog
box without saving any changes.
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Calendar Update

The Schedule Module allows the use of special processing for specified dates through
a system calendar. This calendar may be used to specify statutory and special
company holidays. When the organization chart position requirements are used the
calendar may also be used to control the inclusion or exclusion of positions for
scheduling.

the calendar Update option brings up the following dialog box when selected:

4 Calendar Update Date Selection jg

File Help

Date:  [1995/12/25

OK | | Exit |

The date can be entered by typing it in or by selecting a defined calendar date from a
list.

F8(list) Alist of all the defined calendar dates will appear if the F8 key is pressed. The list will
appear as follows:

v4 Calendar List Screen ﬂg

File Help

1994701701 H H YYYYY NNNNN -~
1995401/01 H

1995703101
1995/04714 H
199570522 H
1995/08713
1995/09726
1995412125

H
H
H
H

0K Cancel H Insert | | Update | | Delete |
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&~ If no dates have been previously defined then the list will appear empty.

The list contains the following information from left to right: date, stat holiday code,
company holiday code, excludes (a 1 character code, up to 100 can be entered), and
includes (a 1 character code, up to 100 can be entered).

From this screen the user can insert new calendar dates (using the INSERT button),
update defined calendar dates (using the UPDATE button), or delete defined calendar
dates (using the DELETE button).

F10 (update) The F10 key, the OK button, or the Update option in the File menu will allow the user to
change the data for the currently entered date. A date mustbe entered into the Calendar
Update Date Selection dialog box for this function to work. A dialog box will appear

as follows:
B3 Calendar Update il
File Help
Date: 1994/01/01
Includes: NNHNN, |
Excludes: YYYYY |

Stat Holiday: El

Company Holiday: El

| 0K I | Cancel |

The following data fields require input:

Field Description

Includes This field may hold up to 100 one character codes to be flagged as included in
the schedule processing.
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Excludes This field may hold up to 100 one character codes to be flagged as excluded
from the schedule processing.

Stat Holiday |This ficld holds the code to define the date as a statutory holiday.

Company | This field holds the code to define the date as a company holiday.
Holiday

Esc (exit) The ESC key, the CANCEL button or the Exit option from the File menu will exit the
dialog box.
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Defining a New Calendar Date

To define a new calendar date follow these steps:

1. Select theCalendar Updateoption in the Master File menu. The Calendar
Update Date Selection dialog box will appear as follows:

;4 Calendar Update Date Selection ﬂg
File Help

Date: |1995/12/25

oK | Exit |

&~  If the date to be defined is already known without checking which dates have been
previously defined in the system then enter the date directly into the Calendar Update
Date Selection dialog box, and select #iekey, or theUpdate option from the File
menu. This action will bypass the Calendar List Screen and bring up the Calendar
Update dialog box, therefore skip to step five. Otherwise, carry on with step two.

2. When the Calendar Update Date Selection dialog box appears sekgt the
key, or theList option from the File menu to obtain a list of all defined
calendar dates. The Calendar List Screen will appear as follows:

L4 Calendar List Screen ﬂg

File Help

199401401 H H YYYYY NNMNN =
199501401 H

1995403401
1995/04/14 H
1995/05¢22 H
1995/08/13
1995/09/26
1995712125

H
H
H
H

| 0K | | Cancel | ‘ Insert | ‘ Update | ‘ Delete |

Forinformation about the contents of the list see the previous description of this screen
in the Calendar Update section of this manual, page 156.

3. Select theNSERT button at the bottom of the Calendar List Screen to enter in a
new calendar date. A dialog box will appear as follows:
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Insert New Date

Date:  (0000/00/00 |

I 0K I | Cancel |

4. Enter the date in the Insert New Date dialog box, and seleoktbheatton.
The Calendar Update dialog box will appear as follows:

File Help
Date: 1994/01/01
Includes: INMNNN |
Excludes: IYYYYY \

Stat Holiday: El

Company Holiday: El

| OK I ‘ Cancel |

5. Within the Calendar Update dialog box enter the required information to
define the calendar date.

For information about the data fields within this dialog box see the previous
description of this dialog box in the Calendar Update section of this manual, page
157.

6. Select thee10key, OK button, or theSaveoption from the File menu when
all the information has been entered correctly.
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Deleting an Existing Calendar Date

To delete a previously defined calendar date follow these steps:

1. Select theCalendar Updateoption in the Master File menu.

2. When the Calendar Update Date Selection dialog box appears presgéelye
or theList option from the File menu to obtain a list of all defined calendar
dates.

3. Move the selection bar to the calendar date to delete.
4. Select thedELETE button at the bottom of the Calendar List Screen.

5. A message will appear asking you to confirm the deletion. Selegethe
button to delete, theo button to cancel the deletion process.

Can-Pay Computer Software




MASTER FILES - 4

Import/Export

When the user selects the Import/Export menu the following screen will appear:

£4 Grandtdaster Schedule MHodule [z NG |
File Schedule Reports  Help
Employee Update

Employee Availability Update
Default Employee Availability
Seniority Lists I
Shift Update

Rotation Update

Position Update

Code Validation Update

Control Settings Update
Lalendar Update

Import/Export » I import Employee Records

Export eHployee Records

The following options are available to the user:

= Import Employee Records

m Export Employee Records
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Employee Import

Saving...

162

The Employee Master File Import option imports employee information from a

comma delimited ASCII file or a fixed file format.

This function allows the user to select the date format, the data fields to be included in

the import and to select the import file format.

The following dialog box appears when the Employee Import is chosen:

Employee Master File Import - Fized or Delimited
ile Help

~Filename to Import

(®) Fixed Length

(2 Delimited File

Delimited

~Date Format

() DDMMYY
) MMDDYY
2 YYMMDD
() DDMMMY'Y

Fixed

‘Year Option

OYYYY Year
Or
Starting Century

Century Break

A AR i e

| Process

| | Cancel

The selection made by the user can be saved by selecting the Save Parameters option

in the File menu.

Can-Pay Computer Software




File Name for

Export

Date Format
Selection

=

MASTER FILES - 4

This field is the name of the file for the imported employee imported information.
When entering a file name for the import file the file is expected to be in the current
drive and directory. You may import from elsewhere by specifying the drive and
directories before the file name. The file information can be up to 60 characters long.
Eg) P\GRANDDEV\SOURCE\MYFILE. TXT

You must specify if the import file is a fixed length or delimited file type
A date format is selected for the import when the box to the left of the date format has a
check mark.
The date format selection allows for the following date options:
= DDMMYY
= MMDDYY
= DDMMMYY

If the box to the left of the YY Y'Y year field has a check mark the year will be in the 4
digit format. EG) DDMMYY will become DDMMYYYY

When you are changing the year into a 4 digit year from 2 digits in the import file you
must specify the following:

» Starting Century
m Century Break

The starting century is the first two numbers of the century numbers we are starting
with. Eg) 19

The century break is the last two number of the century that the century will change
on Eg) 00 this means that when we hit 1999 the next century will be 2000.
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The following dialog box appears for the employee hours import when the delimited

tab is chosen:

. Delimited |

Enter the position of the field in the input record
Use zero to turn off the field for import

Ed Employee Master File Import - Fixed or Delimited | &l
|z
File Help
=3 Field Positions
= | Badge ll]_ Address 1 Il]_ Department II]_
Hame 0 Address 2 0 Account 0
=
E Surname II]_ City II]_ Subaccount II]—
= Given ll]_ Province Il]_ Home Phone II]_
E S.LH. [0 PostalCode [0 Alt Phone [0
= | Treaty II]_ Birth II]_ Medical II]—
3 Band ll]_ Sex Code Il]_ Family Med. II]_
E Reference II]_
:I-:I
:l—:l
:I-:I
:?
:ﬁ

Process

| Cancel
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Delimited Field A data field is selected for the import when the box to the right of the field has the
Position position number. If the position number is zero that field will not be imported. That
Selection field will be written in the file record according to the position number.

The report field selection allows for the inclusion of the following data fields from the
master file:
Fields Description
Badge |When this field is checked the badge number of the employee will be imported.
Name | When this field is checked the name of the employee will be imported.
Surname |When this field is checked the surname of the employee will be imported.
Given | When this field is checked the given name of the employee will be imported.
S.LN. When this field is checked the social insurance number of the employee will be imported.
Birth Date | When this field is checked the birth date of the employee will be imported.
Start Date | When this field is checked the starting date of the employee will be imported.
End Date |When this field is checked the ending date of the employee will be imported.
ADD1 | When this field is checked the address line 1 of the employee will be imported.
ADD2 | When this field is checked the address line 2 of the employee will be imported.
City When this field is checked the city of the employee will be imported.
Prov When this field is checked the province of the employee will be imported.
Postal Code | When this field is checked the postal code of the employee will be imported.
Department| When this field is checked the department of the employee will be imported.
Account |When this field is checked the account of the employee will be imported.
Sub When this field is checked the sub account of the employee will be imported.
Account
Home | When this field is checked the home phone of the employee will be imported, 7))
Phone E
Alt. Phone |When this field is checked the alternate phone number of the employee will be imported. E
Medical |When this field is checked the medical number of the employee will be imported. 5
Family | When this ficld is checked the family med. number of the employee will be imported. ;
Med. <
Treaty |When this field is checked the treaty number of the employee will be imported. =
Band When this field is checked the band number of the employee will be imported.
Position | When this field is checked the position of the employee will be imported.
Sex (M/F) |When this field is checked the sex code of the employee will be imported.
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The following dialog box appears for the employee hours import when the fixed tab is

EEEECEEE

chosen:

B4 Employee Master File mport - FixedorDelimited [N

File Help

[

3 ~Field Record Position and Length

3 Badge II] Addr 1 0 I Depart. 0

:ﬁ Hame 1] II] Addr 2 1] I Account 1]

3 Surname 1} II] City 1} I Subacct. 1}
Given [0 [0 Prov [0 [0 Home Ph 1}

:ﬁ

$ SIh [0 [0 Postal [ 0 [0 AltPh 0

== | Treaty 0 I Birth 0 I Medical 0

3 Band 1] I Sex 1] I Fam. Med. 1]

3 Ref. 0

:ﬁ

:ﬁ

:ﬁ

:ﬁ

Process

| | Cancel |
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Fixed Field A data field is selected for the import when the box to the right of the field has the
Position position number. If the position number is zero that field will not be imported. That
Selection field will be written in the file record according to the position number.

The report field selection allows for the inclusion of the following data fields from the
master file:
Fields Description
Badge |When this field is checked the badge number of the employee will be imported.
Name | When this field is checked the name of the employee will be imported.
Surname |When this field is checked the surname of the employee will be imported.
Given | When this field is checked the given name of the employee will be imported.
S.LN. When this field is checked the social insurance number of the employee will be imported.
Birth Date | When this field is checked the birth date of the employee will be imported.
Start Date | When this field is checked the starting date of the employee will be imported.
End Date |When this field is checked the ending date of the employee will be imported.
ADD1 | When this field is checked the address line 1 of the employee will be imported.
ADD2 | When this field is checked the address line 2 of the employee will be imported.
City When this field is checked the city of the employee will be imported.
Prov When this field is checked the province of the employee will be imported.
Postal Code | When this field is checked the postal code of the employee will be imported.
Department| When this field is checked the department of the employee will be imported.
Account |When this field is checked the account of the employee will be imported.
Sub When this field is checked the sub account of the employee will be imported.
Account
Home | When this field is checked the home phone of the employee will be imported,
Phone
Alt. Phone |When this field is checked the alternate phone number of the employee will be imported.
Medical |When this field is checked the medical number of the employee will be imported.
Family | When this ficld is checked the family med. number of the employee will be imported.
Med.
Treaty |When this field is checked the treaty number of the employee will be imported.
Band When this field is checked the band number of the employee will be imported.
Position | When this field is checked the position of the employee will be imported.
Sex (M/F) |When this field is checked the sex code of the employee will be imported.
Employee Export

The Employee Master File Export option exports employee information to a comma
delimited ASCII file.
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This function allows the user to select the filename for exported data, the data fields to
be included in the export and to select the objects to be included or excluded in the
export.

The following dialog box appears when the Employee Export is chosen:

B4 Employee tdaster Export - (5% Format [z R |
File Help
~Filename for Export ®por
= o
E [ Fields ]
:ﬁ
:ﬁ
=7 Date Format
E () DDMMYY [ ¥YYY Year
- (J MMDDYY Date Seperator
:? p
:ﬁ 2 YYMMDD (J Dash "-"
3 (3 DDMMMYY @ Slash "/
:ﬁ
:ﬁ
:ﬁ
=
=3 acd
| Process | | Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range
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Date Format
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MASTER FILES - 4

This field is the name of the file for the exported employee exported information.
When entering a file name for the export the file will be created in your current drive
and directory. You may place it elsewhere by specifying the drive and directories
before the filename. The filename information can be up to 60 characters long. Eg)
P\GRANDDEV\SOURCEWMYFILE. TXT

To limit the range of the report starting and ending dates may be entered. If both dates
are zero the entire report will be printed. If only the ending date is zero the report will
print from the starting date until the end of the report.

A date format is selected for the export when the box to the left of the date format has a
check mark.
The date format selection allows for the following date options:

= DDMMYY

= MMDDYY

= YYMMDD

= DDMMMYY

If the box to the left of the YY Y'Y year field has a check mark the year will be in the 4
digit format. Eg) DDMMYY will become DDMMYYYY.
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The following dialog box appears when the fields tab is chosen in the employee master

export:

Employee Master Export - C5Y Format

=g

EEEREEEE

Home Phone
Alt. Phone
Medical
Family Med.
Treaty
Band
Position
Sex [M\F)

Export

Fields j

EEEEEEEE

File Help

= Field Positions

3 Badge (0] Addri

= | Hame [ 0] Addr2

E Surname EI City

3 Given EI Prov

=3 | S.IN. [ 0| Postal Code
3 Birth Date EI Department
— | Start Date EI Account
3 End Date EI Subaccount
:ﬁ

:[—:l

:ﬁ

:ﬁ

:[—:l

:ﬁ

Enter the position of the field in the output record
Use zero to turn off the field for export

"
+

Process | | Cancel
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Export Field A data field is selected for the export when the box to the right of the field has the
Position position number. If the position number is zero that field will not be exported. That
Selection field will be written in the file record according to the position number.

The report field selection allows for the inclusion of the following data fields from the
master file:
Fields Description
Badge |When this field is checked the badge number of the employee will be exported.
Name | When this field is checked the name of the employee will be exported.
Surname |When this field is checked the surname of the employee will be exported.
Given | When this field is checked the given name of the employee will be exported.
S.LN. When this field is checked the social insurance number of the employee will be exported.
Birth Date | When this field is checked the birth date of the employee will be exported.
Start Date | When this field is checked the starting date of the employee will be exported.
End Date |When this field is checked the ending date of the employee will be exported.
ADD1 | When this field is checked the address line 1 of the employee will be exported.
ADD2 | When this field is checked the address line 2 of the employee will be exported.
City When this field is checked the city of the employee will be exported.
Prov When this field is checked the province of the employee will be exported.
Postal Code | When this field is checked the postal code of the employee will be exported.
Department| When this field is checked the department of the employee will be exported.
Account |When this field is checked the account of the employee will be exported.
Sub When this field is checked the sub account of the employee will be exported.
Account
Home | When this field is checked the home phone of the employee will be exported, 7))
Phone E
Alt. Phone |When this field is checked the alternate phone number of the employee will be exported. E
Medical |When this field is checked the medical number of the employee will be exported. 5
Family | When this ficld is checked the family med. number of the employee will be exported. ;
Med. <
Treaty | When this field is checked the treaty number of the employee will be exported. =
Band When this field is checked the band number of the employee will be exported.
Position | When this field is checked the position of the employee will be exported.
Sex (M/F) |When this field is checked the sex code of the employee will be exported.
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REPORTS

The Reports menu from the main menu bar is used to print reports containing the data
from the GrandMaster Suite Scheduling system.

The Reports menu appears as follows:

| 4 GrandMaster Schedule Module HE'

File Schedule Master Files | Reports Help
| Printer Setup

Time Cards
Schedule Reports -
Homecare Reports -

Leave Schedule Reports =+
Master File Reports -
Custom Reports -

The report generation process will only include those employees that are part of the
current employee group.

The Schedule Module provides two classes of reports, system defined reports, and
custom reports.

The date ranges entered limit the range of the report to only those records that fall
within the selected date range.

Custom reports are discussed in the section on custom report definition and
generation.

System defined reports have a standard format. The data fields included in the report
may be modified by the user to eliminate any that are not being used.

REPORTS
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Standard Reports

Time Cards This report is used to print time cards.

Employee Schedule This report is used to print the employee schedule report.

Weekly Schedule This report is used to print the weekly schedule.

Calendar Schedule This report is used to print the calendar schedule.

Homecare Employee This report is used to print the homecare employee worksheet.
Worksheet

Homecare Client Work This report is used to print a client homecare worksheet.

Worksheet

Homecare Client List

This report is used to print a homecare client list.

Vacation Leave Schedule

This report is used to print the employee vacation schedule
report.

Sick Leave Schedule

This report is used to print the employee sick leave schedule
report.

Time off in lieu Schedule

This report is used to print the employee time off in licu
schedule report.

Training Schedule

This report is used to print the employee training schedule
report.

Other Leave Schedule This report is used to print the other leave schedule report.

All Leave Schedule This report is used to print the all leave schedule report.

Shift Table Report This report is used to print the contents of the shift table.
Position Table Report This report is used to print the contents of the position table.
Rotation Table Report This report is used to print the contents of the rotation table.

Calendar Report This report is used to print the contents of the system calendar.

Availability Report This report is used to print the employee availability report.
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General Operation

The report program presents the user with a data selection screen that shows the data
fields selected according to the default parameters saved for the report.

The user may change the data field selections for the report. These changes may be
saved as the default selection for the report with the Save Parameters menu choice.

The user may select a subset of the user defined items in the system for inclusion in the
report. A maximum of one hundred items may be included in the subset.

After the appropriate selections are made the user can print the report by pressing the
PRINT REPORT button.

Printer Setup

The Printer setup option allows for the user to select a printer, select difterent fonts,
and to select the orientation for the print job.

Please refer to page of the printer chapter for more information on printer setups.

REPORTS
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The Time Card Report option prints a listing of the time cards.

This function allows the user to select the date range for the report, the data fields to
include in the report, the card specification, the time card report layout, the sort order
for the report, and to select the area to include or exclude in the report.

The dialog box for the Time Card Report option in the report menu appears as

follows:

Employee Time Cards

=

[[] Premiums

File Help
[
3 -Date Range “hh‘
Field j
3 Start: |[EEETAEZA0] | End:  [1995/07/28 e
Selects
:ﬁ -Time Card Report Fields
= Layout j
-Headin - Timecard Bo
3 Heading Ti d Body
—= | [¥| Hame ¥ Day [[]1 Position Sizes
3 [+l Badge ] Date [[] Reason Card ]
| [ Humber ] Shift [] Area
3 [+] Page [#] Start Time [] Sub Area
3 ] Week ¥ End Time [] Activity
= [ Hours [[] Sub Activity
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:ﬁ

e

| Cancel | |

Print Sample Card |

The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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Date Range To limit the range of the report you may enter the starting and ending date. Ifboth dates
Selection are zero the entire report will be printed. If only the ending date is zero both the reports
will be printed from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

Thereport field selection allows for the inclusion of the following 5 heading fields and
13 body fields:

Time Card
Heading Area
Field Description
Name This field prints the name of the employee
Badge This field prints the badge number of the employee
Employee Number |This field prints the employee number of the employee
Page This field prints the page number of the time cards
Week This field prints the ending date of the time card
Time Card Body
Area
Field Description
Day This field prints the day of the week
Date This field prints the date
Shift This field prints the shift

Start Time This field prints the starting time

End Time This field prints the ending time

Hours This field prints the hours
Premium This field prints the premium code of the shift
Position This field prints the position of the time card
Reason This field prints the reason wn
Area This field prints the arca E
Sub Area This field prints the sub arca 8
Activity This field prints the activity E

Sub Activity This field prints the sub activity
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Selects Selection The dialog box for the time card selection appears as follows:

Area

177

24 Employee Time Cards
ile  Help

‘
]

Select Area Range H“ Fields

| Select Area Selects j

Layout
Sizes

Card j

[

rurdrdrdrdrdrdrdrdrd U

| Cancel | | Print Sample Card |

To choose area for the Employee Time Card Report select the Select Area object.

For instructions on how to select areas refer to page 5 of the common selection screen
chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the selection button when you return to the select
report objects dialog box.
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Layout Selection The dialog box for the timecard layout appears as follows:

Emplovee Time Lards %l o

Help

—_—
1}

Off-set, Column, Field Length
~Header Layout Fields

Hame Iﬁ IH Iﬁ Page Ho. Iﬁ Iﬁ IH
Badge Iﬁ IH IW Week End IH Iﬁ IW SEIE[:.-ts

Number Layout ]

Body Layout " Sizes ]
Day IF IF Iﬁ Position 5
Date IF IW IW Reason Card
Shift [01 [22 [10 Area
Premium Subarea
Start IF IH
End [o1 |50~
Hours IF Iﬁ

Activity

05
Iﬁ Subactivity
o5

&3

ol i i i i i i g g i 2 S

| Print Report I | Cancel | | Print Sample Card |

Defaults The default selections can be re-displayed by selecting the default selections in the File
menu. Ifyou wish to always use the defaults select the Save Parameters option in the
File menu.

REPORTS
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Column

Field Length

=

Print Sample
Card

179

In order to design a report layout you must specity the following 3 things:
n Off- Set
= Column
» Field Length

This is the line offset used for printing the time card information. Eg) if you want this
field to print on the first line of this time card information use an off-set of zero. Ifitis
to follow on the second line use an off-set of 1. You may have as many off-sets as you
need to print all the fields you have selected.

This 1s the character position on the print line for the time card information. Eg) if the
field is to start 5 spaces in from the left hand margin enter a 6 in the column field. The
column numbers are only limited by the number of characters you can print on each
line of your selection page.

This is the number of characters that make up the field. Eg) employee number is 10
characters long. If you want to see the entire employee number enter 10 in the field
length. If you are doing the date which is 10 characters you may choose to print only
the last 5 giving you mm/dd. The date field is the only field that takes the characters
from the right hand side.

If you asked to print the day of the week or the date, these fields will print even if there

is no other time card information for that day.

Ifyou click on the print sample card button a sample time card will be printed for you to
print you sample card layout.
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Fields

Selects

Layout

s

= i el
File Help
i ~Header Field Sizes
3 Employee Hame 25 Page Count {9999) 04
$ Badge Humber 10 Week Ending Date 10
i Employee Humber {9
3 ~Body Field Sizes
3 Day - week day 09 Position - code 10
3 Date (9999/99/99) 1{p Reason - code 10
33 Shift - code 10 Area - code 10
$ Premium - code 10 Subarea -code 10
3 Start Time (99:99) 05 Activity - code 10
3 End Time (99:99) p5 Subactivity - code 10
3 Hours (99.99) 05
=3
=2
=3
=
T e
| Print Reportl ‘Qancell | Print Sample Card |
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Card Selection The following dialog box for the card appears as follows:

Badge: Weekending:
(J Ho (J Left Emp Ho:

= Z o [
File Help
[
T -Time Card Range
3 Humber of Days Per Time Card: II]? Fields
3 -Time Card Lines Selects
:|§| Humber of lines on the card |22
L t
3 Start body on line number II]E ayot
S
3 -Body Heading 1zes
= i Print Heading - On line number II]5 Card ]
:ﬁ
:|EI -~Heading Legend
:ﬁ
— Print Position—— Text Description
- (%l Yes (] Above Hame: Page:
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:ﬁ
:ﬁ

| Cancel | | Print Sample Card |

In laying out the report the other things the program needs to know is:

1. The number of days per time card. Most timecards are for 7 or 14 days.

2. The number of lines your timecard will hold. Most timecards are 21 lines
long.

3. The line the timecard body will start on. This means that after the heading
fields are printed the timecard information will start on the line number.

4. The body format allows you to print body headings or not. If you ask for the
body heading you must specify the line the heading is to appear on.

5. The heading format allows you to print header legend or not. The text to the
right of the print yes or no box will show you the printable legend.

&~ Whenyou specify your heading fields make sure that they are where the timecard body
will start on, that no fields are set to print on top of one another and that you don't
specify columns past the right edge of your time card.
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Schedule Reports

The Schedule Reports menu from the menu bar is used to print schedule reports from
the schedule data.

The Schedule Reports sub menu appears as follows:

| el GrandMaster Schedule Module ﬂﬂ-

File Schedule Master Files | Reports Help
Printer Setup

Time Cards

| Schedule Reports #+ | Employee Schedule
Homecare Reports =+ | Weekly Schedule
Leave Schedule Reports + |  Calender Schedule

Master File Reports -
Custom Reports -

&~  Schedule Reports
m Employee Schedule
m Weekly Schedule

m Calendar Schedule

REPORTS

Can-Pay Computer Software 182




5-REPORTS

Employee Schedule Report

Saving...

183

The Employee Schedule Report option presents a listing of the detail schedule for

each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the objects to be
included or excluded in the report.

The following dialog box appears when the Employee Schedule Report option is

chosen:
Emplovee Schedule Repor [z W
g Hel ** " trr et s
-Date Range

Start: 1997 /07724

End: I1!]!]?fl]ﬂf23

-Report Fields
[+i Employee
[ Shift
[+ Date
[Z1 Reason
[+ Hours
[Z] Area
[0 Activity

[] Client

[_i Badge

[+ Start Time
[+ End Time
[Z] Position

L] Sub Area

[0 Sub Activity
[_] Breaks

AU

Fields

Sort
Selects

e

I'_Erint Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option

in the File Menu.
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Report Field
Selection

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report

REPORTS -5

will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The Report field selection allows for inclusion of the following data fields:

Field Description
Employee When this field is checked the name of the employee having the
employee schedule will be printed on the report.
Date When this field is checked the date for the employee schedule will be
printed on the report.
Start Time When this field is checked the starting time for the employee schedule
will be printed on the report.
End Time When this field is checked the ending time for the employee schedule
will be printed on the report.
Area When this field is checked the area for the employee schedule will be
printed on the report.
Sub Area When this field is checked the sub area for the employee schedule will be
printed on the report.
Activity When this field is checked the activity for the employee schedule will be
printed on the report.
Sub Activity When this field is checked the sub activity for the employee schedule
will be printed on the report.
Badge When this field is checked the badge number of the employee having the
employee schedule will be printed on the report.
Hours When this field is checked the hours for the employee schedule will be
printed on the report.
Position When this field is checked the position for the employee schedule will be
printed on the report.
Reason When this field is checked the reason for the employee schedule will be
printed on the report.
Shift When this field is checked the shift for the employee schedule will be
printed on the report.
Client When this field is checked the client for the employee schedule will be
printed on the report.

The client field is only available when the homecare module is installed.
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The following dialog box appears when the sort tab is chosen:

Employee Schedule Report [z NN |
ile Help
~Sort Order Selection——MmM —
Emol Fields
© Employee Page Break
Sort ]
() Shift (* Mo
Selects ]
() Area @ Yes

(3 Area, Position
(] Area, Shift

(J Position
{J Position, Area
(7 Position, Shift

tin g gt tiytigtigtigtintinin lig g iy it g gt g 1, HES

[

I_Erinl Report I | Cancel |

The sort order selection for the report allows for the following sort order selections:

m Employee - Employee Name

m Shift - User defined shift code & employee name

m Area - User defined area code & employee name

m Area, Position - User defined area position & employee name

m Area, Shift - User defined area shift & employee name

m Position - User defined position code & employee name

m Position, Area - User defined position code & area code & employee name

» Position, Shift - User defined position code & shift code & employee name
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The following dialog box appears when the select tab is chosen:

2 Employee Schedule Report =] O]

File Help |

| -

3 Select Report Objects Field

ields
3 | Select Shifts | ot
or

3 | Select Positions | Soloct j
elects |

3 | Select Reasons | '

:ﬁ

3 | Select Areas |

:|_:l Select Sub Areas

:ﬁ

3 | Select Activities |

T Select Sub Activities

:ﬁ

:ﬁ

:ﬁ

:L_:l |

Print Report | Cancel |
Select Report The Select Report Objects selection for the report allows for the following selection

Objects options:
» Shift - User defined shift code
m Position - User defined position code

m Reason - User defined reason code

m Area - User defined area code

m Sub Area - User defined sub area code

REPORTS

m Activity - User defined activity code

m Sub Activity - User defined sub activity code
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The Select Report Objects selection for the report allows for the following selection
options:

Forinstructions on how to select shifts refer to page 11 of the common selection screen
chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the SELECT SHIFTS button when you return to the
select report objects dialog box.

For instructions on how to select positions refer to page 9 of the common selection
screen chapter. If you have selected positions the message Exclude selections or
Include selections will be displayed beside the SELECT POSITIONS button when you
return to the select report objects dialog box.

For instructions on how to select reasons refer to page 10 of the common selection
screen chapter. If you have selected reasons the message Exclude selections or Include
selections will be displayed beside the SELECT REASON button when you return to the
select report objects dialog box.

For instructions on how to select area refer to page 5 of the common selection screen
chapter. If you have selected area the message Exclude selections or Include
selections will be displayed beside the SELECT AREA button when you return to the
select report objects dialog box.

For instructions on how to select sub area refer to page 16 of the common selection
screen chapter. If you have selected sub area the message Exclude selections or
Include selections will be displayed beside the SELECT SUB AREA button when you
return to the select report objects dialog box.

For instructions on how to select activity refer to page 4 of the common selection
screen chapter. If you have selected activity the message Exclude selections or Include
selections will be displayed beside the SELECT ACTIVITY button when you return to the
select report objects dialog box.

Forinstructions on how to select sub activity refer to page 15 of the common selection
screen chapter. If you have selected sub activity the message Exclude selections or
Include selections will be displayed beside the SELECT SUB ACTIVITY button when
you return to the select report objects dialog box.
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Weekly Schedule Report

Saving...

The Weekly Schedule Report option presents a weekly format listing of the schedule

information for each employee.

This function allows the user to select the date range for the report, the format for the
report (one week or two weeks), the data fields to include in the report, the sort order

for the report, and to select the shift to include in the report.

The following dialog box appears when the Weekly Schedule Report option is

|

chosen:
8 weekly Schedule Repoit =zl o =
File Help

::‘:l -Date Range

-3 tart:  [JEERZA0AFL]  End: |1HHHI]H£23 Fields

E -Report Fields Sort

3 ¥ Shift i Badge Format |

:er [Z1 Date [+ Start Time

3 [Z] Reason [+ End Time

:|':l [+ Hours L] Position

3 [ Area [] Sub Area

3 1 Activity [ Sub Activity

:|—:I [] Client

:l—ZI

:ﬁ

:ﬁ

:ﬁ

I_Erint Report I | Cancel |

The selections made by the user can be saved by selecting the Save Parameters

option in the File menu.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The Report field selection allows for inclusion of the following data fields:

Field Description
Employee When this field is checked the name of the employee having the weekly
schedule will be printed on the report.
Date When this field is checked the date for the weekly schedule will be
printed on the report.
Start Time When this field is checked the starting time for the weekly schedule will
be printed on the report.
End Time When this field is checked the ending time for the weekly schedule will
be printed on the report.
Area When this field is checked the area for the weekly schedule will be
printed on the report.
Sub Area When this field is checked the sub area for the weekly schedule will be
printed on the report.
Activity When this field is checked the activity for the weekly schedule will be
printed on the report.
Sub Activity When this field is checked the sub activity for the weekly schedule will
be printed on the report.
Badge When this field is checked the badge number of the employee having the
weekly schedule will be printed on the report.
Hours When this field is checked the hours for the weekly schedule will be
printed on the report.
Position When this field is checked the position for the weekly schedule will be
printed on the report.
Reason When this field is checked the reason for the weekly schedule will be
printed on the report.
Shift When this field is checked the shift for the weekly schedule will be
printed on the report.
Client When this field is checked the client for the weekly schedule will be
printed on the report.

The client field is only available when the homecare module is installed.
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The following dialog box appears when the sort tab is chosen:

waeekly Schedule Report i S

ile Help
~Sort Order Selection——7MM .
Fields
(¢! Employee
Sort ]
i Shift ;

A Format
rea

i Area, Position
i Area, Shift

i Position
i Position, Area
i Position, Shift

[ |

Ui

I_Erint Report I | Cancel I

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
= Employee - Employee Name

m Shift - User defined shift code & employee name

m Area - User defined area code & employee name

m Area, Position - User defined area code & position code & employee
m Area, Shift - User defined area code & shift code & employee name

m Position - User defined position code & employee name

REPORTS

m Position, Area - User defined position code & area code & employee

m Position, Shift - User defined position code & shift code & employee nq
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The following dialog box appears when the format tab is chosen:

) Weekly Schedule Report =0
File Help |
I --.
i
3 -Report Format——— Fields
3 () Single Week Sort
3 (#) Two Weeks Format j
:ﬁ
= ) Three Weeks
:ﬁ
:|a {7 Four Weeks
:ﬁ
:ﬁ
:?
T | Select Shifts
:ﬁ
:ﬁ
:?
:? .. f
g |l
| Print Report | | Cancel |
Select Report The report format selection for the report allows for the following weekly format

Format options:

Selection
m Single Week

m Two Weeks
m Three Weeks

m Four Weeks

&~  The type of printer and printer fonts will determine the number of weeks that maybe
printed across the page.

Shift To choose shifts for the Weekly Schedule Report select the Select Shifts object.

Forinstructions on how to select shifts refer to page 11 of the common selection screen
chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the selection button when you return to the select
report objects dialog box.
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Calendar Schedule Report

The Calendar Schedule Report option presents a calendar format listing of the
schedule information for each employee.

This function allows the user to select the date range for the report, the data fields to be
included in the report, the sort order for the report, and to select the objects to be
included or excluded in the report.

The following dialog box appears when the Calendar Schedule Report option is

chosen:
= 2 d [l
File Help
-Date Range
Start: [[EELZALIZZ] = End: [1997/08723
-Report Fields
[+i Employee [ Date [+ Start Time
[Z] Position [Z] Badge [+ End Time
[+f] Shift [Z] Area [Z] Sub Area
[Z] Reason [ Activity [Z] Sub Activity
[+ Hours [_] Client
~5ort Order
{#] Employee (] Area, Position
(] Area () Area, Shift
() Shift () Position, Area
(J Position (J Position, Shift

| Select Shifts |

| Print Report I | Cancel |

Saving... The selections made by the user can be saved by selecting the Save Parameters
option in the File menu.

REPORTS

Shift To choose shifts for the Calendar Schedule Report select the Select Shifts object.

For instructions on how to select shifts refer to page 11 of the common selection
screen chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the selection button when you return to the select
report objects dialog box.
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Date Range
Selection

Report Field
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The Report field selection allows for inclusion of the following 14 data fields:

Field Description
Employee When this field is checked the name of the employee having the calendar
schedule will be printed on the report.
Date When this field is checked the date for the calendar schedule will be
printed on the report.
Start Time When this field is checked the starting time for the calendar schedule will
be printed on the report.
End Time When this field is checked the ending time for the calendar schedule will
be printed on the report.
Area When this field is checked the area for the calendar schedule will be
printed on the report.
Sub Area When this field is checked the sub area for the calendar schedule will be
printed on the report.
Activity When this field is checked the activity for the calendar schedule will be
printed on the report.
Sub Activity When this field is checked the sub activity for the calendar schedule will
be printed on the report.
Badge When this field is checked the badge number of the employee having the
calendar schedule will be printed on the report.
Hours When this field is checked the hours for the calendar schedule will be
printed on the report.
Position When this field is checked the position for the calendar schedule will be
printed on the report.
Reason When this field is checked the reason for the calendar schedule will be
printed on the report.
Shift When this field is checked the shift for the calendar schedule will be
printed on the report.
Client When this field is checked the client for the calendar schedule will be
printed on the report.

The client field is only available when the homecare module is installed.
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Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
= Employee - Employee Name

m Shift - User defined shift code & employee name

m Area - User defined area code & employee name

m Area, Position - User defined area position code & employee name

m Area, Shift - User defined area shift code & employee name

m Position - User defined position code & employee name

m Position, Area - User defined position code & area code & employee name

m Position, Shift - User defined position shift code & employee name

REPORTS

Can-Pay Computer Software 194




5-REPORTS

HomeCare Reports

The HomeCare Reports menu from the menu bar is used to print HomeCare reports
from the Homecare data.

The HomeCare Reports sub menu appears as follows:

GrandMaster Schedule Module | o

¥
File Schedule Master Files Help

Printer Setup
Time Cards
Schedule Reports 3

Homecare Reports P I Homecare Employee Worksheet

Leave Schedule Reports | | Homcare Employee Week
Master File Reports P |  Homecare Employee Month
Custom Reports F | Homecare Employee Seniority

Homecare Client Worksheet
Homecare Client List
Homecare Client Schedule
Homecare Client Week
Homecare Client Month

&~ HomeCare Reports
The following homecare reports are available:
s Employee Worksheet
» Client Worksheet
= Client List
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Employee
Worksheet

Client Schedule
Worksheet

Client List

REPORTS -5

The Employee Schedule Worksheet option prints the detailed employee schedule
worksheet showing the scheduled clients.

Please refer to page 288 of the Home Care chapter for more information.

The Client Schedule Worksheet option prints the detailed client schedule worksheet
showing the schedule employees

Please refer to page 303 of the homecare chapter for more information on homecare
modules.

The Home Care Client List option prints the client list.

Please refer to page 307 of the home care chapter for more information on home care
modules.

REPORTS
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Leave Schedule Reports

The Leave Schedule Reports submenu appears as follows:

] 4 GrandMaster Schedule Module ﬂﬂ.

File Schedule Master Files | Reports Help
Printer Setup

Time Cards
Schedule Reports =
Homecare Reports =

| Leave Schedule Reports + | Vacation
Master File Reports =+ | Sick Leave
Custom Reports = | Time Off In Lieu
Training
Other Leave
All Leave

(&~ Leave Schedule Reports
The following Leave Schedule reports are available:
m Vacation Report
» Sick Leave Report
= Training Report
» In Lieu Report
m Other Leave Report

m All Leave Report
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Vacation Report

The Vacation Report option prints a listing of the vacation reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the vacation report option in the reports menu appears as follows:

REPORTS
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Saving..

199

&4 Vacation Report Z| = =

File Help

~Date Range

Start: ||1EIEIB.-"02.-"12 End: |1EIEIB.-"03.-"M

~Report Fields
¥ Employee (¥ Start Date [C] Start Time
¥ Reason ¥ End Date [Z1End Time
[L] Badge [Z] Description

~Sort Order
{®i Employee {7 Date (I Reason
[l Page Break

~Description Field

() Full Description {J Part Description

‘ Select Reasons |

| Print Report I ‘Qancell

The selections made by the user can be saved by selecting the Save Parameters option
in the File Menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection for the report allows for the inclusion of the following data
fields.

Field Description

Employee When this field is checked the name of the employee having the vacation
leave will be printed on the report.

Reason When this field is checked the vacation leave reason will be printed on the
report.

Start Date When this field is checked the start date for the vacation leave will be
printed on the report.

End Date When this field is checked the ending date for the vacation leave will be
printed on the report.

Start Time When this field is checked the starting time for the vacation leave will be
printed on the report.

End Time When this field is checked the end time for the vacation leave will be
printed on the report.

Description When this field is checked the vacation leave description will be printed on
the report.

Badge When this field is checked the badge number of the employee having the
vacation leave will be printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
m Employee - Employee name

m Date - Starting date of the vacation

m Reason - Vacation reason

REPORTS
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Select Reasons
Selection

Description Field
Selection
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To choose vacation reasons for the report select the Select Reasons object and a list of
all defined reasons will appear as follows:

g4 Seledt - Yacation Reason Codes [z Nl
File Help
: ANNUAL annual vacation j

f
| 0K I | Cancel | | Clear Selections (#! Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons click on the Clear Selections
button.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Sick Leave Report

The Sick Leave Report option prints a listing of the sick leave reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons and include
illnesses to include or exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the Sick Leave Report option in the reports menu appears as
follows:

REPORTS
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Saving..
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&8 Sick Leave Report 2 1= |

File Help

~Date Range

Start: ||1EIEIB.-"02.-"12 End: |1EIEIB.-"03.-"14

~Report Fields
¥ Employee [ Start Date [I] Start Time
¥ Reason [¥] End Date [[1End Time
[l Badge [l Description  [[] lllness
~Sort Order
(@i Employee (i Date (0 Reason (JIlllness
[l Page Break

~Description Field

(® Full Description {Z Part Description

| Select Reasons |

| Select llnesses |

| Print Report I ‘Qancell

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following data fields.

Field Description

Employee When this field is checked the name of the employee having the sick leave
will be printed on the report.

Reason When this field is checked the sick leave reason will be printed on report.
Iliness When this field is checked the sick leave illness will be printed on the
report.

Start Date When this field is checked the starting date for the sick leave will be printed
on the report.

End Date When this field is checked the ending date for the sick leave will be printed
on the report.

Start Time When this field is checked the starting time for the sick leave will be
printed on the report.

End Time When this field is checked the ending time for the sick leave will be printed
on the report.

Description When this field is checked the description for the sick leave will be printed
on the report.

Badge When this field is checked the badge number of the employee having the
sick leave will be printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
m Employee - Employee name

m Date - Starting date of sick leave
m Reason - sick leave reason

m lliness - sick leave illness

REPORTS
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Select Reason
Selection

Description Field
Selection
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To choose sick leave reasons for the report select the Select Reasons object and alist of
all defined reasons will appear as follows:

- 2 B
File Help
. SICK sick with the flu E|
|
| 0K I | Cancel | | Clear Selections (# Include (7 Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Reasons
option in the file menu.

When you are selecting certain reasons you may include or exclude all the selected
reasons in the report. This is done by clicking on the Include or Exclude object.

If you have selected reasons the message EXCLUDE SELECTIONS or INCLUDE
SELECTIONS will be displayed beside the Select Reasons object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Description Field
Selection
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To choose illnesses for the Sick Leave Report select the Select Illnesses object. A list
of all defined illnesses will appear as follows:

Select - Mliness Type Codes 24 NNl

T
File Help

Ho Objects Present

]
| 0Ok I | Cancel | | Clear Selections (! Include (] Exclude

Theillnesses are selected by clicking on the desired illnesses with the mouse once, this
illnesses will now be highlighted. Any number of illnesses may be selected by
repeating this procedure.

When all the desired illnesses are selected press the OK button.
To de-select a single illness simply click on the highlighted illness and it will nolonger
be selected. To de-select all the selected illnesses select the Clear Illnesses object.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the
entire description printed in all cases. If you select the First Paragraph option in the
report it will print all the description information up to the first time you pressed the
ENTER key.

REPORTS
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Training Report

The Training Report option prints a listing of the training reasons for each employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

When this is run from the employee menu before running this program only that
employee will be printed. The employee name will be shown after the report name at
the top of the window when a single employee has been selected.

The dialog box for the Training Report option in the reports menu appears as follows:

B Tanngrepot TN
File Help
~Date Range

Start: [1998/02/12  End: [1998/03/14

~Report Fields
W Employee [# Start Date [Z] Start Time
[ Reason ¥ End Date [[JEnd Time
[l Badge [C] Description

~Sort Order
(o) Employee (0 Date () Reason
[ Page Break

~Description Field

(e Full Description {JJ Part Description

| Select Reasons |

| Print Report I ‘Qancell

Saving.. The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following data fields.

Field Description

Employee When this field is checked the name of the employee having training leave
will be printed on the report.

Badge When this field is checked the badge number of the employee having the
training leave will be printed on the report.

Reason When this field is checked the reason for the training leave will be printed
on the report.

Start Date When this field is checked the starting date for the training leave will be
printed on the report.

End Date When this field is checked the ending date for the training leave will be
printed on the report.

Start Time When this field is checked the starting time for the training leave will be
printed on the report.

End Time When this field is checked the ending time for the training leave will be
printed on the report.

Description When this field is checked the description of the training leave will be
printed on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
m Employee - Employee Name

» Date - Starting date of the training

m Reason - Training reason

REPORTS
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Reason Selection To choose training reasons for the report select the Select Reasons object a list of all

Description Field
Selection

209

defined reasons will appear as follows:

= 7 Nl
File Help
. CANPAY canpay payroll training j
b
0K I | Cancel | | Clear Selections (el Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, this
reason will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Reasons
option in the file menu.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Other Leave Report

The Other Leave Report option prints a listing of the other leave reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected

The dialog box for the Other Leave Report option in the reports menu appears as
follows:

REPORTS
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Saving..
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= NN
File Help
-Date Range

Start: |199?!I]9!25 End: |199?HI]2'25

-Report Fields

[_1 Employee [_] Start Date ] Start Time
[Z] Reason [#1 End Date [Z1End Time
[] Badge [Z] Description

~3ort Order

(#) Employee J Date (J Reason

~Description Field

(® Full Description (7 Part Description
I Select Reasons |
| Print Report | ‘ Cancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

Report Field A report field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection for the report allows for the inclusion of the following data
fields.

Field Description

Employee When this field is checked the name of the employee having the other
leave will be printed on the report.

Badge When this field is check the badge number of the employee having the
other leave will be printed on the report.

Reason When this field is checked the other leave reason will be printed on the
report.

Start Date When this field is checked the starting date for the other leave will be
printed on the report.

End Date When this field is checked the ending date for the other leave will be
printed on the report.

Start Time When this field is checked the starting time for the other leave will be
printed on the report.

End Time When this field is checked the ending time for the other leave will be
printed on the report.

Description When this field is checked the description for the other leave will be printed
on the report.

Sort Order The sort order selection for the report allows the following sort order selections:
Selection
= Employee - Employee name

m Date - Starting date of the other leave

m Reason - Other leave reason
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Reason Selection To choose other leave reasons for the report select the Select Reasons object alist of all

Description Field
Selection

213

defined reasons will appear as follows:

&4 Select - OtherleaveTypeCodes  [ziENN
File Help
" MATERMITY maternity leave 4
]
| 0Ok I | Cancel | | Clear Selections (! Include (] Exclude

Leave Report option in the reports menu appears as follows:The reasons are selected
by clicking on the desired reason with the mouse once, this reason will now be
highlighted. Any number of reasons may be selected by repeating this procedure.

When all the desired reasons are selected press the OK button.

To de-select a single reason simply click on the highlighted reason and it will no
longer be selected. To de-select all the selected reasons select the Clear Reasons
option in the file menu.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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All Leave Report

Saving..

Date Range
Selection

Report Field
Selection

The All Leave Report option prints a listing of the All Leave reasons for each
employee.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the reasons to include or
exclude in the report.

If a single employee was selected before running this program only that employee will
be printed. The employee name will be shown after the report name at the top of the
window when a single employee has been selected.

The dialog box for the All Leave Report appears as follows:

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.

To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending dateis zero the report
will print from the starting date until the end of the report.

The report field selection for the report allows for the inclusion of the following data
fields.

Field Description

Employee When this field is checked the name of the employee having the leave will
be printed on the report.

Badge When this field is checked the badge number of the employee having the
leave will be printed on the report.
Reason When this field is checked the reason for the leave will be printed on the
report.
Start Date When this field is checked the starting date for the leave will be printed on
the report.
End Date When this field is checked the ending date for the leave will be printed on
the report.

Start Time When this field is checked the starting time for the leave will be printed on
the report.

End Time When this field is checked the ending time for the leave will be printed on
the report.

Description When this field is checked the description for the leave will be printed on
the report.
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Sort Order
Selection

Description Field
Selection
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The sort order selection for the report allows the following sort order selections:

= Employee - Employee name

m Date - Starting date of the leave
The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Master File Reports

The Master Files Reports menu from the menu bar is used to print reports from the
schedule data.

The Master File Reports menu appears as follows:

S8 Grandtdaster Schedule Module = = E

L
File Schedule Master Files Help

Printer Setup
Time Cards
Schedule Reports
Homecare Reports

HMaster File Reporis
Custom Reports

2
3

Leave Schedule Reporis |

Employee Hame and Address

Emplovee Address Labels

(&~ Master File Reports

m Employee Name and Address

Employee Address Labels
Shift Table Report

Rotation Table Report

m Position Table Report

Calendar Report

Availability Report

Can-Pay Computer Software
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Name and Address Report

Saving...
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The Name and Address report option prints a listing of the Employee name and

addresses.

This function allows the user to select the data fields to include in the report, the name
and address layout, and to select a single employee for the report.

The dialog box for the Name & Address Report option in the report menu appears as

follows:
E4 Hame and Address Report [z N |
File Help
|
3 -Report Fields Fields 1 ]
3 [+ Hame [+ Address 1 [ Catagory
L t1 ]

:|5| ¥ Surname [+ Address 2 [+ Humber ayou
3 [+ Given Name [+ City [+ S.L.N. Layout 2
== | & Start Date [+ Province i Sex Sizes j
:|El ¥ End Date [+ Postal Code [ Treaty
:|El
= ] Report
:Ia i Birth Date [+ Med. Ref. [+ Band

#i Home Phone [+ Family Med.

y

3 [+ Alt Phone [+ Medical
:?
:?
:?
:?
:F e

I_Erint Report I | Cancel

The selections made by the user can be saved by selecting the Save Parameters in the

File menu.
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A data field is selected for the report when the box to the left of the field has a check

Selection mark.
The report field selection allows for the inclusion of the following 25 data fields:
Field Description
Name When this field is checked the name of the employee in the name and address report will be printed.
Surname When this field is checked the surname of the employee in the name and address report will be
printed.
Given Name |When this field is checked the given name of the employee in the name and address report will be
printed.
Start Date | When this field is checked the starting date of the name and address report will be printed.
End Date When this field is checked the ending date of the name and address report will be printed.
Medical When this field is checked the medical of the name and address report will be printed.
Family Med. |When this field is checked the family med. of the name and address report will be printed.
Home Phone |When this field is checked the home phone number of the name and address report will be printed.
Address 1 When this field is checked the address 1 of the name and address report will be printed.
Address 2 When this field is checked the address 2 of the name and address report will be printed.
City When this field is checked the city of the name and address report will be printed.
Province When this field is checked the province of the name and address report will be printed.
Postal Code |When this field is checked the postal code of the name and address report will be printed.
Department |When this field is checked the department of the name and address report will be printed.
Account When this field is checked the account of the name and address report will be printed.
Sub Account |When this field is checked the sub account of the name and address report will be printed.
Alt. Phone | When this field is checked the alt.phone of the name and address report will be printed.
Badge When this field is checked the badge number of the name and address report will be printed.
Number When this field is checked the number of the name and address report will be printed.
S.LN. When this field is checked the S.I.N. of the name and address report will be printed.
Sex When this field is checked the sex of the name and address report will be printed.
Position When this field is checked the position of the name and address report will be printed.
Treaty When this field is checked the treaty of the name and address report will be printed.
Band When this field is checked the band of the name and address report will be printed.

Can-Pay Computer Software

218

REPORTS




5-REPORTS

Layout 1
Selection

Defaults
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The dialog box for the name and address report layout appears as follows:

Qi e and address Repor R
File Help
[ g
3 ~0ff-set, Column, Field Length E}
- _ -
3 Humber |1_ IT IW Address 1 |1_ Iﬁ IH Layout1 ]
= | Hame |1_ I? IH Address 2 IT Iﬁ IH Layout 2 ]
T | swmame [Z [12 [a0 ciy [ [0 )
:|El Given IT IT IH Province IT Iﬁ IT
i Postal Cd  [4 [56 [10 Report ]
:ﬁ
:lfl
:ﬁ
:ﬁ
:ﬁ
:ﬁ
E
T ol
Print Report Cancel
P port | e

The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the
File menu.
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Layout 2 The second dialog box for the name and address report layout appears as follows:
Selection
& Hame and AddressRepott [ZENN
File Help
::a _Off-set, Column, Field Length
3 sIM  [4 [12 [1T Strtbate [2 [94 [0 Fields 1|
:ﬁ Sex 4 94 |10 End Date 3 94 |10 Layout1
=3
3 Cat. [6 [12 [10 BirthDate [1 [94 [0 Lagout 2 ]
3 Phone I 1 |105 |2I] Medical I 2 |105 |2I] Sizes
:? Alt Ph. 2 |105 |20 Fam Med. 3 |105 |20
= Report
:|El Treaty I h I 12 |2I] Med. Ref. I 4 105 |2I]
:ﬁ Band h 53 |40
=3
=3
=3
=3
=3
=3
T |+
Cancel |
Defaults The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the

File menu.
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Off-Set

Column

Field Length
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In order to design a report layout you must specity the following 3 things:
n Off-Set
= Column
» Field Length

This is the line offset used for printing the name and address information. Eg) If you
want this field to print on the first line of this name and address information use an
oft-set of zero. Ifitisto follow on the second line use an off-set of 1. You may have as
many off-sets as you need to print all the fields you have selected.

This is the character position on the print line for the name and address information.
Eg) Ifthe field is to start 5 spaces in from the left hand margin enter a 6 in the column
field. The column numbers are only limited by the number of characters you can print
on each line of your selection page.

This is the number of characters that make up the field. Eg) Employee numberis 10
characters long. If you want to see the entire employee number enter 10 in the field
length. If you are doing the date which is 10 characters you may choose to print only
the last 5 giving you mm/dd. The date field is the only field that takes the characters
from the right hand side.
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The following dialog box for the name and address report appears as follows:

_—
2]

AU

20 B
Help
~Report Field Sizes

Employee Humber 10 Address Line 1 40 Fields 1
Employee Hame 40 Address Line 2 40
Surname 40 City 40 Layout1
Given 40 Province 02

Postal Code 10 Layout 2
Social Insurance 11 Start [9999/99/99) 10 Sizes ]
Sex [M/F] 01 End [9999/99/99) 10
Per Category 10 Birth [9999/99/99] 10 Report ]
Home Phone 20 Medical Number 20
Alt. Phone 20 Family Medical 20
Treaty 20 Med. Reference 20
Band Number 40

[E3[ES

Cancel I
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Select Report The dialog box for the name and address report appears as follows:
Selection
B fomeand acdesskepor |
File Help
I
:ﬁ
:|=§ Fields 1 |
3 ~Report Selections Layout] ]
3 | Select Employee Layout 2 ]
3 Sizes ]
== -Page Break for Report
= Report ]
:Ia (J%es # Ho
n=d
== Print To
3 (® Printer (J Screen
:ﬁ
:ﬁ
i

Cancel |

Single Employee To choose a single employee option for the Name and Address report select the Single
Option Employee object.

For instructions on how to select a single employee option refer to page 13 of the
common selection screen chapter.

This report allows you the option to print each employee on a separate page. Select the
page break yes field. When this is selected the box to the left of the field has a check
mark.
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The Name & Address Label option prints an employee name and address label.

This function allows the user to select the data fields to include in the label, the name

and address layout, and to set up the label layout.

The dialog box for the Name & Address Label option in the report menu appears as

follows:
B4 Hame and Address Lahels [z NG |
File Help
[
- .
- ~Report Fields Fields 1
3 [+ Hame [+ Address 1 [l Catagory - a ]
=|5| [Z] Surname [+ Address 2 [+ Humber ayou
3 [ Given Mame [+ City mEARIN Layout 2
:F' [_] Start Date [#] Province [ Sex .
:Ia Sizes
:|a [Z1 End Date [# Postal Code [ Treaty L abel ]
E 5 Birth Date 7 Med. Ref. 5 Band oes
[Z1 Home Phone |1 Fami ed.
ily Med
:FI [Z1 Alt Phone 21 Medical
-
:ﬁ
:ﬁ
:ﬁ
——L:' Ll
Cancel |
Saving... The selections made by the user can be saved by selecting the Save Parameters in
y y g

the File menu.
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Report Fields

225

A data field is selected for the label when the box to the left of the field has a check

Selection mark.
The report field selection allows for the inclusion of the following 25 data fields:
Field Description
Name When this field is checked the name of the employee in the name and address label will be printed.
Surname When this field is checked the surname of the employee in the name and address label will be
printed.
Given Name |When this field is checked the given name of the employee in the name and address label will be
printed.
Start Date | When this field is checked the starting date of the name and address label will be printed.
End Date When this field is checked the ending date of the name and address label will be printed.
Medical When this field is checked the medical of the name and address label will be printed.
Family Med. |When this field is checked the family med. of the name and address label will be printed.
Home Phone |When this field is checked the home phone number of the name and address label will be printed.
Address 1 When this field is checked the address 1 of the name and address label will be printed.
Address 2 When this field is checked the address 2 of the name and address label will be printed.
City When this field is checked the city of the name and address label will be printed.
Province When this field is checked the province of the name and address label will be printed.
Postal Code |When this field is checked the postal code of the name and address label will be printed.
Department |When this field is checked the department of the name and address label will be printed.
Account When this field is checked the account of the name and address label will be printed.
Sub Account |When this field is checked the sub account of the name and address label will be printed.
Alt. Phone | When this field is checked the alt.phone of the name and address label will be printed.
Badge When this field is checked the badge number of the name and address label will be printed.
Number When this field is checked the number of the name and address label will be printed.
S.LN. When this field is checked the S.I.N. of the name and address label will be printed.
Sex When this field is checked the sex of the name and address label will be printed.
Position When this field is checked the position of the name and address label will be printed.
Treaty When this field is checked the treaty of the name and address label will be printed.
Band When this field is checked the band of the name and address label will be printed.
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Layout 1 The second dialog box for the name and address label layout appears as follows:
Selection
|_Hame and Addresstabels [zENs
ile Help

~0ff-get, Column, Field Length I Fields 1 ]

Humber |1_ IT IW Address 1
Hame |2_ IT IW Address 2

Layout1

Layout 2 ]
)
)

EREEE
EEEEE
EEEEE

Surname City
. . Sizes
Given Province
Postal Cd Labels

=

o 1 1 T T e i S

Cancel |

Defaults The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the
File menu.

REPORTS
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Layout 2
Selection

Defaults

227

The second dialog box for the name and address label layout appears as follows:

Hame and Address Labels = = F

le Help

-0ff-set, Column, Field Length

S.1.M. Start Date Fields 1
Sex End Date Layout1
Cat. Birth Date Layout 2 ]

Phone Medical Sizes |
Alt Ph. Fam Med. Labels ]

Treaty Med. Ref.
Band

o I I 1 i i I i i i P S

[

| Print Report I Cancel I

The default selections can be re-displayed by selecting the default selections in the file
menu. If you wish to always use the defaults select the Save Parameter option in the
File menu.
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Column

Field Length
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In order to design a label layout you must specify the following 3 things:
n Off-Set
= Column
» Field Length

This is the line offset used for printing the name and address information. Eg) If you
want this field to print on the first line of this name and address information use an
oft-set of zero. Ifitisto follow on the second line use an off-set of 1. You may have as
many off-sets as you need to print all the fields you have selected.

This is the character position on the print line for the name and address information.
Eg) Ifthe field is to start 5 spaces in from the left hand margin enter a 6 in the column
field. The column numbers are only limited by the number of characters you can print
on each line of your selection page.

This is the number of characters that make up the field. Eg) Employee numberis 10
characters long. If you want to see the entire employee number enter 10 in the field
length. If you are doing the date which is 10 characters you may choose to print only
the last 5 giving you mm/dd. The date field is the only field that takes the characters
from the right hand side.
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Sizes Selection
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The following dialog box for the name and address label appears as follows:

o

Help

Hame and Address Labels = o [l

~Report Field Sizes
Employee Number
Employee Hame
Surname
Given

Social Insurance
Sex [M/F]
Per Category

Home Phone
Alt. Phone
Treaty

Band Humber

11

10

20
20
20
40

Address Line 1
Address Line 2
City

Province
Postal Code

Start (9999/99/99)
End [9999/99/99]
Birth (9999/99/99]

Medical Number
Family Medical
Med. Reference

40 Fields 1
Layout1

10 Layout 2

it

Sizes ]
10 :
10 Labels ]
20
20
20
|

o g g iy 1 g i 1 1 i i i g )

Cancel I
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Label Selection  The following dialog box for the label appears as follows:

B4 Hame and Address Labels = = E
File Help
[
:ﬁ
E ~Label Information Fields 1
:ﬁ Number of Lines on the Label II]I] Layout ]
T Start Printing on Line Number II]I]
3 Layout 2
:I_:' ~Label Legend Sizes
3 Print Position——— ]
=3 {o Yes @ Mo {@ Above () Left . Labels ]
:|EI
:ﬁ
3 | Print Sample Label I
:ﬁ
:ﬁ
:|EI
=
|
Erint Report I | Cancel

In laying out the label the other things the program needs to know is:
1. The number of lines your label will hold. A standard label is 8 lines long.

2. The line the label information will start on. This means that after the heading
fields are printed the label information will start on the line number.

&~ LabelLegend - You can specify if the legend will be printed above or to the left of the
label information.

Print Sample This will print a sample label for you to verify the line up of your label.
Label

REPORTS
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Shift Table Report

Date Range

231

Selection

The Shift Table Report prints a listing of the shift control information. This function

allows the user to select the date range for the report.

The dialog box for the Shift Table Report option in the Master File Report menu

appears as follows:

2 Shift Table Report =1
File Help |
~Date Range
Start: 0000/00/00 End: (000070000

Print Report

| Cancel I

To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will be printed. If only the ending dateis zero the report

will print from the starting date until the end of the report.

Field Description
Shift Code This field is the shift code.
Shift Description | This field is used to show the description of the shift code.
Start Date This field is the starting date of the shift table information.
Ending Date This field is the ending date of the shift table information.
Earning Table Code |If an carning table is entered the earning code for the table will be
printed or the word NONE will appear if no earning table code has been
specified.
Start Time This field is the starting time of the shift.
End Time This field is the ending time of the shift.
Break Number |This field is used to determine the break number.
Break Start This field is used to determine the starting time of the break.
Break Length This field is used to determine the length of the break.

You may specify up to 7 breaks per shift.
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Rotation Table

Date Range
Selection

Report Fields

The Rotation Table Report option prints a listing of the rotation patterns. This
function allows the user to select the date range for the report.

The dialog box for the Rotation Table Report option in the Master File Reports menu
appears as follows:

 Rotation Table Report =1
File Help

~Date Range

51 HEI 000700700 End: |0000/00/00

Print Report | Cancel I

To limit the range of the report the starting and ending date may be entered. If both
dates are zero the entire report will be printed. If only the ending dateis zero the report
will print from the starting date until the end of the report.

Field Description
Rotation Code This field is the rotation code of the rotation pattern.
Rotation Description | This field is used to show the description of the rotation code.

Start Date This field is the starting date for the rotation pattern.

Stop Date This field is the stopping date for the rotation pattern.
Rotation Day This field is the day number for the rotation table information.
Rotation Shift This field is the shift code name used for the rotation table

information.

You may have up to 400 rotation days set up in the rotation table for each rot
code. Each rotation day may have up to 5 user defined shifts.

REPORTS
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Position Table Report

The Position Table Report option prints a listing of Position Information.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the object to include or

exclude in the report.

If a single position was selected before running this program only that position will be
printed. The name of the position will be shown after the report name at the top of the
window when a single position has been selected. The Select Positions option will not
be available when a single position has been selected.

The dialog box for the Position Table Report option in the Reports menu appears as

follows:
& PositionTableReport _________________ [EiEgs
File Help
-Date Range
Start: 1997709726 End: |1!]!]?HI]!2I5

-Report Fields

[+ Position [+ Start Date [+l Description

[ Type [+ End Date [+ Distribution

[+ Class [+i Pay Table [+ Hour Allocation
-Sort Order

(# Position Code

{7 Position Description

| Select Positions

| Print Report

I | Cancel |

Saving...
File menu.

233

The selections made by the user can be saved by selecting the Save Parameters in the
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Date Range To limit the range of the report you may enter the starting and ending date. Ifboth dates
Selection are zero the entire report will be printed. If only the ending date is zero both the report
will be printed from the starting date until the end of the report.

Report Fields A data field is selected for the report when the box to the left of the field has a check
Selection mark.

The report field selection allows for the inclusion of the following nine data fields.

Field Description

Position When this field is checked the position will be printed on the report.

Description |When this field is checked the description of the position will be printed on the

report.
Type When this field is checked the position type code will be printed on the report.
Class When this field is checked the position class code will be printed on the report.
Start Date | When this ficld is checked the starting date of the position will be printed on
the report.

End Date | When this field is checked the ending date of the position will be printed on the
report.

Pay Table | When this field is checked the pay table will be printed on the report.

Distribution |When this field is checked the distribution will be printed on the report.

Hour When this field is checked the position hour allocation will be printed on the
Allocation  |report.

Sort Order The sort order selection for the report allows for the following sort order selections:
Selection
» Position Code - User Defined Code

m Position Description - User Defined Description

REPORTS
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Select Positions
Selection

Description Field
Selection

235

To choose selected positions for the Position Assignment Report select the Select
Positions object.

For instructions on how to select positions refer to page 9 of the common selection
screen chapter.

If you have selected positions the message Exclude Selections or Include Selections
will be displayed beside the selection button when you return to the select report object
dialog box.

The description field selection for the report allows for the following field options:

m Full Description - Entire description entered
m First Paragraph - First paragraph entered

The description area can be up 8,000 characters and you may not want to see the entire
description printed in all cases. If you select the First Paragraph option in the report
it will print all the description information up to the first time you pressed the ENTER
key.
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Calendar Table Report

The Calendar Table Report prints a listing of the calendar holiday information. This
function allows the user to select the date range for the report.

The dialog box for the Calander Table Report option in the Master File Reports
menu appears as follows:

N Calendar Table Report =1
File Help

~Date Range

51 HEI 000700700 End: |0000/00/00

Print Report | Cancel I
Date Range To limit the range of the report the starting and ending date may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

Report Fields

Field Description
Calendar Date This field contains the calendar date.

Statutory Holiday |This field contains the message statutory if it is a statutory holiday.

Calendar Holiday |This field contains the message calendar holiday if it is a calendar

holiday.
Description This field contains the user defined description of the calendar holiday
when available.
Included This field is a list of user defined codes to be included.
Excluded This field is a list of user defined codes to be excluded.

&~  The user defined codes allows up to 100 characters these codes are used in s
generation to determine if the calendar date is included or excluded.

%
a4
o
[a T
=
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Availability Report

The Availability Report prints a listing of the available time for each employee. This
function allows the user to select the date range for the report.

The dialog box for the Availability Report option in the Master File Report appears as

follows:
4 Employee Availablity Report LEI
-Date Range

Start: 0000/00/00 End: (0000700400

Print Report | Cancel
Date Range To limit the range of the report the starting and ending date may be entered if both dates
Selection are zero the entire report will be printed. If only the ending date is zero the report will

print from the starting date until the end of the report.
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Fields Description
Employee Name |This field is the name of the employee
Start Date This field is the starting date of this availability information.
End Date This field is the ending date of this availability information.
Weeks The number of weeks in the cycle is entered in this field.
Week-1 This field is used to show the day number of the week when an employee is
available to work in week one.
Week-2 This field is used to show the day number of the week when an employee is
available to work in week two.
Week-3 This field is used to show the day number of the week when an employee is
available to work in week three.
Week-4 This field is used to show the day number of the week when an employee is

available to work in week four.

Available Hours

This field is used to show the number of hours the employee is available to
work in the week.

Day of Week | This field is the day of week specified by the day number.
Starting Time | This ficld is the starting time that the employee is available on this day
Ending Time | This field is the ending time that the employee is available on this day.
Preferred Days |This field is used to show the day number of the week that an employee

prefers to work.

Preferred Hours

This field is used to show the number of hours the employee prefers to
work in the week.

Starting Time

This field is the starting time the employee prefers to work.

Ending Time

This field is the ending time the employee prefers to work.
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Custom Reports

The Grand Master Suite Custom Reports module provides a report definition
function and a Report Generation function. These two functions allow the user to
define and print reports that includes data from the system defined database and the
user defined database.

Please refer to page of the custom reports chapter for more information on custom
reports.

239 Can-Pay Computer Software




HOMECARE - 6

HOMECARE

The GrandMaster Suite Homecare Module is a separately installed product. The
module adds additional functionality to the GrandMaster Suite Schedule Module.

The added functionality allows the user to prepare master schedules for homecare
clients, generate detailed schedule items for homecare clients and prepare homecare

schedule reports.
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Installation
The Homecare module is a separate add-on module for the GrandMaster Schedule
Module. As such, it has a separate distribution disk and installation procedure.
&~ The Homecare module should be installed AFTER GrandMaster Schedule

Module is installed.

Windows Installation

241

GrandMaster Suite Homecare utilizes the standard windows setup program. Windows
3.1x must be operational.

The following steps will take you through the installation:

1. Insert the disk labeled “GrandMaster Suite Homecare Setup” into the diskette
drive.

2. From the program manager selBcin option from the File menu.
3. Enter A\SETUP into the command line field and click on@REBUTTON.

A window will appear indicating that the GrandMaster Suite Homecare installation
program is being initialized. The window will appear as follows:

GrandMaster Homecare Setup

Initializing GrandMaster Homecare Setup...

Can-Pay Computer Software




HOMECARE - 6

After the initialization process completes, the dialog box below will appear which
allows the user to continue with the installation, or exit from the install process.

GrandMaster Suite Homecare Installation

Welcome to the Grandmaszter Suite
Homecare Installation.

Thiz program will setup the GrandM aster Suite
Homecare Programs on your computer.

|§untinue I | Exit I | Help I

4. Press the&€ONTINUE button to proceed with the installation.

The “Installation Directory for GrandMaster Suite Homecare” dialog box, shown
below, is used to determine the root directory for GrandMaster Suite Homecare on
your hard drive. The defaultis C\GMSUITE.

Installation Directory for GrandMaster Suite Homecare

The setup program will copy GrandM aster Suite
Homecare files into the following directory.

Directory: |[::"n.EH5UITE

|§untinue| | Back I | Exit I | Help I

5. Enter the directory that you used to install GrandMaster Suite and select the
CONTINUE button.
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The following screen will appear as the installation continues:

diskl

Source File:

AAHOMECARE _LBR

Destination File:
C:AGMSUITEARUNTIMEAHOMECARE LBR

0=

Cancel

This screen will disappear when the installation has finished.

If the installation was completed successfully the following screen will appear
indicating the installation was successful:

GrandMaster Suite Homecare Installed

% Setup Succeeded!

Be sure to send in the registration information for
GrandM aster Suite Homecare.

6. Select theok button to exit the installation process.
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GrandMaster Suite Homecare

The GrandMaster Suite Homecare Module is an extension to the GrandMaster Suite

Schedule Module.

The Homecare sub menu from the Schedule menu appears as follows:

The Homecare Module adds the following functions to the main schedule menu.

m Client Activity Schedule - This function is used to define the schedule of

Can-Pay Computer Software

services for a client.

Client Master Schedule - This function is used to define the master schedule of
services for a client.

Employee Activity Schedule - This function is used to access the client
activities by assigned employee.

Locate Unallocated Calls - This function is used to locate client services that
have not been allocated to an employee.

Cancel Homecare Call - This function is used to cancel homecare calls for a
client within a date range.

Generate Detail Schedule - This function is used to generate the detail
Homecare Schedule items from the client schedule of services.

Delete Detail Schedule - This function is used to delete portions of the detail
Homecare Schedule.

m Area Seniority List Update - This function is used to update the seniority list to
be assigned to the area code.

Update Client Master - This function is used to access the homecare client
update.
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The Homecare sub menu from the Reports menu appears as follows:

GrandMaster Schedule Module = o

L

File Schedule Master Files Help

Printer Setup

Time Cards

Schedule Reports I

Homecare Reports » ll Homecare Employee Worksheet

Leave Schedule Reports p |~ Homcare Employee Week
Master File Reports ) | Homecare Employee Month
Custom Reports r Homecare Employee Seniority

Homecare Client Worksheet
Homecare Client List
Homecare Client Schedule
Homecare Client Week
Homecare Client Month

The Homecare Module also provides additional functionality for the Schedule
Module functions.

When a schedule item is generated from the homecare activity schedule the daily
employee schedule, weekly employee schedule, and the employee detail schedule
functions will present the client name as well as the other schedule detail fields.

The Employee Detail Schedule report allows an additional field to print the client
name on the Schedule Report.
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The Homecare Module adds the following report functions to the Schedule Report

menu.

Can-Pay Computer Software

Homecare Employee Worksheet - This report presents an employees' schedule
of homecare calls with the days of the month as rows and the time of day as
columns. The client name and activity for the calls scheduled are printed in the
appropriate row and column.

Homecare Employee Week - This report prints the activity times slots with
(clients names) for the employee for a given week.

Homecare Employee Month - This report prints the activity, time slots with
clients names for the employee in a calendar format for a given month.

Homecare Employee Seniority - This report prints the area code and up to six
seniority lists for each area. The report on request will show the detail on the
seniority lists showing the employees in seniority order.

Homecare Client Worksheet - The report presents a client's schedule of
homecare calls with the days of the month as rows and the time of day as
columns. The employee name and activity for the calls scheduled are printed in
the appropriate row and column.

Homecare Client List - The report presents a listing of the details on homecare
clients including and the service scheduled for the client, with the employee
assignments.

Homecare Client Schedule - This report prints the detail information for each
homecare schedule item for that client in the given date range.

Homecare Client Week - This report prints the activity, time slots with assigned
employees for the client in a given week.

Homecare Client Month - This report prints the activity time slots in the
assigned employees for the client in a calendar format for a given month.
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Client Activity Schedule

247

The Client Activity Schedule option allows the user to enter in all the activities

required by the client and to assign employees to the activities.

This option first prompts the user for the name of the client for which to schedule

activities. The dialog box will appear as follows:

L4 Home Care Client Selection ﬂﬂ'
File Help
Client: |BOOP BETTY |

999 Seventh Street

Brandon
Phone:
Medicare: 1776098976 Account: 201
Locale: HOME1 Home Care Area 1
15000

o] [cawel]

The following fields appear in the dialog box:

Field Description

Client The client field is used to select a client by typing in the client's name

Address The address of the client will appear below the client field after a client has
been selected - no changes can be made to this information in this screen.

Phone The phone number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Medicare | The medicare number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Account The account number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Locale The area of the client's home will appear in this field. This field is for display
only - no changes can be made to this information in this screen.

Client Node |This is the internal reference number for the client information.
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Esc (exit)

Next Client
Prior Client

F8 (list)
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The OK button will save any changes made in the dialog box.

The ESC key, CANCEL button, or Exit option from the File menu will exit the dialog
box without saving any changes.

The NEXT CLIENT button calls up the next client, in name order.

The PRIOR CLIENT button calls up the prior client, in name order.

The F8 key, or the List option from the File menu will bring up a list of client names
from which the user can select a client. From the dialog box containing the list the user

can also insert, update, or delete clients from the list. For more information about this
dialog box please see the “Update Client Master” section in this manual.
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Client Requirements

249

Once a client has been selected, in the Client Activity Schedule option, the following
screen will appear in which the user can set up activity schedules for the selected
client:

k4 Home Care Client Requirements ﬂg

File Help

Client: BOOP BETTY
999 Seventh Street

Brandon, MB

Phone:

Locale: HOME1 Home Care Area 1

~Services
From: 1996/10/04 To: 1996/11/01

INSUL IN NURSE 1 1996/10/04 199611401 Nurse 1

| I >l

Exit | Insert | | Additional | | Update | | Delete |

The GrandMaster Homecare Schedule module supports multiple activity schedules
for each client.
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The following fields appear in the dialog box:

Field Description

Client The client name will be displayed.

Address The client address will be displayed.

Phone The client telephone number will be displayed.

Locale The homecare district code and description will be displayed.

Services list | The list contains the activities established for the client that have to be
scheduled and assigned employees. The list shows the activity, position, start
date, end date and position description.

Set Date Range  The Set Date Range option from the File menu is used to change the date range.

Esc (exit) The ESC key, the EXIT button, or the Exit option from the File menu will exit from the
screen without saving any changes.

Insert The INSERT button will allow the user to insert a new activity schedule in the services
list.

Additional The ADDITIONAL button makes a copy of the selected activity and allows the user to
update the copy.

Update The UPDATE button will allow the user to update any existing activity schedules in

the services list.

Delete The DELETE button will allow the user to delete any activity schedules from the
services list.
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Entering Client Requirements

To insert new activities required by the client do the following:

1. Select theClient Activity Schedule option and choose a client when the Home
Care Client Selection dialog box appears.

2. The Home Care Client Requirements dialog box will appear, selestbBRT
button. A dialog box will appear as follows:

444 Anywhere Street

< Z o Fl
File Help
Client: AARDYVARK FRED

Home Care Area 1

Winnipeg, MB
Phone:
Locale:  HOME1
-Services
From: 1997/02/13 To:

GEN OFFICE AIDE
INSULIN NURSE 1

19967047201
1996705703

1997703713

Nurses Aide
Nurse 1

| Insert |

| Additional

Update | Delete |

3. Enter the required information into the dialog box and selec#Hautton.

Each activity schedule defines the position class and activity code that is used for the

scheduled items.
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The following fields appear in the dialog box:

Field Description

Client The client name will be displayed.

Start Date | The start date is used to determine the earliest date for scheduling an activity.
An activity must always have a start date. The schedule generation process
uses the start date to control the creation of schedule items for the activity.

End Date | The end date is used to determine the latest date for scheduling an activity. An
end date of zero indicates that the activity may be scheduled for an unlimited
number of days into the future. The schedule generation process uses the end
date to control the creation of schedule items for the activity.

Essential This flag will be checked if this service is required on statutory holidays.
Service

Position The position class is used to determine the pay rates and description for the
employee(s) assigned to the client schedule.

Activity The activity code is used to classify the time and description for billing the
time to the Homecare client.

Monthly When this field is checked the rotation is monthly.

Number of |This field indicates the number of employees to be assigned to the activity.
Employees

Weeks to This field indicates the number of weeks to use when generating the detail
Schedule schedule items can be from 1 to 6.

Daily Schedule |Each notebook page contains up to three schedule slots per day for the activity.
Slots The starting time and ending time entered should be in a 24 hour clock format.
Up to 6 weeks rotation can be setup.

ID This field contains the internal client ID number.

&~ When the end date of an activity is changed the system will delete any schedule items
that extend past the new end date.

&~  When the start date of an activity is changed the system will delete any schedule items
that occur prior to the new start date.

(&~ | the scheduled items to delete have been processed by the Time keeping function a
warning message will be issued, the schedule items will be left on file, and an
exception report will be generated.

Each activity may define a rotation pattern for service times that may be up to six
weeks in length. This rotation pattern is used to generate the schedule items for the
client.

Each notebook page contains up to three schedule slots per day for the activity. If an
activity must be scheduled more than three times per day another activity schedule
may be created that overlaps the first activity date range.

List The List option from the File menu will bring up a list of the positions or activities
available depending on which field contains the cursor.
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Save

Generate
Schedule

Exit
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The Save option from the File menu will save any changes made to the screen.

The Generate Schedule option from the File menu will generate the schedule.

The Exit option from the File menu will exit the screen without saving any changes.
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Employee Assignments

To assign employees to the client activities select the EMPLOYEE ASSIGNMENT button
within the Home Care Services dialog box.

The following dialog box will appear:

4 Employee Assignments

File Help |
~Employee Assignments
. NoEmployees assigned _________________JA
[~
(=T [ ]
| Exit I | Insert | | Update | | Delete |

This dialog box will list all the employees assigned, and their start and end date.

Insert The INSERT button will allow the user to add a new employee into the employee
assignments list for the client activity.

Update The UPDATE button will allow the user to update an employee that already exists in the
employee assignments list for the client activity.

Delete The DELETE button will allow the user to remove an employee from the employee
assignments list.

Exit The ESCkey, or the EXITbutton from the File menu will exit the screen without saving.
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Inserting an Emplovee

Select the INSERT button to add an employee to the Employee Assignments list. The
following screen will appear:

4 Employee Assignment Update ﬂg

File Help

{EINCHARTHUR EEIZABE TH |

Start Date: (1996/10/16 End Date: [1996/11/01
Start Time: (0900 End Time: (0930

Days of Week: |4 |

| 0K I | Cancel |

The following table contains a description of the fields in the above dialog box:

Field Description
Employee This field contains the employee name.
Start Date This field is used to determine the earliest date that the employee will

be assigned homecare calls for this activity. A date of zero indicates
that the activity start date is used.

End Date This field is used to determine the latest date that the employee will be
assigned homecare calls for this activity.

Start Time This field is used to determine the earliest time of day that the
employee will be assigned homecare calls for this activity.

End Time This field is used to determine the latest time of day that the employee
will be assigned homecare calls for this activity.

Days of the Week This field is used to determine the days of the week that the employee
will be assigned homecare calls for this activity. The days are from
Sunday (1) to Saturday (7).

F8 (list) The F8 key, or the List option from the File menu will, when the cursor is placed in the
Name field, bring up a list of client names from which the user can select a client.

OK The OK button will confirm the choice of the client and display the list of activities
scheduled for the client

Esc (exit) The ESC key, CANCEL button, or the Exit option from the File menu will exit the screen
without saving any changes.
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Client Master Schedule

The Client Master Schedule option allows the user to enter in all the master activities
required by the client and to assign employees to the activities.

The master schedule allows the following enhancements to the regular client activity
schedule feature:

multiple activities for a given time slot

up to eight slots per date rather than 3 at a time

allows youto use the on call person rather than an open assignment by seniority

» allows an activity to occur within a time slot duration rather than at a specific
start and stop time

This option first prompts the user for the name of the client for which to schedule
activities. The dialog box will appear as follows:

4 Home Care Client Selection HEI
File Help
Client: |BOOP BETTY |

999 Seventh Street

Brandon
Phone:
Medicare: 1776098976 Account: 201
Locale: HOME1 Home Care Area 1
15000

o] ot

The following fields appear in the dialog box:

Field Description

Client The client field is used to select a client by typing in the client's name

Address The address of the client will appear below the client field after a client has
been selected - no changes can be made to this information in this screen.

Phone The phone number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Medicare | The medicare number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Account The account number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.
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OK

Esc (exit)

Next Client
Prior Client

F8 (list)

257

Field Description

Locale The area of the client's home will appear in this field. This field is for display
only - no changes can be made to this information in this screen.

Client Node |This is the internal reference number for the client information.

The OK button will save any changes made in the dialog box.

The ESC key, CANCEL button, or Exit option from the File menu will exit the dialog
box without saving any changes.

The NEXT CLIENT button calls up the next client, in name order.

The PRIOR CLIENT button calls up the prior client, in name order.

The F8 key, or the List option from the File menu will bring up a list of client names
from which the user can select a client. From the dialog box containing the list the user

can also insert, update, or delete clients from the list. For more information about this
dialog box please see the “Update Client Master” section in this manual.
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Once you have selected the desired client the Client Activity Master Schedule screen

will appear:

g4 Client Activity Master Schedule = o
File Date Actions Help
Client:  AARDVARK FRED | Activities |
Start Date: 1997/10/01 End Date: II]I]I]I]!I]I]!I]I] =
Time Slot I
[ Weekly () Monthly Weeks: |2
[ Essential
Sun Mon Tues Wed Thur Fri Sat
1 |0900 1 1 |0900 1 10900 1 1
1000 1000 1000
2 2 2 2 a 2 2
3 3 3 3 3 3 3
4 4 4 4 4 4 4
5 5 | 5 | 5 | 5 5 | 5
[

The following fields appear in the dialog box:

Field Description

Start D ate This field contains the starting date of the schedule.

End Date This field contains the ending data of the schedule.

Weekly When this field is checked the schedule is weekly.

Monthly When this field is checked the schedule is monthly.

Weeks This field contains the number of weeks in the schedule.

You may click on the desired week and enter up to 8 time slots per day.
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If you click on the activity button you will see the Activity Assignment screen.

4 Activity Assignment
File Help

Activity: ||

Position: |

Hours: I .00 Between: oooo and 0000
(»] Select Employee () Employee on Shift

Employee: I

| OK I | Cancel |

You may enter the following fields for a given activity.

Fields Description

Activity This field contains the activity code of the assignment.

Position This field contains the position code of the assignment.

Hours This field contains the hours for the activity. The time slot will be displayed
beside the hours.

You have the following option on selecting the employee:

m Select Employee (pick the employee you want)

m Employee on Shift (use the on call employee)

Under the date action menu item you may do the following

= Time slot assignments

m Delete slot assignments

m delete day assignments

m copy slot (from a slot to a slot)

m Copy day (from a day to a day)
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Employee Activity Schedule

The Employee Activity Schedule option provides a method for accessing the client
activity master schedule records that are assigned to a particular employee.

The option allows the user to insert new employee assignments, update existing
employee assignments, and delete existing employee assignments.

The option first requests the employee. This selection uses the standard employee
selection screen as follows:

Employee Hame Selection

Elle  Halp

LE A ARDY ARE FRED

123 Ay Streel

Sulte 1827

Winnipeg, ME

e JAHE (240 2ql- 2468
1214

-| il I Exit |  Haxt | Erovious

When you choose to insert, add or delete the activity assignment you will be taken to
the Client Activity Schedule. For more information on how to schedule clients and
activities turn to the Client Activity Schedule section.

Search Technique The Search Technique option in the File menu allows the user to set the manner in
which the employees should be located. There are three ways to search the employee
list: by name, by employee number, or by badge number. See the section on Setting
Search Technique from the File menu for further information.

Next Employee  The NEXT button, or the Next Employee option from the File menu will move to the
next employee in the list.

Previous The PREVIOUS button, or the Previous Employee option from the File menu will
Employee move to the previous employee in the list.
F8 (list) The F8 key, or the List Employees option from the File menu will bring up a list of the

employees. The employees within the list will depend on whether or not an employee
group has been selected (see the section on managing employee groups from the File
menu for further information). The order of the employees in the list will depend on
the type of search technique that has been set.

Esc (exit) The ESC key, the EXIT button, or the Exit option from the File menu will exit the screen
without saving any changes.
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Employee Activities

After the employee is selected the option presents a list of the employee's assignments

that fall within the default date range.

File Help

&4 Home Care Employee Activities = |0

Employee: AARDYARK FRED
123 Any Street
Suite 102
Winnipeg, MB

Phone: (204)246-2468 (204)864-8642

~Clients

From: 1996/10/04  To: 1996/11/01
|

| | 3

| Exit | | Insert I | Additional | | Update | | Delete |

The screen contains the following data fields:

Field Description

Employee This field contains the employees name and address.

Phone Number

This field contains the employees phone number.

Client List The list contains the activity, the starting and ending date,

client name, position code and description.

The date range can be changed usingeDate Rang®ption under the File menu.

The INSERT button allows the user to establish a relationship between the selected

The ADDITIONAL button allows the user to establish another assignment between the
selected employee and the client activity under the selection bar.

The UPDATE button allows the user to update the client activity under the selection bar.

The DELETE button allows the user to delete the assignment to the activity under the

The ESC key, the EXIT button, or the Exit option from the File menu will exit the screen

Insert

employee and a client activity.
Additional
Update
Delete

selection bar.
Esc (exit)

without saving any changes.
261
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Locate Unallocated Calls

The Locate Unallocated Calls option is used to find Homecare Schedule detail items
that do not have an employee assignment.

When the Locate Unallocated Calls option is selected the following screen will
appear:

k4 Homecare Unallocated Calls ﬂg

File Help

Start Date: 1995/07/29
Ending Date: | 1995/08/25

Client: BOOP BETTY 201

| Locate Items | | Exit | ‘ Hext Client | | Previous Client |

The Homecare Unallocated Calls dialog box contains the following fields:

Field Description

Start Date | This ficld contains the starting date of your date range.

Ending Date |This field contains the ending date of your date range.

Client This field contains the name of the client for which to find the unallocated
calls.

Homecare Schedule detail items may lack an employee assignment for a number of
reasons.

= No employee is assigned to the client activity

» The assigned employee is on vacation, sick leave, or is absent for some other
reason.

» During schedule generation the assigned employee has a schedule conflict with
another scheduled activity.
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F8 (list)

Locate Items

Next Client

Previous Client

Esc (exit)
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The Locate Unallocated Calls function allows an employee to be assigned to a
schedule detail item. This assignment does not affect the employee assignment list for
the client activity schedule.

When the missing employee assignment is a result of scheduled leave the function
uses the standard schedule replacement functions.

The F8 key, or the List option from the File menu will bring up a list of the clients.

The LOCATE ITEMS button, or the Locate Items option from the File menu will locate
any unallocated calls for the current client.

The NEXT CLIENT button, or the Next Client option from the File menu will move to
the next client in the client list.

The PREVIOUS CLIENT button, or the Previous Client option from the File menu will
move to the previous client in the client list.

The ESC key, the EXIT button, or the Exit option from the File menu will exit the screen
without saving any changes.
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Locate Items

When the LOCATE ITEMS button is selected, in the Homecare Unallocated Calls dialog
box, the system will begin the generation of a list of all unallocated calls within the
specified date range. The list will appear similar to the following:

4 Homecare Unallocated Calls List

File Help |

Client: 200 AARDVARK FRED
1996707701 to: 1996707731
~Unallocated Call ltems

SHOMECARE 1996/07/02 AARDVARK FRED 0800 D815 HOME]

SHOMECARE 1996/07:02 AARDVARK FRED 0815 0830 HOME1
SHOMECARE 1996/07/02 AARDVARK FRED 0830 D845 HOME1
SHOMECARE 1996/07/03 AARDVARK FRED 0800 D830 HOME1
SHOMECARE 1996/07:03 AARDVARK FRED 0900 D930 HOME1
SHOMECARE 1996/07/03 AARDVARK FRED 0930 1000 HOME1
SHOMECARE 1996/07/04 AARDVARK FRED 0500 D600 HOME1
SHOMECARE 1996/07/06 AARDVARK FRED 1130 1230 HOME1
I

| Exit I | Update Item |

The following table gives a description of the fields within the screen:

Field Description

Client The client's name and client ID. For display only.

Start Date The start date of your date range. For display only.

Ending Date The ending date of your date range. For display only.

Unallocated Call |This list contains all the unallocated call items within the date range. The
Items List columns from left to right are: shift, date, client, start time, stop time, and
area.
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Update Item

265

The UPDATEITEM button, or double clicking on the item in the list will allow the user to
update the schedule item highlighted by the selection bar. When the update item
button is pressed the following screen will appear:

File Help |
Client: AARDVARK FRED) |
Employee: | Unassigned Employee |
Date: Tuesday
Shift: |$HOMECARE | Homecare Shift
Premiums: | | [[] Casual T aplanamant
Start Time: Stop Time: Hours: 00.25
Reason: | |
Position:  [AIDE [Hurses Aide
Area: |HOME1 |Hnme Care Area 1
Subarea: | |
Activity: |GEN OFFICE |General Office Duties
Subactivity: | |
G/L code: |
Dept: Acct: Sub:
| OK | | Cancel |

The following table gives a description of the fields within the screen:

Field Description
Client This field contains the client's name for the schedule item.
Employee |This field contains the employees name for the schedule item.

Date This field contains the date for the schedule item.

Shift This field contains the shift code for the schedule item.
Premiums | This field contains the premium code for the schedule item.
Start Time |This field contains the starting time for the schedule item.
End Time | This field contains the ending time for the schedule item.

Hours This field contains the hours for the schedule item.
Reason This field contains the reason code for the schedule item.
Position This field contains the position code for the schedule item.
Area This field contains the area code for the schedule item.
Sub Area | This field contains the sub area code for the schedule item.
Activity This field contains the activity code for the schedule item.
Sub Activity |This ficld contains the sub activity code for the schedule item.
G/L Code |This field contains the G/L code for the schedule item.
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Cancel Homecare Calls

Set Date Range

Insert

Additional

The Cancel Homecare Calls option is used to mark homecare calls as canceled.

When a call is canceled the employee assigned to the call may be assigned to another
call without a schedule conflict.

Cancellations may be entered for a date range and may specify a start time and stop
time range.

The following screen will appear when the Cancel Homecare Calls option is selected:
24 Homecare Client Cancellations ﬂg
File Help

From: 1995/07/29 To: 1995/08/26
~Cancellations

1995/07¢29 199510810 BOOP BETTY =

Exit Insert Additional Update Delete

The following table gives a description of the fields within the screen:

Field Description
Date From This field contains the starting date.
Date To This field contains the ending date.
Cancellations This field contains a list of cancellations.

The Set Date Range option in the File menu will allow the user to change the date
range.

The INSERT button, or the Insert Item option in the File menu allows the user to add a
new cancellation for any client to the cancellation list.

The ADDITIONAL button, or the Additional for Employee option in the File menu
allows the user to add additional cancellations for the client currently under the
selection bar.
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Update

Delete

Esc (exit)
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The UPDATE button or the Update Entry option in the File menu allows the user to
update the currently selected cancellation in the cancellation list. The update screen

appears as follows:

File Help

4 Homecare Client Call Cancellation HE'

Client:
999

Start Date:

Start Time:

BOOP BETTY

Seventh Street

Brandon, MB

1995707 /29 End Date:

L]

End Time:

Reason: |

11995/08/10 |

B

Description

out of town

[<

| OK |

| Cancel |

The fields requiring input are as follows:

Field

Description

Start Date

Starting date for a date range for canceling calls.

End Date

Ending date for the cancellation date range.

Start Time

Starting time for a time range for canceling calls.

End Time

Ending time for the cancellation time range.

Reason

This field is used to enter the reason code for the cancellation. Selecting the F8
key, or the List option from the File menu will bring up a list of reasons when
the cursor is placed in the reason field.

Description

This field can be used to enter a description for the cancellation.

The DELETE button, or the Delete Entry option from the File menu will remove the
item selected by the selection bar.

The ESC key, the EXIT button, or the Exit option from the File menu will exit the screen
without saving any changes.
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Generate Detail Schedule

The Generate Detail Schedule option creates the detail schedule items from the client
activity schedule data and the associated employee assignments.

When the Generate Detail Schedule option is selected the following screen will

appear:

File

e Homecare Schedule Generation jg

Help

Area:

Client:

~Selection for generation

Position: |AIDE

HOMET
'BOOP BETTY

Home Care Area 1

| Hurses Aide

meal prep for lunch

00po/00/00  0OOO/00/00

-Date Range

Start:  |[1996/10/04

| Delete Before Generation

End: |1996/11/01

Generate

‘ Cancel

The dialog box contains the following fields:

Field

Description

Area

The area for which to generate a detail schedule. If this field is left blank the
schedule will be generated for all areas. When a client is selected, the area of
the client is automatically entered in the area field.

Client

The client for which to generate a detail schedule.

Position

The position for which to generate a detail schedule. A client must be selected
before a position can be entered. If this field is left blank the schedule will be
generated for all positions of the client.

Start

The starting date of the date range for schedule generation.

End

The ending date of the date range for schedule generation.

Delete Before
Generation

This check box forces the deletion of any previously generated detail items.
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F8 (list)

Esc (exit)

Generate
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The function will attempt to allocate the associated employees according to the day of
the week and time of day limits set on the employee association. The function tests for
a conflict with any other time scheduled for an employee before assigning the
employee to the call.

When no associated employee can be allocated the call is created without an employee
assigned the locate unallocated calls function is used to assign employees to calls on an
ad hoc basis.

The generate detail schedule function allows the user to select individual areas, clients,
or client activities to limit the schedule detail generation.

After the detail schedule is generated any employee leave time scheduled is applied to
the detail schedule item.

The F8 key, or the List option from the File menu will bring up a list of information
corresponding to the field in which the cursor is placed. The fields which will have a

list available are area, client, and position.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
screen without saving any changes.

The GENERATE button will begin the generation of the detail schedule.
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Delete Detail Schedule

The Delete Detail Schedule option is used to delete detail schedule items.

When the Delete Detail Schedule option is selected the following screen will appear:

4 Homecare Schedule Deletion ﬂg

File Help
-Selection for deletion
Area:  [NORTH | Horth Wing
Client: |CADILLAC BABY
Position: [NURSE 2 | A Murse
0000/00/00 0000/00/00
-Date Range
Start: |1996/10/04 End: |1996/11/01

Delete Cancel _

The dialog box contains the following fields:

Field Description

Area The area for which to delete a detail schedule. If this field is left blank the
schedule will be detected for all arcas. When a client is selected, the area of
the client is automatically entered in the area field.

Client The client for which to delete a detail schedule.

Position The position for which to delete a detail schedule. A client must be selected
before a position can be entered. If this field is left blank the schedule will be
deleted for all positions of the client.

Start The starting date of the date range for schedule deletion.

End The ending date of the date range for schedule deletion.

Can-Pay Computer Software 270




6 - HOMECARE

F8 (list)

Esc (exit)

Delete
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The option allows the user to select individual areas clients or client activities to limit
the schedule items deleted.

The F8 key, or the List option from the File menu will bring up a list of information
corresponding to the field in which the cursor is placed. The fields which will have a

list available are area, client, and position.

The ESC key, the CANCEL button, or the Exit option from the File menu will exit the
screen without saving any changes.

The Delete button will begin the deletion of the detail schedule.
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Area Seniority Update

The area seniority update allows you to set up seniority lists for a given area, or the
master seniority list if no area has been specified.

The option first requests the area for the seniority list.

Ed Area Seniority Update Selection [ N Nl
File Help
Area Code: |

Exit |

F8 (list) The F8 key or the list option from the file menu will bring up a list of all the areas.

ESC The ESC key, CANCEL button, or Exit option in the File menu will exit the dialog box
without saving any changes.

OK The OK button or update from the file menu will allow you toupdate the seniority list.
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F8 (List)

ESC

OK
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After the area is selected the option presents a screen showing the area and description
with the ability to select 6 lists for this area.

< Zl o Fl
File Help

Area: BEY TEST test code for area

List One: SMASTER

List Twuo: I

List Three: |

List Four: |

List Five: |

List Six: |

Im ‘ Cancel |

The F8 key orlist option from the file menu will allow you to select a seniority list from
the given list of available seniority lists.

The ESC key, CANCEL button, or Exit option in the File menu will exit the dialog box
without saving any changes.

The OK button or UPDATE option from the file menu will allow you to save your add
or changes to the seniority list.

Can-Pay Computer Software




HOMECARE - 6

When you are selecting your seniority list from the list of seniority lists you may
update or change the lists.

Senority List Screen Selection 7 d

T
File Help

SMASTER Master Seniorit
NEW new list

| 0K I | Cancel | | Insert | | Update | | Delete |

Insert The INSERT button will allow you to add a new list.
Update The UPDATE button will allow you to update a list.
Delete The DELETE button will allow you to delete a list.

OK The OK button or CANCEL button will return you to the screen where you select
seniority lists for your area.
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The seniority list update shows you the employees or the seniority list.

i = o F
File Help
Code: SMASTER

Description: Master Seniority List

~Effective Date Range

From: Il]l]l]l]!l]l]!l]l] To: Il]l]l]l]fl]l]fl]l]

~Seniority List

6800 CAMPBELL STEVE

6700 AARDVARK FRED

8000 ARTHUR ELIZABETH
1 7000 BAETZ A J

6800 CAMPBELL STEYE

6700 AARDVARK FRED

Ao —

T
| 0K I | Cancel |

The following dialog box allows the data fields to be input:

Field Description
Code This field contains the name of the seniority list.
Description This field contains a description of the seniority list code.
Effective Date From This field contains the date the list is effective from.
Effective Date To This field contains the date the list is effective to.
Seniority List This field shows the order, hours, and the employee name
starting with the employee with the most seniority.
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Theupdate an employee double click on the line or on a new line for anew employee to

be added.
=
File Help
Hame: BAETZ A J
Hours: | 7000.00
Order: |
0K I | Cancel |

The information required for a new employee to be added is the employee name,
number of hours and the order number.

The number of hours are the hours used to determine seniority.

The order field is used to enter the position number if several employees have the same
number of hours.
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Update Client Master

The Update Client Master option allows the user to enter in new clients (through the
list option) and update existing clients master information. This information includes
address, ID, emergency, and notes.

When the Update Client Master option is selected the following dialog box will

appear:
4 Home Care Client Selection HE'
File Help
Client: |BOOP BETTY |
999 Seventh Street
Brandon
Phone:
Medicare: 1776098976 Account: 201
Locale: HOME Home Care Area 1
15000
“OK| [ Cancel |

The followin

g fields appear in the dialog box:

Field

Description

Client

The client field is used to select an existing client to update by typing in the
client's name.

Address

The address of the client will appear below the client field after a client has
been selected - no changes can be made to this information in this screen.

Phone

The phone number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Medicare

The medicare number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Account

The account number of the client will appear in this field. This field is for
display only - no changes can be made to this information in this screen.

Locale

The area of the client's home will appear in this field. This field is for display
only - no changes can be made to this information in this screen.

Client Node

This is the internal client Id number.

OK

The OK button will allow the user to update the master information entered for the

currently selected client.
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Esc (exit) The ESC key, CANCEL button, or Exit option from the File menu will exit the dialog
box.

Next Client The NEXT CLIENT button calls up the next client, in name order.

Prior Client The PRIOR CLIENT button calls up the prior client, in name order.

F8 (list) The F8 key, or the List option from the File menu will bring up a list of client names

from which the user can select a client.

4 Homecare Client List

File Help |
AARDVARK FRED 200 [~
BOOP BETTY 201
CADILLAC BABY G678

AARDVARK FRED
444 Anywhere Street

Winnipeg, MB
R5TEYG 1D: 14976
Account: 200 Medicare: 200

| 0Ok I | Cancel | | Insert | | Update | Delete I

The general information for the client selected with the selection bar will appear at the
bottom of the dialog box. General information includes address, ID, account, and
medicare number. From the dialog box containing the list the user can insert, update,
or delete clients from the list.
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Inserting New Clients

To insert a new client do the following:

1. Select thdJpdate Client Master option in the Homecare sub menu.

2. In the Home Care Client Selection dialog box seleck#iey, or thelist
option from the File menu.

3. When the Home Care Client List dialog box appears selectisiz&T button.
The Homecare Client Data Screen dialog box will appear. This dialog box
contains four tabs: address, 1D, emergency, and notes (a description of each
screen is listed below).

4. Fill in the required data and select thie button.

The Address screen appears as follows:

File Hel
r Nelp
I.

:|EI

: Aardvark |
=3 Surname: |
3 Given Mame: |Fred |
— Address 1: |444 Anywhere Street |
3 Address 2: | |
= City: |Winnipeg |
3 Province: Postal Code:
3 Area: HOME1 Home Care Area 1
:|El Account: |2I]I] |
:ﬁ

For each item on the list the following data fields may be input:

Field Description

Surname This field contains the surname of the client.

Given Name This field contains the given name.
Address 1 This field contains the address line 1 of the client.
Address 2 This field contains a line 2 address of the client.
City This field contains the city of the client.

Province This field contains the province of the client.

Postal Code This field contains the postal code of the client.

Area This field contains the arca code that the client is located in.

Account This field contains the account number of the client.
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When the ID tab is chosen the following screen will appear:

B Homecare Cliem DaaSereen
File Help
:ﬁ Birth Date: 1848/09/01
:ﬁ
Address
T Sex: |F - Female |"| |1 —
3 S.LN. (000000000 N L
:ﬁ Medical: 1776008976 | |
:ﬁ
3 Family Med: | |
:|a Phone: | |
:ﬁ Alt Phone: | |
e
:ﬁ
=]

For each item on the list the following data fields may be input.

Field

Description

Birth Date

This field contains the birth date of the client.

Sex

This field contains the sex of the client.

S.LN.

This field contains the clients social insurance number.

Medical

This field contains the medical number of the client.

Family Med

This field contains the family medical number of the client.

Phone Number

This field contains the phone number of the client.

Alt Phone

This field contain an alternate phone number for the client.
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When the Emergency tab is chosen the following screen will appear:

B Homecare Client DataScreen BB
File Help

: :

i Contact: | |

——|:l Relationship: | |

:|El Phone 1: 1D
=

S Phone 2: | | - EMER j
3 Physician: | | Hotes j
:|a Phone: | |

T Physician: | |

:ﬁ

3 Phone: | |

=] [E3]E3]

| 0K I | Cancel |

For each item on the list the following data fields may be entered:

Field Description

Contact This field contains the name of the person to contact in case of an

emergency.
Relationship This field contains the relationship of the contact person in case of an

emergency,

Phone 1 This field contains the phone number of the person to contact in case of an
emergency.

Phone 2 This field contains an alternate phone number of the person to contact in
case of an emergency,

Physician This field contains the physician name for the client in case of the

emergency.

Phone number

This field contains the phone number of the physician for the client in case
of emergency.

Physician

This field contains the alternate physician name for the client in case of
emergency.

Phone Number

This field contains the alternate phone number of the physician for the
client in case of emergency.
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When the Notes tab is chosen the following screen will appear:

File Help

s ~
3 Address
:ﬁ

:ﬁ

:ﬁ

= :
= [ [>] |
:ﬁ

:ﬁ

:ﬁ

=

— [l s

This screen allows the user to enter notes about the client.

The notes can be up to 2 pages long.

Field Description

Notes This screen allows for detailed information to be
stored for each client.
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Report Viewer
The Report Viewer is a general purpose utility that allows the user to view reports on
the screen instead of printing the report on hard copy.
The printer setup screen can be used to turn on the report viewer for all reports. When
the “Report Viewer” check box is checked reports will be routed to the report viewer.
The Report viewer screen displays the report as it is generated the first (5) or nine (9)
lines of the screen are used to display the report heading. (nine lines are used when the
report width is less than eighty (80) characters). The thumb bar on the screen can be
used to scan through the report as it is generated.
&) Viewing - Homecare Cient week [N
File Help
AM-PAY COMPUTER SOFTWARE LTD
Homecare Client Week
1997102017 Period From: 1996/11/21
:10:04 Schedule by Client
--Thursday 1996/11/21
05:00 to 06:00 1.00 ANDERSON JOHMW ANTHONY
12:00 to 12:30 0.50 APPLE GREEN
--Baturday 1996/11/23
11:30 to 12:30 1.00 ANDERSON JOHH ANTHONY
% Page Break =
AARDVARK FRED
- - --Sunday 1996/11724 ---
The report viewer title bar shows the report title prefaced by the current activity. The
activity may be one of three values:
m Generating - This value indicates that the report program is processing data and
creating the report.
m Viewing - This value indicates that the report program has completed it's
processing and the complete report is available.
m Printing - This value indicates that the program is printing the report to a
printer.
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The Report Viewer menu bar has three menu selections under the “File” choice:

B Viewing - tomecare Clentweek [N
[&H Help
Print to Default Fin0 |TWARE LTD

Print to Selected  F9 Homecare Client Week
Locate Period From: 1996411421
Schedule by Client

----Thursday 1996711421 —------ - e

05:00 to 0G6:00 1.00 ANDERSOM JOHM ANTHOMY
12:00 to 12:30 0.50 APPLE GREEN

----Saturday 1996411023 --------------------------
11:30 to 12:30 1.00 ANDERSOW JOHW ANTHONY

= Page Break =
AARDVARK FRED

----Sunday 1996711424 —- - -m oo

m Print To Default - This option will print the report in the viewer to the
workstations default printer using the default font from the printer setup screen.

m Print To Selected - This option will print the report after allowing the user to
select the printer and font.

m Exit- This option is used to exit the report viewer. When the viewer is showing
the generating activity the report program will be canceled and the viewer
window will close down. When the viewer is showing the printing activity the
report printing will be canceled but the viewer window will remain open.

When viewing the report the heading lines will remain at the top of the screen and the
report body will scroll in the lower portion of the window. The window may be sized
to show more of the report data.

The report body is presented without any page breaks unless the program generating
the report has requested a new page for some logical subdivision of the report. The
page break is represented by a “page break” line in the report body.
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Limitations

When the program generating the report uses dynamic page formatting based on the
printer, font, and paper type selected by the user, the printing of the report from the
page viewer may not duplicate the results obtained when the reportis printed directly.

The report viewer obtains the page formatting information by assuming the report will
be printed on the workstation default printer using the default font.

If the printer setup screen has the select printer and select font options turned on the
report viewer will request a printer and font selection at the start of the report
generation activity. The choices made will determine the page formatting used by the
report viewer.

The choices made for the printer and font are not preserved for the printing of reports
by the report viewer. They are only used to determine the page format for the
on-screen display of the report.
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Homecare Control Settings

When the Homecare Control Settings is selected from the Schedule menu bar the
following screen will appear:

E4 Homecare Control Seftings [z NN |
File Help

Homcare Schedule Generation

Start Date: |199?.o'1 1701 Days to Schedule: I 28

Cancel |

The following fields appear in the dialog box:

Field

Description

Start Date

This field contains the default start date for the
homecare schedule processing.

Days to Schedule

This field contains the default number of days for
the homecare schedule processing.
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Homecare Reports

The Homecare Reports menu from the schedule menu bar is used to print Homecare
reports from the home care data.

The Homecare Reports menu appears as follows:

GrandMaster Schedule Module = o

¥
File Schedule Master Files Help

Printer Setup
Time Cards
Schedule Reports
Homecare Reports

Master File Reports
Custom Reports

I

4
4

) Homecare Employee Worksheet

Leave Schedule Reports )

Homcare Employee Week
Homecare Employee Month
Homecare Employee Seniority

Homecare Client Worksheet
Homecare Client List
Homecare Client Schedule
Homecare Client Week
Homecare Client Month

&~ Homecare Reports

287

Homecare Employee Worksheet
Homecare Employee Week
Homecare Employee Month
Homecare Employee Seniority
Homecare Client Worksheet
Homecare Client List

Homecare Client Schedule
Homecare Client Week

Homecare Client Month
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Homecare Employee Worksheet

Saving...

The Homecare Employee Worksheet option prints the homecare employee
worksheet showing the scheduled clients.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or
exclude in the report.

A single employee schedule worksheet may be selected.
E4 Employee Schedule WWorksheet L NN
File Help

-Date Range
Start:  [[HEFFAIFESA R End: |1!]!]HI]3!13

-Report Fields

[+ Activity
~-Print To Sort Order
(@ Printer (@) Employee
() Screen () Area

Select érea

Single Employee

Print Report _LCancel

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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Report
Information

289

This report prints the schedule items for the employee by area or by employee. A new
employee worksheet page will be started for each new area, employee, or new month
and year.

This report uses underlining to produce the worksheet, this may determine which
printer font you wish to select. The report will produce the worksheetin 4, 8, 12 or 24
hour portions depending on the font chosen as this determines the printable length of
the line.

This report will show all the scheduled items that have not had an employee assigned
to them grouped by area and month. There may be multiple scheduled items per day
and the report may print several lines per day if the scheduled items overlap. The
unassigned schedule worksheet page will be printed first.

This report will show all the scheduled items per employee and will have the hours
blocked out that the employee is available for work. This will look first for the
preferred time, then to the available time. The employee worksheet page range will be
from the first to the last hour available or scheduled. When the employee is
unavailable the time slot will be stroked out. Canceled scheduled items will not be
printed. A total of the available hours and scheduled hours per month are printed in the
heading.
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Date Range
Selection

Data Field
Selection

Print To Selection

Sort Order
Selection

Single Employee
Option

Selected Area
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The data field selection for the report allows for the inclusion of the following data
fields.

Data Field Description

Activity When this field is checked, the activity for the work segment
will be printed on the report.

The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

= Screen
The sort order selection for the report allows for the following sort order selections.

= Employee

m Area
To choose a single employee option for the Homecare Employee Worksheet select the
Single Employee object.
Forinstructions on how to select single employee option refer to the common selection

screen chapter in the Schedule manual.

To choose areas for the Homecare Employee Worksheet select the select areas object.

For instructions on how to select area refer to the common selection screen chapter in
the Schedule manual. If you have selected area the message Exclude selections or
Include selections will be displayed beside the selection button when you return to the
select report objects dialog box.
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Viewing - Homecare Employee Worksheet (1 N N |

4
File Help

H-PAY COMPUTER SOFTWARE LTD
stroup: All Employees Homecare Employee Works
Date: 1997702/20 Period From: 1996/11/01
ime: 11:55 Schedule by Employee

onth: Hovember /96
ame : ANDERSON JOHH AWTHOWY
HOME1 -Home Care Area 1

Day |00:00-00:30[00:30-01:00]01:00-01:30]01:30-02:00]
N T T
21Irmrurmmmmmmumummmmm
EEIrmrurmmmmmmumummmmm
E:IHHfHfmmmmHHHHmmmmmmu.l
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Homecare Employee Week

The Homecare Employee Week option prints the homecare employee activity per
week showing the scheduled clients.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or
exclude in the report. A single employee schedule worksheet may be selected.

Homecare Employee Week = w =

File Help

-Date Range
otart:  [LEFSIESA LT End: |1!]!]?II]EIEE

-Report Fields—— ~Sort Order
[« Activity (e! Employee
() Area

Select érea

single Employee

Print Report _Lancel

Saving... The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.

&~  Ifthe employee has no activity for that day the report will display the message that the
employee is unassigned. If the employee has an availability record for that day the
times the employee is available will be printed with the unassigned message.
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Date Range
Selection

Data Field
Selection

Print To Selection

Sort Order
Selection

Single Employee
Option

Selected Area
Selection
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The data field selection for the report allows for the inclusion of the following data
fields.

Data Field Description

Activity When this field is checked, the activity for the work segment
will be printed on the report.

The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

= Screen
The sort order selection for the report allows for the following sort order selections.

= Employee

m Area
To choose a single employee option for the Homecare Employee Week select the
Single Employee object.
Forinstructions on how to select single employee option refer to the common selection

screen chapter in the Schedule manual.

To choose areas for the Homecare Employee Week select the select areas object.

For instructions on how to select area refer to the common selection screen chapter in
the Schedule manual. If you have selected area the message Exclude selections or
Include selections will be displayed beside the selection button when you return to the
select report objects dialog box.
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File Help

AN-PAY COMPUTER SOFTWARE LTD

aroup: All Employees Homecare Employee Week
Date: 1997/02/20 Period From: 1996411401
ime: 10:37 Schedule by Employee
----Tuesday 1996/11/26

Employee Assumed Available - Mot Assigned

----Wednesday 1996/11/27

Employee Assumed Available - Mot Assigned

----Thursday 1996/11/28

Employee Assumed Available - Mot Assigned

nd Of Report
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Homecare Employee Month

Saving...

295

The Homecare Employee Month option prints the homecare employee activity for
the month showing the scheduled clients.

This function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or

exclude in the report.

A single employee schedule worksheet may be selected.

Start:  |REEEAIERIN

B4 Homecare Employee MHonth (= RE N |
File Help
-Date Range

End: |199?303331

-Report Fields

[+ Activity
~Print To Sort Order
{7 Printer (¢! Employee
(# Screen (7 Area

| Select Area

| Single Employee

| Print Report

| | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.

The report is printed in a calendar format showing the date, start and end time, the
client and the activity under the correct day of the week column. If the report page is
wide enough the length of the activity will be printed.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The data field selection for the report allows for the inclusion of the following data
fields.

Data Field Description

Activity When this field is checked, the activity for the work segment
will be printed on the report.

The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

= Screen
The sort order selection for the report allows for the following sort order selections.

= Employee

m Area
To choose a single employee option for the Homecare Employee Month select the
Single Employee object.
Forinstructions on how to select single employee option refer to the common selection

screen chapter in the Schedule manual.

To choose areas for the Homecare Employee Month select the select areas object.

For instructions on how to select area refer to the common selection screen chapter in
the Schedule manual. If you have selected area the message Exclude selections or
Include selections will be displayed beside the selection button when you return to the
select report objects dialog box.
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B4 Viewing - Homecare Employee Month = o £
File Help

AM-PAY COMPUTER SOFTWARE LTD
iroup: All Employees

Date: 1997/02/20

ime: 11:32

| AARDVARK FRED |
|GEN OFFICE |
[14:20-14:30 0[17
| AARDVARK FRED |
|GEN OFFICE |
[23:30-02:30 3|00
| AARDVARK FRED |

| GEN OFF I CE

otal Scheduled Hours

Homecare Employee Month
Period From: 1996/11/M
Schedule by Client

|08:30-06:4% 0]09:30-1
| AARDVARK FRED | AARDVAR
| GEN OFFICE | GEN OFF

|AAHDVAHK FRED |AAHDVAF

| GEN OFFICE | GEN OFH
|08:15-08:30 0|09:00-C
| AARDVARK FRED |AARDVAH
| GEM OFFICE | GEM OFH
|06:30-08:4% 0]09:30-1
| AARDVARK FRED | AARDVAR
| GEN OFFICE | GEN OFFH
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Homecare Seniority Listing

The Homecare Seniority option prints the seniority list by area.

Thereport formatis an area list with seniority details, just a seniority list or just the area
and seniority list names with no employee details.

The function allows the user to select the date range for the report, the data fields to
include in the report, to select a single seniority list or area page breaks, send report to
printed or screen and report format.

2 7| o
File Help
I
3 ~Date Range mh" :
| start: [[ECZIPZFL  End: [1997/03/22 Fields ]
3 Options ]
= ~Report Fields
:I_:' [+ Hours [+ Order Printer ]
=
:I-Il Format ]
3 ekl
| Print Report | | Cancel |
Date Range To limit the range of the report the starting and ending dates may be entered. If both
Selection dates are zero the entire report will be printed. If only the ending date is zero the report
P p y g P
will print from the starting date until the end of the report.
Data Field A data field is selected for the report when the box to the left of the field has a check
Selection mark.
The data field selection for the report allows for the inclusion of the following data
fields:
Field Description
Hours This field is used to show the number of seniority
hours per employee.
Order This field is used to show the order within the group
of employees with the same number of hours.
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Selected Area
Selection

Single Seniority
List Option

299

The following dialog box appears when the options tab is chosen:

< e
File Help
, -
3 ~Select Options ”“
Field
- | Select Area | et
3 Options ]
- | Seniority List | ““-F'rinter
-
Format
-
- EJEd
I_Erint Report I | Cancel |

To choose areas for the Homecare Seniority Listing select the select areas object.

For instructions on how to select area refer to the common selection screen chapter. If
you have selected area the message Exclude selections or Include Selections will be
displayed beside the selection button when you return to the select report objects
dialog box.

To choose single seniority list option for the Homecare Seniority Listing select the
single seniority list object.

For instructions on how to select single seniority list refer to the common selection
screen chapter in the Schedule manual.
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When the printer tab is chosen the following screen will appear:

= 2 o El
File Help
|
T -Page Breaks
:ﬁ
Field
- @Ho  (J Yes e
3 Options
=3 ~Print To -
Print ]
3 (® Printer () Screen el
= Format
:ﬁ
- |«
I_Erint Report I | Cancel |

The page break selection for the report allows for the following page break selections.

= NO

m Yes

Print To Selection The Print To Selection for the report allows for the following report to be printed to the

report or on the screen.
m Printer

m Screen
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The following dialog box will appear when the format tab is chosen:

< 1z
File Help

|
- :
3 Report Format Fields
3 {J Area Summary Only Options
3 () Seniority Lists Only Printer
= {®] Area with Senority Lists
- Format ]
:ﬁ .
- ) s

I_Erint Report I | Cancel |

Report Format The sort order selection for the report allows for the following format selections:
Selection
= Area Summary Only

m Seniority Lists Only
m Area with Seniority Lists

The report format selection for the report allows for the inclusion of the following data

fields:
Field Description
Area Summary Only This field is used to print the area list showing the
seniority list code names only.
Seniority List Only This field is used to print only the seniority list
selected.
Area Seniority Lists This field is used to print the areas selected with
the seniority list code names as well as all the
employee details.
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E¥ Viewing - Homecare Seniority List Lz N |
File Help

H-PAY COMPUTER SOFTWARE LTD
aroup: All Employees Homecare Seniority List
Date: 1997/02720 Period From: 199611/
ime: 13:42 [Selected]

Area List Name
Employee

BEY TEST test code for area
nd of Seniority List
x Page Break =x

Area Codes[Included]
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Homecare Client Worksheet

Saving...

303

The Homecare Client Worksheet option prints the homecare client worksheet
showing the scheduled employees.

The function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or
exclude in the report.

A single client schedule worksheet may be selected.

&4 Client Schedule Worksheet [ N |
File Help

’rDate Range

Start: 199?!02!11 End: |199T!I]33'13

-Report Fields

[ Activity
~Print To Sort Order
# Printer # Client
J Screen () Area
| Select Area |
| Single Client |
| Print Report | | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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This report prints the scheduled items for the client by area or by clients. A new client
worksheet page will be started for each new area, employee, or new month and year.

This report uses underlining to produce the worksheet, this may determine which
printer font you wish to select. The report will produce the worksheetin4, 8, 12 or 24
hour portions depending on the font chosen as this determines the printable length of
the line.

This report will show all the scheduled items, those that have an employee assigned to
them will show the employee name. There may be multiple scheduled items per day
and the report may print several lines per day if the scheduled items overlap. All
canceled scheduled items will be shown as canceled. A total of the scheduled hours is
printed in the heading. The client worksheet page range will be from the first to last
hour scheduled.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The data field selection for the report allows for the inclusion of the following data
fields.

Data Field Description

Activity When this field is checked, the activity for the work segment will be printed
on the report.

The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

= Screen
The sort order selection for the report allows for the following sort order selections.

m Client

m Area
To choose single client option for the Homecare Client Worksheet select the single
client object.
For instructions on how to select single client refer to the common selection screen
chapter in the Schedule manual.
To choose areas for the Homecare Client Worksheet select the area selection option in
the File menu.

For instructions on how to select area selection option refer to the common selection
screen chapter in the Schedule manual.
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i
File Help

AN-PAY COMPUTER SOFTWARE LTD
aroup: All Employees

Date: 1997/02/20

ime: 11:37

onth: Hovember!96

lient: AARDVARK FRED
HOME1-Home Care Are

Viewing - Homecare Client Worksheet i N N |

Homecare Client Workshee
Period From: 1996/11/01

Schedule by Client

al
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Homecare Client List

Saving...

307

The Homecare Client List option prints the client list.

The function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or

exclude in the report.

A single client list may be selected. The report allows for the options of printing the
activity schedules and the employee assignments.

Homecare Client List = d
ile Help
-Date Range

Start: IIHH?!I]ZHI End: |199?.fl]3f13

~Report Fields

Select ]

[+ Emer Phone [+ Physician

[+ Address 1 [+ Address 2
[+ Province [+ Postal Code
[+ Home Phone [+ Medical

[+ Alt Phone [+| Family Med.
[+ Treaty [+ Birth Date
[+ Band [+ Hotes

[+l City Sort ]
[+ Account
[+ Area

[+ S.LH.

[+ Sex

[+ Contact
[+ Relation

rurdrdrdririr i A

I

Cancel |

The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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This report prints the client list by area or by client. A new page will be started for each
client if the activity schedule and the assigned employee are requested. The client's
name is always printed on a report. This report requires a font that will produce a
minimum of 100 characters per print line. If no activities are found a message “no
activities scheduled” will be printed. If no employees are found a message “no
employee assigned” will be printed.

The print option for the report allows for the following print option selections
m Show Activity Schedules

= Show Employee Assignments

Activity Schedule
The following fields are printed for each activity

activity name and position

up to six weeks for the schedule if available

up to 3 time slots per day if available

m for each week the starting and ending time is printed for each day

Employee Assignments
The following fields are printed for each employee assignment
m employee name
m Start dates
m end dates
m days in the month
m hours per day
m starting time
= ending time

Ifthe activity schedule is not being printed the activity name & position will be printed
for each employer.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The data field selection for the report allows for the inclusion of the following data

fields.
Field Description
Address 1 address line 1
Address 2 address line 2
City name of city
Province 2 character province code
Postal Code postal code
Account client account number
Home Phone home phone number
Alt Phone alternate phone number
Area arca of client
Medical medical insurance number
Family Medical family medical insurance number
S.I.N. social insurance number
Birth Date client birth date
Sex male or female (Y or M)
Treaty treaty number
Band band number
Notes notes on client
Contact contact
Emer Phone emergency phone number
Physician name of physician of client
Relation the relation to client

The print options are selected by clicking on the box before the desired print option
with the mouse once, this option will be included when the box by the field has a check
mark.

To de-select the print options click on the box before the desired option with the mouse
and the check mark will disappear.
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The following dialog box appears when the select tab is chosen:

&4 Homecare Client List 7 o [

File Help

~3elect Options -
Select Area | Fields J
. Select |
Single Client | e

~Report Options
[+ Show Activity Schedules
[+ Show Employee Assignments

~Print To
(® Printer
() Screen

A A A A

| Print Report I | Cancel |

Selected Area To choose areas for the Homecare Client List select the select areas object.
Selection

For instructions on how to select area refer to the common selection screen chapter. If
you have selected area the message Exclude selections or Include selections will be
displayed beside the selection button when you return to the select report objects

dialog box.
Single Client To choose single client option for the Homecare Client List select the single client
Option object.

For instructions on how to select single client refer to the common selection screen
chapter in the Schedule manual.

Print To Selection The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

m Screen
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The following dialog box appear when the sort tab is chosen:

B4 Homecareflienflist [

File Help

T

= Sort Options Fields

3 (] Client =t
Select

3 ) Area |

:|-;| . Sort ]

3 i .

:r:l

:ﬁ

:r:l

:ﬁ

:r:l

:r:l

:ﬁ

:r:l

:ﬁ

:r:l

> .

- )

Cancel |

The sort order selection for the report allows for the following sort order selections.

m Client

m Area
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er place to go. This is a text area of 200 charactenrg

Activity Schedule - GEW OFFICE - AIDE

&) Viewing - Homecare Client it [iIENN
File Help

AN-PAY COMPUTER SOFTWARE LTD

aroup: All Employees Homecare Client List
Date: 1997702720 Period From: 1996/11/01
ime: 13:32 Report by Client

his is a box of notes about the client. The user

Sun Mon
Week: 01
14:20-14:30
23:30-02:30
Employee

ANDERSOM JOHN ANTHONY
BAKER MARY

DOUGLAS JO-ANHE
APPLE GREEMW
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The Homecare Client Schedule option prints the client list.

The function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or
exclude in the report.

A single client list may be selected. The report allows for the options of printing the

activity schedule

s and the employee assignments.

E4 Homecare lient Schedule = o =
File Help
I ~Date Range
- Start: 1995701701  End: 1995701728
e
~Report Fields
:ﬁ
3 [+ Client [Z1 Employee
:|EI [+ Shift [ Account
3 [# Date [+ Start Time
:l_:' [_l Reason [+ End Time
3 [+ Hours |1 Position
3 [] Area [ Sub Area
- [ Activity [ Sub Activity
:rll
:rll
:|El

| Print Report I |§ancel|

The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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To limit the range of the report the starting and ending dates may be entered. If both

dates are zero the entire report will be printed. If only the ending date is zero the report

will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check

mark.

The data field selection for the report allows for the inclusion of the following data

fields.
The Report field selection allows for inclusion of the following data fields:
Field Description
Client When this field is checked the name of the client having the client schedule
item will be printed on the report.
Date When this field is checked the date for the client schedule item will be printed
on the report.
Start Time |When this field is checked the starting time for the client schedule item will be
printed on the report.
End Time |When this ficld is checked the ending time for the client schedule item will be
printed on the report.
Area When this field is checked the area for the client schedule item will be printed
on the report.
Sub Area |When this field is checked the sub area for the client schedule item will be
printed on the report.
Activity  |When this field is checked the activity for the client schedule item will be
printed on the report.
Sub Activity |When this field is checked the sub activity for the client schedule item will be
printed on the report.
Badge When this field is checked the badge number of the employee having the client
schedule item will be printed on the report.
Hours When this field is checked the hours for the client schedule item will be printed
on the report.
Position | When this field is checked the position for the client schedule item will be
printed on the report.
Reason When this field is checked the reason for the client schedule item will be printed
on the report.
Shift When this field is checked the shift for the client schedule item will be printed
on the report.
Employee |When this field is checked the employee for the client schedule item will be
printed on the report.
Account |When this field is checked the account for the client schedule item will be
printed on the report.

The print options are selected by clicking on the box before the desired print option
with the mouse once, this option will be included when the box by the field has a check

mark.

Can-Pay Computer Software

314




6 - HOMECARE

The following screen will appear when the sort tab is chosen:

E4 Homecare Client Schedule |7 N |

File Help

~Sort Order Selection
# Client

Fields

() Area
Selects

~Page Break
(% Ho
J ¥es

~Print To
@ Printer
() Screen

A A A A

[=||=]

| Print Report I |§ancel|

Sort Order The sort order selection for the report allows for the following sort order selections.
Selection
m Client
m Area
Page Break The page break selection for the report allows for the following page break selections.
= No
m Yes

Print To Selection The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

m Screen
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The following screen will appear when the select tab is chosen:

Can-Pay Computer Software

—_—
[3-]

Help

Homecare Client Schedule |z N

Select Report Objects

Select Shifts

Select Positions

Select Reasons

Select Areas

Select Sub Areas

Select Activities

Select Sub Activities

A

Fields

(==

Sort

Selects ]

I_Erint Report I | Cancel |
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The Select Report Objects selection for the report allows for the following selection
options:

Forinstructions on how to select shifts refer to page 11 of the common selection screen
chapter. If you have selected shifts the message Exclude selections or Include
selections will be displayed beside the SELECT SHIFTS button when you return to the
select report objects dialog box.

For instructions on how to select positions refer to page 9 of the common selection
screen chapter. If you have selected positions the message Exclude selections or
Include selections will be displayed beside the SELECT POSITIONS button when you
return to the select report objects dialog box.

For instructions on how to select reasons refer to page 10 of the common selection
screen chapter. If you have selected reasons the message Exclude selections or Include
selections will be displayed beside the SELECT REASON button when you return to the
select report objects dialog box.

For instructions on how to select area refer to page 5 of the common selection screen
chapter. If you have selected area the message Exclude selections or Include
selections will be displayed beside the SELECT AREA button when you return to the
select report objects dialog box.

For instructions on how to select sub area refer to page 16 of the common selection
screen chapter. If you have selected sub area the message Exclude selections or
Include selections will be displayed beside the SELECT SUB AREA button when you
return to the select report objects dialog box.

For instructions on how to select activity refer to page 4 of the common selection
screen chapter. If you have selected activity the message Exclude selections or Include
selections will be displayed beside the SELECT ACTIVITY button when you return to the
select report objects dialog box.

Forinstructions on how to select sub activity refer to page 15 of the common selection
screen chapter. If you have selected sub activity the message Exclude selections or
Include selections will be displayed beside the SELECT SUB ACTIVITY button when
you return
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B4 Viewing - Homecare Client Schedule = o E
File Help

AM-PAY COMPUTER SOFTWARE LTD

iroup: All Employees Homecare Client Schedule
1997702720 Period From: 1996/11/01

ime: 11:50 Schedule by Client

Date
Sat 19967117102
Sat 19967117102
Sat 1996/11/02
Sat 1996711102
Sat 1996711102
Sat 1996711116
Sat 1996/11/16
Sat 1996711116
Sat 1996711116
Sat 1996711116
Sun 1996711117
Sun 1996{11417F
Sun 1996711117
Sun 1996711117
Sun 1996711117 g
Sun 1996{11417F SHOHECI_]
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The Homecare Client Week option prints the homecare client weekly activities
showing the scheduled employees.

The function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or
exclude in the report. A single client schedule worksheet may be selected.

= 2 d F
File Help
Date Range
’7 Start:  |RREFLFSH T End: I1HH?!I]2!22
-Report Fields
[.] Twelve Hour [+ Activity
-Print To Sort Order
(® Printer (® Client
(J Screen () Area

| Select Area I

| Single Client |

| Print Report | | Cancel |

The selections made by the user can be saved by selecting the Save Parameters option
in the File menu.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The data field selection for the report allows for the inclusion of the following data
fields.

Data Field Description

Activity When this field is checked, the activity for the work segment will be printed
on the report.

Twelve Hour |When this field is checked, the time will be printed as am or p.m. not the 24
hour clock.

The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

= Screen
The sort order selection for the report allows for the following sort order selections.

= Client

m Area

To choose single client option for the Homecare Client Week select the single client
object.

For instructions on how to select single client refer to the common selection screen
chapter in the Schedule manual.

To choose areas for the Homecare Client Week select the area selection option in the
File menu.

For instructions on how to select area selection option refer to the common selection
screen chapter in the Schedule manual.
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&) Viewing - Homecare ClientWeek __ [iENu
File Help

AN-PAY COMPUTER SOFTWARE LTD

sroup: All Employees Homecare Client Week
Date: 1997/02/20 Period From: 1996/11/0
ime: 12:17 Schedule by Client

08:15 to 08:30 0.25 RSON JOHH ANTHONY

0§:00 to 08:15 0.25 ERSON JOHN ANTHOMWY
08:30 to 08:4% 0.25 RSON JOHH ANTHONY

----Wednesday 1996711427 -

0G:00 to 08:30 0.50 RSON JOHH ANTHONY
09:00 to 09:30 0.50 RSON JOHH ANTHOWY
09:30 to 10:00 0.50 RSON JOHH ANTHOWY
10:00 to 11:00 1.00 E GREEN

----Thursday 1996/11/28
05:00 to 06:00 1.00 ANDERSON JOHN ANTHONY

nd Of Report
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Homecare Client Month

The Homecare Client Month option prints the homecare client monthly activities

showing the scheduled employees.

The function allows the user to select the date range for the report, the data fields to
include in the report, the sort order for the report, and to select the areas to include or

exclude in the report. A single client schedule worksheet may be selected.

£8 Homcare Client Fonth 7 o

File Help
Date Range
|7 Start: 1997703701 End: |1!]!]?II]3£31
-Report Fields
(1 Twelve hour [+ Activity
-Print To Sort Order
(® Printer (@ Client
(] Screen (] Area

Select érea

aingle Client

Print Report _ Cancel

Saving... The selections made by the user can be saved by selecting the Save Parameters option

in the File menu.
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To limit the range of the report the starting and ending dates may be entered. If both
dates are zero the entire report will be printed. If only the ending date is zero the report
will print from the starting date until the end of the report.

A data field is selected for the report when the box to the left of the field has a check
mark.

The data field selection for the report allows for the inclusion of the following data
fields.

Data Field Description

Activity When this field is checked, the activity for the work segment will be printed
on the report.

Twelve Hour |When this field is checked, the time will be printed as am or p.m. not the 24
hour clock.

The Print To selection for the report allows for the following report to be printed to the
printer or on the screen.

m Printer

= Screen
The sort order selection for the report allows for the following sort order selections.

n Client

= Area
To choose single client option for the Homecare Client Month select the single client
object.
For instructions on how to select single client refer to the common selection screen
chapter in the Schedule manual.
To choose areas for the Homecare Client Month select the area selection option in the
File menu.

For instructions on how to select area selection option refer to the common selection
screen chapter in the Schedule manual.
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B4 Viewing - Homecare Client bonth = o =

File Help

Group: All Employees
Date: 1997/02/20
ime: 10:04

| 6:00AM- 8:30A]
|ARTHUR ELIZABE|H
| INSULIN

| 2:20PM- 2:30P|

0.50

0.17

| ANDERSOH JOHN | HTHONY

| GEN OFFICE |
|11:30PH- 2:30A]
=% Page Break =
AARDVARK FRED

3.00

- Sunday
|1996711724
|ANDERSON JOHH | HNTHONY
| GEN OFFICE

---- Monday --

CAN-PAY COMPUTER SOFTWARE LTD

Homecare Client Month
Period From: 1996/11/01
Schedule by Client

| 8:15AM- 8:30A] 9:00A
| ANDERSON JOHN |AHDERS(
|GEN OFFICE  |GEN OFF
| 8:30AM- 8:45A| 9:30AH
| ANDERSON JOHN |AMDERS(
[GEN OFFICE  |GEN OFF
I [10:00A)

---- Wednes
|1996¢11

-- Tuesday
|1996/11726
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Accumulators

The Payroll Accumulator Selection screen allows you to select accumulators from the
list of activities displayed.

The dialog box for the Payroll Accumulator Selection appears as follows:

£ Fayroll Accumulator Selection - 0000070908 = =
File Help
.0001 VACATIOM j

0002 HOL PAY
0003 SICK TIME

I Ok I | Cancel I | Clear Selections I @ Include (J Exclude

The accumulators are selected by clicking on the desired accumulator with the mouse
once, this accumulator will now be highlighted. Any number of accumulators may be
selected by repeating this procedure.

When all the desired accumulators are selected click on the OK button.

To de-select a single accumulator simply click on the highlighted accumulator and it
will nolonger be selected. To de-select all the selected accumulators click on the Clear
Selection object.

When you are selecting certain accumulator you may include or exclude all the
selected accumulators in the report. This is done by clicking on the Include or Exclude
object.

Il Can-Pay Computer Software




Common Selection Screens - 1

Deductions

The Payroll Deduction Selection screen allows you to select deduction from the list of

deductions displayed.

The dialog box for the Payroll Deduction Selection appears as follows:

Fanoll Dedarian belerfim - DTRHE] ST

(]
N
i1 k]
nnpd
oS

(=]

PEMZIOH
S
Lid.

Fani Iy
(LR L

o (Rawr fma

® Inclixe

F st

The deductions are selected by clicking on the desired deductions with the mouse
once, this deduction will now be highlighted. Any number of deductions may be
selected by repeating this procedure.

When all the desired deductions are selected click on the OK button.

To de-select a single deduction simply click on the highlighted deduction and it will no
longer be selected. To de-select all the selected activities click on the Clear Selection

object.

When you are selecting certain deductions you may include or exclude all the selected
activities in the report. This is done by clicking on the Include or Exclude object.
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Select Activity Selection

The Select Activity Selection screen allows you to select activities from the list of
activities displayed.

The dialog box for the Activity Selection appears as follows:

eal Select - Activity Codes
File Help
{ GEN OFFICE General Office Duties 1=
INSULIH Insulin Injections
LUKCH meal prep for lunch
PLANT Plant area
SHIPPING Shipping and Receiving area
SHOP Machine Shop
|
| OK I | Cancel | | Clear Selections | (#) Include ) Exclude

The activities are selected by clicking on the desired activities with the mouse once,
this activity will now be highlighted. Any number of activities may be selected by
repeating this procedure.

When all the desired activities are selected click on the OK button.

To de-select a single activity simply click on the highlighted activity and it will no
longer be selected. To de-select all the selected activities click on the Clear Selection
object.

When you are selecting certain activities you may include or exclude all the selected
activities in the report. This is done by clicking on the Include or Exclude object.
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Select Area Selection

The Select Area Selection screen allows you to select areas from the list of areas

displayed.
The dialog box for the Area Selection option appears as follows:
& Select - Area Codes ﬂE'
File Help
: BEY TEST  test code for area =
EAST East End
HOME1 Home Care Area 1
NORTH North Wing
SO0UTH South Fork

| Ok I Cancel | | Clear Selections | (#) Include ) Exclude

The areas are selected by clicking on the desired area with the mouse once, this area
will now be highlighted. Any number of areas may be selected by repeating this
procedure.

When all the desired areas are selected click on the OK button.

To de-select a single area simply click on the highlighted area and it will no longer be
selected. To de-select all the selected areas click on the Clear Selections object.

When you are selecting certain areas you may include or exclude all the selected areas
in the report. This is done by clicking on the Include or Exclude object.
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Select Earnings Selection

The Select Earnings selection allows you to select earnings from the list of earnings
displayed.

The dialog box for the Earnings Selection appears as follows:

b4 Global Earnings Selection Screen HE-

File Help

: 0001 Reqular Earnings [~
0002 Overtime Earnings

| 0K I | Cancel | | Clear Selections | (®) Include () Exclude

The earnings are selected by clicking on the desired earnings with the mouse once, the
earning will now be highlighted. Any number of earnings may be selected by
repeating this procedure.

When all the desired earnings are selected click on the OK button.

To de-select a single earning simply click on the highlighted earning and it will no
longer be selected. To de-select the all selected earnings click on the Clear Selection
object.

When you are selecting certain earnings you may include or exclude all the selected
earnings in the report. This is done by clicking on the Include or Exclude object.
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Select Grand Master Payroll File

One of these payrolls must be selected for scheduling. The payroll is selected by
placing the cursor over the payroll and clicking on the left-hand mouse button. The
payroll selected will appear in the main menu screen.

The following dialog box appears:

& Select Grandtaster Payroll File El e =

File Help

DED-TEST deduction tes

OK | Cancel | | Insert | | Update | | Delete |

Inserting a New Payroll

The INSERT button will allow the user to add a new payroll to the list of available
payrolls. To insert a new payroll the following steps should be taken:

1. Select theNSERT button.

2. Type in the name of the new payroll in the dialog box that appears and select
the OK button.

3. In the new dialog box type in the name, description, and path to payroll in the
proper fields.

4. In the payroll password if you click on the enable password the set password
button will be available.

5. Select thésaveoption from the~ile menu and then select tb& button.
6. Your new payroll will now be displayed on the screen.
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VIII

Updating an Existing Payroll

If the UPDATE button is selected the user will be able to update the name, description,
and/or path to the payroll. To update the payroll follow these steps:

1. Select theJPDATE button.

2. A dialog box will appear which displays the name, description, and path to
payroll. Make changes to the necessary fields.

3. Select the Save option from the File menu and then seleokthatton.

4. In the payroll password if you click on the enable password the set password
button will be available.

Deleting an Existing Payroll

If the DELETE button is selected the user will be able to delete the payroll.
To delete the payroll follow these steps:
1. Select the DELETE button.
2. You are asked to confirm the delete. Click on yes to delete the payroll.
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Select Positions Selection

The Select Positions Selection screen allows you to select positions from the list of
positions displayed.

The dialog box for the Position Selection appears as follows:

Report Multiple Position Selection

File Help

CAIDE Nurses Aide |
COOK Cook
DIR Director
DOODA DooDad

EXECDIR Executive Director
FULLWORK Full Time Worker
LABOURER General Labour
HURSE 1 Nurse 1
_HIBSE 2 A Hurse

| 0K I | Cancel | | Clear Selections I (#) Include () Exclude

The positions are selected by clicking on the desired position with the mouse once, this
position will now be highlighted. Any number of positions may be selected by
repeating this procedure.

When all the desired positions are selected click on the OK button.

To de-select a single position simply click on the highlighted position and it will no
longer be selected. To de-select all the selected positions click on the Clear Selections
object.

When you are selecting certain positions you may include or exclude all the selected
positions in the report. This is done by clicking on the Include or Exclude object.
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Select Reasons Selection

The Select Reasons Selection screen allows you to select reasons from the list of
reasons displayed.

The dialog box for the reason selection appears as follows:

3 Select - Reason Codes Bl=l
File Help
i LOST Lost in space ]
|
| Ok I | Cancel | | Clear Selections | () Include () Exclude

The reasons are selected by clicking on the desired reason with the mouse once, the
reasons will now be highlighted. Any number of reasons may be selected by repeating
this procedure.

When all the desired reasons are selected click on the OK button.

To de-select a single reason simply click on the highlighted reason and it will no longer
be selected. To de-selectall the selected reasons click on the Clear Selection object.

When you are selecting certain reasons you may include or exclude all the selected
reasons in the report. This is done by clicking on the Include or Exclude object.
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Select Shifts Selection

The Select Shifts Selection screen allows you to select shifts from the list of shifts
displayed.

The dialog box for the Shift Selection appears as follows:

¥ Multiple Shift Selection =[O
File Help

. SVACATION V¥Vacation
SSICK Sick Leave
SIHLIEU Time Off In Lieu
STRAINING Training
SOTHER Other Leave
SHOTAVAIL HNot Available
SOMCALL On Call

DAY Day Shift
FYFH Fyenino Shift
I 0K I | Cancel I | Clear Selections | ) Include ) Exclude

The shifts are selected by clicking on the desired shifts with the mouse once, the shift
will now be highlighted. Any number of shifts may be selected by repeating this
procedure.

When all the desired shifts are selected click on the OK button.

To de-select a single shift simply click on the highlighted shift and it will no longer be
selected. To de-select the all selected shifts click on the Clear Selections object.

When you are selecting certain shifts you may include or exclude all the selected shifts
in the report. This is done by clicking on the Include or Exclude object.
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Select Single Client Selection

The Select Single Client Selection screen allows you to choose to select only one client
from the list of clients displayed.

The dialog box for the client selection appears as follows:

L e
: Seeci Dpilem
Salecn Arss

: Fiun (b

i Umpars Oyliors
3 o Taw Apileainy Sohshisn
o e F ol Sl i

i
i Hripl o
& Frlnim

Seresn

™

Next Client Pressing the next button or selecting the next client option from the File menu will
bring up the next client in the list.

Previous Client  Pressing the previous client button or selecting the previous client option from the File
Menu will go back to the previous client in the list.

F8 (List) Pressing the F8 key or selecting the list client option from the file menu will bring up a
list of clients.

ESC (Exit) The ESC key will exit the user from the current screen.
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Select Single Employee Selection

The Select Single Employee Selection screen allows you to select only one employee
from the list of employees displayed.

The dialog box for the employee selection appears as follows:

4 Employee Hame Selection ﬂﬂ.
File Help

Hame: | |

| Hext | | Previous

Next Employee  Pressing the Nextbutton or selecting the next employee option from the File menu will
bring up the next employee in the list.

Previous Pressing the Previous button or selecting the previous employee option from the File
Employee Menu will go back to the previous employee in the list.
F8 (List) Pressing the F8 key or selecting the list employee option from the file menu will bring

up a list of employees. The list will vary depending on whether or not a payroll has
been selected. If no payroll is selected all employees will appear in the list. However
if a payroll is selected only the employee in that payroll will appear in the list.

ESC (Exit) The ESC key will exit the user from the current screen.

The search technique that is set will change the order that the employees appear in the
list.
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1 - Common Selection Screens

Select Skill Selection

The Select Skills Selection screen allows you to select skills from the list of skills
displayed.

The dialog box skill selection appears as follows:

-4 Select - Human Resources Skill Codes ﬂE'

File Help
: B0-UWPM 80 Yords per Minute Typing 1=
GERMAN German Language

TELEPHOME Answer 20 line phone and direct calls
WELDI NG Journeyman Welding

OK | Cancel | | Clear Selections | {#) Include () Exclude

The skills are selected by clicking on the desired skill with the mouse once, this skill
will now be highlighted. Any number of skills may be selected by repeating this
procedure.

To de-select a single skill simply click on the highlighted skill and it will no longer be
selected. To de-select all the selected skills click on the Clear Selections button.

When you are selecting certain skills you may include or exclude all the selected skills
in the report. This is done by clicking on the Include or Exclude objects.
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Common Selection Screens - 1

Select Subactivity Selection

The Select Subactivity Selection screen allows you to select subactivities from the list
of sub activities displayed.

The dialog for the Subactivity selection appears as follows:

8 Select - Subarea Codes ﬂE'
File Help

No Objects Present i~

| Ok I Cancel | | Clear Selections | (#) Include ) Exclude

The subactivities are selected by clicking on the desired subactivity with the mouse
once, this subactivity will now be highlighted. Any number of subactivities may be
selected by repeating this procedure.

When all the desired subactivities are selected click on the OK button.

To de-select a single subactivity simply click on the highlighted subactivity and it will
now longer be selected. To de-select all the selected subactivites click on the Clear
Selections object.

When you are selecting certain subactivities you may include or exclude all the
selected sub activities in the report. Thisis done by clicking on the Include or Exclude
object.
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1 - Common Selection Screens

Select Subarea Selection

The Select Subarea Selection allows you to select sub areas from the list of sub areas

displayed.
The dialog box for the Subarea selection appear as follows:
B Select SwareaCodes ]
File Help
Ho Objects Present |
|
IQ_KI ’W | Clear Selections | (#) Include () Exclude

The subareas are selected by clicking on the desired subareas with the mouse once, this
subarea will now be highlighted. Any number of subareas may be selected by
repeating this procedure.

To de-select a single subarea simply click on the highlighted subarea and it will no
longer be selected. To de-select all the selected subareas click on the Clear Selections
object.

When you are selecting certain subareas you may include or exclude all the selected
subareas in the report. This is done by clicking on the Include or Exclude object.
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