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Scheduling Templates

Scheduling Templates

Create Scheduling Templates

You can add tasks for multiple departments in one click by making use of FastManager's scheduling

templates.

To create a new scheduling template, select the option from the Edit menu:
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Next, click on the New Group button and give it a name, for example you may want to create a
template for all your 'Heat Press' jobs:
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creating scheduling templates.
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All your departments will be listed on the left. Select one and click on the > (send right) button to add
it to the list on the right
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Eazily azzign mutiple tazks by creating scheduling templates.

" You can cieate lemplates then simply click on the ‘Add From Template’ button in the task screen. This vl
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Don't forget to Save

Using Scheduling Templates
When you add a schedule from a template, FastManager simply creates a task for each of the listed
departments.

e Open the Task Editor screen from the Tasks button at the top of the Sales Screen, or from
the Tasks tab on the Job Board

FastManager Help Manual - https://docs.fastmanager.com/



Last update: 2020/04/16 17:08

production:scheduling:templates https://docs.fastmanager.com/production/scheduling/templates

BBl FastManager - [Sales Sereen]
& File Edit Process Scheduling  View Reports  Window  Help  Tech Support -
()~ - H ¥ & | [§ conwert Tjirayments Ba0uplcate 17 Fast Options | [ Urgent 7 | Max Grid P E
E Sales 2 Cusztormear Cheace Marketing _ A Gemedal  Work Qider T humbesd
) Contact Person | Shaii Heckitz - mber. 3733980 OnderDate  [BNS/2018 | =]
| Seles Screen Tel i ] ] 1 Chas Olrc ng__Ti
- . T Work Order Tasks ‘./ % : — |L|
‘ TEs : |¢Acld FmTuPdli||x [oh BB Re-Schedue | g Move Rowlp B Move Row Do | ]
éﬂfi Customer Account Fa| ] oot I
et Azgign and Scheduls Tasks Ho
@ Gisiiiar FRmBRE i Work Order Number: 3733530
" |Deparmers | TaskDue [ Time Given |Done | Comment
[ Scen S IMock Send  &/17/2013 0O L
|| 3Mock Approval 842772019 0 O
| 4Pririt Film 4/28/2049 o0 0O 5
== | SMake Scieens  B/30V2019 00O _{_] | (
= O . ] ] |Hide CG
ﬂ. Purchases ¥ i3 D '? "EJ| O &
O 8 O 0O @
O 8 O 0O @
i i O &8 O 0O 0
- | Production ¥ O &2 ol olg
o O I = R
i IR EEEL]
O &8 O 0O ¢
. Catalogs ¥ 0O 8 OO0
1 O 8 O 0O @
1 O 8 O O @A
. T I
Mainterance ¥ |
Sub Total
vl Disc | 0uDO
| B3 Job Board
(= Open (3 Prirt S Evpodt | (2] Pisresh | §F Customner Goods BB lssue Stock | [ Shio UPS ) Box Labeds | ™ Filles 3% Preferences | @ Hebo I
[ Type | Dides Desciiption & Wark Order Tasks
" ""' 8% . M AR b cd Fiom Template 3€ | B ReSchedds | [ Move Rowln Bl Move Row Do
o ATIFE Jeizey Graphics JiG 5695 Midd South 2020 At I
i} EREEE Lk} Slade Gelf Co Goll Polo Pastiein and Sample i Assign and Schedule Tasks
-3 IR By Dana Haosh Pelrass ‘wiork Duder Mumber. 3733873
g AN SWISH BES14T ank )
& 3733363 SWISH SL914 Hoodes | Depaitenat | Task Due | Time Given | Done | Comnment
g ATaFEE SWISH | 1-Mock Send 84209 0 [ weailing onpes 812
§ 37T SwISH | FMock dpproresl B9/2019 0 O
§ 3T SwISH | &Pl Sublimalion Paper  B/3/2019 0 O
& AN SWISH | §-Transfer Pracs BA32Me o 0O
-3 EREE R SWISH - O
0s IS Fsivesie
13 EREECH SWSH LEXSTELA Blarksts
13 mmn BEST4FP Faney Packs
0s I E iy Stenbeig
& EREE-R] Chahe Litman
13 EREE: 5] Spancer
:( n
[ General || Soles Gfes Detod || Purchase Orders | AtachedFies] | Tasks | phipping | L3
e~ ==
Dione  Est Time | Comment
813 STansier Press O 1}
214 1-Mock Send O 0 weaitirg on pos 812
[ ESM I[ x Ca

e Then click on the Add from template button and FastManager will display a popup menu
with all your available templates:
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e Select the template you want to use and FastManager will add tasks for all the departments
from that template in only one click.

You need to assign a date to each task. Or you can click on Re-Schedule to have
FastManager automatically select the defaults for each department.
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