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Event Scheduling Manager

The Event Scheduler is used for managing events scheduled at your facilities. You can track events such
as:

¢ Athletic events

e Church functions

* PTA and other school functions

e Scouting events

The Event Scheduling (ES) module can also be set up for Location Security so the client module will only
show locations specified by the System Administrator. It uses the same concept for the Remote Request
applications and should be set up in the same manner. For instance, you may have a user who should
be only allowed to make requests for a specific campus (using the client). When that user logs into
TeamWORKS, those paths are the only ones that show in the drop down list. If the user is able to
generate Work Orders from the Event Scheduling module, then the same path access rights will apply on
the work order form.

g ~
#¥ Teamworks Classic Main Switchboard b4
o Event Schedule Manager
05
= Forms Reports
Event Scheduler Event Schedules Report
| Asselx ]| Blockates ES Organizations
[ Attendance ]
Organizations ES Blocked Dates
[ Codes ]
Future Schedules Event Schedules FeeTypes
[ Employees and Vendors ]
[ Exeut Gohadier ] Check Location Availability ES Invoice Details Report
[ Inventory ] Event Schedule Fee Types
[ Keys Manager ]
[ Preventive Maintenance ]
[ Utility Tracking ]
[ Vehicle Fuel Tracking ]
[ Work Orders ]
[ Administrator ]
Connected To Server: (local) Database: Murrieta
Email TeamWORKS Support Today is Monday, December 10, 2012

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
Copyright 2012-2013 by TeamWORKS Solutions, Inc. All Rights Reserved 2



Setting up Locations

You must be a TeamWORKS System Administrator to set up this functionality and is a global setting
(can’t be set up to be user specific). This is a three step process.

1. Make sure the user has rights to the Event Schedule module using the TeamWORKS Control
Panel

2. Under the Administrator/System Configuration Button, click the check box by Use Event
Scheduling Location Security. Save and Close

3. Under Administrator/Path Access, select the Username, Location for Event Scheduling (will
inherit children paths) and select TeamWORKS Client-Server in the last drop down.

If ALL ES users will be allowed to submit for ALL locations, no security will need to be set up. If you have
some users that will have rights to some paths and other with rights to all paths, then each user that is
NOT a TeamWORKS System Administrator will need to be set up for Path Access. Those users with
rights to all locations can be given the highest parent path.

Block Dates will check to see if there are any approved schedules prior to saving blocks.

Before you ‘reserve’ your facilities for events, you must set up your path structure accordingly.
Example: If you want to be able to reserve a Gymnasium, then the Gymnasium must be added to your
path structure through the Location Editor.

The Location Editor is used to create, modify or move locations in your path tree. Path Structure can be
built to only specific campuses or all the way down to the room level. Although it is more tedious to go
to the room level, there are advantages in doing so. Going to room level in your path structure will
allow you to track attributes such as assets, building requests or work orders to a specific location.
Location Editor is only available as a WEB application.

NOTE: The Location Editor is an Administrative function, therefore must be entered by a TeamWORKS
Administrator.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Please Log In

User Name:
Password:

Log In

% Welcome to the Login Page.

Note: See WEB Location Editor Quick Guide for detailed instructions.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Forms

%% Event Organizations

Organization: |Cub Scout Pack 100

Contact Person: |Jc|e Schmoe

Address: |E-E-E- Main Street

City: |San Antonio FPhone Number: (654) 6516165

State: |TX Zip: |78222- Fax Number: | (§54) 654-5454

Email Contact: |jue5hmue@wherever.cum AltMumber: | (591) 989-1184
|Record: L] 1of2 koM | G | Search |

By setting up your organizations first, you will be able to repeatedly select this organization from a drop-
down list, rather than entering it each time that organization schedules an event.

Organization — enter the name of the organization you wish to set up.

Contact Person — enter the name of the primary contact for this organization.

Address — enter the address for this organization.

City — enter the city for this organization.

State — enter the state for this organization.

Zip — enter the zip code for this organization.

Email Contact — enter the email address for the primary contact. Clicking the Email Contact Link will
open your default email client, allowing you to email this person.

Phone Number - enter the phone number for this organization.
Fax Number - enter the fax number for this organization.

Alt. Number - enter an alternate phone number for this organization.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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There may be times when you want to make sure no events are scheduled for a particular location for
reasons such as a holiday, putting new floor down in a gym or painting. A great feature of the Event
Scheduler is that it gives you the ability to block dates for specific locations so NO events can be
scheduled for that date. Blocks for each location must be created.

* This block date occurs for the entire day (24 hour period)

8

l‘§ Event Scheduling Date Blocker - =
Block Location |DEICC, Daytona Campus, B100, R208B Conference Rool » |

Block Reason |Recarpeting Room |

Double-click | 4 January 2010 v
IDETEIITE Sun | Mon | Tue | Wed | Thu | Fri | Sat |
27 28 29 30 i 1 2
3 4 4] g 7 a 9

10 iw 13 14 15 16

17 18 13 20 21 22 23
24 25 26 27 28 23 30

AN 1 2 3 L) ] B
Block Date  Block Reason Blocked On Blocked By
4 | 112/2010 |F'.ecar|::-&ting Room E| 1z=3w2009||team |
| 111172010 |R&carp&ting Room E| 12.-'30.-20[!9||team |
*] | E| 12/30/2009)| |
Record: M < 1of2 | » M b | [ | search |

You can add blocked date records by using the top portion of this form or the bottom portion of this
form. If you are blocking multiple dates for the same reason, it is suggested you use the Block
Location, Block Reason and Calendar for this.

Block Location — enter or select the location you want to block.
Block Reason — enter the reason you are blocking this location on this date.

Date Calendar — double-click the date you are blocking. If blocking multiple (or consecutive) dates,
double-click each date.

Block Date — enter the date you are blocking for this location. If you double-clicked the calendar, this
field auto populates.

Block Reason — enter a reason for the block. If you entered a Block Reason on the top portion of the
form, this will auto populate if you used the calendar.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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‘Trash Can Icon’ — click this icon if you want to remove or delete a block.
Blocked On - auto populated field indicating the date the location was blocked.

Blocked By — auto populated field indicating the person (username) who blocked the location.
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NOTE: if you try to block a date for the selected location that has an existing Approved schedule, the
system will prompt you with the following message:

Existing Schedules ﬁ ‘

There are approved schedules on this date.
Please select a different block day or reschedule events.

At this point, you will need to reschedule this block for another date or change your existing approved

schedule in the Event Schedule Main form.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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This read-only form is a quick way to view future scheduled events for a location. Select from the
location windows and the corresponding upcoming events will display in the grid.

Existing Event Schedules x

Select Location DBCC, ATC Campus, R104L Conference Room

DBCC, Daytona Campus, DC1200

Schedule ID Organization ﬂ Da(eﬂ Status. StariTime  Hours Turim
» [ 257 [@ | wmﬂ [Approved 9:00:00 AM| |2|
[ 88| [DBCC Faciities |[ 1728010 [approved | [ s:00:00 AM] D|

Record: M 1of3 P H { Search

Select Location — click on the location you want to look at. You can only select one location at a time.
Schedule ID - indicates the Schedule ID of the event.

Organization — indicates the Organization for the event.

Date - indicates the date of the event. Click the ‘down’ arrow to sort Oldest to Newest and click the
‘Up’ arrow to sort Newest to Oldest.

Status — indicates the Status of the event.

Start Time — indicates the start time of the event.

Hours = indicates the number of hours requested for the event.

Exp Turnout - indicates the expected turnout for the event.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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This form gives you a calendar view of all events schedules for any given location.

1§ Event Scheduling Availibility Calendar o Em
S BVET + [Lsetpyiomson tome ]

ou Location 01LobC2 =

530 AM

S004M | 4 Septembsr 2011 3 |

330 4M
100044 Sun | Mon | Tue | Wed | Thu | Fii Sat
103040

3 23 n 31 1 2 3

171:00 A0
11:30 A6

12100 Py 5 B 7 E 5 1
1230 Py o

THID G Wl i 12 7
130 PM

ZO0PM

] 18 19 2 2 B n
300PM [ Book Club mesting

330 P N = % 7 2 @ 1
£00PM

8 2 3 1 5 5 7 B

500 P
RA0 P s

Today's Date [l Aproved [N
Blocked Dates [l Submitted [N

Sort By Location ID — click this button to sort by Location ID or Location Name.

Locations — select or enter the Location for which you want to view existing schedules

After you select your location (you may need to click on the calendar to refresh), the calendar indicates
by color all of the existing schedules for that date. If you click on a ‘colored’ date, the 24 hour calendar
on the left shows the time(s) for the scheduled event(s) for that date.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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t# Event Scheduling Manager = B X |
Location | [<] Room Number 12/10/2012
[»] [Show Au
Event Schedule # (New)
. ' Create View View
Project ID E] Duplicate | | Submitted | |Schedules S%’::éh % | |Documents
Statusl Submited E] Schedules || Schedules || >=Today
Date Submitted Save Record | | Create WO ‘ ’ ‘ Config ’ Invoice

WO # [ Invoiced
Event Information Lgrganization Information I Fee Information|

Date of Event Start Time End Time Hours Needed Expected Turnout Fee Totals

12/10/2012 | | [

Event Description

[H] School Sponsored Event?
After Normal School Hours?
Is the Organization Insured?
(] Paid in Full?

Building Automation Required?

Record: 4 4 58877 of 58877 M { Mo Filter | Search

Location — enter or select the Location for this event.

Room Number —enter the room number for the event.

Event Schedule # - auto populated field indicating the assigned number for this schedule.

Show All Button — click this button to show all (unfilter) records for Event Schedules future and past.
Project ID — enter or select the Project for which you want to tie this event schedule to.

NOTE: If you don’t have a Project specifically for event schedules, you may want to create one.

This will allow you to separate all work order created specifically for Event Schedules.

Status — enter or select the status for this request. If you use the Event Schedule Groups (levels of
approval) in the Remote Request, you will see ESLVL(X) statuses in your status drop-down.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Status E|

Approved
Complate
Duplicate
Incomplete
Rejected
Submitted
Void

If you create a new schedule with an Approved status, the system checks to make sure no other events

are scheduled for this time, date and location. If so, you will see the following screen:
Existing Schedule —? (=X

There is already an Approved Schedule for this Date/Time and Location
Continue?

If you select the No button, the schedule will not be saved, but all data will remain on the form and the
status will change to Submitted. If you select the Yes button, the schedule will automatically be saved
regardless of the other Approved schedule.

NOTE: You may want to do this if you have a gymnasium that can accommodate multiple events at the
same time. This will allow you to schedule the Gym more than once for separate events.

Date Submitted — enter the date the request was submitted (NOT THE EVENT DATE). Default is the
current date

WO # Link — click this link if you want to open the work order(s) tied to this Event Schedule. All work
orders created for the given schedules will be filtered out on the work order form.

Ii? Event Scheduling Manager = B

Location |Uzcaf11u |+| Room Number

NSCSD, BRE, Building, First Floor, Cafeteria 110 IE' Show All

Event Schedule # 2

. Create View View
Project ID Fac Use IE' Duplicate || Submitted | [Schedules E%;r:rlj:th T | |Documents
Status |Appruved EI Schedules || Schedules || ==Today
. c
Date Submitted |1/28/2005 Save Record || Greate WO ‘ ‘ ‘ Config

‘ WO #|[48365

Create Duplicate Schedules Button — Click this button to create duplicate schedules for the existing
schedule.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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¢ Event Scheduling Calendar =] = =

Location NSCSD, BRE, Building, First Floor, Cafeteria 110
Event Dance ensemble practice

July 2572005

Hour

TZ004H
12308 | 4 July 2005 > ‘
10044
1:304M Sun Mon Tue Wed Thu Fri Sat
20040
2304M
3004M
3304M 3 4 5 B 7 B E
4004M
e T El 12 13 1 1 16
5004M
5304M
B0 AM
£:304M
7004M 2% = % Bl 2 2 an
730
GO El 1 2 3 4 5 5
5304M
SO0 AM i
Duplicate Schedules

26 2 28 29 30 1 2

17 13 13 20 21 22 23

Today [l Aperoved
Date StartTime |End Time | Organization

5252005 | 23000PM  5:30:00PM | Girl Scouts Troop 89 Current Schedule (I Submited [N oo schedes
6/24/2005 | 2:30:00 PM | 5:30:00 PM | Girl Scouts Troop 99 Blocked Date | [ -
71252005 | 2:30:00PM  5:30:00 PN | Girl Scouts Troop 59 Clear Duplicates

Double-Click the Date to Duplicate Current Schedule

If you need to create a schedule for the Gymnasium for more than 1 date, you can use the Create
Duplicate Schedules button to do this. You will need to create your first schedule, then use the
Create Duplicate Schedules button to select the other dates. (i.e. The Cub Scout Pack 507 needs to
reserve the gymnasium for the next 5 consecutive Fridays)

Steps to Creating Duplicate Schedules

1. Click the Duplicate Schedule Button.
2. Double-click the Date(s) you want to duplicate a schedule for this Location and Event
For each date you double-click, you will see your dates added to this Duplicate
Schedules List. The system duplicates ALL information from the existing schedule you
are duplicating, including Organization and Fees Information.
3. If you want to clear your schedules, simply click the Clear Duplicates Button BEFORE clicking the
Save Schedules Button.

4. Clicking the Save Schedules Button will save your schedules and confirm your save.
Event Schedules Duplicated Successful léj‘

You have successfully Duplicated your Event Schedules

Lo |

5. Click the OK button and close form when finished duplicating schedules.
6. From the ES Main form on your toolbar, click the Requery Form button and you will see them as
new schedules in the Event Schedules Main form.

View Submitted Schedules Button — click this button to show ONLY those event schedules with a
Submitted Status.

View Schedules >=Today Button — click this button to show ONLY event schedules that are in the future,
including today.

Event Search Button — click this button to show a specific Event Schedule by Event Schedule ID.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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#% Enter Event Schedule ID £

Enter Schedule ID

GO!

a=

Duplicate Event Schedule - click this button to duplicate this schedule for a different location.
Alt+R is the shortcut

Documents Button — Users can attach documents related to the event request.
Save Button — click this button to Save the Event Schedule.

Create WO Button — once a schedule is created and saved, you can generate Work Orders based off of
this event schedule. The work order created is linked to this Event Schedule ID by the RequestID field on
the Work Order Form. You can create multiple work orders for any given request.

t‘§ Event Scheduling Manager = =R

Location [02cafi10 [=] Room Number

NSCSDy BRE, Building, First Floor, Cafeteria 110 E Show All

Event Schedule # |2

_ Create View View
Project ID |Fac Use Iz‘ Duplicate Submitted | |Schedules 5%:;'2“ B Documents
Status [Approved EI Schedules || Schedules ==Today
Date Submitted [1/26/2005 Save Record | | Create WO Config
WO #
Event Information | Organization Informaﬁonl Fee InFormaﬁon|
Date of Event Start Time End Time Hours Meeded Expected Turnout Fee Totals
2/25/2005 |2:30 P |5:30 PM |3.50 50.00

Event Description

Dance ensemble practice [ School Spensored Event?
After Normal School Hours?
|:| Iz the Organization Insured?
[] Paid in Full?

Building Automation Required?

Record: M 1of27663 F Mk % Mo Filter | Search

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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## Work Order Manager

)
S/

)
WO Number RequestiD Project ID Received|  @/7/2011 Completion Deadline 212572005
48365 |2 IFac Use = Date Startedl Completion Date
Status Location 1D Location
Submitted E 02cafl10 EINSCSD, BRE, Building, First Floor, Cafeteria 110
Requester Contact Contact Email Aszet Tag# Mileage/Hours.
IEvent Scheduler I I B I
Work Order Assig t

Department Emplovee Mumber Employee Name Trade

Description

Resolution

Dance ensemble practice

IPurgnse Code El |Prinr' Code B Budget Code El é %:l:“ l = . ] Auto Print | [ History oy
Est.HDursI Created By team l KB ”_ ” Conta ” po= ]
Est. Cost I— Modified By Planned? D

Record: 4 4 2of2 b M b NF Filtered | Search

Once the Work Order is created, the user can type more information in the Description field as to what

needs to be done and assign it a trade. At this point, it can be treated as a normal work order.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Email Button — ability to email an event schedule to anyone. This uses your default email
application whether you use Outlook, Outlook Express, Lotus Notes, or GroupWise or you may

choose to use the TeamWORKS Emailer. (See System Configuration)

A
)
5

=1 |

Email An Event Schedule

From:

Subject:

Information on Facility Request:

Body:

Information on Facility Request:

The following Facility Request from:

For the location:

The Room Number for this request is: 9/22/2011

Has been given the following status:

Contact Information:

Send Email

"
Ul

Config Button — click this button to open the Configuration Form for the Event Schedule main form. On

this form, the user can set Default values for new records, set tab stops, make specific fields required

and disable fields. Closing the form will save the data.

#% Form Configuration

»

Field Mame Default Walue TabStop? Reguired? Dizabled?  System Reguired?
Evert Info-Drate of Use ]
Organization-Organization ] [

Ewent Info-Location (D [
Fees-Facility Hours ] [
Button-Show &l O O
Fees-Facility Uzage ] ]

NOTE: after closing this form, the user will need to close the Event Schedule Main form then reopen the

form for the changes to take effect.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Invoice Button — click this button to open a printable Invoice that you can send out.

#% Facility Rental Invoice o B %

Teamworks Solutions, Inc

Invoice for Facility Rental

Facility Management Sofware
Invoice Number: 288059 Address:
Organization: MVUSD Risk Management City:
Contact Person: Wayne Sakamoto State:
Phone Number: Zip:
Event Information
Event Description: CSROA Board Meeting (W. Sakamoto), 12:30-330pm Start Time: 12:30:00 PM
Date Of Event: 8/20/2021 End Time: 4:30:00 PM

Charges and Fees

[inwoice D FeeDesaiption || Hours|  FeeRste | FeeTotsl
288055 Facility Fee 4 $0.00 S000
288059 Egquipment Operator 4 5000 $000
288058 Professional Supervison 4 $0.00 5000
288058 System Seausity 4 $0.00 5000
288059 OtherCost 4 000 5000

$0.00

Page: 1 | 7 Filtered |

Invoiced — Check this box to show that the Invoice has been sent.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Event Information Tab

Event Information | QOrganization Information I Fee Informah'on|

Date of Event Start Time End Time Hours Meeded  Expected Turnout Fee Totals

Ewvent Description

School Spensored Event?

] After Normal School Hours?

Iz the Organizatien Insured?
Paid in Full?

Building Automation Reguired?

Record: 4 4 33 of 33 M { o Filte Search

Date of Event — enter the date of the event.

Start Time — enter the start time of the event. Needs to be entered in Standard Time (i.e. 03:00PM), not
Military Time.

End Time — enter the end time of the event. The time needs to be entered in Standard Time (i.e.
03:00PM), not military time. Entering a time here will auto populate the Hours Needed field.

Hours Needed - if you enter a start time, you can have the system auto populate the End Time by
adding the Hours needed for this event. You can enter decimal places for % hour or % hour increments.

Expected Turnout — enter the number you are expecting for this event.

Fee Totals — total of all the fees.

Event Description — enter a Description for this event taking place.

School Sponsored Event? — click here if this is a School sponsored event.

After Normal School Hours? — click here if the time is after normal schools hours.
Is the Organization Insured? — click here if this organization has insurance.

Paid in Full? - click here if the organization has paid in full.

Building Automation Required — click here if you will need to schedule your BAS system for heating or
A/C.

NOTE: TeamWORKS can provide an integration piece with your existing Building Automation System
that will create a schedule in the BAS system when an Event Schedule is marked with Building
Automation Required.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Organization Information Tab

Event Information| Srganization Informah'on| Fee Informah'on|

Organization: [Boy Scout Troop 778 [=]

Contact Person: |Jc|e Scout

Address: |??9 Troop Blvd.

City: |Ne\.ra|ja Phone Number:

State: Zip: Fax Mumber:
Email Contact: | Alt Mumber:

Record: 4 4 330f33 » M ¥ {+ Mo Filte Search

NOTE: if you set up your organization first, you can enter or select the organization from this drop-down
list and all information will auto-populate. If you do this, you will still be able to make changes to the
information on this form.

Organization — enter the name of the organization you wish to set up. Click the Organization link to
open the Organization Form.

Contact Person — enter the name of the primary contact for this organization.

Address — enter the address for this organization.

City — enter the city for this organization.

State — enter the state for this organization.

Zip — enter the zip code for this organization.

Email Contact — enter the email address for the primary contact. Clicking the Email Contact Link will
open your default email client, allowing you to email this person.

Phone Number - enter the phone number for this organization.
Fax Number - enter the fax number for this organization.

Alt. Number - enter an alternate phone number for this organization.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
Copyright© 2012-2013 by TeamWORKS Solutions, Inc. All Rights Reserved 19



Fees Information

=
U

| Event Inf‘ormah’onl Organization Information| Fee Information
Fee Type Hours Rate Total

Facilty Fee El i 50.00 50.00
System Security El 0 S0.00 20.00
Professional Supervlsig 0 50.00 30.00
ClassifiedSupervision E| 0 £0.00 20.00
Equipment Operator E| 0 50.00 30.00
Other [=] [0 50.00 50.00
e P rnnn mn nn

Record: W 1o0f27663 F Kk Search

Facility Fee — enter the number of hours and fee you will charge for the facility for this schedule.
System Security Fee — enter the number of hours and fee you will charge for Security for this schedule.

Professional Supervision — enter the number of hours and fee you will charge for any professional
supervision for this schedule. (l.e. Lifeguards)

Classified Supervision — enter the number of hours and fee you will charge for any classified supervision

for this schedule.

Equipment Operator — enter the number of hours and fee you will charge for equipment operators
(I.e. scoreboard keepers) for this schedule.
Other Fees — enter the number of hours and fee you will charge for any other fees for this schedule.

Totals — auto populated fields indicating the total number of hours and dollars tied to this schedule.

Custom Options

| Eventlnfwmaﬁunl QOrganization Information | Fee Information| Custom Options

I™ iNeed Kitchen?

™ Need Custodians?

[ Meed PA System Setup?

TeamWORKS System Administrators can create custom check box fields in the Remote Request portion

for Event Scheduling. Any custom fields created there will automatically show in a Custom Options Tab

in the client.

TeamWORKS Version 5.0 | C/S Event Scheduling Manager User Guide
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Fee Type

Fee Description

Hourly R ate

Created By
Modified By

Mo Longer Used
Record: M 1ofl

Date Created
Date Modified

7 Filtered | Search

Fee Type — enter the name for this fee type.

Fee Description — this is a description of the fee.

Hourly Rate — the hourly rate for this fee.

Created By — shows who created this fee.

Date Created — shows the date this fee was created.

Modified By — displays who last modified the fee.

Date Modified — displays the last date this fee was modified.
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Reports

Reporting is the main reason you are using a CMMS System. Reporting gives you bottom line numbers
which are updated daily as transactions and data are entered on a daily basis. These bottom line
numbers should help you justify your business decisions.

Key Notes on using the TeamWORKS Report Fronts (where you select your criteria before you click the
Preview Button):

o If you don’t select an item from a list, it will include everything from that list on the report. If
you want to run a report with filtered data, simply click the desired criteria from the boxes.

e You can multi-select options by using the Ctrl+ (Click) option.

e You can select a ‘range’ (everything between your two clicks) of criteria by using the Shift+
(Click) option.

e To de-select your criteria, click on the button above the selection box.
e Sorting allows you to arrange your report in order based on what you have entered in your Sort

Report By box

O

First — select your first sort option in this box. If you want to sort alphabetically from A —
Z, then leave this button at. If you want to sort Z— A, then click this button and it will
change to.

Page Breaks — some report fronts allow for a page break based on the Criteria selected
in the First option. Click the button for a page break. Example: in the screen shot above,
the report sill print Alphabetically by Location and clicking the button will skip to a new
page for each new location.

Second — select from this list if you want a second line of sorting. For instance, perhaps
you may want your report to be shown Alphabetically by Location (First) then by
Received Date next. So your second option would be Received Date.

Third — select from this list if you want a third line of sorting. Will work the same as the
Second Sorting option.

When sorting by Date Ranges, leaving the Sort button A — Z will show the oldest dates at
the top of the report and the most current dates at the end. Changing the sort option
from Z — A will put the most current dates at the front or top of the report and the
oldest ones at the end of the report

e All report fronts will remain ‘Open’ after clicking the Preview Button until you click the X or
Cancel button. This comes in handy if you are running the same report, but would like to re-run
the same report but with maybe slightly different criteria selected.

e Selecting criteria that returns no data will yield the following message

MNo Data w . - Léj

There is no data that meets your selected criteria.......... Canceling report,
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This report shows the events that have been scheduled for any given location and time period either
past or future.

¥ Event Schedules Repo 22
Schedule ID | C Show Past Schedules = Status | C

5120 PUPIL PERSONNEL - Approved -

14485 | Wresting Complete

14807 | CNS girls Basketball Duplicate

27058 | FB Boosters Incomplete

27059 | FB Boosters Rejected

27060 | FB Boosters - Submitted -

Location | C | Include Sub-patns ||

NSCSD NSCSD -
] NSCSD, ARE

01bnch01 NSCSD, ARE, Bench 01

01bnch02 NSCSD, ARE, Bench 02

01bnch03 NSCSD, ARE, Bench 03

01bLdg NSCSD, ARE, Building

01bth118 NSCSD, ARE, Building, First Floor, Bathroom 118 S
Project D [ ¢ | Organization r

CAPREP | Capttal Proj Repairs. + | [Organization Name Primary Phone  »
CNSHS V| High school wall repairs 05 Belivers Chapel

Fac Use | Facilty use tracking Boys Indoor Track

Fiber Net| District Wide Fiber LAN Brownie Troop 263

G General Maintenance _ | | Brownie Troop 5 il

Select Schedule Date Range
Sort Report By
Preview R
= First E a]

o Schedule ID - select the Event Schedule ID for which you would like to run the report. Only
future schedules are populated in this box, unless the Show Past Schedules check box is
checked.

e Show Past Schedules — check this box to show all prior schedules. By default it is unchecked.
e Status — select the status(es) of the Event Schedules for your report.
e Location - select the location(s) for your report.

e Include SubPaths — checking this box will also show schedules on the report for the ‘child’ paths
of selected location.

e ProjectID - select the ProjectID for which you would like to run the report.

e Organization - if you pre-setup your organizations, this box will populate allowing you to run
this report for a specified organization.

e Select Schedule Date Range — enter the date range for the desired schedules on the report.
Double click the fields to open a calendar for selection.

e Preview - click here to preview your report.

e Cancel — click here to cancel (Close) your report front.
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Event Schedules Report Example

Event Schedules Report e
Facilities Services
Location Exp.
FSID Status ProjectID Schedule Date Start Time  Hours Tumout izatic Total Cost
Activity Description
DBCC, ATC Campus, R103 Stairs
15 Approved 15 212612008 1:00:00PM 4 150 Methodist Church Richard Moralez $0.00
ATCR103 Banquet
16  Approved 15 2/282008 1:00:00PM 4 150 Methodist Church Richard Moralez $0.00
ATCR103 Banquet
17 Approved 15 2/29/2008 1:00:00PM 4 150 Methodist Church Richard Moralez $0.00
ATCR103 Banquet
DBCC, Daytona Campus
33 Approved ES 3114/2008 2:00:00PM 3 50 Methodist Church Richard Moralez $0.00
oc Something going on
DBCG, Daytona Campus, B12/500, R309 Classroom
24 Approved ES 3/10/2008 5:00:00PM 3 30 Methodist Church Richard Moralez $0.00
DCS00R309 Church Meeting
25 Approved ES 3114/2008 5:00:00 PM 3 30 Methodist Church Richard Moralez $0.00
DCS500R309 Church Meeting
26 Approved ES 317/2008 5:00:00PM 3 30 Methodist Church Richard Moralez $0.00
DCS00R309 Church Meeting
27 Approved ES 312112008 5:00:00PM 3 30 Methodist Church Richard Moralez $0.00
DCS500R309 Church Meeting
DBCC, Daytona Campus, B37/100, R2088 Conference Room
5 Submitted ES ¥3/2008 8:00:00 AM 6 100 Methodist Church Richard Moralez $0.00
DC100R2088 Staff meetings
Friday, April 18, 2008 Event Schedules Report Page 10f2
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This report shows contact information for the organizations that have been scheduled for any given
location and time period either past or future.

l',;? Event Scheduling Organizations
Organization C

Belivers Chapel

Boys Indoor Track

[
Brownie Troop 263
Brownie Troop 5

Builders Club
CE PTG

Cicero AA Baseball

Cancel Preview

. N TeamWORKS Soluions, Inc
Organizations Report F acilty Management Scftware
Organization Address City State dp  Primary Phone Fax

Contact Secondary Phone  Email

Boy Soout Toop 772 779 Troop Bkd Nevada

Joa Soout
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This report shows block dates for specific locations so NO events can be scheduled for that date within a

## Event Scheduler Blocked Dates 3
ocation [ C Include Sub-Paths [
02clsrm155 NSCSD, BRE, Building, First Floor, Classroom 155 -
02cLsrmi68 NSCSD, BRE, Building, First Floor, Clagsroom 1638
02clsrm177 NSCSD, BRE, Building, First Floor, Classroom 177 l—l
0ZcC11 BRE, Building, First Floor, Cerridor C11
02g 50 NSCSD, BRE, Building, First Floor,
02gymoff163 , BRE, Building, First Floor, Gym Office 163
02Lik158 NSCSD, BRE, Building, First Floor, Library 158 -

Sort Report By

Block DateE
LucatiunE

Between 512007 First
And 5/1/2009 Second

Preview Cancel

specified date range.

This report shows Fee Types, Fee Descriptions and Fee Rates for Event Scheduling

Event Schedule Fee Types Report TeamWORKES Solutions, Inc
Facilty Management Software

Fee Type Description Fee Rate

ClassifiedSupervision ClassifiedS upervision 50.00

Equipment Operator Equipment O perator 50.00

Facility Fee Facility Fee %0.00

Other Other Cost 50.00

Professional Supervision Professional Supervision £0.00

System Security System Security 50.00
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TeamWISRKS

o~
ES Invoice Details Report
This report will give details of the invoice(s) for the selected criteria.
# Event Schedules Invoice Details 3
Schedule ID Show Past Schedules 7| Status
270784 EHC - Approved -
270884 CC Cancelled
270885 |CC D Complete Ij
270886 CC Duplicate
270887 CC - Incomplete -
Location | C | Include Sub-Paths
MVUSD | MVUSD -
AES MVUSD, AES D
AVE1ADML MVUSD, AES, Building 1, Administration, Library
AVE1ADMSL MVUSD, AES, Building 1, Administration, Staff Lounge
AVEZ00MPR MVUSD, AES, Building 2, MPR
AVE3P MVUSD, AES, Building 3, Pod 3 g
ProjectiD | C ] Organization | C |
AHERA | AHERA » | | Organization Name | Primary Phone
BH Block Out - Holiday lj Abundant Life Church 9516985275 D
BM Block Out - Maintenance Act | Theater Arts {909) 732-9401
BR Budget Reduction Actors Gym 9094618974
RS Rinck Qut - Staff NDevelnnment | [ Admin - Staff Meetina 5297
Contact: | C Activity Description: | € |

4th Grade - Garrity
Aaron Crane
Abbey Leffler/S. Fish

Adelle Lynton
Al Gossett D
Select Schedule Date-of-Use Range
Select Report
Sort Report By
Preview

@ ES Invoice Details
() ES Invoice Details-No Fees

H
i
1|
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MVUSD Invoice Details

Civic Center Department
41870 Me Alby Court
Murrieta, CA 92562
(951) 696-1600 ext. 1136 Fax (951) 304-1532

Admin - Staff Meeting

() -5297 [ Monday, December 10, 2012]

Date of Use Event Hours Cost  Amount
Location: MVUSD, MMHS, Bldg B, B112, Auditorium

8/10/2012 Administrative Retreat. (Superintendents Office), ALSO USING: Rams Den
(MPR), Room 200-202, 213-215

290066
Classified Supervision 8.5 $0.00 $0.00
E quipment Operator 8.5 $0.00 $0.00
Facilty Fee 8.5 $0.00 $0.00
Classified Supervision 8.5 $0.00 $0.00
Classified Supervision 8.5 $0.00 $0.00
Other 8.5 $0.00 $0.00
System Security 8.5 $0.00 $0.00
Professional Supervision 8.5 $0.00 $0.00
638 $0.00

Location: MVUSD, MMHS, Bldg E, E100, MPR

8/10/12012 Administrative Retreat. (Superintendents Office), ALSO USING: Rams Den
(MPR), Room 200-202, 213-21, Need Tables/C hairs for 100 for lunch in
230068 MPR, 2 Long Tables for buffet, Ovation Crt- 3 Tables 2 Chairs for
registration & 2 Tables Coffee/Food

Fadility Fee 85 $0.00 $0.00

System Security 8.5 $0.00 $0.00
Classified Supervision 85 $0.00 $0.00
Classified Supervision 8.5 $0.00 $0.00
Classified Supervision 85 $0.00 $0.00
Other 8.5 $0.00 $0.00

E quipment Operator 85 $0.00 $0.00
Professional Supervision 8.5 $0.00 $0.00
68 $0.00

Location: MVUSD, MMHS, Bldg D, D200

8/10/2012 Administrative Retreat. (Superintendents Office), ALSO USING: Rams Den
(MPR), Room 200-202, 213-215

Ann4nn

Customer Support

Email: Support@goTeamWORKS.com

Telephone: Toll Free (866) 892-0034
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