TASK SCHEDULES: User Manual

SHUTTLE ENTERPRISE SERVER

Introduction

Task Desk introduces an orderly, controlled way of working. SHUTTLE will allow
you to work with or without the Task Desk, but there are many benefits to the
use of the Task Desk, including -

Knowing exactly what still needs to be done, and by whom

Knowing exactly what has been done, when and by whom

No chance of overlooking or forgetting Tasks to accomplish

Automated Task Flow Control, e.g. Document or Procedural Controls,
Month End Routines, etc.

This Manual is # 3 in the Task Desk series, and covers the subject of Task
Schedules. The Manual should be read together with the other Manuals in the
Series, and certainly must be preceded by Manuals #1 & #2.

Purpose of the Manual

The purpose of this User Manual is to introduce you to the use of TASK
SCHEDULES.

The Task Desk Manual is presented in 4 parts.
a) Use of the Task Desk
b) Use of Task Profiles
c) Use of Task Schedules (current Document)
d) Use of Task Triggers

What is it? Task Schedules

When we looked at Task Profiles in Manual # 2, we proposed that the use of
Profiles is a great method whereby you do not have to specify each Field every
time you submit a Task. Task Schedules go one step further than Profiles, in that
they contain pre-defined Tasks, and by launching a Schedule, the system can
automatically submit any number of Tasks without any further intervention from
you. We could say that a Schedule represents a collection of Profiles, from which
the system will automatically submit a range of Tasks on demand.

Task Schedule LAUNCH > Task Queue
4

Task # 1

Task # 2

Task # 3

Let us have a look at what happens when you open the ‘Task Schedules’ function
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A Schedule must include some Tasks, and a Task is always The LAUNCH function
related to a Task Function will submit Tasks from
the current Schedule, to

the Task Queue ¢

R Load New Edit Remove List LAUNCH Tasks fram Schedule
Schedules
Task New Edit Remove List
Functions
Tasks
Task Order New Edit Import Remove List Exit

This area will list the Tasks on the
Schedule when it is loaded

-
o
Schedule | ' | Type ’

Nexl PreI

When you open ‘Task Schedules’, / We discern 2 types of !
there is no Schedule loaded yet Schedules, e.g. Private and
System

It is necessary to understand why we have System and Private Schedules. You
will always launch Tasks from a Private Schedule, but the System Schedules are
Schedule Templates with which you can more easily create your Private
Schedules.

Private Schedule

System Schedule

The system makes you a
Copy of your own ...

Here’s an example. Your Accounting system includes a number of Schedules, one
of which includes all the Month End related Tasks. As Financial Controller, you
simply retrieve this ‘Month End Task Schedule’, the system makes you a copy,
and it becomes one of your Private Schedules. When Month End comes round,
you just load the Schedule, click LAUNCH, and all the Tasks are submitted
automatically to the right people. Then, you just use CHECK PROGRESS (see
Manual # 1) to oversee the process.

If you're a SUPERVISOR or EXECUTIVE Task User, you may also create new
System Schedules that others may use to create standard Schedules with
common or regular Tasks that fit their requirements. And, whatever your Task
User status, you can build Private Schedules by defining each Task in turn, and
after that never have to define those tasks again, you simply LAUNCH the
appropriate Schedule.

Looking at the ‘Task Schedule’ function shown above, we discern 3 main rows of
functions. The 1%t is for Schedules, the 2™ for Task Functions, the 3™ for Tasks.
We will discuss each of these in turn. At this time, we should just note that the
Task Functions are present for convenience, and that the Task Functions are not
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‘tied’ to a specific Schedule, but can be used across many Schedules. The Tasks,
on the other hand, always relate to the currently loaded Schedule. But why do we
use Task Functions? Imagine having more than a thousand Tasks, on a variety of
Schedules, in your system. Now imagine that a Staff Member resigns, or is
promoted and will no longer perform the Tasks he / she used to? We might have
to change the ‘Responsibility to Complete’ on many Tasks, not so? And that would
be an arduous and unnecessary exercise, because with Task Functions, we simply
list the responsible UserCodes on the Functions, and when somebody moves,
leaves, whatever, we simply update a few Task Functions with new UserCodes.

In the TASK SCHEDULES row, we find the following options:

Load
Loads an existing Schedule into the workspace

| SINGLE SELECT: Select a Schedule to Load

select 1

Annual Budget Preparations
Daily
Weekly

Lo

elect ALL OK Cancel

Select a Schedule to Load, and the system loads it into workspace -

TASK SCHEDULE PROCESSING ()

Fank Load New Edit Remove List LAUNCH Tasks from Schedule
Schedules
TaSk New Edit Remove List
Functions
s Tagk Order New Edit Irnport Remove List Exit

ion

Taak Deacript: Project User Function

This appears to be a new Schedule, since it
has no Tasks defined yet. Note the name of
the Schedule that is currently loaded, and
the type ...

Y

Schedule |[Annual Budget Preparations | Type |ERI’-E.TE
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'SCHEDULE PROCESSING ()

Task Load ” New || Edit ” Remove | List | | LAUNCH Tasks from Schedule
Schedules
TaSk New || Edit ” Remove | List |
Functions
Tasks [ [ [ i
Task Order | New Edit Import Remove | List Exit

User Function
{ Schedules (Tasks) Myself
Deternine Impact on Other Schedules (Tasks) Developer & 1
g} Create Screen ) Schedules (Tasks) Myaelf
Test and Debug Schedules (Tasks) Myself
Bl Ensure adeguate On-Line H Schedules (Tasks) Myaelf
Approval for Inclusion Schedules (Tasks) Myaelf
il Include in Production Rel Schedules (Tasks) My=zelf
l: Include in User Manual Schedules (Tasks) Myself
Proof Read User Manual Schedules (Tasks) Myaelf

Schedule |Rdd New Screen to Application | Type |SYSIEM |

This one is a System Schedule, and may be used to create a
Private Schedule with the same Tasks, which may then be Edited,
some Tasks Removed, others Appended.

New
Defines a new Schedule

MY TASK SCHEDULES ()

My Task Schedules

Name |A1:|J1ual Budget Preparations |

Owener |J|:—1!L:1:1 Bezik |

Quit Update

Jo-Ann is the Co-ordinator for the Annual Budget exercise, and defines a new
Schedule for the Tasks that she should submit for herself every year when it is
time for the Annual Budget exercise.

Edit
Allows you to change the Description (Title) of a Selected Schedule
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| SINGLE SELECT: Select a Schedule to Edit

select 1

Annual Budget Preparations
Daily
Weekly

SEIEdALLI 0K I Cancel I

Select the Schedule to Edit, and change the Title (that is the only Editing done
with this Option).

Remove
Allows you to get rid of the currently loaded Schedule ...

“ Remove Schedule for Sure?

i \\QQ.
: &; Hint: Tazks already submitted from thiz Schedule are not affected by removal
i

.| of the Schedule.

Remove Quit

List
Lists the System Schedules and the Tasks they comprise (Report)

In the TASK FUNCTIONS row, we find the following options:

New
Defines a new Task Function
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TASK FUNCTIONS ()

Function Name ‘

User Responsibls |5YStEfﬂ Manager ‘

Uzage Repurtl Exit | Update |

A Task Function has a Title (Function Name), which could be many different
things, and different from one Office to the next, for example : Budget Co-
ordinator, Accounts Clerk # 1, Accounts Clerk # 2, Financial Controller, Asset
Manager, etc.

A Task Function is always associated with a User who is responsible for that
Function, so that whenever a Schedule includes a Task for this Function, it will be
submitted for the User specified here. This is a sensible way of organizing
Functions, and a single User can be responsible for many different Functions,
dependent on his / her Job Description. Now, if 1 of those Functions are moved to
somebody else, it is a simple matter to edit the Task Function and specify a
different User. Automatically all new Tasks for this Function will be directed to the
newly appointed User.

The example above is shown because it is different from all other Task Functions.
‘Myself’ is always interpreted by the system as ‘Current User’. Therefore, if you
launch any Tasks from a Schedule, and the Task Function = ‘Myself’, then the
Task is submitted to your own Queue. This particular Task Function is
automatically present in your system and should never be Edited.

Edit

Re-defines an existing Task Function

| SINGLE SELECT: Select Function Name to Edit

select 1 ...

Job Descr Meetings Co-Ordinator
i Management Report Distribution
Myself

Lo
1]

lect ALL 0K Cancel

Select the Task Function to Edit -
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Sl danagement Report Distribution

User Responsible [Data Manager |

| Usage Report

Exit I Update

You may change the Function Name, or the User Responsible. Note also the

‘Usage Report’, which will list all Schedules in the system that include this
Function.

Remove
Removes a Task Function from the system

| SINGLE SELECT: Select Function Name to Remove

select 1 ...

Developer # 1

Developer # 2

Myself

Proof-Read User Hanuals
User Manual Creation

Select ALL oK Cancel

Select the Task Function to remove ...

: Function still present on Task Schedules

..~ Thiz Function iz =till prezent on zome Task Schedules, and cannot be
| removed until it iz absent from all existing Task Schedules.

‘gﬁ’ The =ystem can produce a Report that will list all cccurrences of this
il Function on Task Schedules.

Report Quuit

If the Task Function is in use on any Schedule, it cannot be removed. In such a
case, you can check the REPORT option to determine on whose Schedule(s) this
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Function is present, and where it should be removed or replaced before the Task
Function itself can be removed.

If the Task Function is not in use at all, it will be removed and you will get the
following message -

CyberShuttle Client [E3

Removed Successfully

List
Lists the existing Task Functions (Report)

In the TASK row, we find the following options:

Task Order
Re-arranges the order of Tasks on the currently loaded Schedule
(You select a Task to be moved to the bottom, and repeat this option until
you have ordered the Tasks according to your liking.)

New
Defines a new Task on the currently loaded Schedule

*Description (52t Parameters for new Budget

Priority 3 - high
Task Project [3ch Schedules (Tasks)
Functional Responsibilty |Mv3slZ

Submitted By |Jo Jo-Rnn Bezik

ﬂ 0.5

Hours To Complete

Select Menu Date Submitted |02/10/2003
Link

4|'" ] Complste By Date PLUS o

=]

Notes

Task Flag

Time Class

J Azsizt Me Quit Update
-

T =

This definition is not too different from a normal Task Submission. You use
ASSIST ME to change any of the Values, including the Functional Responsibility.
Note that ‘Date Submitted’ refers to the date the Task is submitted to the
Schedule, and whenever Tasks are ‘launched’ from the Schedule, the current
Date will be used. ‘Complete by Date PLUS' is specified as humber of days
allowed for completion, based on Date Submitted (launched). In this example,
where ‘0’ is stated, it means the Task should be completed on the same day that
it is submitted. ‘Task Flag’ and ‘Time Class’ are optional Fields.
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Edit
Re-defines a Task already on this Schedule
Import
Imports Tasks from a selected Schedule onto the current Schedule
(You select from available Schedules, and the system IMPORTS all
Tasks on the selected Schedule to your current Schedule. You may
then remove any unwanted Tasks from the Imported List.)
Remove
Offers Tasks on the current Schedule, you select which Task to remove
List
Lists your Private Schedules and the Tasks they comprise

Once you have a Private Schedule with 1 or more Tasks, you can use the LAUNCH
Function to submit these Tasks to the Queue, on demand, again and again.

TASK SCHEDULE PROCESSING ()

Task
Schedules

Load | New | Edit | Remove | List | LAUNCH Tasks from Schedule

TaSk New | Edit | Remove |
Functions

List |
New | Edit | Impert | Remowve | List | Exit |

Tasks Task Order

User Function

et Parazmeters for new Bu Schedules (Tasks) Myself
Pl Produce User Access Repor Schedules (Tasks) Myself
El Verify Budget RAccess Schedules (Tasks) Myself
[} Verify Process Availabili Schedules (Tasks) Myself
Bl Compile User Instructions Schedules (Tasks) Myself
[ E-Mail to inform Users Schedules (Tasks) Myself
| |

x| pre |
Schedule [Rnnual Budget Preparations | Type |E‘RI’-E‘IE

Note that there is no need to SAVE a Schedule. The system saves the latest
version automatically whenever a change is made to the Schedule.

When LAUNCH is used, the following happens -
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LAUNCH TASKS FROM SCHEDULE ()

Launch Tasks from Schedule

Schedule [Annual Budget Preparaticons |

Further Instructions

-

H

Produce User Access Report

1

2

Bl Verify Budget Access
[y Verify Process Rvailability
0

Compile User Instructions

=

H E

Re-Select Tasks to Submit | Submit AUTOmatically |

Abandon | Submit each Task with EDIT opt |

The system indicates which Tasks will be launched. You may Re-Select the List,
i.e. to launch only some rather than all of the Tasks.

Then, the idea is to use ‘Submit Automatically’, which will accomplish submission
of the Tasks without any further steps, BUT, if necessary, you may choose
‘Submit each Task with EDIT option’, in which case the system will open a normal
Task Submission Screen for each Task, allow you to edit any Values, then submit
the Task, one by one.

© Infolab, 2003.

This Documentation is copyrighted by Infolab (Pty) Ltd. [ www.infolab.cc ] All rights are reserved.
Licensed Shuttlerw Users are granted permission, for internal use ONLY, to reproduce the
Documentation, and to include amendments dealing with specific instructions local to your installation.
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