VALIANT

Assign Employee
1. Right click on Open Tour (red box) and click Assign
Employee
2. Employee Selection Master will appear
e Select appropriate Filter box(es).
3. Highlight name or type last name of employee you are
looking for.
Double-click employee name or click Select.
5. When the first window opens, select
e Future Weeks - permanent assigned employee will
be in schedule every time a new week is created
OR
e This Day Only - temporary assigned employee will
only be in this day this week
6. When the second window opens, select Permanent OR
Temporary
7. The Open Tour changes from red to white with the

employee name.

Copy Employee

Two options exist to Copy employee to another open Tour

1.

Copy/Post

e Right-click on employee name

e Select Copy Employee

e Go to Open Tour and Right-click
e Select Paste Employee

Drag & Drop

e Left-click on employee name and hold (a hand will
appear)

e Drag & drop employee into Open Tour

Select Future Week or This Day Only

Assign Employes

Paste Employee
Assign Patrol
Key Employes
Confirm Opening

Remove Opening 3

Show Opening Only
Shows Emplayee Hours

Employee Selection Master

Emcloyes No

ABBOTT SHELLY RAE

(515] 7043 05,

)4

BARNER JESSICA 0- 06/24/2002 8|FIRST
BRECKINRIDGE |JAMES 0- 06/24/2002 28[ABCI
BROWARD GEORGE 0- 09/29/2005 8|wio
COFFEY CARL (B78) 7a7-8788 83982 01/06/2006 32[ 25 A4
EDWARDS CURTIS 0- 03/13/2004 2[CGS
EDWARDS JOHN 0- 12/01/2005 15.5)wo0l
FRIDAY JOHN 0- 12488 06/21/2004 36[ABC
GREEN JIM 0- 33033 03/01/2006 32[BIRD
MCMARY KRISTOPHER [[1- 0B/24/2002 36| ABC I
PETRACO ANTHONY - 03/13/2003 36| ABC I
SMITH FRED - 12345 12/14/2005 32| WO
TAYLOR FELICIA, (- 0B/24/2002 38| ABC I
A '
LastName [ Sorting Selection: m Select

I' Qualification [~ Available to Work

[V Maximum

[~ Dvertime Daily

[~ Department

[~ Shift Code
[~ Work History

I License

" | Training,

Cancel

Future Weeks

I | Permanent

This Day Only | Temporary
Confirm 4
Remove 4
Replace L4

Split Tour

Emr e

Inzert Biling Adjustment
Insert Payroll Adjustment

Employee Properties
Show This Employes

Shaw Employee Only
Show Employee Haurs

Assign Emploves

Paste Employ

Assign Fatrol
Key Employee
Confirm Opening

Remove Cpening 3

Show Opening Only
Show Employes Hours



VALIANT

orfirm 08:00 - 1200
Remove or Replace Employee 3 L—ms Doy
Replace » This Week (This Location)
1 . Right CI iCk onem ployee it Tour This Week (all Locations) B
Caopy Employes
2. Select Remove or Replace Irsert il Adusment Select a date
Insert Payroll Adjustment
3. Make selection Enployee Fropertes
Shows This Employee
e This Day and This Week options are for the current ShowEnploree rky 0k | cancel |
ow Employes Hours
customer

e Allisfor ALL customers. A window will open and
ask for an effective date.

Confirm Employee Time o R
In

1 H Remove » Qut
You can confirm the schedule by Employee, Day, Location e 1o
or POSt Split Tour i;;fnnsi;m
. A . Copy Employee N
1. Right-click on employee (or Day, Location, Post) tnsert Bllng Adistmen: T
Insert Payrall Adjustment Detail

2. Select Confirm

Employee Propetties
Shaw This Employee

3. If employee worked scheduled time, Select Out

Shaw Employes Only
. Shaw Emploves Hours
e Click Ok
4. If employee worked a different scheduled time, Select EETIEETon 5
. Date: [r7z7/2008
Detall Employee: [00073 [JoRNsON
. . Location: |2 [EasY STREET
5. Schedule Confirm Master will open s g e
g : Tracking: (IR NORRDOR -
a. Edit timein or out. i
. . Confirm Time | Exceplions | Holes | adistments
b. If using Tracking, select an reason
. Time In: [o727/2008 0800 =] Meal [ o
c. Click Save Viion
Time Out: 0727720081215 =]
Wisian
Total Billable Hours: 425
F7: &pproval On/0l
’VApplava\User: Datetime: [

ADDADJ|  Save Cancel
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Split Tour

1.

2.
3.
4

Right-click on employee

Select Split Tour

Enter time you want Tour to split

Employee is removed and 2 Open Tours are created
with Tour times highlighted in yellow and the original
Tour highlighted in black (TR Open — Temporarily
Removed Opening)

Assign employees to both Open Tours

Confirm »

Remove 3
Replace 3

Copy Employee
Insert Biling Adjustment
Insert Payrall Adjustment

Split Time:

Dut: 08/10/2009 12:00
119 | Cancel

Employee Properties
Showw This Employes

Shows Employee Only
Shows Employee Hours

.
5] File  Masters Week Calculstions Tools ‘Window Help

M@EM&I [User Hame DENEEH.MAREADY ] ﬂ

I” Monthly [5/1572008 & | [ooni _# [sHowall = [factalTm =] F g

[4BC COMPANY

[WEEK ENDING 08/15/2009 [08/03/2009 [08/10/2009 [08/11/2009 [o8/12/2009 [

NAME

IN ouT

E
o

TR OPEN JOMNSON.N | BAKER,C
08001200 0300-1200

ADDITIONAL SERVICES 02:00 1200

10:00 | 1200
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