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Using Team Scheduler 
 
Team Scheduler is graphical way to look at, and visualize, Daily Assignments for Shop Persons based on data the 
user can select in order to sequence work, add or remove scheduled assignments and generally see the work 
assigned to a Shop and the Shop Persons in that Shop. 
 

1. On the menu, under Work Management, click Team Scheduler.   

 

 

2. The Team Scheduler screen will look this way the first time you enter it.  After this it will remember your 
Quick Filters from your previous session and use those to populate the screen. 

 

 

3. The Quick Filters are at the top. 
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4. The Quick Filters determine what data will be displayed in the Phase Listing under it.  You must have a 
Shop as a minimum. 

a. You can display the Phases that meet the Quick Filters or the Leave Codes that are available.  
Just click the radio button for the option you want.  The data will be displayed immediately. 

b. Use the Quick Filters (Shop, Work Classification, Property, Phase Status, Assigned To and Find 
Work Order) to reduce the data being displayed. 

c. Click the  button to reset the Quick Filters (except the Shop) to blanks. 

d. Click the  button to refresh the data in the Phase Listing after changing the Quick Filters. 

e. You can change the configuration of the Quick Filters.  Click  in the Phase Listing headings. 

 

f. This will bring up the Configuration menu. 

 

g. You can add and remove columns as you want. 

h. To save your changes, click  

i. To discard your changes, click  

j. To reset the chooses back to the defaults, click  

5. Once you have entered the Quick Filters and clicked  data will populate the Phase Listing (top pane) 
and Daily Assignment (lower pane). 
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6. The Phase Listing is initially sorted by the Work Order/Phase column.  Change the sort by click  on the 
column you want to sort by.  To reverse the sort, click  again. 

 

7. Some Work Order/Phases will have a blue box in the column with them.  The number in the box is the 
number of Daily Assignments there currently is for that Work Order/Phase. 

 

8. All the data on each line it taken from the Work Order/Phase. 

 

9. On the right-side of the Primary Person column will be one of three icons. 

a. Means there is no one assigned to the Phase.   

b. Means there is one Shop Person assigned to the Phase. 

c. Means there are two (or more) Shop Persons assigned to the Phase. 

d.   You can click the icon to add Shop Persons. 
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e. Using the arrows you can assign, and unassign, Shop Persons to the Phase.  You can also assign 
one Shop Person as the Primary by clicking the box next to their name once they are assigned.  

Click  or to either save your changes or discard them. 

 

10. Click  to get to the Edit Phase box. 

 

a. The only fields that can be updated are the Status with the dropdown and the Est Hours.   

b. Click  or  when done to either save your changes or discard them. 

 

11. Click  to get to the Phase Notes box. 
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a. You can see the Notes Log for the Phase. 

b. Click  to add a Notes Log entry to the Phase. 

 

c. Optionally, click the Note Type dropdown to select a Note Type. 

d. Click  or  when done to either save your changes or discard them. 

 

12. The Daily Assignment shows the Daily Assignments for each Shop Person in the Trade selected in the 
display criteria. 

 

 

13. The display will start centered on the current day.  To navigate to another day, use the navigation bar at 
the top of the Daily Assignment. 
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14. The number of days displayed is controlled by the Show dropdown.  The coloring of the assignments is 
controlled by the Color By dropdown. 

                  

Note: Assignments are shown in the order they will appear in Go Work Management.  The numbers 
represent blocks of time, not times of day. 

 

15. To add an assignment, click and hold  then drag it to the day and Shop Person you want to create the 
Daily Assignment for.  If successful, you will get a message in a green box in the upper right corner. 

 

 

16. To get to the Edit Assignment screen, right click on the square in the Daily Assignment and a popup will 
be displayed. 

 

a. Click the Shop Person dropdown to change the Shop Person. 

b. For the Work Date, use the arrows to change the assignment to a previous or future date. 

c. Doing either of these actions will bring up two radio buttons. 
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d. The default is to Move Assignment.  If you want to Copy Assignment, click that radio button. 

e. Sequence – Assignments will be numbered by 100s starting with zero for the first one.  You can 
enter any positive number to change the sequence of this assignment. 

f. Scheduled Hours – The default is zero, or the estimated hours on the phase.  (The estimate is 
displayed in the Phase Listing in the Est Hours column.)  You can enter a number to change the 
estimate. 

g. Click one of the buttons to complete this screen. 

i. To save the changes, click   

ii. To discard the changes, click  

iii. To delete the assignment all together, click  

 

17. Responder Type can be used to mark a shop person who is assigned to respond to certain types of jobs.  
(Responder Types are set up by your system administrator.) 

 

a. Click  next to the Shop Person in the Daily Assignment to assign (or unassign) a Responder 
Type to that Shop Person. 

 

b. Click the dropdown arrow in the Responder Type and select (or de-select) a type. 

c. To save the change, click  

d. Do discard the change, click  
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18. To get to the day view, double click on the day for the Shop Person you want to view. 

 

 

a. You can reorganize the order of the assignments by sliding the assigned work phase. 

 

b. To save the changes, click  

c. To discard the changes, click  
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19. Leave Codes works like a Work Order/Phase. 

 

a. Click and hold to drop the Leave Code into the Daily Assignment for a Shop Person.  You will 
get the Add Leave Code box. 

 

b. The default Hours is 1.  You can enter a different number as needed. 

c. To save the entry, click  

d. To discard the entry, click  

 

Leave time will appear on the Assignment Schedule as a series of blue stripes on the daily assignment: 

3 Day view 

 

7 Day View 

 

One day view 
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But not on the Full Queue: 

 

Note: the “Assigned” value is a sum of the hours assigned for that week minus the leave time.  

Total Phase Assigned Hours – Total Leave Hours 

The red number indicates that that person is over-assigned for the week. 

To set the capacity, ask the system administrator to go to the Shop configuration and configure the daily 
“Capacity per Person” fields. 

 

 

Note: You can also mouse over many of the fields to see more information. 
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Tool Tips: 
Daily Assignment Counts: 

 

Double-click on the phase in the listing as shown below to highlight only the associated assignments on the Daily 
Assignments Grid.  

 

Double-click again to remove the highlight. 

 

Note Indicator: 

 

A red dot indicator alerts the viewer that a note exists on the Phase. 

To view the note(s), click on the note icon: 
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Shop Person Indicator: 

 

Under Primary Person in the Phase Listing section, there are three (3) different icons indicating if shop people 
are assigned to the phase. 

 

To view the assigned people, click on the icon: 
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