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EVENT SCHEDULING

Accessing Your Software for the First Time

T he Event Scheduling software is a web-based program that works within Windows Internet
Exploter or Firefox. You can access the software by typing the http://DomainName inside the
address field of your browser window. This will take you to the main webpage for the Event

Scheduling software. You will need to install a special Active X plug-in into your browser in order
to use the Event Scheduling software.

Univ y of the Pacific
Event Security

About Us Employment

Figure 1 — Main Web Page
If you don’t see the colorful world on the main page, then the first plug-in needed is Flash. The browser will
prompt you to load the flash plug-in. Follow the flash instructions for installation.
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Installing the Revolution Plug-Iin for the
Internet Explorer Load Explorer Plug-in

To install the Event Scheduling software plug-in, use the
following instructions:

- ) Load Firefox Plug-in

1. Click on the “Log In” button shown on the Main Page. Figure 2 Installing the Plug-In
2. Then click on the orange “Plug-in” button on the “Log In” page

3. 'This will start the Omnis Web Client installer program. Use the default settings by just clicking on the
“Next” button until you get to the restart page and then click on the “Close” button.

4. Click the “Close” button to restart your computer.

Welcome EI

YWielcome to the Omniz Web Client Setup program. This program will install
Oroniz *'eb Chent on your computer.

WARMIMG: Thiz program iz protected by coppright law and international
breaties.

|Inautharized repraduction or diztribution of this pragram, or any partion of it,
may result in zevere civil and criminal penaltiez, and will be prozecuted to
the mawximum extent pozsible under |aw.

omnis.studio

| M et = | Cancel |
Fionre 3 — Tnetallino the Phio-Tn

5. Once the computer is testarted, return to the Main web page (http://DomainName) and click on the
“Log In” button. This will take you to the Event Scheduling log on window.
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Installing the Revolution Plug-In for FireFox

There are three plug-in applications that are used for the Revolution website...Flash, Java, and the
Omnis Web Client. To install the Event Scheduling software plug-in for FireFox, follow the below
instructions:

1. Open FireFox and go to main page of the Event Scheduling website. If the Flash plug-in isn’t
present, the browser will instruct you on loading the plug-in. Once you have the Flash plug-in
installed, return to the main page of the Event Scheduling website.

2. Then, click on the “Log In” button. If the Event Scheduling plug-in isn’t present, the browser
will begin the upload process automatically. Follow the on-screen instructions for installation.

Logging On
1. Click on the “Log In” button to enter the log on page. Then click on the orange “Log In” button.

2. If the plug-in is installed propetly, a password window will appear inside the browser window so you
can log into the system. Enter your last name and password.

3. If this is your first time logging in, you will be asked to change your password and enter your email
address.

Once you have logged in, you will see the “Events Calendar” page, three tab panes and three calendars with
lists that contain the events for the months listed. This page is used for the Event Officers to schedule
themselves on available events.

Events Calendar for Officers

The Events Calendar page is used by the officers to schedule themselves for available events. At the top left
corner of the window the “My Current Assignments” list appears. This list contains all the event shifts you
are currently assigned to work.

My Cwrrent Assignments E\'GIItS Calendar

Bwent Start Time End Time
TULEBURG WS KIMGS 06MEZ2011 12:00:00 PM i06MEZ091 11:00:00 P
JULY 4TH FIREWORKS 070452011 12:00:00 PM 070452091 11:00:00 P

Just below the current assignments list is a tab bar. The tab bar defaults to the “Event Sign-up” tab since it
is most commonly used by the officers to schedule themselves for event shifts.
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Event Sign-up

Personal Settings | Time Sheet

The “Event Sign-up” tab displays events listed in three month increments. The “Personal Settings” tab is
used to update your personal information or password. The “Time Sheet” tab is used to update your
ending hours after working an event. Any one of these tabs may not be accessible depending on your
agency’s requirements.

Scheduling Yourself to an Event

Beside each calendar month on the “Event Sign-up” tab is a list that describes the events, number of
positions needed, and the scheduled hours for each position. Follow the below procedure to sign up for an
event.

1. Inside the list beside the calendar, select the event and shift you want to work. Then click on the
“Add Me To Event” button just above the list. This will add the shift to your “My Current Events”
list at the top right corner of the window. Each monthly calendar has its own “Add Me To Event”
button and can only be used by its specific list.

June 2011 Call Sign |A1 v | = _Add Me To Event |
mmmm Event Start Time End Time
22 a0 |31 A E g ] TULEBURG V3 KINGS 06/ B/2011 12:00:00 P (06 B2011 11:00:00... A
TULEBURG VS KINGS 06/ B/2011 12:00:00 P 0662011 11:00:00...
E E F g g m M TULEBURG VS KINGS 061672011 12:00:00 P 06/ 62011 11:00:00...
TULEBURG VS KINGS 06/ B/2011 12:00:00 P 0662011 11:00:00...
2Rk T 0 K = e TULEBURG V3 KINGS 061672011 12:00:00 P 06/ 62011 11:00:00...
TULEBURG VS KINGS 06/ B/2011 12:00:00 P 0662011 11:00:00...
19 20 |21 22 23 24 |25 TULEBURG VS KINGS O6ME2011 12:00:00 PWM 062011 11:00:00...
TULEBURG VS KINGS 06/ B/2011 12:00:00 P 0662011 11:00:00...
=R era s el = R = B 2 TULEBURG VS KINGS 061672011 12:00:00 P 06/ 62011 11:00:00...
TULEBURG VS KINGS 06/ B/2011 12:00:00 P 0662011 11:00:00...
N L R A (A A TULEBURG V3 KINGS OBAB/2011 12:00:00 PM (0BAG2011 11:0000..

Removing Yourself from an Event

Officers are not allowed to remove themselves from an event. You must contact the event supervisor to be
removed.

Printing Your Scheduled Shifts

Officers can print out their selected shifts which are displayed inside the “My . Print by Schedule
Current Assignments” list by clicking on the “Print My Schedule” button at -
the top right corner of the window.

OIC Page Button

The “OIC Page” button allows Administrators, Officers In Charge, and other supervisors to access the
administrative side of the software.
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OIC - Officer In Charge Page

To schedule new events into the system, open your browser and go to the http://DomainName address to
access the main page. Click on the orange “Log On” button and log in. Then click on the “OIC Page”
button at the top right corner of the window. The OIC page is divided into five sections using the Tab pane
at the top of the window. The sections are “Schedule Events”, “Current Events”, “ESO Officers”, “After

b

Action Report”, “Setup.”

Schedule Events

Current Events ESO Officers After Action Report Setup

k! InsertNew
ADMIN_FEE_REG 74250 =
ADMIN_FEE_UNNV  0.00 . Edit
OFCS NEEDED? 30

TOTAL DUE 5692.50

ATTENDANCE 0

EVENT # 11-460 COMMENTS
DATE OF EVENT Jun 16 11
INDEX # LS w
ACCT. # 1234 Act.Code 3456
EVENT NAME TULERURG Y8 KINGS
Current Events
ORGANIZATION CITY OF STOCKTON Past Events | lems Found | Que
CONTACT PERSON MIKE JONES e
CONTACT PHONE 2345672301
CONTACTEMAIL  bg@mysmail.com JULY 4TH FIREWORKS
START TIME 12:00
REP TIME 13:00
DOORS OPEN 13:00
END DATETIME Jun 16 11 23:.00
LOCATION GULIWER HALL
EQUIP NEEDED radios, lashlights
RATE OF PAY 15.00
o el NN

u DEle“_EijLo.

|

Scheduling Events
Click on to the Schedule Events tab. This is where all new events are inserted or edited into the system.

1. Inserting A New Event — Click on the “Clear Fields” button at the bottom right corner of the
“Schedule Event” tab. Enter the desired information in all the fields. Make sure to enter an initial
number of officers needed. Click on the “Insert New” button to save the information into the
database. Once you have saved the event, the event should display inside the blue list at the bottom
right corner of the window under the “Current Events” tab.

2. Editing An Event Record - Select the “Current Events™ tab and click on the event inside the list that
you want to edit. This will populate the information into the fields. Make the desired changes and
then click on the “Edit” button.




EVENT SCHEDULING

3. Finding Events - Click on the “Clear Fields” button and enter the event number, date, name or
contact person. Then click on the “Find” button. This will populate a list of found matches inside
the “Items Found” tab. You can then click on each found event to see its complete information.

Event “Que”

The “Que” tab on the center tab pane is for holding events that may have been entered by the organization
having the event. This can be done from the main website page if your department desires to allow this
feature. Events inside the queue are not added into the “Current Events” system until the Administrator
checks over the information and then Edits the event by adding the number of officers needed for the event.

Current Events Tab

The “Current Events” tab is located at the top of the page. This tab is used to manage the personnel
working the event and the hours they are working. This tab has the following features:

Current Events

Schedule Events ESO Officers | After Action Report | Setup

Date of Event Officers Names
Officer Seq Num 5 Jun 1611 SECURITAS, SECURITY
Ofc. Name GERMANN, WAYNE SECURITY , OVERNIGHT
Event Name TULEBURG VS KINGS gE??LR: ’Dn;:::;
Event Location GULINER HALL SIGNS CREATED FOR EVENT,
; SKELTON, TIM
Start Time Jun 1611 12:00:00 SOLORIO, EMILIANO
End Time Jun 1611 23:00:00 SPLIT CIF PARKING, Date From
VALKER, DEBRA
[J1s Palice Officer WWEIMAN, CONNIE
] ll overtime YOUNG, JAMES Date.To
Other Costs 0.00 YOUNG, JIM
TotalReg.Hrs 11.00 OTHrs 0.00 OT Dbl Hrs 0.00 Current Bvents
Past BEvents Un
INDEX # MLSA ACCT. # 1234
ESO Start Time End Time L 521 Cpaid - [Jeilled
Jun 16 11 TULEBURG V'S KINGS ___
Jun 16 11 12:00:00 Jun 16 11 23:00:00 [E3 PR T
Jun 16 11 12:00:00 Jun 16 11 23:00:00 :
Jun 16 11 12:00:00 Jun 16 11 23:00:00 Notices Sent
Jun 16 11 12:00:00 Jun 16 11 23:00:00 st
Jun 16 11 12:00:00 Jun 16 11 23:00:00 and
Jun 16 11 12:00:00 Jun 16 11 23:00:00 S

Jun 16 11 12:00:00
Jun 16 11 12:00:00
Jun 16 11 12:00:00
Jun 16 11 12:00:00
Jun 16 11 12:00:00
Jun 16 11 12:00:00
Jun 16 11 12:00:00

Not Assigned

Jun 16 11 23:00:00
Jun 16 11 23:00:00
Jun 16 11 23:00:00
Jun 16 11 23:00:00
Jun 16 11 23:00:00
Jun 16 11 23:00:00
Jun 16 11 23:00:00

Insert Anather ES0

Edit

T Delete

® Officers’ Names List - This list contains the names of all personnel that are entered into the system.
® Current /| Past /| Un-paid Events Tab Bar - Current Events
This tab bar is used to show the current, past,

and un-paid events. The first two tabs are self explanatory. The “Un-paid Events” tab displays the
events that have not been paid for by the organizer.

Past Events Un-paid Events
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® Assigned Officers - When you click on the Date of Event
Current/Past/Un-paid Events tab, it will list Officer Seq Num 5 Jun 1811
the appropriate events. When you click on ore. Name (SN
an event, it will populate a list to the bottom Event Name ekl
tight side of the page displaying how many  EventLocation GULIVER HALL

positions are available for the event. It also Start Time EURDN I ETET
shows who is working the event and how End Time Jun 1611 23:00:00
many positions are “Not Assigned.” Click [J1s Polce Officer
on a position inside the list to populate the [ &l Overtime
. Other Costs
fields above the list. 0.00
TotalReg.Hrs 11,00 | OTHrs 0.00 | OTDbIHrs 0.00
- - MLSA ACCT. # 1234
Changing Assigned Hours INDEX #
ESO Start Time End Time
first ) GERMANN, WAYNE Jun 16 11 12:00:00 Jun 16 11 23:00:00 [E3
When you first insert the event into the system, you  [fyyseme Jun 16 11 12:00:00 Jun 16 11 23:00:00
enter the Starﬁng time’ ending time, and number Of Mot Assigned Jun 16 11 12:00:00 Jun 16 11 23:00:00
A f th Thi 1 initiall I Not Assigned Jun 16 11 12:00:00 Jun 16 11 23:00:00
orncers ror the cvent s will initially set a Not Assigned Jun 16 11 12:00:00 Jun 16 11 23:00:00

positions for the event to the starting and ending [EEESIUEH Jun 16 11 12:00:00 Jun 16 11 23:00:00
times for the event and calculate the projected costs. o S

If you need some positions to start at different times or you need to change the hours worked after the
event, follow the below procedures:

Current Bvents

1. Select the event inside the event list. Past Events | Un-paid Events

Date Bwent

2. Select the position you want to change.
Jun 16 11 TULEBURG VS KINGS

This will populate the information for the
position inside the above fields.

Jul 4 11 JULY 4TH FIREWORKS

3. Make the changes inside the fields above the list. NOTE — Changing the start and end times will
not change the total hours worked field. The “Total Reg. Hrs.” field must be changed manually if
the start or end times change from the initial setup. Only the “Total Reg. Hrs”, “OT Hrs”, and the
“OT Dble Hrs” fields are used for calculating the invoice.

a. 'The “Total Reg. Hrs.” field is calculated using the default hourly amount that was inserted in
the “Setup” tab or the default amount entered on the Officer’s individual record on the
“ESO Officers” tab...whichever is greater. Most agencies enter this amount as the regular
overtime rate.

b. The “OT Hrs” field calculates at time and one-half of the default houtrly rate to the existing
hours in the field.

c. The “OT Dbl Hrs.” field calculates double time of the default houtly rate to the existing
hours in the field.

4. save changes by clicking on the “Edit” button at the bottom right corner of the page. This will
submit the changes to the server and update the hours inside the assigned officers’ list.
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5.

Remove someone from a position by clicking on the event and then click on the position that you
want to remove someone’s name from. Change the “Officer Seq. Num.” to “0” (zero.) Then click
the “Edit” button. This will remove the name from the position.

Add additional positions to an event by selecting the event inside the events list and then click on
the “Insert Another ESO” button just above the “Edit” button at the bottom left corner of the
page. Click one time for each position that you are adding to the event.

Printing the Work Sheet, Invoice, and After Action Report

1. Print the work sheet by clicking on an event inside the events’ list and then clicking on the “Print
Work Sheet”” button at the top right corner of the page.
2. Print the invoice by clicking on an event inside the events list and then clicking on the “Print Pay
Sheet” button at the top right corner of the page. Print Date Range
3. Print a list of events, the number of positions assigned, and which officers Date From
are assigned to the event by entering a “from” and “to” date inside the
provided fields. Then click on the “Print Date Range” button. Date To
Billing the Event Organizers
You can either email the invoice to the organizer or print and mail the invoice. [raid  [eiled
SRS . e 1 ino | EmailBil |
1. Email the invoice by sclecting the event inside the events’ list and clicking
on the “Email Bill” button. This will place a date inside one of the Notices Sent
“Notices Sent” fields and check-mark the “Billed” box. Each time another 1st
invoice is emailed it will add another date to one of the “Notices Sent” gpq
fields. 3rd
2. Mail the invoice by clicking on an event inside the events’ list and then clicking on the “Print Pay

Sheet” button at the top right corner of the page. Then check-mark the “Billed” box and enter a
date inside one of the “Notices Sent” fields.
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ESO Officers / Personnel

The “ESO Officers” tab is where all employees who may be using the system are given some form of access.

ESO Officers

Schedule Events | Curremt Events After Action Report | Setup
Sequence# 5
s Officers Names
a
GERMANM DECIERDO, NESTOR » Clear Fields
First ‘WaYRE DEMUTH, NICK
Call Sign FAUGHT, STEFANI
Home Phone 3436475 GALVAN, JACKIE
cermaNN wWaNE
Work Phone 3462534 GIBSON, WILLIAM _
Cell Phone 5479787 GOLF, CARTS kI Insert New
) GOLF, CARTS —_—
Email ! f i
BGERMANN@MYDOMAIN.COM GOODPASTURE, DAVID 7 Edit
Start Date Aug 17 89 [JDriving Test GOODPASTURE, JOY
GOODPASTURE, RYAN —
WiEZ3458 [raining GORMAN, THOMAS W Delete
988 Number 955251245 []Can Administrate Fles GUERRERO, SARAH
Rank LT i HEHIDCIN, AL Print ES0's wigsg"
B0 Longer Working HENDERSON, EDAN
Rate of Pay 35.00 s = JOHNSON, LLOYD
o (Example, Ofc.=$20, Sgt = $25) st ol o [PrintESO's WiEmall's
Access Level 1 Level 1=Admin, 2=Adm CSO0, 3=0IC ’
Comments About Officer Print ESO's Tot. Hours

Special Fields

There are a few fields that determine a level of access for an employee.

® Can Administrate Files - This check box allows an employee to enter the OIC Pages which is the
administrative side of the software.

® Password Field - This field contains the password. Whenever someone forgets their password, you
can change it to their ID number and the system will make them change their password when they
log on.

® Rate of Pay - You do not have to enter anything for this field unless the employee makes a different
rate then the Agency’s pre-defined default rate.

® Access Level - This determines what an employee can do when they are logged into the system.

O

Level 1 — This is the Administrators level. This level allows full access to the system with no
limitations.

Level 2 — This is a semi-administrators level. This level allows full access to make any
changes, but does not allow the use of any billing features.
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o Level 3 — This is the Officer In Charge (OIC) level. This level is for employees who
supervised the scene of the event. It gives them the ability to enter the OIC Pages but only
the After Action Report tab.

Print ESO’s w/988’s - This button will create a report listing all employees and their ID numbers.

Print ESO’s w/emails - This button will create a report listing all employees and their email
addresses.

Print ESO’s Total Hrs - This button will print a report containing each employees total hours
worked for all events.

No Longer Working - When an employee is no longer working for the agency, you will want to
remove them from the list of current employees. Check this box and click “Edit” to save the
change. This will keep the employee’s record in the system but it will be archived so it can’t be seen.
You can use the “Find” button to see the employee’s information.

Inserting or Editing Employee Records

1.

Inserting A New Employee — Click on the “Clear Fields” button at the bottom right corner of the
“ESO Officers” tab. Enter the desired information in all the fields. Make sure you initially enter the
employee’s ID number as their password. This will cause the system to make them change their
password when they first log in. Click on the “Insert New” button to save the information into the
database. Once you have saved the employee, their name should display inside the “Officers
Names” list.

Editing An Employee Record - Sclect the employee inside the Officer’s Name list. This will
populate the information into the fields. Make the desired changes and then click on the “Edit”
button.

Finding Events - Click on the “Clear Fields” button and enter the employees first name, last name,
call sign, or ID number. Then click on the “Find” button. If there is a match, the record will show
up inside the fields.

Deleting an Employee

We do not recommend deleting an employee record because the record may be linked to other records in
the database. Instead, check the “No Longer Working” check box and then click the “Edit” button to save
the record. This will take the employee out of the “Officer’s Names” list. You can always do a find on the
name if you want to see the employee’s information. When an employee is deleted from the system, we can
recover the employee’s information if needed.

10
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After Action Tab

This tab is used to record the After Action report for each event.

After Action Report

Schedule Events | Current Events | ESO Officers Setup

& Backta Schedule
Current Events
PR R AFTER ACTION

Date Event J
Jun 16 11 TULEBURG V'S KINGS
Jul 4 11 JULY 4TH FIREWORKS

Adding the After Action Report

After selecting the “After Action Report” tab, select the “Current Events” or the “Past Events” tab to see
the listed events. Then click on the event you wish to add the After Action Report. Click the cursor into the
“AFTER ACTION?” field and type your report. When you are finished, click on the save button to save the
report.

This may be the only tab you have access to on the Administrative or OIC page. If so, you can click the
“Back to Schedule” button to return to the scheduling page.

Agency Setup Tab
The “Setup” tab is where the department’s setup information is located. It is also where you enter
organizations that continuously use your services.

Special Fields

® Event # - This field holds the next number that will be assigned to an event entered into the system.
You can change the number and then click the icon to save the change.

® Default Pay Amount - This field holds the agency’s default regular pay amount. You can change the
amount and then click the icon to save the change.

® Default Billing Return Email Address - This field is used to tell the billing system what the default
return email address should be. You can change the address and then click the icon to
save the change.

11
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Setup
Schedule Events Current Bvents ESO Officers After Action Report
Ewvent/Group Organization/Department Index # Account # Activity Code
Account Manager Account Email Phone
Group Index Account Acc. Manager

Account #

462

Default Pay Amt.

15.00

Default Billing Return Email Add.
JALFRED@PACIFIC EDL

Adding Organizations to the Data Base

Some organizations have annual events. These organizations can be entered into the data base so less data
entry is required when their event returns. To add an event, simply fill out the event fields and click on the

icon to save the record.
]

To edit, first select the organization inside the list and then make the changes desired. Click on the icon to
save the changes.

To delete an organization, select the organization from the list and then click on the icon.

12



