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Welcome & Introduction 2

1 Welcome & Introduction

totalcontrol

S OFTWARE

For Total Control Of Your Business

Setup/Configuration: Initial settings that should be set when you first install the software.

Browse Event Lists: Browse your scheduler data in the usual browse list format.

View Calendars: Browse your scheduled data using a visual calendar format.

Calendar Update Functions: There are several different ways to update your scheduler event
data.

Printer Setup: Be sure the printer is setup properly to enable report printing.
Printing Reports: Print your event data using a variety of reports.

Printing Graphical Calendars: You can even print a graphical version of the scheduled data.

Calling From Other Modules: Full Integration with TCS Dealer Management System

Parts & Service
Boat Sales - F & |
MarineTrack

System Information: Information about your computer, program location, memory usage, and
network settings.

Software Updates and Support: Misc Information. How to get support.

2 Setup/Configuration

Before using the TCS Scheduler - initial settings should be set to indicate the various
parameters that TCS Scheduler should use.
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TCS Scheduler

88| Scheduler. Configuration E]
Setup Your "work Week" by selecting the Select Normal Operating Hours:

firzt day of the week,, and then zelect thoze

days pou are open, Open Time: |08:004M =

Work Week Starts On: [Monday ] Cloze Time: [03:00PH :
b rday
Choose a Time Scale for the Calendar:
Tuezd
Lezday
et sl [15 Mirutes =
Select Days Oper; Thureday
Friday Default Show Past Events
[ ] Saturday {+) Hide
[ ] Sunday () Display
Select Programs to Uze; Calendar Layout Theme:
Partz Service () Office 2000
Fl () Office WP
Dffice 2003
tarineT rack © office
(%) Offize 2007

Syztem Setup Pazsword:  Paszword Confirm:

| | Set Event Types/Color Schemes

Work Week Starts On: The Scheduler will open to a "work week" or a calendar week.
Setting up your dealerships work week is a simple as selecting the days you are open, and
also selecting which day of the week you want the calendar to start when in the "Work Week
View".

Select Programs To Use: Check the appropriate boxes for the applications you want the
Scheduler to integrate with.

System Setup Password: Enter a password to protect the System Setup window. This will
stop those without the password from making any configuration changes. Both fields must
match.

Select Normal Operating Hours: While you can still schedule outside of these limits, setting
the Open Time and End Time for the day will shade this time range in the calendar. This
makes it easier to schedule events within normal operating hours.

Calendar Time Scale: Events may be listed in 15 Minute, 30 Minute or 60 minute
increments.
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Setup/Configuration 4

Default Show Past Events: On the Browse Event Lists, past events can be hidden or
displayed. Usually, to make the list more manageable, this setting would Hide past events.

Calendar Layout Theme: There are four different themes to pick from. These will determine
the way the Calendars are displayed and the coloration they contain.

Set Event Types/Color Schemes:

B8 Browse Event Types E|
Calendar Event Type
Engine Repair Setting different Event Types allows you to color
Service | Prep & Rig coordinate wour calendar entries for quick
MarineT rack | P t . . .
anne Sr:IZs S;‘;EEC recognition. Suggested entries would inciude:;
Service | Service Internal *workorder, Prep and Rigging, Uit
Service | Wwarranty ‘wiark Order Delivery, Sales Appointments, Warranty Job,
Service | Winterization .
ar anything elze vou want to schedule.
] Add =" Change H Delete

This is where you can enter "Event Types" and the coloration given to each one. A few
default event types are included. You may enter as many Event Types as you like.
Suggestions would be Work order, Prep & Rig, Warranty, Hull Repair, Engine Repair,
Winterization, Pickup, Delivery, Boat Show, Prospect Appointment, etc...

When you enter a new Event Type, you designate which Calendar (Sales, Service,
MarineTrack) the event applies, and in what color should the event be displayed.

3 Browse Event Lists

The TCS Scheduler has two different formats for browsing your scheduled events; the
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5 TCS Scheduler

Calendar View, and the Browse List View below. Each event will display the Service Tech or
Salespersons name, the Customers Name or Event Description, Start Date & Time, and End
Date & Time. Icons at the left will be displayed indicating current status of each event.

B3| TCS Scheduler

File Erowse Event Lists  View Calendars  Help

Browsing Service Events

Starting Date & Time |Tech, Date & Time | [[] Show Past Events

Cumrent Statuz -» [ =Scheduled [ =InProgress =Completed % =0OnHaold

Service Tech Ewent Start End
Date Time Date Time
| Andy Morgan John Smith 11/03/2008| 90000 AM | 11/03/2008 10:00:00 Ak
Bill Rolling Guy Perking 1170342008 1015 11/03/2008 10:45:

Andy Morgan A g M 11

Notes: | These are the comment lines. Y'ou can enter angthing yau wart here.,

‘- Refiesh Print Today's Events l IPlintAIIUpcomingEventsl I Print Filkered Events l 1 & X

Motes Monday, Mowember 3, 2008 4:38PM

You can Insert, Change or Delete events from this screen. However, the normal usage would
be to use the Calendar View for day to day use.

This screen however gives you more reporting options. See Printing Reports or
Printing Graphical Calendars, for information regarding reports.

4 View Calendars

The TCS Scheduler has two different formats for browsing your scheduled events; the
Browse List View, and the Calendar View below. Each event will be color coded and
displayed based upon the event type that was selected when the event was added. The
Customers Name or Event Description will be displayed in bold, along with the event notes.
The coloration will also be coded on the left side of each event indicating the current status.
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View Calendars 6

4 TCS Service Calendar

Tech Filter:
Day ‘ Week ‘ Month | Foh et

=
(© (> November 3, 2008

3 Monday ~
Un-Assigned Andrea Ferricher Andy Morgan Eill Rollins Wal Rollins

4 Movember 2008 F
MTWTFS5S5
gam 1z
— Blase7aaq
N 101112131415 16
Guy Perkins 17 1519 20 21 22 23

- _ 24 25 20 27 28 29 30

John Smith December 2008
— Warranty Repair - MTWTEFGSS
Mesds engine

1 234567

repair,

g 91011121314
15 16 17 1819 20 &1
222324252627 28
2930 31

Frank Lewis

1100 2

Timescale: 15 mins =] [D Page Setup] [l:‘_lj Presigw ] [@ Print ]

Status Keys: An event that has a white left border has been scheduled, an event with a
checkered left border is in process, a solid event has been completed, while a purple border
indicates an event is on hold.

Mouse Options: You can right-click an event and Cut/Paste, Copy/Paste, Delete, View or
Insert. Double-clicking an event will open the update screen so you can view it or make any
required changes. You can also drag-and-drop an event from one person to another, one
time to another, or even from one date to another.

Tech or Salesperson Filter: You can limit the calendar to display a single person by
selecting a name from the filter list drop down box. Doing so will allow for better display of
one person events in the week or month view.

Misc Features: Events that do not have a time set, will be displayed at the very top of the
calendar. If a person is away, the event will display "Away" and the TCS Scheduler will
prevent you from inserting or dragging another event into that person's column. You also
cannot move an event to a date that has already past.

There are several methods to viewing the calendar. Day View will show you today's
scheduled events only. Week View will display the whole week (Work Week or Whole
Week), Month View will display the entire month.

You can click on a date in the small calendar on the right, and the main calendar will jump to
that date. You may also select a range of dates there as well. To select a different month,
you can click on the current month's name.
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7 TCS Scheduler

5 Calendar Update Functions

The scheduler uses the typical update form for inserting or editing events.

4 Record Will Be Changed X
Ewent Detailz
Service Tech: | TMINMERET Work Order Number: [3
Start Date: [11/03/2008 Jab Number: | 1
[] &way Flag

End Date: [11/03/2003
Start Time: | 090080 =

[] Mo Assigned Time

End Time: [10:004M = Comments:

W arranty Repair - Meeds engine repair.

Update Mates From
wiork Order File

Current Status
(%) Scheduled
) In Process
) Complete
) OnHold

Description/Mame: [John Smith

Ewent Tupe
Service hd

Service Tech or Salesperson: Select from the available Techs or Salespeople. This data
come directly from the Parts & Service, Boat Sales (F & 1), or MarineTrack.

Start Date, End Date, Start Time, End Time: These can all be set manually or on the
calendar by dragging and positioning. End Date is ONLY valid for an Away Event (Person is
scheduled to be Away.)

Away Flag: Checking this box indicates that the person is not available. This will stop any
events from being scheduled for this person. The "Away" event will be displayed at the top of
the column, just below the name.

No Assigned Time: This will indicate an event that is scheduled for a particular date but
without a specific time. This event will also display at the top of the column.

Current Status: Checking any of these options will display the status using a left side border
on the viewable event. An event that has been Scheduled will display a white left border, an
event that is In Process will have a checkered left border, a completed event has no border,
while a purple border indicates an event is on hold.

Description/Name: Usually this would be the customers name. This can also be any other
description for events that are not customer specific.

Event Type: Select one of the available Event Types. These are setup in the
System Configuration.
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Calendar Update Functions 8

Work Order Number and Job Number: These are specific to using the Service Calendar
with Parts & Service. They are used to link the Scheduler and the Work Order in Parts &
Service. These are normally set when the Scheduler is called from with Parts & Service.

Comments/Notes: You may enter any text here that you like. You may click the button to
bring over the Job Description form Parts & Service if you are entering a Service Event. This

information is here only to help determine scheduling and does NOT replace or exchange the
data with Parts & Service.

6 Printer Setup

Your typical default printer settings. The TCS Scheduler uses the "Default” printer at the time
the Scheduler starts. You may make changes if needed here.

Print Setup @

Frirter

M amne: r-.-1i|::n:|:5:|:|ft Office Document Image “Writer V| [ Froperties... ]

Status: Ready
Type: icrozoft Office Document Image ‘Writer Driver
Where:  Microzoft Document Imaging ‘Witer Part:

Comment;

Faper rientation

Size: | Letter w | () Poitrait

[
Source: | Drefalt tray w |

[ ] 4 ] [ Cancel

7 Printing Reports

When browsing Events in the List View, you have several options for reporting.
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9 TCS Scheduler

B3| TCS Scheduler

File Erowse Event Lists  View Calendars  Help

4’ Browse Service Events [z|
Browsing Service Events
Starting Date & Time |Tech, Date & Time | [[] Show Past Events

Cumrent Statuz -» [ =Scheduled [ =InProgress =Completed % =0OnHaold

Service Tech Ewent Start End
Date Time Date Time
| Andy Morgan John Smith 11/03/2008| 90000 AM | 11/03/2008 10:00:00 Ak

Bill Rollin: Guy Perking 11/03/2008 | 1015:00AM | 11/03/2008 10:45:00 AM

Andy Margan ank Lewis 11

Notes: | These are the comment lines. Y'ou can enter angthing yau wart here.,

‘- Refiesh Print Today's Events l IPlintAIIUpcomingEventsl I Print Filkered Events l 1 & X

Motes Monday, Mowember 3, 2008 4:38PM

Print Today's Events: This will print a standard report of all events scheduled for the current
date.

Print All Upcoming Events: This will print a standard report of all future events. This report
can be very large.

Print Filtered Events: This allows you to print standard report filtered by Tech or Salesperson
and date range.

See Graphical Reports for other options.

8 Printing Graphical Calendars

You can print graphical calendars from the TCS Scheduler. To do so, view the appropriate
calendar.

© 2008 Total Control Software Corporation



Printing Graphical Calendars 10

4 TCS Service Calendar

Day ‘ Week

‘ Maonth |

(€ (> November 3, 2008

3
Un-Assigned

Andrea Ferricher

[30hn Smith
\Warranty Repair -

Monday

Andy Morgan

Mesds engine
repair,

Eill Rollins

Guy Perkins

Frank Lewis

‘al Rollins

Tech Filker:
Reset to Al

4 Movember 2008 F
MTWTFS5S5
1 2
Blase7aaq
101112131415 16
17 1519 20 21 22 23
24 25 20 27 258 29 30

December 2008
MTWTF 35
1 234567
g 9 1011121314
1516 17 15 19 20 21
2223242526 27 28
293031

1100 2

[D Page Setup] [l:‘_lj Presvigw ] [@ Frint

Timeszcale: {15 mins - Cloze

On the window are three buttons:

Page Setup: Allows you to setup the way the graphical calendar is printed.
Preview: Displays what the printed version will look like without actually printing it.
Print: Prints the calendar to your selected printer.

9 CallingFromPartsAndService

The TCS Scheduler may be called directly from Parts and Service.
There are three ways to start/call the Scheduler from with Parts and Service.

Method 1: On the Main Parts and Service application frame menu - select Scheduler. This
will open the Parts and Service Scheduler to today's date. No information is passed between
the applications.

Method 2: While browsing Active Work Orders - click the button labeled Scheduler at the
bottom of the screen. This will assume the highlighted work order and job number 1. To
schedule a different job, use the next method below.

Method 3: From within an individual Active Work order: Go to the problems Tab. Notice
there is a button labeled "Scheduler". Select a specific job and then click this button. The
following window will be displayed:
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11 TCS Scheduler

Currently Scheduled Appointments

Currently zcheduled appaintments for thiz Wark Orderdlob are lizted below.
Double-click a listing to open the Calendar to that day. ‘ Zchedule New

Appaintrient

Click the button at right to schedule a new appointment far thig wark, orderdjob.

Whork Order: 1 Job Mumber: 3

Start Date Start Time End Time ~

¥ Cloze

This window will display any events/appointments that are scheduled for the specific work/job
number you previously highlighted. You can double-click a listed event and TCS Scheduler
will open to the date of that event.

To schedule a new event, click the button labeled "Schedule New Appointment”. This will
open the TCS Scheduler to today's date. You can then select a Service Tech, Date and Time
Start by double-clicking the appropriate column and row. This will automatically send over the
Customer Name, Work Order Number, Job Number and Job Notes.

Note: You can also change to any other date and double-click, or click the insert button, or
right-click and select Insert.

When you press save and exit or minimize the Scheduler - the above window is updated and
will displayed the scheduled appointment.

10 CallingFromBoatSales

The TCS Scheduler may be called directly from Boats Sales - F & I. There are 2 ways to
start/call the Scheduler from within Boats Sales - F & .

Method 1: On the Main Boats Sales - F & | application frame menu - select Scheduler. This
will open the Boats Sales - F & | Scheduler to today's date. No information is passed between
the applications.
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CallingFromBoatSales 12

Method 2: From within an Active Deal, click the button labeled "Scheduler” near the delivery
date field on the general Tab. This will open the TCS Scheduler to today's date. You can
then select a Salesperson, Date and Time Start by double-clicking the appropriate column
and row. This will automatically send over the Customer Name.

Note: You can also change to any other date and double-click, or click the insert button, or
right-click and select Insert.

11 CallingFromMarineTrack

From within MarineTrack, the TCS Scheduler is called while you are editing the customer
details from the Browse Names screen. A new TAB has been added scheduler.

¥ Record Will Be Changed

Sharon Abell

General | Preup/Sales | Other Info | Letters | Motes | Trade-In/Looking For | Reminders | Groups Scheduler |

Currently scheduled appointments for this Prospect are listed belovs.

y o EE Schedule New
Double-click a listing bo open the Calendar to that day. 1 Appointment

Click the button at right to schedule a new appaintrient far thiz Prozpect.

Start Date Start Time End Time |~

Jﬁave ¥ LCancel Jj‘) Help

This window will display any events/appointments that are scheduled for the specific
customer/prospect. You can double-click a listed event and TCS Scheduler will open to the
date of that event.

To schedule a new event, click the button labeled "Schedule New Appointment”. This will
open the TCS Scheduler to today's date. You can then select a Service Tech, Date and Time
Start by double-clicking the appropriate column and row. This will automatically send over the
Prospect/Customer Name.

Note: You can also change to any other date and double-click, or click the insert button, or
right-click and select Insert.
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13 TCS Scheduler

When you press save and exit or minimize the Scheduler - the above window is updated and
will displayed the scheduled appointment.

12 System Information

From the Main Application frame, Go to Help --> System Information:

This screen will display various information regarding the application and your computer. This
information is helpful if you need support.

13 Updates & Support

The TCS Scheduler is updated at the same time you update Parts & Service or F & I. To
check for updates, go to http://www.tcsoft.com/updates/update.htm

total. ) 1)
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Total Control Software Corporation
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