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End User License Agreement

The EPSKED program is used by the Customer on the condition that the
Customer agrees to all terms in the End User License Agreement (EULA)
posted on the Internet at:

www.bytebloc.com/EULA.htm

By performing the Program Installation and using the Program, you
acknowledge that you have read this EULA, understand it, and agree to
be bound by its terms and conditions. You further agree that this is the
complete and exclusive statement of the agreement between us, which
supersedes any proposal or prior agreement, oral or written, and any
other communications between us relating to the subject matter of this
agreement.
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Chapter 1 Getting started with EPSKED

EPSKED is a computer program
Introduction to EPSKED designed to create work schedules for
emergency physicians. EPSKED can

adapt to a wide variety of schedules.

Some of EPSKED's features and limitations include:

Automated scheduling of up to sixty-four shifts each day from a maximum of sixty-
four different shifts you can define specifically for your schedule. (If you need
doublef/triple coverage for a shift, this counts as two/three shifts of the sixty-four
available each day.)

Scheduling of as many as 255 active providers at each scheduling location (see
below), with each provider having separate requests for total hours, specific numbers of
shifts for up to three categories defined for your own schedule, specific days and/or
shifts off, shift preferences, number of days in a row worked and optional scheduling
cycles. Don't be overwhelmed by the number of options! EPSKED can produce
schedules even if all you do is enter your providers' names. The other provider options
are either automatically set to standard values, or are available if needed. Templates are
used to facilitate data entry.

Simultaneous, coordinated scheduling of more than one site, even if individual
providers work at one or more of the sites. Site schedules can be printed separately, or
as part of a global master schedule, showing all shifts at all sites, and spanning several
pages if desired.

Essentially an unlimited number of independent schedule "locations™ (such as resident
and attending schedules, physician and physician assistant schedules, or separate
hospital locations) can be created — with each schedule allowing the full sixty-four daily
shifts and 255 active providers. Contact ByteBloc Software for pricing information.
Automatic generation of summary data for each schedule, utilizing the summary
categories you select specifically for your schedule.

Printing of master schedules in a form ready to copy and distribute. You can also print
individual physician schedules, cumulative holiday schedules, extensive summary
tables, and a request form that your physicians can use to request days or shifts off.
Faxing and emailing of schedules and summaries directly from EPSKED.

Email schedule file options include Adobe Acrobat PDF, HTML, TIFF, Excel, XML
and vCalendar.

This chapter on Getting Started With EPSKED describes how to install EPSKED on your
computer; it then presents an overview of the steps involved in customizing EPSKED to
match the needs of your particular schedule. The subsequent chapters on the EPSKED
Customizer, starting on page 4, and the EPSKED Scheduler, starting on page 20, present
completed sample screens which you should review as you enter information for your own
schedule.




2 Using EPSKED 5

EPSKED 5 is designed for use on
System requirements Microsoft Windows® 95/98/Me and
Windows NT/2000/XP systems. Use on

the Macintosh requires a PC board or PC
emulation program, such as Microsoft’s Virtual PC or Parallels Desktop, which otherwise
meets EPSKED's requirements. Windows NT 3.51 and earlier versions of Windows cannot
be used. Windows 95 users must have OSR2 installed, or be using Microsoft Internet
Explorer 4.0 or later, for EPSKED to work properly. Please contact us if you have any
problems running EPSKED under Windows 95. Windows 2000 users must have SR3 or
later installed.

An SVGA monitor with a minimum 800x600 screen resolution is required. If this
requirement is a problem for your computer system, it may be possible to set your monitor
to a higher resolution. To check and set your screen resolution:
1. Right mouse click on a blank area of your Windows desktop.
2. Select Properties from the drop down menu that appears; click on the Settings tab
3. If the Screen area setting tab reads less than 800 by 600, adjust the setting to 800 by
600 or higher. If no higher option is available, you cannot run EPSKED.

Internet access and an Internet Service Provider with Outgoing Mail Server support are
required to send email using EPSKED's Email Manager. A fax modem with telephone line
connection is required to send faxes using EPSKED's Fax Manager.

EPSKED can be installed on your
Installation of EPSKED on your computer | computer using either the compact disk
(CD) that can be sent to you directly from

ByteBloc Software (see page 6), or the
installation file available for download from our Internet site at www.bytebloc.com.
Detailed instructions for using the Internet version are available from the Internet site and
are not explained further here. Follow these instructions to install EPSKED using the CD:
1. Insert the EPSKED CD into the CD drive of your computer. This is an “auto-play”

CD, meaning that Windows can detect the presence of the CD and automatically start
the EPSKED installation program. If the Autorun program does not start shortly after
you insert the CD, your computer’s Autorun feature is disabled. Start the installation
program by using My Computer or Windows Explorer to navigate to the CD contents
and double click the EPSKEDS5 _Install.exe application file.

2. When the EPSKED 5 Installation program starts, follow the on-screen directions to
complete the installation. A few older computer systems may require the separate
installation of the Microsoft Data Access Components (MDAC). EPSKED will advise
you if this is necessary when you first start EPSKED.

3. If you have EPSKED 4.0 or EPSKED 4.1 schedules and configuration information that
you want transferred to EPSKED 5, EPSKED will find these files and automatically
start the schedule migration when you first start EPSKED. Your original EPSKED data
and schedule files will not be altered and EPSKED 4.0/4.1 can still be used as before,
even after the conversion to EPSKED 5 has been performed. Note: Any changes you
make to schedules using EPSKED 5 after the conversion will not be automatically
incorporated into your EPSKED 4.0/4.1 schedules, and vice versa.

4. When the installation is complete, eject the EPSKED installation CD, place it back into
its envelope, and store it in a safe place.
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The installation program places an
Running EPSKED EPSKED 5 icon on your computer
desktop. Start EPSKED by double clicking

on that icon. (Alternatively, click on the
Windows Start button — usually located at the bottom left of your screen — then point the
mouse cursor at the Programs option to highlight it, highlight the EPSKED 5 option, then
click on the EPSKED 5 program.) The first time you use EPSKED, it will request that you
enter a trial date password. This password determines the dates of a two-month trial period
during which your schedules can start while you are trying EPSKED. Please contact
ByteBloc Software (see page 6) if you have not received a password.

Before you can begin scheduling, you need to instruct EPSKED about the requirements of
your schedule. Important items are the names and lengths of your shifts, and the names and
preferences of the medical providers you are scheduling. EPSKED uses a separate
Customizer program to configure these and other scheduling options specifically for your
schedule. The first time you use EPSKED, a message window gives you the option to load
the EPSKED Customizer. Click the Okay button to load the Customizer program. The
initial program display is the Customizer’s Main Menu screen.

While using EPSKED, you can follow instructions in this manual as well as those
contained in EPSKED's extensive, context sensitive help screens. During your initial
customization, the help screens are automatically displayed whenever you begin a new
Customizer screen for which you have not previously entered any information. To view the
help screens at any time, simply press the <F1> function key on your computer.

The help screens contain multiple examples and are available to assist you from anywhere
within EPSKED's Customizer or Scheduler programs. Most help screens are loosely
divided into three sections:

1. Anoverview of the program screen that is currently being described.

2. A description of the program screen display.

3. An explanation of the commands that you can give EPSKED from within the

program screen.

Avoid being bogged down trying to understand every detail of the help screen
explanations. We strongly suggested that, when you enter an unfamiliar program screen,
you first skim the pertinent portion of its associated help screen so that you have an idea of
its contents, then return to the program screen and experiment with making entries. All of
EPSKED's program screens continuously display abbreviated, context sensitive
instructions. Warning and error messages are displayed when needed. You can refer to the
more detailed instructions contained in the help screens (press <F1>) when necessary to
answer a specific question or review one of the many included examples.

The following two pages contain overviews of the steps involved in working with the
EPSKED Customizer and Scheduler. If you ever feel “lost” during customization or
scheduling with EPSKED, it may be helpful to reorient yourself by referring to these
overviews.
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Overview of the EPSKED Customizer

EPSKED uses a separate Customizer
program that works with the EPSKED
Scheduler to create a custom match
between EPSKED and the needs of your

schedule. When you customize EPSKED to match your schedule, you enter information in

logical steps that answer seven questions:

page 11.)

Customize EPSKED in Seven Steps

1. Who are you? (See page 9.)

2. What are your shifts? (See page 10.)

3. How do your shifts relate to each other? (See

4. Which days of the week are your shifts normally
scheduled? (See page 12.)

5. What appearance do you want for your
schedules? (See pages 13 through 16.)

6. What summary statistics do you want EPSKED
to track? (See page 17.)

7. Who are the medical care providers that you
need to schedule? (See pages 18 through 20.)

Each of these options is a selection from the EPSKED Customizer Main Menu screen.
Samples of completed screens for each of these steps are contained in the chapter on the
EPSKED Customizer, starting on page 7. If you ever feel “lost” while customizing
EPSKED, it may be helpful to reorient yourself by referring to the above overview.

Once EPSKED has been customized for your emergency department schedule, only the
EPSKED Scheduler needs to be run when you create a new schedule.
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Overview of the EPSKED Scheduler

EPSKED create a schedule, which you can review, modify and print.

1.

2.

Creating a New Schedule

Enter information answering these five questions:

What date do you want this new schedule to start? (See page 24.)

Are there any changes in normal customization information that you
want to make specifically for this schedule? This step includes altering
the shifts used on any day (page 26) and modifying provider requests for
the number of shifts and hours that they want to work (page 29).

Are there any holidays in this schedule? (See page 28.) Automatic
addition of preset holidays is also available (page 23).

Are there any shifts your providers are not available to work? (See
page 27.) To assist you in gathering this information, EPSKED can print,
fax or email a request form for your providers (page 32). (For WebSked
users, the gathering of this information is automatic. See the separate
Using EPSKED with WebSked manual, available by contacting ByteBloc
Software at mailto:service@bytebloc.com .)

Are there any shifts specifically requested by your providers that you
want to manually preschedule? (See page 30.)

Once this information is entered you will:

Request that the EPSKED Scheduler automatically generate the schedule.
Review the computer generated schedule and make any desired
modifications. Numerous features are available to assist with this review
process, including immediate access to summary and availability
information, highlighting of individual provider schedules, and further
computerized revision of the schedule. (See page 31.)

Print, fax or email the schedule for distribution to your providers.

Samples of completed screens for each of these steps are contained in the chapter on the
EPSKED Scheduler, starting on page 21. Samples of printed schedules are shown starting

on page 32.

EPSKED's Scheduler program uses the
information you entered in the EPSKED
Customizer program to produce work
schedules for your medical providers. To
create each schedule, you enter information that answers five questions, then request that
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Registration and full activation of
EPSKED registration and activation EPSKED can be accomplished over the
Internet and through email and does not

involve reinstallation of EPSKED. From the Scheduler program Main Menu, select the
Register...Order dropdown menu option available at the top of the screen. Order
information is displayed (see page 36) that you can use to convert your copy of EPSKED to
a registered version. A credit card can be used for the purchase.

After ByteBloc receives your order, we will email an Activation Code to you. When it is
received, select the Register...Activate option from the drop down menu at the top of the
screen and enter the Activation Code; the trial date restrictions will be removed from your
copy of EPSKED.

EPSKED has already been used to create
A request from us tens of millions of actually worked hours
at many different emergency departments

around the world. A majority of the
improvements contained in this version of EPSKED were based on suggestions received
directly from program users like you. If you identify new or expanded features that could
assist with scheduling at your emergency department, please contact us with a description
of your needs. Also indicate whether you would be willing to beta test (field test) a trial
version containing the suggested features.

We sincerely hope you enjoy working with EPSKED and would appreciate hearing any
comments you may have about the program. If your comments relate specifically to your
schedule, you can easily send us a copy of your schedule data using the Help...Email-to-
ByteBloc...Schedule Database dropdown menu option, available at the top of the EPSKED
Scheduler Main Menu screen. All information we receive is considered strictly
confidential, and will be used only for purposes of program evaluation and development.

ByteBloc Software, LLC
2152 Rock Glen
Escondido CA 92026
United States of America

Voice: 1.760.510.9900
Fax: 1.760.690.4061

Email
technical support: support@bytebloc.com
customer service: service@bytebloc.com

Internet
www.bytebloc.com
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Chapter 2 — The EPSKED Customizer

This chapter contains EPSKED Customizer sample screens, used to inform EPSKED about
a hypothetical schedule that requires simultaneous scheduling of an emergency department
and an affiliated urgent care clinic. The schedule is designed to demonstrate many (but not
all) of EPSKED's features. The following shifts and scheduled hours are used:

Sample Emergency Department Schedule

Emergency Department Shifts:
Day 7am - 3pm
Swing 3pm - 11pm (1pm - lam on Sat and Sun)
Night 11pm - 7am

Urgent Care Clinic Shifts:
Clinic Day 8am - 4pm
Clinic Eve 4pm - 12pm

Backup shift: All days except Mondays
Administrative shift: Mondays 9am - 5pm

Note that the emergency department requires scheduling of three shifts daily: a Day shift, a
Swing shift, and a Night shift. The Swing shift is eight hours long on weekdays, but on
weekends is extended to twelve hours to provide additional coverage.

The clinic requires scheduling of two shifts daily: a Clinic Day shift and a Clinic Eve shift.

A Backup shift, scheduled every day except Monday, indicates the person who is expected
to cover other shifts should the normally scheduled provider be unable to work due to
illness. On Mondays an Administrative shift is scheduled. No Backup shift needs to be
scheduled on that day because the physician scheduled for the Administrative shift acts as
the backup provider.

The schedule is worked by nine physicians, doctors Bwana, Clark, Cooper, Friedman,
Gomez, Jones, McCoy, Samuelson, Smith and Spock. Doctors Clark and Cooper work only
in the Clinic. All other physicians can work both in the clinic and in the emergency
department. Dr. Bwana is the emergency department director. He will always be scheduled
on Mondays for the Administrative shift unless he is on vacation, in which case Dr.
Friedman, the deputy director, can fill the shift. Dr. Bwana does not work night or weekend
shifts except in emergencies.

Customization examples for other possible schedules are given in examples used in the
Help Screens available while running EPSKED.
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EPSKED Customizer: Main Menu

{3 Customizer Main Menu

LT
Ak
et Who are you ?

What are your shifts 7

ﬁ‘?ﬁ How do your shifts relate to each other ?

M What days of the week are your shifts used ?

%% Whatappearance do you want for your schedule ?

H#EH ‘Vhat statistics are needed ?

Who are your medical care providers ?

Cycle Creation Menu (optional)

Start EPSKED Scheduler

The first time you use EPSKED, your initial program display is the EPSKED 5 Customizer
— Main Menu screen. Press the <F1> function key on your keyboard for more information
about this screen. (The <F1> key is labeled F1. It can usually be found on your keyboard as
the top left key either in a cluster of keys placed to the left of or in a row above the normal
letters and numbers portion of the keyboard.)

Important notes:

= Begin your initial customization of EPSKED by selecting the Who are you? option:
click either the command button along the left side of the screen or click the Who are
you? graphic or text in the center of the screen. On each subsequent screen, click the
Forward button to progress through all of the needed customization steps in the order
shown in this manual. Once your initial customization of a screen is completed you can
go back at any time to modify an individual customization item by selecting it from this
menu, or selecting the Create Schedules option to start the EPSKED Scheduler
program.

= The options on this screen correspond to the seven steps shown in Overview of
Customization on page 4.

= Do you regularly pre-schedule worked or off shifts on a predictable basis? If so, after
finishing the other seven steps, click on the optional Cycle Creation Menu and review
the information there — it may save you a lot of time!
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Customizer: Who are you?

Who are you ?

Last Mame IKamps

First Hame IL_I,Inn

Job Title IDepartment Secretary
Voice | 885)555-1 234

Fax # | BaE)5E5-4221

Dial Prefix E

Local Area Code aa3 Exceptions |
Long Distance Prefix I'I

Email Address IIkampS@bytel:uluc.cnm

| will be creating more than one separately v
printed site for thiz location. [See F1 help.]

Site Name Abbresiation
ER ER
Cliric Clir
*

The first step in using the EPSKED Customizer (see the overview on page 4) is informing
EPSKED about yourself, the scheduler. Information entered on this screen is the first step
in customizing EPSKED for your schedule; it answers the question, Who are you?

Important notes:

You can create and print schedules without completing any sections of this screen, but
some of the information is useful or needed if you want to fax or email your schedules
to your providers. EPSKED needs information such as your name, telephone numbers
and email address to automatically add to headers and signature lines that are included
in faxes or emails that you send to your scheduled providers.

Telephone formats other than the standard North America 10 digit format can be
entered. To change how telephone numbers are printed and displayed in EPSKED,
click the Phone Format command button located along the left side of the screen.

The Site Name entry area beneath the “I will be creating more than one separately
printed site...” caption is displayed only when the associated checkbox is selected.
When the Site Name entry area is first displayed, EPSKED will automatically show a
help screen that explains the purpose of the Site Name entry area. Use that information
to decide whether you want to create separate sites for use in your schedules. For our
sample schedule described on page 7, sites named ER and Clinic were created.

When done, click the Forward button to advance to the next Customizer screen.
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Customizer: What are your shifts?

What are pour shifts ?

What are the names and hours of pour shifts ¢

v eekend shifts if on
Shift Shot | oo |Start| End [tenothf Scheduling| SHIL Ol | - e
Hame Hame Time | Time hours Friday?|5aturday? | Sunday?| Priority day off?
D day ER 0300 (1700 g O MORMAL ]
SwIMG - 8 -8 ER 1500 (2300 g8 O MORMAL ]
SwING - 12 zw-12  |ER 1300 (01.00 12 O MORMAL [l
MIGHT night ER 2300 (0700 8 HIGH
CLINIC D&Y ciday  [Clin 08:00 [16:00 8 O MORMAL [
CLINIC EVE cleve  [Clin 16:00 (0000 8 O MORKAL [
ADMIM admin  |[ER 0300 (1700 of O HORMAL [l
BACKLIP call ER 00:00 {0000 o O L0 [
* L U [l L U

The second step in using the EPSKED Customizer (see the overview on page 4) is
informing EPSKED about the shifts used in your schedule. The entries shown above
provide this information to the EPSKED Customizer for the sample schedule described on
page 7.

Important notes:

The eight-hour and twelve-hour Swing shifts must be designated as separate shifts
(named as SWING - 8 and SWING - 12 in the left column of the sample screen above).
The NIGHT shift is checked in the Weekend shifts if on Friday? column (so that Friday
NIGHT shifts are counted as weekend shifts for summary purposes), given a HIGH
Scheduling Priority (so that if it is impossible to schedule all shifts in a day, EPSKED
tries not to leave the NIGHT shift as the unscheduled shift), and marked as a Shift Off
Prior to a Day Off (so that a provider requesting an entire day off is automatically taken
off for the previous NIGHT).

The name of the Administrative shift has been shortened to ADMIN to fit within the
maximum thirteen-character name length. It is scheduled for 9am to 5pm, but is
counted as zero worked hours in the Length in hours column.

BACKUP is a special shift name that you should use only if you understand its effects.
Press <F1> to view the Help Screen for an explanation.

Scheduling Priority (the third to the last column) entries are considered only when it is
not possible to fill all of the shifts in a day, such as when there are six shifts to be filled,
but only five providers available to work them. Under these circumstances, HIGH
priority shifts are preferentially scheduled if possible, leaving a NORMAL or LOW
priority shift as the unscheduled shift for the day.

The last column allows you to inactivate shifts you are no longer using. The inactivated
shifts will still appear (with a gray background) at the bottom of the screen. You can
also re-order your shifts after you have created them by using the up and down arrow
buttons located at the bottom of this screen.




Using EPSKED 5 11

Customizer: How do your shifts relate to each other?

ﬁ‘?ﬁ How do your shifts relate to each other ?

" Prion | v Mest | Rename |
If already working a [EELIIRIAY =] Shift . Model Name  [STANDARD |
How do you How do you How do you
feel about feel about feel about
working these On the Same Day? working these One Day Later? working these Two Days Later ?
shifts ? shifts ? shifts ?
¥ | DAY OkAY
SWING - 8 OEAY SWrG - 8 Ok
SWING - 12 OEAY SWrG - 12 Ok
MIGHT PREFER MIGHT (0]0:%
CLIMIC D&Y OkAY
CLIMIC EVE [Scheduled) CLIMIC EVE OEAY CLIMIC EWE OkAY
ADMIM DEAY A0 OkAT
BACKUP DISLIKE BACKUP (0]0:%

The third step in using the EPSKED Customizer (see the overview on page 4) is describing

how your shifts relate to each other. For example, your providers would not want to be

scheduled for a morning shift immediately after working the night shift on the previous

day. The entries shown above provide shift relationship customization information to

EPSKED for the sample schedule described on page 7.

Important notes:

= From this screen, you define relationships between one shift (which is already
presumed scheduled and referred to as the Worked Shift in the help screens) and all
other shifts that could be scheduled on the same day and for the next two days.
Relationships are selected from the Prefer, Dislike, Okay, or Conflicts options.
Relationships shown above are for the CLINIC EVE shift (selected at the top left of the
entry area), with the current highlighting indicating that the DAY and CLINIC DAY
shifts are conflicting shifts the day after working the CLINIC EVE shift.

= By default, EPSKED considers any shift starting within 12 hours after the end of
another shift as conflicting, but you can override this as needed with your entries on
this screen. (See page 10 for the entries that determine shift starting and ending times.)

= You can create multiple shift relationship models (use the Add a new relation model
command), so that shift relationships can be tailored to allow for the individual
preferences of your scheduled providers.

= When entering preference information for the SWING - 12 shift, you can save time by
using the Copy an existing relation model option to copy the relationships you
designated for the SWING - 8 shift. You can use the same command to copy an entire
shift relation model to use as a base for creating a new model.

HINT: When first entering shift relationships, start with your first defined shift as the
Worked Shift, then advance one-by-one through your customized shifts until reaching your
last shift. This way you will avoid inadvertently skipping shift relation entries for any of the
shifts. Later, if you need to go back and check or change entries, you can select the desired
Worked Shift rather than advancing sequentially through all shifts.
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Customizer: What days of the week are your shifts

scheduled?

| M What days of the week are your shifts used ?

Day Type Hame

I Mondayz |

Dayz Hormally Used

ST.TI o 1] ug| tu vel 2al

Day Type Hame

I Tues - Fri

Dayz Normally Uszed

ool oo [

Day Type Hame
I Weekends

Dayz Normally Uszed
IE HI:Il TT.T| wEl TH| FElEA

Shifts Used Shifts Used Shifts Used
Dy Dy Dy
SwIMG - 8 SwIMG - 8 SwlMG - 12
HIGHT MHIGHT MHIGHT
CLIMIC Dy CLIMIC D&y CLIMIC D&y
CLIMIC EVE CLIMIC EVE CLIMIC EVE
ADMIN BACKELIP BACKELIP

The fourth step in using the EPSKED Customizer (see the overview on page 4) is
indicating which shifts are normally scheduled on which days of the week. The entries
shown above are for the sample schedule described on page 7. Review the <F1> help

screens and understand what a Day Type is before making any entries!

Important notes:

= The first time the Day Types program screen is entered, EPSKED automatically

generates a Day Type named “All Days”, and assigns all of the days of the week to that
Day Type. To remove that name, start typing any new name you desire for the first Day
Type. In the screen above, “Mondays” was entered. “Mondays” is needed as a separate
Day Type because the ADMIN shift is normally scheduled only on Mondays (page 12).
If you have Day Types that are not normally used except on special days (such as
holidays), you can create a Day Type (such as Holiday) that has no days selected from
the Days Normally Used buttons. From the EPSKED Scheduler, the shifts customized
for the Holiday Day Type can be easily assigned to holidays when needed.

A common confusion: The EPSKED program requires that days of the week always
be assigned to a Day Type. Until you have designated all of your Day Types, some
days of the week may be assigned to a Day Type in which they are not used. This is
corrected once all of your Day Types are created and the proper days are assigned.

A common confusion: The names you create for your Day Types are for your
convenience only, allowing you to easily select them when needed. The names are not
used by EPSKED for any other purpose. For example, creating and using a Weekend
Day Type does not affect which shifts are counted as Weekend shifts when calculating
schedule summaries. (Shifts counted as Weekend shifts are determined only by the
Weekend shifts if on Friday?...Saturday?...Sunday? designations you selected for the
What are your shifts? screen described on page 10.)
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Customizer: What appearance do you want for your
schedule?

s Appearance Menu

Schedule period: IMDntth j
Leftmost day on the =
gchedule calendar: ISunday J

How should your shifts be printed ?

How should your shifts be displayed ?

Schedule title and key

ﬁ} Customizer Main Menu

The fifth step in using the EPSKED Customizer (see the overview on page 4) is
determining the appearance of your schedule when it is displayed and printed. In addition
to the current Appearance Menu screen, three other appearance screens provide EPSKED
with this information. (Not to worry — two are nearly identical, the third is usually quick
and easy!) The entries shown above are for the sample schedule described on page 7.

On this menu screen you enter two basic pieces of information regarding your schedule:

=  What day of the week do you want farthest to the left on the displayed and printed
schedules? While Sundays are usually positioned as the first day on the left in a normal
calendar, designating Monday as the day farthest to the left places Saturdays and
Sundays together at the right hand side of the schedule, facilitating review of weekend
scheduling.

= What period of time do you want each schedule to cover? Scheduling lengths from one
to thirteen weeks can be selected, in addition to monthly schedules.

If you are performing your initial customization of EPSKED, click the Forward button
after completing each appearance screen to automatically progress through the remaining
appearance screens of the EPSKED Customizer in order — How should your shifts be
printed?, How should your shifts be displayed?, and Schedule title and key. These screens
are explained on the following three pages.
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Customizer: Printed appearance of shifts

o . .
How should your shifts be printed ?
Shift Marmne Site Linedt Letter Case Leading Dash | Paortion of line used | « Print datted lines an
D&y ER 1 ALL LETTERS UPPERCASE O Whole ER j
SWwING - 8 ER 2 ALLLETTERS UPPERCASE O Whiole [ Line 1
SWNG - 12 ER 2 | ALLLETTERS UPPERCASE O wihale [ Line 2
NIGHT ER 3 | ALLLETTERS UPPERCASE O whle t:::i
CLIMIC Dy Clir 1 First Letter Uppercaze O Whole CLine 5
CLINIC EVE Clir 2 First Letter Uppercase O Whole
» ADMIN ER 5 all letters lowercase Whole
BACKLF ER ] all letters lowercase Whole
# of blank, lines for each dap |1_ Pririt time stamp [~ Print shift names to the left of the scheduled provider W
tondays (ER) Tues- Fri (ER) e ekends (ER)
1 DAY 1 DAY 1 DAY
2 OSMING -2 2 SMIMG -2 2 SWNG - 12
3 MIGHT 3 NIGHT 3 MIGHT
Do e, B e G o s
5 -admin 5 -badkup 5 -backup
ondays (Cliniz) Tuesz- Fri (Clinic) iz ekends (Clinic)
1 Clinic Day 1 Clinic Day 1 Clinic Day
2 Clinic Eve 2 Clinic Eve 2 Clinic Eve
3 3 3 o
4 4 4 o

The Printed Appearance screen allows you to tell EPSKED where to place the names of
the providers scheduled for each shift of your printed schedule. The entries shown above
provide positioning information for printing shifts in the sample schedule described on
page 7. Before entering information for your schedule, you may find it helpful to review
the printed schedules starting on page 32. These samples demonstrate how the
customization information entered above is used EPSKED when creates a printed schedule.

Important notes:

= The preview box in the lower half of the screen illustrates the appearance for the

printed schedule for each Day Type (see page 12) in each Site (see page 9). The DAY
and CLINIC DAY are both located on Line #1, but are in different sites (ER and Clinic
— see page 10), and therefore do not cause a printing conflict. The SWING-8 and
SWING-12 shifts are both in the ER site and both printed on Line # 2, but these do not
conflict since they are never scheduled on the same day. (A similar situation exists for
the BACKUP and ADMIN shifts - see the schedule description on page 7.)

When the schedule is actually printed, the name of the provider scheduled for each shift
replaces the shift name shown here for each day of the schedule. Click the Print
Preview button for a preview of the printed schedule using fictitious provider names.

Is your schedule complex? Make use of the additional options such as printing shift
names to the left of the scheduled provider, dotted line separators, letter case selection,
different line halves, and leading dashed lines that can help distinguish your printed
shifts and make your schedule more readable.
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Customizer: Displayed appearance of shifts

How should your shifts be displayed ?

Shift Mame Site Dizplay Line Partion of line uzed
Dy ER 1 "Whole
SwiNG - 8 ER 2 Whiole
SWING - 12 ER 2 "Whole
MIGHT ER 3 Whiole
CLINIC D&y Clin 1 Whole
CLIMIC EVE Clin 2 "Whole
ADMIN ER 4 Whiole
BaCKUF ER 4 "Whole

Display shift names to the left of the scheduled provider ¥ Diisplay site name sbove the shifts

Mondays Tues - Fri Wiieakends

- ER - - ER - - ER -
1 DAY 1 DAY 1 DAY
2 5WING - B 2 5WING-8 2 EWING-12
3 MIGHT 3 MIGHT 3 MIGHT
4 admin 4 hackup 4 backup

-- Clinic -- -- Clinic - -- Clinic --
1 Clinic Day 1 Clinic Day 1 Clinic Day
2 Clinic Eve 2 Clinic Eve 2 Clinic Eve

When creating or modifying a schedule you will work with the schedule displayed on your
monitor, printing the schedule only when it is ready for distribution to your providers. The
schedule display can use the same line assignments as customized for your printed schedule
(on page 14). The first time you enter this screen these print line assignments are
automatically copied for use in the display of your schedule.

If the automatically entered values are acceptable, you will not need to make any entries on
this screen. However, if you have any blank lines in your line assignments, consider
moving the shifts displayed below the blank upward to fill in the gap (as was done in the
line selections above, below the ER Night shift). With these changes the schedule display
will require less vertical height, and may allow a larger character size or obviate the need
for scrolling of the display to view the entire schedule.

Reasons that you might want to change the current settings relate to the differences
between the monitor size, orientation and available fonts as compared to the paper size and
printer fonts available for printing. If you are not sure, click the View sample display side
button to show a sample of a displayed schedule and make sure that it is easily readable. If
it is, simply click the Forward button to continue. If not, consult the <F1> help screen for
further recommendations.
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Customizer: Schedule Title and Key

Schedule title and key

Site Name ER =l
Emergency Department Schedule
Schedule title EPSKED Medical Center
r Formatted SHIFT |Start | -|Enu:| |C0mments |A
SEELEDLED e 0300&M - O5.00FM i +|
SWwNG - 8 0300PM - 11:00 P4
MIGHT 11:00PM - 0700 Ak .|,|
ADMIN 0900 Ak - 0500 P4
Ihzert I
Drefault
;l Yalugs
Freeform DAY Zam — 3 ;I
W Pm
M schedule kev SWING 3pm — 1lpm {lpm — lam on Sat & Sun)
HIGHT 1llpm — 7am

Administrative » Baclkup =shift

=

Request Schedule Print your name and requested hours at the top of thiz page.
key Diraw an %' through any DAYS wou need to be OFF.

Cirawe a LIME through ar SHIFTS wou need to be OFF.
CIRCLE arw shifts for which you MEED to be scheduled.
Deszcribe any special requests at the bottom of this page.

[Included in this schedule are #8488 hours and BH#E shifts.]
+x»» PLEASE RETURMN REQUESTS BY [date] | <<«

Entries in the Schedule Title and Key screen determine the explanatory information printed

at the top and bottom of your schedules. It contains five sections:

= Site Name: This option is displayed only if you customized more than one site (page
9). The displayed schedule title and schedule key entries apply only to the selected site.

= Schedule title: What title do you want printed at the top of each printed schedule?
EPSKED provides two title lines; the first is usually used for Emergency Department
Schedule and the second for the name of your hospital, clinic, or group.

= Formatted schedule key: The information in this area is printed at the bottom of your
schedules when the Formatted schedule key checkbox is selected. EPSKED initially
fills in information using the shifts in your longest Day Type (page 12). The entries can
be edited as needed.

= Freeform schedule key: When the Freeform schedule key checkbox is selected, any
information entered in this area will be printed at the bottom of your schedules. It can
be used alone or to print information in conjunction with the Formatted schedule key.

= Request Schedule Key: The EPSKED Scheduler can print a request form that your
scheduled providers use to advise you of their availability for a schedule. Instructions
are printed at the bottom of the form in place of the normal schedule key. The standard
instructions are shown above. You can edit the first five lines of instruction text or add
more if desired. The bottom two lines are automatically printed and indicate a due date
for the requests, which you select immediately before you print the actual request form.
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Customizer: What statistics are needed?

What statistics are needed ?
P
Category Title Category Title Category Title Category Title
[roTal ||| JEvENING ||| [rEHT ||| [wEEKEND |
[HouRs ||| |sHIFTE || [sHiIFTS || [sHIFTS |
Shifts Used Shiftz Uzed Shifts Uzed Shifts Uzed
All Shifts SwMG - 8 MIGHT All Shifts

SwMNG - 12
CLIMIC EVE

The sixth step in using the EPSKED Customizer (see the overview on page 4) is defining
the summary statistics — such as the total hours scheduled for each provider — that you want
EPSKED to calculate for your schedule. The entries shown here create summary categories
for the sample schedule described on page 7.

Important notes:

The EPSKED Customizer automatically creates several summary categories when the
Statistics screen is first entered. You may accept, modify, delete or add to the suggested
categories as desired, up to a maximum of thirty different categories.

Create a summary category by typing whatever name you desire in the entry area under
the Category Title label, or use the dropdown box to select one of the predefined
Special categories. Special category names — WEEKEND, WEEKDAY, HOLIDAY,
OFF, BACKUP, LOCK SKED, PAYPERIOD and names of days of the week — have a
specific, predefined meaning to EPSKED. Summary categories using these special
names can be linked to other summary categories, creating new categories. Some
examples: WEEKEND CLINIC SHIFTS or HOLIDAY NIGHT HOURS or FRIDAY
NIGHT SHIFTS or ... just about any name combination needed to get the summary
information you want from your schedule.

After the title is entered, move to the second line of the summary column. Use the
dropdown list box to select one of the available options — you cannot make a typed
entry on this line. The options listed depend upon both the first line of the category title
and upon the categories you have already customized.

For normal summary categories you can select either SHIFTS or HOURS from the list.
Additional options may be listed in the Summary Option window, allowing you to link
one summary category to another. See the <F1> help information for more details.
Click on the area below the Shifts Used label to show a list of the shifts that you
defined for your schedule (page 10). Each shift is displayed with an adjacent checkbox
to indicate whether that shift is included in the affected summary category or not.
Command buttons on the screen allow you to move, insert and delete summary
categories as well as decide which categories you want displayed and printed.
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Customizer: Who are your medical care providers?

The

vk Provider Menu

Individual provider information
iy

Hours and shifts requests

@{*@ Sequences of shifts

3‘*0 /5 Preferences for shift types

L : ;
Contact information
m Assign cycles to providers

m Bias for summary categories

@ Configuration main menu

seventh (and final!) step needed to customize EPSKED (see the overview of

customization on page 4) is identifying the medical care providers who work the schedule

you

described in the previous six steps. If you are performing your initial customization of

EPSKED, click on the Individual provider information option. From that one screen you

can

make all needed customization entries.

Important notes:

Don't be overwhelmed by the number of options! EPSKED can produce schedules even
if all you do is simply enter the names of your providers. The remaining options are
either automatically set to standard values or do not need to be used, but are available if
required by your schedule. Use the context sensitive <F1> help screens to assist you in
deciding which options you need to use.

The Individual provider information option (shown on the next page) allows you to
examine and modify all information relating to a single provider. Other options selected
from the Provider Menu screen display specific information (such as the number of
requested hours and shifts) for all providers.

From the Bias for summary categories option you can assign providers a “bias” for all
shifts included in a summary category, increasing or decreasing the likelihood of being
scheduled for shifts in that category. A prohibit bias prevents EPSKED from
scheduling the provider for any shifts contained in that summary category.
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Customizer: Individual Provider Information

Puowidar
[E X Individual prowvider information
Edt
Furst name Lazt name Tiithe Abbrewialion Goup 10
[MD v |
[wEEKEHD I EETE =]
5 hiftz ! Shifts
] 2
P -
= ifts in o row ; tinn Mo ink Sat-Sun
Shifts i |namn_| Redation Madel Link Sat-5un?
5 3 STANDARAL [m]

Cant dao Shifts Prefened Shifts | Hi-Piefer Shifts | Disliked Shifts Hi-Dislike Shifts |

oAy

SwiG - 8
SHING - 12
hﬁEHT
Woice® | Collim® | Pager 8 | Fax® | = Hai | @
T PEEARSARET | L | Ll [GEEESETES aclab@apsked com
B oo [ w68
AT . Scheduled for CLIMIC DAY Sklls veny 2rd The
AL RLLE G Al B O Fot WA Shi ey 3 Fi fel

The Individual Provider Information screen displays all EPSKED Customizer requests
specific to an individual provider. (Click the graphic image to the left of each row to see all
provider requests specific to the Customizer option in that row.) In addition to the provider
name, the most important to you are probably the usual number of hours and shifts
requested by the provider for each schedule, the number of days in a row the provider
prefers to work (referred to as Shifts In A Row in the program screen), and types of shifts
for which the provider has special preferences.

When you first display this screen, the name TEMPLATE is automatically shown in place
of the provider name. In the remaining entry sites in the TEMPLATE form, select or enter
the most common value used by your providers for that request area. The template feature
will save you time when adding a new provider: click the Add a new provider button, then
enter the new provider's name and abbreviation. The template values are automatically
copied to the newly added provider, ready to be modified if needed. Several default values
are initially assigned to TEMPLATE, any of which you can change.

After you have entered your providers, you are ready to create schedules. Click the Main
Menu dropdown menu at the top of the screen to show the EPSKED Customizer Main
Menu, then click the bottom Start Scheduler option to begin actual scheduling.
Congratulations!!
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Customizer: Cycle scheduling (optional)

| @ Cycle Creation Menu

Do you pre-schedule repeating sequences of shifts ?

";',";,';,= Do you pre-schedule some shifts on a monthly basis ?

Substitute shifts

ﬁ} Customizer Main Menu

The Cycle Menu is reached by clicking the Cycle dropdown menu at the top of any the
EPSKED Customizer screens, or by clicking the Cycle Creation Menu option from the
Main Menu screen. EPSKED’s cycles are used to automatically schedule shifts or off
requests that you always preschedule on a predictable basis. This saves you from having
to manually enter these shifts for each new schedule. Cycle scheduling is optional. If
your schedule does not require this feature you do not need to make any entries on
the cycle scheduling screens.

The cycle menu selections are:

Repeating sequences of shifts - Repetitive sequence cycles are used for prescheduling
of shifts such as Scheduled for the Admin shift every Monday, or Off every other
weekend, or for fully scheduled cycles sequences such as Day-Day-Swing-Swing-Night-
Night-Off-Off-Off. Cycles can be up to thirty weeks (210 days) in length. Note that the
first day of the entered cycle repeats as the next day following the last day of the cycle.
See the help screens for details.

Month based cycles: The Repeating sequences of shifts cycles described above cannot
be used for predictable month-based scheduling such as Off every second Thursday of
every month or Scheduled for the Day shift the last Monday of every month. This type
of cycle scheduling requires use of month-based cycles.

Substitute shifts: When a shift is already filled or not used on a day that EPSKED
expects the shift to be cycle scheduled, a substitute shift can instead be scheduled.

Click the Customizer Main Menu option to return to that screen. From there, you can
select the Start EPSKED Scheduler option (see page 8) to begin actual scheduling.
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Chapter 3 — The EPSKED Scheduler

This chapter contains sample EPSKED Scheduler screens for a schedule involving
simultaneous scheduling of an emergency department and an affiliated urgent care clinic. It
is designed to demonstrate many (but not all) of EPSKED's features. Sample screens for
the customization of this schedule were shown in the chapter on the EPSKED Customizer
starting on page 7. The sample screens on the following pages display entries used by the
EPSKED Scheduler to schedule for these shifts:

Sample Emergency Department Schedule

Emergency Department Shifts:
Day 7am - 3pm
Swing 3pm - 11pm (1pm - lam on Sat and Sun)
Night 11pm - 7am

Urgent Care Clinic Shifts:
Clinic Day 8am - 4pm
Clinic Eve 4pm - 12pm

Backup shift: All days except Mondays
Administrative shift: Mondays 9am - 5pm

As was explained in the last chapter on the EPSKED Customizer, the emergency
department requires scheduling of three shifts daily: a Day shift, a Swing shift, and a Night
shift. The Swing shift is eight hours long on weekdays but is extended to twelve hours on
weekends to provide additional coverage.

The clinic requires scheduling of two shifts daily: a Clinic Day shift and a Clinic Eve shift.

A Backup shift, scheduled every day except Monday, indicates the person who is expected
to cover other shifts should the scheduled physician be unable to work. On Mondays an
Administrative shift is scheduled. No Backup shift needs to be scheduled on that day
because the physician scheduled for the Administrative shift acts as the backup physician.

The schedule is worked by nine physicians, doctors Bwana, Clark, Cooper, Friedman,
Gomez, Jones, McCoy, Samuelson, Smith and Spock. Doctors Clark and Cooper work only
in the Clinic. All other physicians can work both in the clinic and in the emergency
department. Dr. Bwana is the emergency department director. He will always be scheduled
on Mondays for the Administrative shift unless he is on vacation, in which case the deputy
director, Dr. Friedman, can fill the shift.
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Scheduler: Main Menu

[%EFSKED Scheduler - Main Menu
Location: Manual

Create a new schedule

7, Retrieve a schedule

[ —

Cumulative summary

EEEN|

ety Manually enter a preexisting schedule

Email a messaqge to your providers

Customize EPSKED for your schedule

Different scheduling location

Exit EFSKED

The EPSKED Scheduler Main Menu is the initial program screen displayed when you
start EPSKED and have entered enough customizing information to allow EPSKED to
create a schedule. The Main Menu screen allows you to select from among several
scheduling options. Most commonly you will elect to create a new schedule, retrieve a
previously created schedule, send email messages to your scheduled providers, create a
cumulative summary of multiple schedules, or return to the EPSKED Customizer to
make changes. Please also take a moment to review the other options so that you are
aware that they are available. Brief descriptions of each of the scheduling options
available from this menu can be viewed by pressing the <F1> help key.

Important note:

= Before scheduling, you can decide on the standard holidays that EPSKED should
automatically add to your schedules. (See the next page of this manual for instructions.)

= To create your first schedule, click the Create a new schedule option. The remainder of
this chapter describes the screens you will encounter after making that selection. If you
need to leave EPSKED before you have completed all of the scheduling screens,
simply click the Home button (the bottom side button on all of the EPSKED
Scheduler screens) to return to this Main Menu screen, then click the Exit EPSKED
button. All entries you have made will be saved, ready for use the next time you start
EPSKED.
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Scheduler: Preset Holidays

_ii %)
Awailable Holidays Included Shifts
Holiday name: INEW “Year's Day v &l shifts
Ma zhifts
Prezident's Day [I15] Cormnment: I Dy’
v E aster [Calculated) SiwfIMG - 8
Memoral Day [US) tonth: [January i SWwIMG - 12
v Fourth af July [LIS] i MIGHT
Labor Day [US) Fixed date CLINIC D&Y
Colurnbus Day (US] |'| _l_: CLIMIC EVE
Halloween [I15] L ADMIM
Veterans' Day [US] r ﬂf:g;ﬁ%ﬂfj:y BACKUP
v Thanksaiving Day [US]
v Christmaz Eve o
| Chiriztmasz Day LI Add Mew | Drefete | Okay I Cancel | Help |

Display of the Preset Holidays screen is available as an option only from the EPSKED
Scheduler Main Menu. Click the Options dropdown menu at the top of the Main Menu
screen, then click on the Holiday option to display the Preset Holidays window. This
entry area allows you to select or define standard holidays that can be automatically
added to your schedules. EPSKED comes with several predefined holidays, both for
international users and for the United States (the location of the largest number of
EPSKED users). These holidays can be selected, erased or modified, and new holidays
can be added as desired.

Additional holidays can also be entered for each schedule at the time of scheduling using
the Designate Holiday screen shown on page 28.

Holidays are defined by first identifying a name (such as New Year's Day, as shown in
the sample screen above) and a month (January) in which the holiday occurs. Within the
month, the holiday being defined can occur either on fixed date (e.g., January 1), or a
fixed week and weekday in the month (e.g., 3rd Monday in January.)

By default, all shifts on the defined holiday are counted as holiday shifts, but this can be
changed. (For example, you might not want to count your night shift on New Year's Day
as being a holiday shift.) Shifts that should be counted as holiday shifts on the holiday
can be added or removed from the list displayed along the right side of the Preset
Holidays window. You can also click the “No shifts” option in that list if you want a
holiday labeled on the schedule, but without any shifts worked on that day counted as
holiday shifts. (For example, you might want to list a provider’s birthday on the schedule,
though this information might be better added to the schedule as a comment for the day.)
Comments can be added from the Prescheduling Screen (page 25). The comments feature
IS not described in this manual. See the <F1> help from that screen for more information.

Click the [Okay] button when you have completed holiday entries, and you will be
returned to the EPSKED Scheduler Main Menu screen (page 22).
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Scheduler: Create a new schedule — date selection

Schedules
2004 2005 2008 2007 2008
JAsN JAsN JAsN JAsN JAsN
FEE FEE FEE FEE FEE
MAR MAR MAR MAR MAR
APR APR APR APH APR
MY MY Mey I Mev
JUN JUN JUN JUN JUN
JUL JUL JUL JUL JUL
AUG AUG AUG AUG AUG
SEP SEP SEP SEP SEP
ocT ocT ocT ocT ocT
NOY NOY NOY NOY NOY
DEC DEC DEC DEC DEC

| I

|'S|:heu:|ule Tao Create

Current zelection; fhay 1, 2007

The first step in using the EPSKED Scheduler to create a new schedule (see the overview
of creating a schedule on page 5) is identifying the starting date of the schedule you want
to create.

Important notes:

= |If the partial screen shown above is viewed in color, the starting dates of completed
schedules (for example, the April 2007 schedule) are displayed in gray characters. If no
schedule has been created for a starting date, the date is displayed in blue characters.
Immediately below the displayed grid is a window that displays the full month name,
day and year of the starting date of the currently selected schedule.

= Double click on a date to accept it as the starting date of the schedule you want to
create; the EPSKED Scheduler will proceed automatically to the next screen.

Note for first time EPSKED users: Since this is your first EPSKED schedule, no
completed schedule exists for the period immediately prior to the initial schedule that you
want to create. To include a schedule produced before your use of EPSKED, you can use
the Manually enter a preexisting schedule selection from the EPSKED Scheduler Main
Menu (page 22) to enter that schedule into the EPSKED database. Once entered and
saved, that schedule is available to ensure that no scheduling conflicts exist between the
end of the last schedule that you manually created and the beginning of the first
computerized schedule that you will create. If you are manually entering a schedule only
so that it is taken into account while creating the current schedule, you do not have to
enter the entire schedule unless you are also interested in seeing its complete summary
data. For scheduling purposes, only the scheduling information for the final days of the
schedule is required.
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The Prescheduling Calendar is the first screen displayed after you select the schedule
that you want to create. The schedule display shown above is for the sample schedule
described on page 21.

Important notes:

= The Swing-12 shift is scheduled on Saturday and Sunday, the Swing-8 shift on Monday
through Friday. The Admin shift is scheduled on Monday, the Backup shift on the other
days of the week. These match what was requested in the What day of the week are
your shifts used? screen described on page 12.

= Dr. Bwana is already cycle scheduled for all of the Monday Admin shifts. This results
from a Repetitive sequence cycle (see page 20) that started on a Monday and contained
entries of Admin-available-available-available-available-Off-Off. These entries also
result in Dr. Bwana also automatically being off for all weekend shifts. Dr. Clark is
cycle scheduled on May 8th as the result of a Month-based cycle (see page 20)
scheduling him for the Clinic Day shift every second Thursday of the month.

= Click the printer button to print, fax, or email a request form that your scheduled
providers will use to specify the shifts they need off for vacation or other obligations, as
well as requesting any shifts they want to be scheduled. Instructions printed at the
bottom of the form are determined by the Request schedule key entry on page 16. (For
WebSked users, the gathering of this information is automatic.)

= If your schedule does not display the shift names, you can elect to do this using the
Options...Display dropdown menu at the top of the screen, then select the Display
abbreviated shift name... option.
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Scheduler: Change shifts used in the schedule
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The Change Day Types screen is shown prior to computerized scheduling when requested

from the Prescheduling Calendar screen (page 25) by clicking the Do you
need to change the shifts used on any day? button. The graphic of this button
is shown to the left of this paragraph. The Change Day Types screen permits you to alter
the shifts used on individual days of the schedule from the normal shifts used in the Day
Types assigned by the entries on page 12.

Why change the shifts used on a day in the schedule? Suppose that May 1 (May Day) is
traditionally a busy day in your emergency department. May 1 falls on a Thursday in the
current schedule and normally uses the Swing-8 shift. To obtain additional coverage,
change the May 1 shifts to those of the Weekend Day Type (which uses the Swing-12
shift; see page 12) by left clicking anywhere on May 1 to open the selection window
shown above, then left clicking on the Weekend option to select Day Type. The shifts on

May 1 would then change from those shown above to:
TUE

day  ORY
=w-12 SWIMNG - 13
niaht MIGHT

call backup

-— Clinic ——
clday Clinic day
clewve Clinic euel

A common confusion: It is important to understand that the names you assign to Day
Types are for your convenience only. The fact that the shifts in the Weekend Day Type
were used on a Thursday does not mean that these shifts will be counted as weekend
shifts in your schedule summaries! Weekend summary categories only count shifts
defined as weekend shifts by the Weekend shift if on Friday...Saturday...Sunday
selections shown on page 10.

Important note:

= You can create combinations of shifts not included in your standard Day Types; right
mouse click on a day to display a window allowing you to add or remove individual
shifts.
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Scheduler: Provider Availability

April 2887
SUN HOH TLE WED
1 2 2
= [F@3 == = [E§ = = [@§ = = [E3 =
S0AY OAY LA ORY
BEWIMG - 12 SWIMG - & SR SWING - &
BNIGHT @HIGHT @NIGHT @HIGHT
Shackup | Easks backup
—— Clinic — —— Clinic — —— Clinic — -— Clinic --
BClinic day Clinic day B Of in i diEw
BClinic eve Clinic ewe B Clinie ewe
Start Daylight Zaving
Easter E 1A 11
-— ER —- -- ER — == [E} = -—- ER ——
QORY oAy DAY Bt
BSlING - 12 SWIMG - & SWING - & EHE——R
BNIGHT SHIGHT SNIGHT SHIGHT
Bbackup i backup backup
== Clinic —— -= Clinic —- == Clinic —= == Clinic --
BClinic day Clinizc daw Clinic daw Clinic daw
BClinic eve Clinic ewe Clinic eve Clinic eve

The Provider Availability screen is shown when requested from the Prescheduling
@J Calendar (page 25) by clicking the What shifts do your providers need off?
button. The graphic for this button is shown to the left. Before EPSKED
performs automated scheduling, you will usually want EPSKED to know which shifts in
the schedule each provider has requested not to work. This information is entered using the
Provider Availability screen.
COLOR  The shifts that a provider is prescheduled to work and the shifts a provider is
—EEY unable to work are marked on this screen using the symbols shown in the
symbol key to the left. A provider is prescheduled to work a shift if the shift is
lock scheduled (see page 30) or cycle scheduled (page 20). The provider is
unable to work a shift if the shift is requested Off on this screen, if the provider
is cycle scheduled off for a shift (see page 20), or if the provider Can’t Do the
shift (see page 19).
Important notes:
= On entry to the partial screen above, the provider shown is already marked Can’t Do
for the NIGHT shifts (see page 19) and for all Sunday shifts (using Prohibit Bias on a
SUNDAY SHIFTS summary category as referred to on page 18).
= The entry taking off all remaining shifts on Tuesday the 3rd was made by simply
clicking on the date. The Night shift on the day before would have been automatically
marked as off had it not been a Can’t Do. (Night shifts were designated as Off Prior To
A Day Off - see page 10.)
= The entries taking off the Day and Swing - shifts on Wednesday the 11th were made by
clicking on each of the shifts.
= The Clinic Day and Clinic Eve shifts on Wednesday the 4™ are marked as Wish off by
Ctrl+LeftClick on the shift. A Wish off shift indicates a shift that a provider can work if
needed to fill the shift, but only if necessary.
= Shifts that are cycled scheduled (admin shifts on Mondays) or lock scheduled (the
Clinic Day shift on Tuesday the 3™) for a provider are displayed with a black
background.
= Organize your entry of Off shifts by first arranging your individual Provider Request
Forms alphabetically by provider. Click the Next Provider button after each form entry
is complete to advance to the Provider Availability screen for the next provider in the
same order as your forms. (For WebSked users, the gathering of this information is
automatic — it does not need to be manually entered.)
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Scheduler: Designate Holidays

MOH TUE | WED | THU |
Maw Daw "
- ER —— . Hohday Hame |_ O] x|
day DAY

=W=-12 SWING - 12

night MIGHT

call backup

-= Cliniz -- kday Day

clday Clinic daw
cleve Clinic ewe

MO Meeting =]
-- ER — -- ER —
day DAY day DAY

w5 SWING - & w5 SWING - & Dlsay Cancel
night HIGHT night MHIGHT
adrinadmin call backup Ter T OJCEuH Ter T OJCEuH

—-— Clinic -- —-— Clinic -- —-— Clinic -- —-— Clinic --
clday Clinic daw clday Clinic daw clday Clinic daw cldau%Clinic daw =
cleve Clinic ewve cleve Clinic ewve cleve Clinic ewve cleve Clinic ewve =

The Designate Holidays screen is displayed prior to computerized scheduling when
requested from the Prescheduling Calendar (page 25) by clicking the Are there any
- holidays...? button. The graphic associated with that button is shown to the left
:'m‘ﬁ of this paragraph. The Designate Holidays screen allows you to enter holiday
information for the current schedule, the third step in creating a schedule (page
5). Holidays are added by clicking on the day that you wish to identify as a holiday,
entering a holiday name up to sixteen characters in length, then marking the shifts in that
day that are holiday shifts. EPSKED can summarize holidays both as HOLIDAY SHIFTS
and as HOLIDAY HOURS summary categories (see page 17).

Important notes:

= The partial screen view above shows entries for a May Day holiday on May 1st, and for
a physician meeting day on May 7th (see explanation below).

= The May Day holiday entry was made by clicking on May 1 on the calendar, typing
May Day in the text entry box shown here, then clicking the Okay button. All shifts in
the day are initially marked as holiday shifts by a purple highlighting. If you want
only some of the shifts counted as holiday shifts, you may toggle the holiday status
for any of the individual shifts by simply clicking on the shift.

= Standard holidays can be automatically added to your schedule using the Preset
Holidays window described on page 23.

The Designate Holiday function can also be used to label a day (such as the physician
meeting day shown on Monday, May 7th) by typing the desired name (here, MD Meeting
was used), then removing the holiday status from all shifts by clicking each one. Using the
Designate Holidays screen in this fashion creates a label at the top of the day in place of the
date. If you prefer, you can instead label a meeting at the bottom of the day using the Add a
scheduler comment to a day feature: from the Prescheduling Calendar (page 25), simply
right click on the date; a Scheduler Comment for Day window will appear containing a text
entry area. Type the comment that you want added to the day.
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Scheduler: Change provider requests for the current

schedule
FPROYIDER REQUESTED MIGHT WEEKEMD EVEMIMG SHIFTS MIGHT
M&RE HOLRS SHIFTS!! SHIFTS! SHIFTS™ IM A O IM A O
Bwana 100 u] u] 35 5 1
Clark =127 u] =1 %5 5 3
Caooper =127 a = B 5 3
Friedman 150 4 4 268 5 3
Gomez =127 =4 L WG E ]
Jones =127 =4 5 E=1a) 5 3
Mo Coy =127 =4 = W5 = 3
Samuelson =127 =4 5 266 5 =
Smith =127 =4 = WG E 2
Spock =127 =4 = 6 5 3
Requested -= 1276 28 44 61
To schedule -= 1276 31 44 62

The EPSKED Scheduler Provider Information screen is displayed prior to computerized
— scheduling when requested from the Prescheduling Calendar screen (page 25)
ﬁ,@'{ by clicking the Do you need to change any provider requests? button. The
— graphic associated with this button is shown to the left of this paragraph.
Making needed changes to the normal scheduling requests of your scheduled providers is
part of preparing EPSKED to create a new schedule (see page 5). Information here is
similar to the matching EPSKED Customizer screen (see page 19) except that all <=>

and <%> entries have been supplemented with calculated numerical request values.
Separate help screens are available for each column of the Provider Information screen.

Below the summary are shown the schedule totals for the Requested and the available To
schedule statistics. These values are specific to the current schedule and show summary
values for total hours, and for the total number of shifts in the schedule for any maximum
(M), high (1) and medium (~) priority shift request categories that you have customized.

Important notes:

= Changes made to provider requests in the Provider Information screen affect only the
current schedule variant. Permanent changes to provider requests (which affect all
future schedules) need to be made from the corresponding area of the EPSKED
Customizer (page 19).

= The more closely you adjust provider requests so that the Requested values match the
To schedule values, the better the schedule that EPSKED can help you create.
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Scheduler: Prescheduling Locked Shifts

& =] ]
-- ER —— -— ER —— -— ER —— -- ER ——
day  #————————— u:la%iEDHEE day  #————————o day  #—————————
sw—12 #———————— T e H ————————— T S—H  A———————— =
night # night # night # night #————————o ni
call  #————————o adminbwana call #-——————— call #————————o =
-— Clinic — -— Clinizc -- -— Clinizc —— -— Cliniz --
clday # clday  # clday # clday #————————o cl
clewve # cleve # cleve # clewve #————————o cl
Provider availability For the SYWIMNG - 8 shift on May 7, 2007 ¥ =
*Bwana [BW] = conflict Cooper [CO] = can't do *Gomez [GO] = conflict
Clark [CL] = can't do Friedman [FR] = akay Jones [JO] = okay
ERTNETV LLady W [ENNNT=TUR LLdy mem——————— [
cleve # cleve # clewe # clewe #————————o cl

The Preschedule Shifts screen allows you to manually preschedule (referred to as “lock
schedule” in the remainder of this manual) your providers for shifts that they have
specifically requested. These requests are included in the Provider Request Forms which
can be printed by clicking on the print button from the Prescheduling Calendar screen
shown on page 25. When EPSKED performs computerized scheduling it will automatically
schedule around these locked shifts without changing them — they are “locked” in place.

Important notes:

Starting with the Prescheduling Calendar (page 25), the partial calendar above shows
the appearance of the schedule after the scheduler clicked on the Day shift on the 7th,
then typed GO to schedule Doctor Gomez for that shift. (The GO abbreviation is shown
next to Dr. Gomez’s name in the “Availability Window”, the provider listing that is
displayed overlying an adjacent area of the schedule.) Locked shifts can be entered
either by typing the two or three letter abbreviation shown next to a provider’s name in
the Availability Window, or by double clicking the provider name itself. The small lock
icon adjacent to Dr. Gomez’s lock scheduled shift reminds you of its special status.
After the Day shift was scheduled, the data entry area automatically advanced to
highlight the Swing-8 shift on the 7th. The Availability Window displayed below the
date indicates the status of each provider for the highlighted Swing-8 shift. Note that
Drs. Clark and Cooper can't do the Swing shift (and would have the Swing shift entered
as a Can’t Do shift on page 19). Drs. Bwana (cycle scheduled for all Admin shifts) and
Gomez (just lock scheduled) have conflicting shifts (page 11) scheduled on the same
day. All other providers are Okay to do the highlighted Swing-8 shift.

After you have made any needed alterations to the shifts used on individual days (page
26), entered provider off requests (page 27), updated holidays (page 28), made changes
to Provider Information (page 29) and prescheduled any locked shifts (this page), you
are ready to schedule. Press the <Esc> key to clear the Awvailability Window, and
display the Prescheduling Calendar, click the Do the automated
schedule creation button shown to the left of this paragraph, then watch
the EPSKED Scheduler create your schedule!
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Scheduler: Schedule revision

ey 2687 | FINCTEAM |
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The Schedule Revision screen is displayed only after you have completed computerized
scheduling. You may now review, modify, or print the schedule as desired. The schedule
shown above was created by EPSKED using the entries shown in the previous sample
EPSKED Customizer and Scheduler screens for the sample schedule described on page 21.

Important notes:

To highlight an individual provider schedule, click the Highlight one provider button.
To view summary information for the schedule, click the Show schedule summary
button. From the Summary screen you can create Bias entries, which can help you
equalize provider scheduling in summary categories other than the normal request
categories. Also available from the Summary screen is a separate Overtime entry
screen, used for entering changes to the scheduled hours that result when providers stay
late, leave early, or split shifts. The resulting summary of worked hours can be directly
exported as an Excel spreadsheet for use in payroll calculations.

To save a schedule for later retrieval, click the Save this schedule variant button. You
can save and retrieve an unlimited number of schedule variants for each schedule.

To print a schedule, click the Print/fax/femail a schedule button and follow the
displayed instructions. The next three pages show samples of printed schedules,
demonstrating some of the print options.

If you have more than one site, you can opt to display or print one or more of those
sites.

Click the Home to Main Menu button when you finish working on your schedule. If
you have made changes to the current schedule but have not yet saved them, you are
given the opportunity to do so before being returned to the EPSKED Scheduler Main
Menu Screen.
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Sample Schedule Printouts

The personalized Request Form can be used by your providers to indicate to you the
shifts they need off for vacation or other obligations.

Emergency Deparimeni Schedule Bwana
Far ER, Clinic Requasted # of hours: 100
May 2007
* SCHEDULING REQUESTS®
SUN I WON I TUE WED I THU FRI I SAT

May Day 2 3 + 5
- ER - -- ER-- - ER - - ER - --ER--
DAY DAY DAY DAY DAY
SWING - 12 SWING - 8 SWING - 8 SWING - 8 SWING - 12
NIGHT MIGHT NIGHT MIGHT NIGHT
backup backup backup backup backup
-- Clinig -- -- Clinig -- -- Clinie -- -- Clinig -- -- Clinig -
Clinic day Clinic day Clinic day Clinic day ;
Clinic ave Clinic sve Clinic sve Clinic sve
6 WD Meating B 9 10 " 12
.- ER - --ER - - ER - -~ ER-- - ER - - ER - --ER--
DAY DAY DAY DAY DAY DAY DAY
SWING 12 SWING - 8 SWING -8 SWING - 8 SWING - 8 SWING - 8 SWING 12
NIGHT MIGHT NIGHT MIGHT NHGHT MIGHT NIGHT
backup admin backup backup backup backup backup
- Clinic -+ -+ Clinie -~ -- Clinic - -+ Clinie -~ -+ Clinic - - Clinie -~ -- Clinic --
Clinic day Clinic day Clinic day Clinic day Clinic day Clinic day Clinic day
Sliniceve Clinic eve Clinic ave Clinic eve Clinic ave Clinic eve Cliniceve
13 14 15 16 17 18 19
.- ER-- --ER - - ER - -~ ER-- - ER - - ER - --ER--
DAY DAY DAY DAY DAY DAY DAY
SWING 12 SWING - 8 SWING -8 SWING - 8 SWING - 8 SWING - 8 SWING 12
NIGHT NIGHT MIGHT NIGHT MNHGHT MNIGHT NIGHT
backup admin backup backup backup backup backup
-- Clinic - -+ Clinic -~ -- Clinic -+ -+ Clinie -~ -+ Clinie - - Clinie -~ -- Clinic -
Glinic day Clinic day Clinic day Clinic day Clinic day Clinic day Clinic day
Clinic-ave Clinic eva Clinic ava Clinic sve Clinic ava Clinic ava Clinic ave
20 21 22 23 24 25 26
.- ER-- --ER - - ER - -- ER-- - ER - - ER - --ER--
DAY DAY DAY DAY DAY DAY DAY
SWING - 12 SWING - 8 SWING - 8 SWING - 8 SWING - 8 SWING - 8 SWING - 12
NIGHT MGHT NIGHT MIGHT NIGHT MIGHT NIGHT
backup admin backup backup backup backup backup
-- Clinig - -- Clinig -- -- Clinig -- -- Clinig -- -- Clinie -- -- Clinig -- -- Clinig -
Clinic day Clinic day Clinic day Clinic day Clinic day Clinic day Clinic day
Clinic svs Clinic sve Clinic ave Clinic sve Clinic sve Clinic sve Clinic svs
27 28 2a 30 at
.- ER - --ER - - ER - -~ ER-- - ER -
DAY DAY DAY DAY DAY
SWING 12 SWING - 8 SWING -8 SWING - 8 SWING - 8
NIGHT MIGHT NIGHT MIGHT NHGHT
backup admin backup backup backup
- Clinic -+ -+ Clinie -~ -- Clinic - -+ Clinie -~ -+ Clinic -
Clinic day Clinic day Clinic day Clinic day Clinic day
Sliniceve Clinic eve Clinic ave Clinic eve Clinic ave
F¥+ [ GCHEDULE EEY ] *##+#5 b ah bbb ded #8804 0 b kb bbb bh hba b s bbb ahir
* Priat your name and requested hours at the top of this Dpage. *
* Draw an '¥' through aay DAYS you nssd to be OFF. *
* Draw a LIIE through any SHIFTS you ased to be OFF. *
* CTRCLE any shifts for which you 1IEED to be schaduled. *
* Describe any special requests at the bottom of this Dags. *
* (All sites in this schedule include 1276 hours aad 186 shifts.) *
: »>>>> PLEASE RETURN REQUESTS BY April 5, 2007! <<<< *.'
* *
* *
B L R L L L T

The request form shows shift names printed on the days that they need to be scheduled.
Included on the form are the name of the provider, the provider’s requested number of
hours for the schedule, and printed instructions for completing the form. This form was
automatically personalized for Dr. Bwana; he is already marked off (in red, with a line
crossing out the shift name) for night and weekend shifts, and already cycle scheduled for
the Admin shift on all Mondays (shown in blue with a surrounding box).
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Personalized Master schedules show all scheduled shifts, highlighting those scheduled
for a single provider.

Frwigary Depainast Soheduls Sanplegeinoisloed nawies schedsle Breans
Fai BR, Shoiz Gl hawes 16 shkilis
May 2007
SUN i e WED Tid 52 SAT

gy Drmgy 2 ] 4 []
s [RIDMAKN Aoy IAAKIA de SOHEE oy AARR oy SAMIILESR
Ak ORES wd PREE & FHLOWAN =8 SPOCK e 0 PO
e SAMMUIELEOM | nighe WSO e 0N i FRREDMAN | e S TH
1 oo [ 9 bryana o oz 9 pooza
o Chik b= "1 o8y Spack Sny Sanuskan | ™% Ganac
dro WeCay der Fiisdnar = Qaak vt Coazmi ot Wolay
a WD Hewting ] L] it} "
= OMER e GOUE2 e ERANA iy HINSHA == FRIEDMAH ey HINARA = FRIEDISH
=t ONES w8 GAMUELECH % WOODY =l BFOCH =4 GONEZ =t SCUWER =13 G AMUELEDN
o S =ghi FRIEDMAN | = JOWEZ bl e = EITH ol BPROCH =ph GOWEZ
rall wren . Ll 11| LT TTT L ral mapw vl raara vl el sl prpinan
e ooz ey Conpa Ade Emik e Sk e Gk sduy Frigdman s Grith
a4t Canushar | % donew At Soopa dmr Enith e Spack “et Gumushan | H0 Claik
1 1+ 1= e 17 [} []
drv [RACOMAM | = BPOCK A [ANA oy SOMMLE s O sy SUITH Sy S AUIDLEON
=i LA TH el RO e GROCK w8 FRICDAMAN =% paii =8 AR w1 GOUEE
el = 143 mght GAMUELESH o WoaDT righ 500 TH o CRECOMAN  reh SPOCK s OHEE
o8 ok #n2 banam ™ coopai ool gpack o gamis of ooy < gniih
e Coasei chiny Coopsi ddar Emnk i e v e Coapa ey Gynuslar | ™Y Mofay
L= 78 Claik 4 Fimdman 450 Bwmnn G 1 hane o8 Coopai
5] 21 FH 23 34 1 26
Ay WSO % FRIGDMAN | 4% FRIGDWAN | 47 FRIEDMAM %% SPOCK sy OO &7 JOHRS
B EROCK Ll === w0 GAMLIFLGOM  5=f DMES ¥ SHITH B8 PR EDMARN | P 02 FRIEDWAR
P GONES i SUITH e RROCE ik SRUUELECM  m JOMES i GOUET 5 POCK
o gk el T TT] i ol gk o g o gk ooy
i Lamisbon | S Ok oy L HY Cospi ol bk Ok 3 Clyik
S gt T Lo dE Tk de¢ Bamin S i S+ Gmiih o8 Gmilh
28 - EL] n
A o R A AR ey GOMLE o AT
=i LA TH vl GAMUILECH = FRIEDNAN | »= ¥ HfAKA e GONDE
R OHLE b SUITH e SAMLILLEDM | righe SPCH i CRCOUAN
o4 5 imdmar aanl LT 1] ™ Cane: =l cazpm v pyana
o s e Conpsi 4 Coopan N Sk e Gk
gt ke a8 Gamex dr Spack 450 Fiisdmar 1 Coapa
= | SCHEDULE KEY ]
-—= ER ---
DR Taw - g
SHING Jgm - 1lgm (lpm - lam on Sat & Sun}
HIGHT 1lpas - i
A ¢ Backup shift
| ay B e
u Day Baw - 45
Clisic Eve dpm - midnight

Select the Options...Printer dropdown menu available at the top of most EPSKED
Scheduler screens to display the EPSKED Print Option window. Options are available to
print the shift name to the left of the scheduled provider as well as to adjust the
highlighting, paper margins, paper size and orientation, font selection, and other print
properties.

If you look closely, you’ll notice that there are 20 shifts highlighted but that the summary
under Dr. Bwana’s name at the top indicates he is scheduled for only 16 shifts. The reason?
Four shifts are Backup shifts, which do not count toward the worked shift totals (see page
10).
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The Individual Schedule prints only the shifts that are scheduled for one provider.

Emergency Department Schedule Sample individual schedule Bwana
For ER, Clinic
May 2007
SUN | MON | TUE . WED | THU FRI | SAT |
May Day 2 3 4 5
s DAY s BACKUP ar DAY
(9a-5p) (12a-12:00a) (9a-5p)
6 MD Meeting 8 9 10 11 12
e ADMIN ar DAY o DAY « BACKUP ar DAY
(9a-5p) (8a-5p) (9a-5p) (12a-12:00a) (9a-5p)
13 14 15 16 17 18 19
& ADMIN ar DAY an CLINIC EVE ain CLINIC EVE ar SWING - 8
(9a-5p) (9a-5p) (4p-12a) (4p-12a) (3p-11p)
20 21 22 23 24 25 26
s ADMIN din CLINIC EVE s BACKUP
(9a-5p) (4p-12a) (12a-12:00a)
27 28 29
e ADMIN ar DAY e SWING - 8 « BACKUP
(9a-5p) (8a-5p) (3p-11p) (12a-12:00a)
................... [ Schedule summary for Bwana J* ** ****=rsasasansns

TOTAL EVENING NIGHT WEEKEND  HOLIDAY BACKUP

HOURS SHIFTS SHIFTS SHIFTS SHIFTS SHIFTS

ttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttttt

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA
* Please turn in you scheduls request Eorms by the oreceding month!!!

* Every month at least ons is lats and I cannot scheduls until all requests ars recsived.

* NEXT TIME I SEND GUIDC AND THE BOYS!!!

*

____________________ *
P EBWana. ... (900)555-1234 QGomeES...ccvvannn (900} 555-7654 Smith........... ({900)555-9876 *
Yllark...o........ (BBB)555-4567 Jonsg........... (9003 555-4567 Spock........... (900} 555-5678 *
* Coopsr (9003 555-3456 McCoy (900} 555-8765
* Frisdman (90031 555-4321 Samuslson (900) 555-6543

AAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAAA

At the bottom of the printed Individual Provider schedule is a large provider information
area. This area can be used for printing memos intended only for your providers, as well as
automatically printing all providers' voice telephone numbers. Modifications specific to the
current schedule can be made before printing.

Master schedules, backup schedules, blank schedules and cumulative holiday schedules as
well as schedule summaries, cumulative schedule summaries and overtime summaries can
also be printed or emailed as Adobe Acrobat, HTML, TIFF, and vCalendar files. Schedules
and summaries can be exported to Excel, or as Ascii delimited or XML files.
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Scheduler: Working with WebSked

If the activation code (page 36) you receive from ByteBloc Software includes WebSked
access, EPSKED will display a new WebSked dropdown menu option at the top of
Scheduler program screens.

WebSked is an Internet based scheduling solution that integrates with EPSKED. WebSked
requires use of EPSKED for schedule creation. The advantages of adding WebSked are that
it handles all of the provider interactions that normally require time consuming "hands on"
work by the schedule administrator. WebSked simplifies the gathering of provider requests
for shifts on or off (imported directly from WebSked without having to be manually
entered by the scheduler), keeps available a continually updated "live" schedule, facilitates
rescheduling by allowing providers to see who is available for shifts, and provides an easy
mechanism for proposing and accepting schedule changes. WebSked also sends reminders
of scheduled shifts, hopefully eliminating the "forgotten™ shift.

From the Scheduler Main Menu (page 22) the options shown here are made available,
allowing import of information from WebSked:

Eile |ﬁeh5kﬁd Schedule Summary View Options Tools Register Help

_ Publish... » |
_ Import... # Provider availability requests
ﬁ Options ‘Tnterim' schedule
‘Ag worked' schedule

Contact info

EPSKED Scheduler - Main Menu

Using the WebSked...Publish option, from the Prescheduling calendar screen (page 25)
you can also publish Request schedules to WebSked (to gather your providers' schedule
requests) and from the Schedule Revision screen (page 31) you can publish a Draft or As
Scheduled schedule. Using EPSKED with the WebSked website requires these basic steps:
1. Publish a provider Request schedule from EPSKED to WebSked.
2. Import the completed provider requests from WebSked back to EPSKED.
3. Publish schedules (either Draft or "As scheduled™") created using EPSKED to the
WebSked website.
4. Optionally import Interim schedules (if needed for payroll or other purposes).
5. Import the final "As Worked" schedule from WebSked to EPSKED, including all
changes that providers have made to the schedule while it was being worked

Full details are available in the Using EPSKED with WebSked manual available as a PDF
document from ByteBloc Software by contacting us at mailto:service@bytebloc.com . To
see WebSked in action, interactive audiovisual WebSked tutorials are available on the
Internet at:

http://www.bytebloc.com/WebSkedFlash/tutorials.html
where you can view detailed information about how WebSked is used by your providers.
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EPSKED Ordering and Registration

EPSKED orders are placed using the Register...Order dropdown menu option. This option
is enabled at the top of the Scheduler Main Menu (page 22) when that screen is displayed.
When the Register...Order option is selected, EPSKED displays this overview of the
ordering process:

Ordering information ﬂ \

Orders for EPSKED 5 and WebSked are placed using an Internet
website. To avoid confusion about pricing, orders are placed
through a three stage process:

1. Contact ByteBloc Software for a price quote based upon
information that you provide, namely the maximum number of
shifts used on any day of your schedule, whether you are
a previous EPSKED user, and whether you will be using
WebSked with your copy of EFSKED.

2. Place an order based upon the price quote.

3. ByteBloc Software will provide an invoice for your purchase.

If you have not yet received a price quote, click the '‘Request Quote’
button in the EPSKED & Order form displayed when you click ‘Okay’.

If you have already received a quote, click the 'Place Order button.

followed by this Ordering Information form, which provides links to web pages for both
receiving a Price Quote and placing an order for EPSKED:
w. EPSKED 5 Ordering Information 1Ol x|
[F pou have not pet received a price gquote, click the 'Reguest Quate’

button in the EPSKED S Order form. [F youw have already recered

a quote, click the 'Place Order' button,
— System (D Shifts/day
143565 _H' 11

EPSEED owrer information [required for upgrades]
“Eustumer rumber; 6275

Cancel

Request Price Quate Flace Order | Help

After ByteBloc receives your order, we will email an Activation Code to you. When it is
received, select the Register...Activate option from the drop down menu at the top of the
screen and enter the Activation Code. The trial date restrictions will be removed from your
copy of EPSKED. You will not need to reinstall EPSKED.

We hope you found this manual instructive, that it provided you a good introduction to
using EPSKED, and that you enjoy working with EPSKED. If you have any comments or
concerns that you would like to communicate to ByteBloc Software, please email us at
mailto:service@bytebloc.com .




