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3.  USING THE ALL STAFF 
 PLANNER 

3.1 Introduction 

The All Staff Planner is a comprehensive but easy-to-use scheduling tool, fully 

integrated with the data you already have stored in Tracker. Use the All Staff Planner 

to schedule projects for staff and communicate the schedule to all interested parties.  

As it is designed to be operated either on a desktop PC or via an interactive 

whiteboard there are different ways to perform the same tasks, for example: 

If you are using ... Then make use of ... 

Desktop PC Right-click menu for fast access to options 

Interactive Whiteboard Mode buttons to change activity 

The All Staff Planner enables you to: 

• change the view to suit your needs, by: 

− using the View mode 

− displaying and removing grid lines 

− changing the scale of the schedule 

− zooming in and out 

− changing the schedule’s focus 

− viewing details by resource or by project 

− changing the colour view. 

• assign jobs to staff 

• edit a booking 

• remove assignments 

• link appointments 

• move and copy appointments 

• display maps 

• view project information 

• attach notes to assigned jobs 

• record time off 

• authorise time off 

• send diary emails 

• print reports 

• export data to other applications 

• change the content of the diary emails. 
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3.2 Displaying the All Staff Planner 

Access the All Staff Planner so that you can begin scheduling staff and jobs as 

follows: 

1.  Display the Resource Tracker Login screen by double-clicking on the Resource 

Tracker icon. 

 

2.  Select your name from the drop-down list on the �ame field. 

3.  If you have a password, type it in the Password field. 

4.  Select All Staff Planner and enter the date of the first day to be available on the 

calendar in the Start Date field. 

The start date specifies the starting point of the grid, specifying it reduces the 

amount of redundant data included and enhances performance. 

5.  Click on OK to display the All Staff Planner. 

 

This screen shows an example of an All Staff Planner. By default, jobs (or 

projects) are listed on the right-hand side of the screen; members of staff are 

listed on the left-hand side of the screen. 



 

Resource Tracker User Guide Using the All Staff Planner 

Version 2.5a  Page 3-3 

The default view of the central grid displays 13 days from today’s date, 

including weekends, for each member of staff listed. The dates are listed across 

the top of the grid. The grid is flexible and you can change the view as required. 

The cells of the grid are colour coded as follows: 

Colour Meaning 

 
Open – there are no bookings on this day which 
is a Saturday or Sunday  

 Open – there are no bookings on this day which 
is a weekday 

Coloured bars may be displayed in the grid to indicate booked time. The colours 

used are customisable; they can be set for any project – including an unlimited 

number of non-productive projects, such as sick, holiday, etc.  

� You create non-productive projects in the same way as normal projects in Tracker but 

with a job type of ‘�on-productive time’ and with a project number starting with ‘U’. 

Put the type of non-productive time (for example, meetings, sick, training etc) in the 

Site �ame field. 

There are a number of buttons on the toolbar at the top of the screen which allow 

you to perform tasks on the All Staff Planner. You can also use the menu options 

across the top of the screen, dragging and dropping and a right-click menu. 

6.  Hover the cursor over a bar indicating a scheduled task to display a tooltip of 

summary project, site/job information. 

7.  Click on a bar indicating a scheduled task to display the appropriate job 

information in the bottom right of the screen, on the Job Info tab. 

This includes details such as the Project manager’s name, Team Leader’s name 

and project type. 

8.  Click on the Resources tab to display a summary of how the resources are 

scheduled on this project. 

9.  When you have finished working with the All Staff Planner, return to the 

Resource Tracker Login screen by clicking on the  in the top right-hand corner 

of the All Staff Planner. 
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3.3 Changing the view 

You can change the view on Resource Tracker to: 

• use the View mode 

• display and remove grid lines 

• change the scale of the schedule 

• zoom in and out 

• change the schedule’s focus 

• view details by resource or by project 

• change the colour view. 

3.3.1 Using View mode 

You use View mode in Resource Tracker to move around the scheduling tool without 

changing any of the bookings or settings. View mode is the default mode when you 

start Resource Tracker. Whenever you finish adding, editing or deleting assignments, 

it is a good idea to return to View mode so that you do not accidentally make further 

changes. 

To change to View mode: 

1.  Click on the View button on the toolbar: 

 

‘VIEW MODE’ is displayed on the status bar at the bottom of the screen. You 

can now move around Resource Tracker without making any changes. 

� You can right click on a task to display a menu and then use these menu options to 

perform some tasks without having to change out of View mode. 

3.3.2 Displaying and removing grid lines 

If you prefer to use Resource Tracker without the grid lines you can easily switch 

them off. 

To switch grid lines off and on: 

1.  Click on the Show Grid Lines button to remove the grid lines: 

 

2.  Click on the Show Grid Lines button again to re-display the grid lines. 



 

Resource Tracker User Guide Using the All Staff Planner 

Version 2.5a  Page 3-5 

3.3.3 Changing the scale 

Resource Tracker enables you to view the schedule at different levels of detail: 

• hours 

• days 

• weeks 

• months 

• quarters 

• years. 

The default view shows individual days. 

To change the scale: 

1.  Click on the arrow to the right of the Show in button: 

 

A list of options is displayed, including hours, days, weeks, months, quarters and 

years. 

2.  Click on the option, for example Hours, to which you want to change the display. 

The following example screen shows a schedule in hours. 

 

And the next screen shows the weekly view of the same schedule. 
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� You can also use the View, View in... menu option to select the scale of the display. 

3.3.4 Zooming in and out 

Whichever scale you are using to view scheduling information in Resource Tracker, 

you can zoom in and out to enlarge or decrease the detail on view. 

To zoom in and out: 

1.  Click repeatedly on the Zoom In button on the toolbar to enlarge the detail to the 

required degree: 

 

2.  Click repeatedly on the Zoom Out button on the toolbar to decrease the detail to 

the required degree: 
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3.3.5 Changing the focus of the schedule 

You can change the focus of the schedule to display dates in the past or future. You 

can do this by: 

• using the scroll bar at the bottom of the screen to scroll backwards or forwards 

• using the calendar to select the date that you want to display. 

To select the date: 

1.  Click on the single down arrow next to the date in the top right-hand corner to 

display a calendar. 

 

Today’s date is circled in red. 

2.  Select the date for which you want to view the schedule. 

The left and right arrows on the month title bar allow you to scroll through the 

months. Click on the required date to re-focus the display onto that date. 

You can also use the up and down arrows next to the date to move the display 

forwards and backwards a day at a time. 

� Return the focus to today’s date at any time by double clicking on the date in the top 

right-hand corner. 
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3.3.6 View details by resource or project 

You can change the grid so that details are displayed by resource or by project. The 

default view is by resource, listing the names of members of staff down the left-hand 

side of the grid. To view the resources assigned to a project, you can switch to 

projects. 

To switch between resource and project views: 

1.  Click on the Project button on the toolbar: 

 

The view changes to display the resources by project. 

 

2.  Click on the Resources button on the toolbar: 

 

The view changes back to a full list of available resources. 
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3.  Drag the right-hand side of the name column further to the right to display the 

following further details for each resource if recorded: 

• mobile phone number 

• email address 

• home postcode 

• number of miles from the job 

• skill 

• notes. 

The same Job Info and Resource information is available in the bottom right of the 

screen whichever view you are using. 

� Refer to Section 3.10, Viewing project information, for further details on displaying this 

information. 

3.3.7 Changing the colour view 

Colours can be assigned in Tracker to customise your display. You can change the 

colour view in the All Staff Planner to show colours assigned to: 

• projects – each project number can have a colour assigned to it. This colour 

view lets you easily identify where appointments for the same project have been 

scheduled 

• clients – in this colour view clients are displayed in different colours. You might 

use this colour view to highlight problem or new clients so that they can be given 

special attention 

• project types – this colour view enables you to tell at a glance where work of 

different types is scheduled. For example, as all surveying work would be 

displayed in the same colour you could easily see where all surveying work is 

scheduled. 

To change between the different colour views use the View menu, Colours option.  

To display a key showing to which projects, clients or project types the colours are 

assigned, select Colours, Key from the View menu. A colour key similar to that 

shown below is displayed. The colour key changes depending on the colour view 

currently displayed. So if you have the clients colour view displayed, the key would 

show which colours are assigned to which clients. In the following example the 

project types colour view is currently displayed. 
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In Tracker, when you assign colours, two colours can be specified to give a graduated 

fill. The graduated fill only shows clearly in Resource Tracker if the appointment is 

long enough. Short appointments may only show the first colour specified. 

� If no colour scheme has been applied, for example if surveying does not have a 

specific colour associated with it, then a default colour is displayed. In addition, 

where no colour scheme has been applied, the vertical block of the appointment is not 

filled and the appointment appears shorter than others.  

The appointment in the bottom right of this example shows a short appointment where 

a colour has not been assigned to the project type: 
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3.4 Assigning jobs to staff 

You assign jobs to staff by selecting the appropriate job and then booking days from 

the required staff. Filters are provided to make selecting the job and the staff easier if 

you are dealing with large numbers of jobs or staff. 

Any bookings that you make will appear in the member of staff’s own Individual 

Planner. In addition, whenever you make a booking Resource Tracker adds a day to 

the number of man days scheduled figure for that job. If this number goes over a 

certain limit (the total estimated number of man days), Resource Tracker marks the 

project as overscheduled. The number of man days scheduled and total estimated 

number of man days required are displayed to the right of the location in the project 

list. (If you cannot see the Scheduled and Estimated columns, use the scroll bar at the 

bottom of the project list or reduce the width of the ID and Location columns until 

they come into view.) 

You can assign jobs in three ways: 

• by dragging and dropping the job onto the required day 

• by selecting the day on which you want to make the booking 

• by selecting the person for whom you want to make the booking. 

3.4.1 Selecting the job to assign 

Resource Tracker provides you with a number of filters to help you find and select the 

job that you want to assign. If, for example, you are a project manager scheduling 

your own jobs, you might find it useful to select the filter for open projects against 

your own name so that only your projects are displayed in the project list. A regional 

manager, however, might find it more useful to filter the list according to specific 

offices. 

To choose the required job: 

1.  Review the jobs displayed in the list on the right-hand side of the screen. 

By default, all available jobs are displayed. You can filter the list to make 

selecting a job easier by using the Projects drop-down list above the project list. 
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2.  Click on the down arrow on the Projects drop-down list to display the available 

options for filtering the project list: 

• All projects 

• Open projects for specific offices 

• Open projects for specific project managers 

• Projects not scheduled for specific project managers 

• Projects not scheduled 

• Projects partly scheduled 

• Projects fully scheduled. 

 

3.  Select the required filter for the project list. 

4.  Scroll through the jobs displayed and select the job that you want to assign from 

the project list on the right-hand side of the screen. 

3.4.2 Selecting the staff 

Selecting the staff to which you want to assign a job can be made easier by: 

• showing some staff in a different font colour 

• using the staff notes facility 

• displaying staff in groups 

• sorting the staff list by distance from job. 

 Setting the staff font colour 

To help with staff selection it is possible to display the names of some members of 

staff in a different colour font in the list on the left-hand side of the screen. The font 

colour is set on the Staff screen in Tracker. Any member of staff can be displayed in 

any colour. This feature might be used to highlight certain categories of employee, 

such as trainees or external consultants. For example, if the names of trainees are set 

to display in red, then project managers might be informed that anybody whose name 

is in red must not be scheduled to work alone.  
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The following screen shows an example of a name displayed in a different font 

colour. 

 

 Using the staff notes faci l i ty 

The Staff screen in Tracker also lets you record notes relating to individual members 

of staff. These notes will appear at the bottom of the tooltip that is displayed when 

you hover over an appointment made for that member of staff, in addition to the job 

notes. You might use this feature to highlight important information about members 

of staff, such as relevant qualifications. The following screen shows an example. 

 

You can also click on the member of staff’s name in the list on the left of the screen to 

display the notes. 

 Displaying staff in groups 

To make it easier to select the member of staff for whom you are making a booking, 

you can display staff in groups on the left-hand side of the screen. If you are dealing 

with large numbers of staff, this facility enables you to reduce the staff displayed to 

those that belong to a specific group, such as Accounts or Customer Service, and 

helps you find the required member of staff more quickly. If, for example, you are 

scheduling work for a department, it is easier to filter the staff list so that only staff in 

that department are displayed on your screen. 
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The grouping itself is done on the Staff screen in Tracker, so the groups that you can 

display in Resource Tracker depend on how grouping has been organised in Tracker. 

To display the required staff group: 

1.  Review the staff displayed on the left-hand side of the screen. 

By default, all staff groups are displayed. You can filter the list to make selecting 

a member of staff easier by using the Staff drop-down list above the project list. 

 

2.  Click on the down arrow on the Staff drop-down list to display the available 

staff groups to display. 

 

3.  Select the required staff group to display. 

 Sorting the staff l ist by distance from job 

The All Staff Planner allows you to sort the staff list by their distance from the client 

site. This enables you to select the staff closest to the site and thereby reduce 

travelling times and expenses. 

To sort staff by distance from job: 

1.  Click on the required job in the project list. 

2.  Select the View, View By..., Distance menu option. 

A message asks you to confirm that you want to sort the staff list by distance 

from job. 

3.  Click on Yes. 

Resource Tracker sorts the staff list from closest to furthest from the client site. 
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An additional column is available for display next to the name of the member of 

staff showing the driving distance from the home postcode of the staff member 

to the site postcode of the job. Drag the right-hand side of the name column 

further to the right to display the miles. Note that an ‘X’ is displayed if either 

postcode is missing or invalid, or a route cannot be found. 

3.4.3 Assigning a job by dragging and dropping 

Dragging and dropping the job number onto the grid is the easiest and quickest way of 

scheduling a task if you are using a mouse to operate Resource Tracker. You can use 

this method when you are in any mode. 

To assign a job by dragging and dropping: 

1.  Select the job to assign from the list on the right-hand side of the screen. 

By default, all available jobs are displayed. You can filter the list by selecting 

one of the options from the Projects drop-down list. 

� Refer to Section 3.4.1, Selecting the job to assign, for details on filtering the list of jobs. 

 

� If a job requires a particular skill and skills are recorded in Tracker, when you select 

the job the staff with that skill are highlighted in a different colour to make their 

selection easier. 

2.  Click on the job number and hold down the mouse button. 

 

3.  Drag the job number to the grid. 

4.  Release the mouse button at the intersection of the member of staff and date 

required to assign the selected job. 

Drag this job 

number onto 

the grid to 

schedule an 

appointment 
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� Refer to Section 3.4.2, Selecting the staff, for details on filtering the list of staff to show only 

those staff in a specific group. 

A bar is displayed in the cell and the job number is displayed within it. To see 

summary details of the booking, including the job number, position the cursor 

over the bar. The details are displayed as a tooltip. 

A message is displayed, asking if you would like to email the details of the 

appointment to the member of staff. 

 

5.  Click Yes to send an automatic email informing the member of staff of the 

details with an Outlook appointment attached. 

 

The attachment to the email is an Outlook appointment which can be 

automatically put into the Outlook diary as follows: 

• Double click on the attachment to display a dialog box: 

 

• Click Open to display the appointment: 
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• Save the appointment to insert it into your Outlook diary. 

3.4.4 Assigning a job by selecting the day 

To assign a job by selecting the day: 

1.  Select the job that you want to assign from the list on the right-hand side of the 

screen. 

By default, all available jobs are displayed. You can filter the list by selecting 

one of the options from the Projects drop-down list. 

� Refer to Section 3.4.1, Selecting the job to assign, for details on filtering the list of jobs. 

 

� If a job requires a particular skill and skills are recorded in Tracker, when you select 

the job the staff with that skill are highlighted in a different colour to make their 

selection easier. 

2.  Click on the Add button on the toolbar: 

 

The default when adding bookings is to schedule a whole day. You can change 

this to schedule a half day, morning or afternoon.  

� Resource Tracker can be configured to reflect the number of hours that constitute a 

day in your business. 

3.  If required, select View, Preferences, Add Task Mode from the menu and then 

select the option required to book a whole or half day: 

• Full day 

• Half day (morning) 

• Half day (afternoon). 
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� You can refine the booking further at a later stage by using the Edit function to 

specify the start and end times and to add notes. Refer to Section 3.5, Editing a 

booking, for further details. 

4.  Double click on the grid, at the intersection of the member of staff and date 

required, to assign the selected job. 

� Refer to Section 3.4.2, Selecting the staff, for details on filtering the list of staff to show only 

those staff in a specific group. 

A coloured bar is displayed in the cell and the job number is displayed within it. 

To see summary details of the booking, including the job number, position the 

cursor over the bar. The details are displayed as a tooltip, as in the following 

example: 

 

If, by making this booking, you have overscheduled the project, then an ‘i’ 

symbol is displayed on the bar to highlight the overscheduling, for example: 

 

Note that Resource Tracker versions from v1.0.561 have an option that changes 

‘i’-marked appointments to indicate those that have been invoiced, enabling you 

to see at a glance whether appointments have been invoiced.  

� �ote that it is possible to schedule more than one project on one day. If the times 

overlap, double clicking on the bar in View mode cycles through the bookings. 

A message is displayed, asking if you would like to email the details of the 

appointment to the member of staff. 
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5.  Click Yes to send an automatic email informing the member of staff of the 

details with an Outlook appointment attached. 

 

The attachment to the email is an Outlook appointment which can be 

automatically put into the Outlook diary by double clicking on it, opening the 

appointment and saving it. 

3.4.5 Assigning a job by selecting the person 

This method of scheduling work allows you to specify a range of dates to make a 

block booking. 

To assign a job by selecting a person: 

1.  Select the job that you want to assign from the list on the right-hand side of the 

screen. 

By default, all available jobs are displayed. You can filter the list by selecting 

one of the options from the Projects drop-down list. 

� Refer to Section 3.4.1, Selecting the job to assign, for details on filtering the list of jobs. 

2.  Click on the Add button on the toolbar: 

 

3.  Double click on the name of the person for whom you want to make a booking. 

� Refer to Section 3.4.2, Selecting the staff, for details on filtering the list of staff to show only 

those staff in a specific group. 

The Add New Task Bar dialog box is displayed. 
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4.  Use the up and down arrows on the fields to adjust the start and finish time and 

date as required. 

5.  If the booking is tentative, tick the Tentative tickbox. 

6.  Select the appropriate radio buttons to indicate the period over which to make 

the booking. 

� If you select Full Days, Afternoons Only or Mornings Only, the start and finish 

times in the upper part of the dialog box are adjusted accordingly. Selecting 

Continuous draws an extended bar from the start time on the first day to the finish 

time on the last day scheduled. 

7.  Type any notes that you want to add to the booking in the �otes field. 

8.  Click on OK to make the booking. 

A coloured bar is displayed in the cell(s) and the job number is displayed within 

it. To see summary details of the booking, including the job number, position the 

cursor over the bar. The details are displayed as a tooltip, as in the following 

example: 

 

If, by making this booking, you have overscheduled the project, then an ‘i’ 

symbol is displayed on the bar to highlight the overscheduling, for example: 

 

Note that Resource Tracker versions from v1.0.561 have an option that changes 

‘i’-marked appointments to indicate those that have been invoiced, enabling you 

to see at a glance whether appointments have been invoiced.  

A message is displayed, asking if you would like to email the details of the 

appointment to the member of staff. 

 



 

Resource Tracker User Guide Using the All Staff Planner 

Version 2.5a  Page 3-21 

9.  Click Yes to send an automatic email informing the member of staff of the 

details with an Outlook appointment attached. 

 

The attachment to the email is an Outlook appointment which can be 

automatically put into the Outlook diary by double clicking on it, opening the 

appointment and saving it. 

3.5 Editing a booking 

Once you have assigned a job, you can edit the booking to: 

• specify the start and end times if they do not correspond to the standard full or 

half day 

• indicate whether the booking is tentative, that is ‘pencilled in’ 

• add any notes to attach any relevant information. You might, for example, add a 

note containing the description “Night work”. 

To edit a booking: 

1.  Click on the Edit button on the toolbar: 

 

2.  Double click on the booking that you want to edit. 

Alternatively, you do not need to change mode but can simply right click on 

the task to display a menu: 

 

Then select Edit from the menu. 

The Edit Task Bar window is displayed. 
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3.  Use the up and down arrows on the Start and Finish fields to adjust the start and 

finish time and date as required. 

� You can also use the radio buttons in the Select Task Period(s) section to indicate the 

period over which to make the booking. If you select Full Days, Afternoons Only or 

Mornings Only, the start and finish times in the upper part of the dialog box are 

adjusted accordingly. Selecting Continuous draws an extended bar from the start 

time on the first day to the finish time on the last day scheduled. 

4.  If the booking is only to be pencilled in, click on the Tentative? tickbox. Or, to 

firm up a tentative booking, click on the tickbox to remove the tick. 

5.  Type any notes relevant to the job in the �otes field. 

Items to which notes are attached are marked with a drawing pin and note. You 

can view or edit these notes. 

6.  Click on OK to confirm the changes and return to the All Staff Planner. 

The task bar in the cell changes position to reflect the edits you have made. The 

task bar’s tooltip also displays the amended times. 
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3.6 Removing an assignment 

You can quickly and easily delete bookings that you have made on the All Staff 

Planner if you wish to change the schedule. 

To remove an assigned job: 

1.  Click on the Delete button: 

 

2.  Double click on the booking that you want to delete. 

Alternatively, you do not need to change mode but can simply right click on 

the task to display a menu: 

 

Then select Delete from the menu. 

A message asks you to confirm the deletion. 

 

3.  Click on Yes. 

The booking is deleted and the number of man days scheduled is adjusted 

accordingly. 
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3.7 Linking appointments 

Resource Tracker lets you link any appointment to any other. An arrow is displayed 

on the central grid as a visual representation of the link, the ends of the arrow marking 

the appointments that are linked. Links can be in any direction, across rows and 

across columns. Linking might be used in long-running projects to highlight the flow 

of work and indicate a connection between appointments, or it might be used to 

highlight a critical path plan where certain tasks are dependent on the completion of 

other tasks. 

You can link and unlink appointments. 

To link appointments: 

1.  Select the Mode, Link menu option. 

 

The cursor changes to a chain link shape. 

2.  Click on the first appointment that you want to link, hold down the mouse button 

and drag to the second appointment.  

3.  Release the mouse button over the second appointment. 

A line is drawn between the two appointments, with an arrow head showing the 

direction of the link. 

 

4.  Repeat steps 2 and 3 to link all related appointments as necessary. 

� If you subsequently move a linked appointment, the link moves too – the appointment 

remains linked in its new position. 

To remove links between appointments: 

1.  Select the Mode, Unlink menu option. 

2.  Click on the first linked appointment that you want to unlink, hold down the 

mouse button and drag to its linked appointment. 
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3.  Release the mouse button over the linked appointment. 

The link is removed. 

� If you want to hide links, without permanently removing them, choose the Mode, No 

Link option. 

3.8 Moving and copying appointments 

Resource Tracker provides you with a variety of methods to move and copy bookings, 

including: 

• moving an appointment back one or two weeks 

• dragging and dropping an appointment 

• cutting and pasting an appointment 

• copying an appointment 

• setting up a repeating schedule for an appointment. 

3.8.1 Moving an appointment back 

Individual appointments can quickly and easily be moved back one or two weeks by 

using the right-click menu. 

To move an appointment back: 

1.  Right click on the appointment that you want to move. 

A menu is displayed: 

 

2.  Select Move Back 1 Week or Move Back 2 Weeks from the menu as appropriate. 

The scheduled appointment is moved appropriately. 
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3.8.2 Dragging and dropping an appointment 

If you have the drag and drop facility enabled, you can move appointments by 

dragging and dropping them to a new position, which can be a different day and/or a 

different user. 

� The drag and drop facility is enabled for a user by means of a tickbox on the Staff 

screen in Tracker. 

To move an appointment: 

1.  Click and hold the mouse button down on the appointment that you want to 

move. 

2.  Drag the appointment to the required new position and release the mouse button. 

As you drag the appointment the project number is displayed so that you can be 

sure that you are moving the correct booking. 

The new booking automatically snaps to the same time as the original booking. 

You can adjust the start and finish time if required. 

� Refer to Section 3.5, Editing a booking, for details on how to adjust the time of an appointment. 

3.8.3 Cutting and pasting an appointment 

Cutting and pasting provides a quick way of moving an appointment. The Cut and 

Paste options are available from the right-click menu. 

To move an appointment: 

1.  Right click on the appointment that you want to move. 

A menu is displayed: 

 

2.  Select Cut from the menu. 

The scheduled appointment is removed. 
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3.  Go to the cell on the grid to which you want to move the appointment. 

The cell can be in the same or a different row or column, and must be blank. 

4.  Right click on the cell to display a menu. 

5.  Select Paste from the menu to insert the appointment into the cell. 

3.8.4 Copying an appointment 

Copying an appointment lets you insert an appointment any number of times into 

blank cells. 

To copy an appointment: 

1.  Right click on the appointment that you want to copy. 

A menu is displayed: 

 

2.  Select Copy from the menu. 

3.  Go to the cell on the grid to which you want to copy the appointment. 

The cell can be in the same or a different row or column, and must be blank. 

4.  Right click on the cell to display a menu. 

5.  Select Paste from the menu to insert the copied appointment into the cell. 

6.  Repeat the pasting process (steps 3–5) as many times as required. 
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3.8.5 Setting up a repeating schedule 

You can set a repeating schedule for an appointment so that if you know the same 

appointment is required, say, every week for the next ten weeks, you can quickly and 

easily schedule the appointments. The repeat appointments are automatically linked to 

show that they re related. 

To set up a repeating schedule: 

1.  Right click on the appointment that you want to repeat. 

A menu is displayed: 

 

2.  Select Repeat... from the menu. 

A dialog box is displayed. 

 

3.  Specify the frequency of the schedule by selecting: 

• how often the appointment should be made (every so many days, weeks, 

months or years) 

• how many more occurrences of the appointment there should be. 

Note that in the schedule: 

• Days – refers only to weekdays 

• Weeks – refers to the same day each week 

• Months – refers to the same date each month, if this falls at the weekend 

then the next suitable weekday is used 

• Years – refers to the same day and month each year, if this falls at the 

weekend then the next suitable weekday is used. 

4.  Select the Email Appointment Details without Prompting tickbox if you want 

to send emails of the appointments automatically without having to confirm each 

one. 



 

Resource Tracker User Guide Using the All Staff Planner 

Version 2.5a  Page 3-29 

For example, if you are setting a schedule that repeats each week for a year, you 

would probably prefer to select the tickbox rather than confirm each of the 52 

emails separately. 

5.  Click OK to make the repeat appointments. 

Resource Tracker makes the repeat appointments and automatically links them 

so that you can see at a glance that the appointments are related. 

� Refer to Section 3.7, Linking appointments, for details on linking and unlinking related 

appointments. 

 

� �ote that if you subsequently move one of these repeat appointments, the 

appointments that follow are not rescheduled but remain in their original time slots. 

Any adjustments have to be made manually. Therefore it is best not to schedule 

appointments too far into the future. 

3.9 Displaying maps 

Resource Tracker provides you with access to maps live over the Internet which 

enables you easily to locate a client’s site. These maps can be displayed in two ways: 

• from the tooltip that appears when you hover over an appointment 

• from the menu that is displayed when you right-click on an appointment. In this 

case the map is displayed in a separate window. 

The maps not only display the destination address; you can also choose to display a 

map of the route from home (or office) to an appointment, and the route from one 

appointment to another. You can also zoom in on a map and change its centre point. 

3.9.1 Displaying maps from the tooltip 

To display a map from the tooltip that appears when you hover over an appointment: 

1.  Position the cursor over the bar of an appointment. 

The details are displayed as a tooltip, as in the following example: 
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2.  Hold down the Shift key so that the tooltip remains displayed and you can move 

the cursor onto it. 

3.  Click on one of the four map buttons on the right of the tooltip. 

The map button you select depends on the map that you want to display: 

•  – displays a map of the destination site 

•  – displays a route from your home postcode to the site 

•  – displays a route from your office postcode to the site 

•  – displays a route from the site address of your previous appointment to 

the current appointment. 

The following screen shows an example of a map and route displayed: 

 

4.  Zoom in and out on the map as required by using the mouse wheel. 

5.  Change the centre point of the map as required by clicking and holding down the 

left mouse button over the map and dragging the map to the desired position. 

Changing the centre point enables you to follow a route in detail while zoomed 

in. 
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3.9.2 Displaying maps from the right-click menu 

When you display a map from the right-click menu, the map is displayed in a separate 

window. 

To display a map from the right-click menu: 

1.  Right click on the appointment for which you want to see a map. 

A menu is displayed: 

 

2.  Select one of the map options from the menu: 

• Show Destination – displays a map of the destination site 

• Get Direction From Home – displays a route from your home postcode to 

the site 

• Get Direction From Office – displays a route from your office postcode to 

the site 

• Get Direction From Last Appointment – displays a route from the site 

address of your previous appointment to the current appointment. 

The following screen shows an example of a map displayed: 

 

You can print the map if required. 

3.  Close the map window and return to the All Staff Planner by clicking on the  

in the top right-hand corner of the window. 
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3.10 Viewing project information 

The project information for any job is displayed on the right-hand side of the 

Resource Tracker screen. This information includes the following: 

• summary project details 

• people scheduled on the job to date. 

To view the project information: 

1.  Click on the project for which you want to view information from the list on the 

right-hand side of the screen. 

2.  Click on the  button to the left of the project name to expand the project name 

to show the following information: 

• Project Manager 

• Team Leader 

• Project Type 

• First Scheduled Date 

• Last Scheduled Date. 

Click on the  button to return to the normal view. 

The other possible symbols next to the project name indicate the following: 

•  – overscheduled (scheduled > estimate) 

•  – resources available (scheduled< estimate) 

• no icon – fully scheduled (scheduled = estimate) 

3.  Click on the Job Info tab to display the project information and also the site 

address. 
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4.  Click on the Resources tab to display the dates and times on which each member 

of staff who is assigned to the job is scheduled to work. 

 

� Double-clicking on a project name in the job list re-positions the grid to show the first 

day of scheduled work for that project. 

3.11 Adding notes to assigned jobs 

You can record notes against scheduled items to attach any relevant information. You 

might, for example, add a note containing the description “Night work” if it is 

appropriate to the job. Items to which notes are attached are marked with a drawing 

pin and note. You can view or edit these notes. 

You add or edit notes by using the Edit Task Bar window. To add or edit a note: 

1.  Click on the Edit button on the toolbar: 

 

2.  Double click on the booking for which you want to add or edit a note. 

Alternatively, you do not need to change mode but can simply right click on 

the task to display a menu: 

 

Then select Edit from the menu. 
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The Edit Task Bar window is displayed. 

 

3.  Type any notes relevant to the job in the �otes field. 

The booking to which the note is attached is marked with a drawing pin and 

note, as in the following example: 

 

To view notes already attached: 

1.  Click on the booking. 

2.  Click on the Notes tab to display the text of the note. 
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3.12 Recording time off 

The All Staff Planner allows you to record an unlimited number of types of time off 

by defining non-productive projects. The colours used to indicate the type of time off 

are customisable; they can be set for any project – including the non-productive 

projects, such as sick, holiday, etc.  

� You create non-productive projects in the same way as normal projects in Tracker but 

with a job type of ‘�on-productive time’ and a project number starting with ‘U’. Put 

the type of non-productive time (eg meetings or training) in the Site �ame field. 

To record time off: 

1.  Select the type of time off (non-productive project) that you want to book from 

the list on the right-hand side of the screen. 

2.  Select the period that you want to authorise from the View, Preferences, Add 

Task Mode menu option. You can select one of: 

• Full day 

• Half day (morning) 

• Half day (afternoon). 

3.  Double click on the cell where you want to record time off. 

A bar of the appropriate colour is displayed to indicate the time off. 

3.13 Authorising time off 

Holiday requests booked in Individual Planner are fed through into the All Staff 

Planner for authorisation. To authorise time off: 

1.  Select the period that you want to authorise from the View, Preferences, Add 

Task Mode menu option. You can select one of: 

• Full day 

• Half day (morning) 

• Half day (afternoon). 

2.  Select Holiday as the type of time off that you are authorising from the Mode, 

Time Off Type menu option. 

� The Time Off mode is automatically switched on after selecting the type of time off. To 

turn this on manually you would select the Mode, Time Off Mode menu option. 

3.  Double click on the holiday request that you want to authorise. 

The bar colour changes to indicate authorised holiday. 
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3.14 Sending diary emails 

The All Staff Planner lets you send reminder emails to staff, listing the jobs that are 

booked for them. You can specify how many weeks’ worth of bookings you include in 

the email. 

To send diary emails: 

1.  Select the File, EMail menu option to display the Send Diary Emails dialog box. 

 

2.  Specify the number of weeks ahead to include in the emails. 

3.  Click on OK. 

The emails are automatically sent to all staff with valid email addresses set up. 

3.15 Printing reports 

The All Staff Planner allows you to print two reports: 

• schedule – which prints three weeks of the schedule, showing assignments for all 

members of staff 

• list – which prints the project list, including the number of scheduled and 

estimated days. 

To print the schedule: 

1.  Select the Print, Print Schedule menu option, or click on the Print button: 

 

The standard Print dialog box is displayed. 

2.  Click on OK to print the schedule. 

To print the project list: 

1.  Select the Print, Print List menu option. 

The standard Print dialog box is displayed. 

2.  Click on OK to print the project list. 
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3.16 Exporting data to other applications 

The cells on the All Staff Planner contain information which you can copy and export 

to another application, such as Microsoft Excel, for reporting purposes. All cells 

displayed on the screen are selected and you can specify which types of information 

you want to copy. 

To export data: 

1.  Change the view of the All Staff Planner so that only the cells for which you 

want to export data are displayed. 

� Refer to Section 3.3, Changing the view, for details on how to change the display. 

2.  Select the Edit, Copy Visible Data menu option. 

The Copy Options dialog box is displayed. 

 

3.  Select which of the types of data you want to copy from the cells by ticking the 

appropriate boxes. You can select up to four types: 

• Times 

• Contact Name 

• Site Postcode 

• Notes. 

As you select types of data, the Cell Preview box shows an example of the data 

that will be selected, as in the following example: 

 

4.  Click OK to copy the data from the displayed cells. 

5.  Open the application, such as Excel, into which you want to copy the data and 

use the Paste option to enter the data into a spreadsheet in text format. 
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3.17 Changing the content of the diary emails 

Resource Tracker gives you the option of sending diary emails whenever you make a 

booking for someone. The format of these emails is defined in a template which you 

can amend if necessary. 

There is also an attachment with the diary emails which is the Outlook appointment. 

This is also defined by a template to which you can make amendments if required. 

3.17.1 Amending the diary email 

The template that defines the format of the diary email is located in your Resource 

Tracker folder. It can have two formats, the file names for which are: 

• AppointmentEmail.txt 

• AppointmentEmail.htm 

If the .htm file exists, then this is the file that is used. If the .htm file does not exist, 

then the .txt file is the template that Resource Tracker uses for the diary email. You 

can edit either of these files (using a suitable editing tool). 

� Contact Start Software if you need help with amending the format or content of the 

diary emails. 

The following screen shows an example of the diary email file. 
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A number of field codes are available for you to define the content of the diary email. 

These codes have angled brackets surrounding them. 

� Refer to Appendix A for the full list of field codes available for use in the diary email 

templates. 

3.17.2 Amending the diary appointment attachment 

The template that defines the format of the attachment to the diary email is located in 

your Resource Tracker folder and is called: 

AppointmentEmailVCS.txt 

You can amend this template by using a suitable editing tool (such as Notepad) to 

change the text of the Outlook diary attachment. This is the text that is displayed in 

the large notes section at the bottom of the appointment (outlined in red below): 

 

A number of field codes are available for you to define the content of the diary 

appointment attachment.  

� Refer to Appendix A for the full list of field codes available for use in the diary attachment 

template. 



 

Using the All Staff Planner Resource Tracker User Guide 

Page 3-40  Version 2.5a 

For example, if you would like the notes from the Tracker project to be displayed in 

the Outlook appointment: 

1.  Locate AppointmentEmailVCS.txt in your Resource Tracker folder. 

2.  Open AppointmentEmailVCS.txt in Notepad or another suitable editing tool. 

3.  Insert the required text and field code, for example : 

“The following are the project notes: <Project Notes>” 

4.  Save the changes. 

 

 


