SETTING UP A NEW TECHNICIAN

CREATE EMPLOYEE RECORD

1. Under Administrative > Employees, click on + to add new employee.

Employees

Employees List x
i Dashboards

) A v v
$ Accounting o Last Name First Name Roles Admin User Active

Franchise v Active v

&= Calendar & Tasks

& Scripting

& Adminisirative
PSS n B Rebecca Technician, Owner 7

GPS Devices n B Mike Technician =

Higher Logic
g L2k n Brown Bobby Office ’

Enter Employee Name
3. Select Default Location
a. SWwill look at the Default Location when Reviewing a work order to determine the location of

parts used on the work order.
4. Select Job Skills
5. Click on Save

Employee w E

Employee
First Name: Super Number:
Middle Payroll Number:
Default Site:
Last Name: Tech All v
Spouse Name: Default T5 - Andy v
Location:
Children: Home Page: L]
Education Lewvel: Equipment:

Job Skills: Sealed System * | Standard
o Full Line

Pay Type: Hourly Non-exempt from overtime v



ENTER ADDRESS FOR TECHNICIAN

*The Schedulers and Router WILL NOT SHOW the technician until an address is entered. *

6. Click on the ‘+ in the address panel.

Employee Search Tech, Super Calendar - Inactive & m Save AR n
Employee u Contact E
Payroll ID Employee Number Status v v v
Super Tech 24 Active Contact Type Contact Info Description Active
Addresses E Employee Time Clock n
v v v v v v v
\yﬁ ss Name Address City State/Province Postal Active Employee Time Off n
e Code
Schedule Templates n
Drivers Info u Pay Rates m m a
Drivers License # State Expiration Date Position Pay Percentage Hourly Rate Default
Employee Dates
n Access Control
Hire Termination Birth Work Employment Criminal Background Wedding
Date  Date  Date Eligibility Agreement  History Check Date Anniversary Username Roles Devices
Date Date Date Date No Username
Tasks Attachments a
10/06/201¢ 12/07/201¢ ) - v l
Start =] End ! = Name Type Active
v v v o v v o v
Type Category Subject Priority Status on Tied Date x No items to display

Calendar To

7. Select Address Type of Primary
Enter Address Name —Home

9. Enter Address

10. Validate Address

11. Save

*An alternate starting address can be entered dfter entering their Primary address. Select Address
Type of “Tech Starting” then continue with steps 8-11 above. If a Tech Starting address is entered, the
router uses this as the starting point, otherwise, the router uses the Primary address as the starting

Lat: Long:

H *
point.
Employee Search Tech, Super Calendar - Inactive i m Save AR n
Employee u Contact H
Payroll ID Employee Number Status v v v
Super Tech 24 Active Contact Type Contact Info Description Active
Addresses \JHE Employee Time Clock n
Address P ostal 76707
Type: e M Employee Time Off v |
Address Work ty: Waco Schedule Templates n
Name: \_/
Pay Rates m E n
Ltate/Prov.: Texas v
Address 1010 N. University Par Position Pay Percentage Hourly Rate Default
1 e
Lat:
Address Access Control n
z Long:
0: Username Roles Devices
Active: &l No Username
Google Mapping Aftachments H
Address:
g
Name Type Active
Mapping + Validate Address ® No items to display
Accuracy: \/



CREATE USERNAME AND PASSWORD AND DEFINE ROLE

12. Click on the blue arrow in the Access Control panel.

Employee Search Tech, Super Calendar - Inactive & m Save AlF n

Employee v | Contact
Payroll ID Employee Number Status v - v v
Super Tech 24 Active Contact Type Contact Info Description Active
Addresses Employee Time Clock u
~ v v dl e e e
u Address  Mame Address City State/Province Postal Active Employee Time Off u
Type Code
Schedule Templates n
n Primary ~ Work 1010 N. University Waco Texas 76707 &
Parks Dr. Pay Rates EI
Drivers Info u Position Pay Percentage Hourly Rate Default
Drivers License # State Expiration Date
Access Control \ju-
Employee Dates u Username Roles Devices
Hire Termination Birth Work  Employment Criminal Background Wedding No Usermname
Date Date Date Eligibility Agreement  History Check Date Anniversary
Date Date Date Date Attachments
v b v
Tasks Name Type Active
Start 10/06/201¢ | End 12i07201¢ | B | Raderrnedl B2 -
! Search x No items to display
v v v d v - - v
Type Category Subject Priority Status On Tied Date
Calendar To

13. Enter a username.
a. The username and password may show your username and password if you have auto-fill turned
on in Chrome. If it does, just click on the box. The outline will show in blue and you can
backspace to remove your username and enter the new one.

Access Control [ Pend ] n

User Name: thaker I

14. Click the “Check” box to confirm that the username is not already in use.
15. Enter a password, following the password requirements.

16. Confirm the password.

17. Click in the “Roles” box and select “Technician” from the list.

18. Click on “Save”.



Access Control i | m E
User Name: super.tech - Y

Password: Show Password = @

Confirm Password: v

AA

Password Requirements:
« Albleast G characters long
« (One or more lowercase letters ("a'-'2")
» (One or more upper case letters [A-'Z")
« One or more digit ('0-"9)
« (One or more special non letter or digit character (eg !
@:#;5%,"*)
» May not contain ampersand character { & )

Roles:

Technician \\_/

Devices:

Device ID Active

CREATE SCHEDULE TEMPLATE TO ADD DAILY SCHEDULE AVAILABILITY

*The Schedule Template is the foundation on which the Daily Schedule is built. These are the general rules by
which availability is calculated. To change availability on a day to day basis go to Routing Setup. *

19. Click on the blue arrow on the Schedule Templates panel
Employee Time Clock v |
Employee Time Off ﬂ

Schedule Templates
(> M

20. Click on the ‘+' to add a new template.

Schedule Templates n

- W w g w w g ] g W
\,\.“/ Days Zone AM PM Rank Job Active Start End Time
Hours Hours Skills A Time {Routing)

[T

Search Mo items to display

21. Select the technician that was just created.

22. Select the zone in which the Tech will be working.

23. Add AM and PM hours of availability and adjust days of the week as necessary.
24. Save.



Schedule Tempiates =)o
Tech/Route: Tech, Super v Qﬂy: 7]
ay. o

Zone:
1- W,

aco M Wednesday: I«
Start Time: 08:00 AM ) Thursday: Fl
End Time 0600 PM ] Friday: 5]
(Routing): Saturday AM: (]
Rank: 1 Saturday PM: ]
AM Hours: 4 Sunday: -
PM Hours: 4
Active: #

Note: Recalculate will clear out all schedule records for the above employee only and set new values based on
the template, handling multiple zones with different workdays.

D:0 Created: Updated:

25. Click on “Recalculate Next 35 Days” button. This will add the schedule availability to the Daily Schedule.

Schedule Templates

Tech/Route: Tech, Super v Monday: [
Zone: PR . Tuesday: 7
l}F Wednesday: ¥
StateTime: 08:00 AM = Thursday: @
End Time 06:00 PM g Friday: I
(Routing): Saturday AM: (]
Rank: 1 Saturday PM: ]
AM Hours: 4 Sunday: -
PM Hours: 4
Active: 53]

Recalculate Next 35 Days

Note: Recalculate will clear out all'schedule records for the above employee only and set new values based o
the template, handling multiple zones with different workdays.

Your technician will now show availability in the Simple and Routing Schedulers.



