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About Scheduler  
PrintSmith Vision Scheduler automatically schedules your jobs based on the availability of resources and slots in 
the schedule. Using a graphical interface that includes a Gantt chart and PERT diagram, you can view and 
adjust the schedule as necessary.  

Notes Scheduler is an optional module requiring separate licensing. If you plan to take advantage of backward 
scheduling (see page 92), an additional Scheduler Plus license is required. 

 Scheduler is integrated with PrintSmith Vision Tracker, but you can use Scheduler without owning 
Tracker.  

Scheduler can used by almost every member of your organization. Access groups control which Scheduler 
features are available to the members of a particular group: 

• Your scheduler and your production planners can optimize task execution and device usage. 

• Managers can get an overview of the workflow throughout the shop for different time periods. 

• Production staff—including machine operators, prepress, graphic artists, shipping and receiving, and so 
on—can see what is on the schedule for them and start tasks accordingly.  

• Customer service representatives can use the schedule to offer feedback to customers about the status 
of their jobs. 

Note Tracker users can open the Tracker Console from Scheduler and take advantage of both Scheduler and 
Tracker at the same time. 

Several terms are important to understand when using Scheduler and this guide: 

• Cost centers are the resources that are scheduled to produce jobs. Cost centers can represent devices 
or activities, for example, a press or copy machine, design, typesetting, folding, or cutting. You create 
cost centers in PrintSmith Vision. 

• Departments are groups of cost centers. They are created in PrintSmith Vision and can be used in 
custom reports. (They are not used by Scheduler) 

• Tasks are the individual parts of a job that are scheduled, for example, copying and stapling might be 
the tasks in a simple black-and-white copying job. A more complex job might include tasks for design, 
plates, printing, folding, and binding. 

• Shift patterns are the times during a week when a cost center is open. You can create several shift 
patterns for different situations. The same shift pattern can be associated with one or more cost centers.   

• Shuts are times when cost centers are unavailable. You create shuts for holidays, equipment 
maintenance and malfunction, and so on. 

About this Guide 
This guide describes how to set up and use Scheduler. The guide assumes that PrintSmith Vision is already 
installed and set up, and that you are familiar with its features.  

Note You can customize the labels and text displayed in Scheduler (see page 38). This guide, however, 
refers to the standard labels in Scheduler in both text and graphics.  

If You Are Upgrading from PrintSmith Classic 8.1 
Note If PrintSmith Vision is EFI-hosted, EFI takes care of the upgrade process for you, but you must still 

understand what is imported and what kind of setup is required after the upgrade.  

If you are upgrading from PrintSmith Classic 8.1 to PrintSmith Vision, follow the instructions in “Upgrading from 
PrintSmith 8.1” on page 47. You need to understand: 

• How to time the upgrade 

• What is imported from PrintSmith 8.1 

• What kind of setup Scheduler requires after you upgrade 
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Additional Sources 
For information about See 

Installing PrintSmith Vision and upgrading from PrintSmith 8.1 PrintSmith Vision - Installation and Upgrade Guide 
Using PrintSmith Vision when it is EFI-hosted PrintSmith Vision - EFI-Hosted Guide 
Setting up and using PrintSmith Vision PrintSmith Vision - Setup and User Guide  
Using Tracker PrintSmith Vision - Tracker User Guide 
Fiery® integration PrintSmith Vision - Fiery Integration Guide 
Integrated credit card processing in PrintSmith Vision PrintSmith Vision - Secure Credit Card Processing  
Using Digital StoreFront with PrintSmith Vision PrintSmith Vision - Digital StoreFront Integration 

Guide 
Using SugarCRM with PrintSmith Vision PrintSmith Vision – SugarCRM Integration Guide 

Contact Information 
EFI Support 

Web Site: https://customer.efi.com/support 

US Phone: 1.855.EFI.4HLP 
480.538.5800 

UK Phone: +44 (0) 800.783.2737 

EU Phone: +49 (0) 2102.745.4500     

E-Mail: printsmith.support@efi.com 
 
Regular US Service Desk hours are 7 A.M. to 5 P.M. Mountain Standard Time, Monday – Friday 

Regular UK Service Desk hours are 8 A.M. to 5 P.M. Greenwich Mean Time, Monday – Friday 

Regular EU Service Desk hours are 9 A.M to 6 P.M. Central European Time, Monday – Friday   

Note For problems involving infrastructure (i.e., computers, networks, operating systems, backup software, 
printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of 
issues. 

EFI Professional Services 

US Phone: 651.365.5321 
US Fax: 651.365.5334 

US E-Mail: ProfessionalServicesOperations@efi.com 
Outside US E-Mail: EMEAProfessionalServicesOperations@efi.com 

 

EFI Professional Services can help you perform EFI software installations, upgrades, and updates. This group 
can also help you implement, customize, and optimize your EFI software, plus offers a range of training options. 

 

  

https://customer.efi.com/support
mailto:printsmith.support@efi.com
mailto:ProfessionalServicesOperations@efi.com
mailto:EMEAProfessionalServicesOperations@efi.com
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Licensing 
In order to use Scheduler, you must have an activated license for it. If you plan to take advantage of backward 
scheduling (see page 92), you must have an additional Scheduler Plus license. 

If you were previously using PrintSmith Vision, and now want to use Scheduler, contact 
PrintSmith.Sales@efi.com and purchase a license for Scheduler. Similarly, if you were previously using 
Scheduler and now want to use Scheduler Plus (introduced in PrintSmith Vision 3.5), you must purchase a 
license for it. 

If EFI is hosting PrintSmith Vision for you, your license will be updated for you. 

If you are hosting PrintSmith Vision, you will need to update your license in PrintSmith Vision before you can use 
Scheduler: 

1. After you receive a confirmation e-mail from PrintSmith Sales, log into PrintSmith Vision. 

2. Select Help > About PrintSmith. 

3. Click Update License. 

4. Click Update to activate the additional features you purchased. 

5. Log out of PrintSmith Vision and log in again to see the newly activated features – in particular, 
Schedule Board Manager. 

About Schedule Board Manager 
Schedule Board Manager provides access to all the features of PrintSmith Vision Scheduler.   

• To open Schedule Board Manager, click Schedule Board Manager in the QuickAccess panel (or select  
Admin > Schedule Board Manager). 

 
Schedule Board Manager includes the following features: 

• Show Schedule Board: For opening Scheduler and viewing and adjusting the schedule, configuring 
the system, and so on. 

• Job List (New Tasks): For seeing a list of all the jobs that are ready to be scheduled in PrintSmith 
Vision, for releasing a job to the schedule, and for rescheduling tasks.  

• Edit Cost Centers: For setting up and managing your cost centers (the resources that are scheduled). 

• Edit Departments: For setting up your departments (groups of related cost centers).  

  

mailto:PrintSmith.Sales@efi.com
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Overview of Setup 
Important The instructions in this chapter apply to those setting up Scheduler for the first time. If you are 

upgrading from PrintSmith 8.1 and were using Scheduler, see the instructions in “Upgrading from 
PrintSmith 8.1” on page 47. 

Before you can start using Scheduler, you must complete some initial setup tasks. Some tasks are performed in 
PrintSmith Vision and some in Scheduler:  

• Create departments in PrintSmith Vision.  

• Create cost centers in PrintSmith Vision.  

• Assign cost centers to PrintSmith Vision pricing definitions.  

• Set up Scheduler permissions for user groups. 

• Define shift patterns. 

• Configure Scheduler. 

• Define shuts for holidays. 

• Complete cost center configuration in Scheduler. 

Note If you have a license for Scheduler Plus (backward scheduling), the setup task are identical, with the 
addition of one task. For information on configuring and using backward scheduling, see page 92. 

Task 1: Create Departments in PrintSmith Vision 
Cost centers are the resources that are scheduled and departments are groups of related cost centers. For 
example, you may have cost centers for design, typesetting, and plates. These could be grouped together in a 
department called Prepress. It is up to you to define the department names and the cost centers they include. 

Note Scheduler does not use the departments you create in PrintSmith Vision, but you can use departments 
in  custom reports. Scheduler does give you the option of grouping cost centers, however. See “Using 
and managing cost center groups” on page 74. 

To create a department 
1. Click Schedule Board Manager in the QuickAccess panel (or select  Admin > Schedule Board 

Manager). The Schedule Board Manager window opens. 

2. Click Edit Departments.  
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3. In the Departments window, click New. 

4. In the Title field, enter a name for the department, for example, Press or Bindery.  

5. Click Save. 

 
5. Repeat steps 3 to 5 for all the departments you want to create. You will assign cost centers to the 

departments when you create the cost centers (see below). 

 
Tip To remove a department, select it in the list, click Delete, and confirm the deletion. 

Task 2: Create Cost Centers in PrintSmith Vision 

About cost centers 
A cost center is the resource that is scheduled. Cost centers include the devices and activities that are required 
for the production of a job, for example, a press or copy machine, design, typesetting, or cutting.  

Scheduler has no predefined cost centers. You must create and configure your own cost centers. You may want 
to look at the resources that you use in your current scheduling process to help you decide which cost centers 
you need.  

Notes In a new installation of PrintSmith Vision, some cost center names are included as a starting point, but 
you must provide additional information about the cost centers (or delete these cost centers and create 
your own). 

 If you were using Scheduler in PrintSmith Classic, and upgraded to PrintSmith Vision, your cost center 
definitions were imported to PrintSmith Vision, but you must provide some additional details about the 
cost centers in Scheduler as described in “Task 8: Finish Configuring Cost Centers” on page 41. 

Cost centers are assigned to your PrintSmith Vision charge definitions, press definitions, and digital definitions. 
This makes it possible for the charges and devices used in a job to be scheduled. 

You can also create parallel cost centers for task distribution. A parallel cost center is a virtual cost center made 
up of “normal” cost centers that perform similar work and use similar materials. For example, the members of a 
Cutting parallel cost center could be the Cutter 1, Cutter 2, and Cutter 3 cost centers, any one of which could be 
used for a job depending on availability.  

Important Cost centers are always created in PrintSmith Vision. Information about them is automatically 
transmitted to Scheduler where you then provide further details about the cost centers. 
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Create cost centers  
1. In PrintSmith Vision, click Schedule Board Manager in the QuickAccess panel (or select  Admin > 

Schedule Board Manager). The Schedule Board Manager window opens. 

2. Click Edit Cost Centers. 

 
3. In the window that opens, do one of the following: 

• To create a new cost center, click New. 

• To edit or delete a cost center, double-click it (or select it in the list and click Select). 

 
Important If you are new to PrintSmith Vision and Scheduler, you must select each cost center in 

turn and either complete its settings or delete the cost center. 
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4. In the Cost Center window, create or edit a cost center:  

a. In the Title field, enter a name (up to 48 characters) for the cost center, for example, VUTEk, 
Canon, or Proofing. 

b. If you are defining a parallel cost center, select the Parallel Cost Center check box. For 
information about parallel cost centers, see page 17. 

c. The Device ID field is not used in the system, but if you want to use it for custom reporting, enter 
some text of your choice. For example, if different cost centers use the same device (perhaps a 
cutter for both prepress and post-press), you could enter the same information in the Device ID 
field for both cost centers to tie them together in a custom report.  

d. In the Minimum Minutes per Job field, enter the least amount of time (in minutes) to assign to a 
job on this cost center when new tasks are created. 

e. In the Department field, select the department to which you want to assign the cost center. 

Tip If no departments are listed (or if you want to create a new department), click the button to 
the right of the Department field to add a department. 

f. In the Type field under Process Stage, select  the production phase associated with the cost 
center. This selection determines how the activity is sequenced in the schedule. This selection also 
determines which process stage (Generic, Prepress, Production, or Bindery) is automatically 
selected (but you can override this).  

Note For information about how PrintSmith assigns a weighting to each process stage, 
determining how it will be sequenced, see page 96 

g. (Optional) Under Delay Time Minutes, select one of the following and enter a number of minutes: 

• Lag Next Scheduled Task to specify the minimum amount of time you want to wait after 
starting the current task before the next task can begin, for example, 20 minutes into the 
current one.  

• Delay Next Scheduled Task to specify the minimum amount of time you want to wait after 
completing the previous task before beginning the next task. Nothing can then be scheduled 
during that time. 

 
  

Click to 
create new 
department. 
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5. If you use Tracker: 

a. Click the Tracker tab. 

b. In the Location X-ref field, select the location (process) related to the cost center. Locations are 
defined in the Production Locations table and used in Tracker. Your selection here links a location 
to a cost center.  

Note This location is used to automatically update the active document location in Tracker when 
an activity is started in the Tracker Console, and the press definition, digital definition, or 
charge definition associated with the activity does not have a location assigned. 

c. Select the Mark INV ready for Pickup check box if this cost center is the last step in the 
production process (typically shipping), and the invoice should be marked ready for pickup.  

d. Select the Treat as Non-Production step, no cost check box if the customer should not be 
charged for the activity in the cost center.  

 
6. Click Save on the toolbar. 

Tip Click New to create another cost center, click Get to open an existing cost center so you can edit it, or 
click Delete to delete the currently displayed cost center.  

Create parallel cost centers 
You can create parallel cost centers for load balancing if you have more than one piece of equipment that can 
perform the same tasks. A parallel cost center is associated with two or more normal cost centers. For example, 
you might have a Cutting parallel cost center that is associated with the Cutter 1 and Cutter 2 cost centers. 
Cutting tasks will then be scheduled on either Cutter 1 or Cutter 2 depending on availability.  

You create the parallel and normal cost centers in PrintSmith Vision and then associate them in Scheduler. 

1. In Schedule Board Manager, click Edit Cost Centers. 

2. Click New. 

3. In the Title field, enter a name for the parallel cost center. 

4. Select the Parallel Cost Center check box. 
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5. Complete the remaining fields as usual, except for Minimum minutes per job and Delay Time 
Minutes since those settings will be controlled by the normal cost centers associated with the parallel 
cost center. 

6. Click Save. You will finish defining the parallel cost center in Scheduler, as described in “Task 8: Finish 
Configuring Cost Centers” on page 41. 

Task 3: Assign Cost Centers to PrintSmith Pricing Definitions 
After you create your cost centers, you must assign them to your press, digital, and charge definitions so that the 
devices and charges used in a job are linked to a cost center and can be included on the schedule.  

If a job includes a device or charge without a cost center assigned to it, you will be prevented from scheduling 
the job. 

Press definitions 
Each press definition must be associated with a cost center. (For details of setting up press definitions, see the 
PrintSmith Vision - Setup and User Guide.) 

1. In PrintSmith Vision, click Press Definitions in the QuickAccess panel (or select Pricing > Press 
Definitions). The Press Definitions window opens. 

2. Select a press definition in the top pane. 

3. Select a Cost Center for the press, for example, Heidelberg.  

4. Click Save on the toolbar. 

5. Repeat steps 2 through 4 for all your press definitions. 
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Digital definitions 
Each digital definition must be associated with a cost center. (For details of setting up digital definitions, see the 
PrintSmith Vision - Setup and User Guide.) 

1. In PrintSmith Vision, click Digital Definitions in the QuickAccess panel (or select Pricing > Digital 
Definitions). The Digital Definitions window opens. 

2. Select a definition in the top pane.  

3. Select a Cost Center for the digital equipment.  

4. Click Save on the toolbar. 

5. Repeat steps 2 through 4 for all your digital definitions. 
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Charge definitions 
Charges that are part of the production process (for example, design, cutting, collating, or folding) need cost 
centers associated with them so they can be scheduled. Not all charges require scheduling, however. If a charge 
is not part of the production workflow (for example, ink, postage, or boxes), you should exclude the charge from 
the workflow so that it is not scheduled.  

Important For a duration to be automatically calculated for a charge, you must provide costing information 
based on the time and materials method. For information about costing, see the PrintSmith Vision - 
Setup and User Guide. If a charge is missing this information, it will be scheduled without a 
duration.  

1. In PrintSmith Vision, click Charge Definitions in the QuickAccess panel (or select Pricing > Charge 
Definitions). The Charge Definitions window opens. 

2. Select a charge in the navigation pane on the left.  

3. If the charge is part of the production process and should be scheduled, select a Cost Center for it. 

 
If the charge is not part of the production process and should not be scheduled, do not select a Cost 
Center, but select the Excluded from workflow check box. For example, postage, delivery costs, or 
boxes would be excluded from the schedule. 
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4. Even if you do not normally use costing, make sure the charges that are part of the production process 
include some information about time so that a duration can be calculated for the schedule: 

a. Click Costing on the toolbar. 

b. In the Costing Method field, select Time and Materials. 

c. At a minimum, enter Setup (minutes) and/or Pieces/Hour. (If you already use costing, complete 
the other fields, too.) 

d. Click Save. 

 
5. Click Save on the toolbar. 

6. Repeat steps 2 through 5 for all your charge definitions. 

Task 4: Set Up Scheduler Permissions 
Access to Scheduler features is based on user groups, meaning all the users in a group have the same 
permissions. 

The groups that Scheduler uses are the access groups that are defined in PrintSmith Vision. Information about 
the access groups is automatically transmitted to Scheduler – the groups are not created in Scheduler. 

Important  When you first start to use Scheduler, members of the Owner access group in PrintSmith Vision 
have permission to use all Scheduler features, but all other access groups have no permissions at 
all. To allow members of other groups to use Scheduler, you must set up their permissions as 
described below.  

Because all members of a group have the same permissions, you may want to adjust your access groups in 
PrintSmith Vision. For example, if you currently have a Production access group, everyone in that group would 
see the same jobs on the schedule – you could not have some members of the group see prepress tasks and 
others see bindery tasks. To narrow down what production staff see on the schedule, you can set up access 
groups for different production areas such as prepress, printing, bindery, and so on. In Scheduler, you can then 
allow a particular group to see the scheduled tasks for just its area. 

In addition, you may want to create a special access group for the person responsible for managing the schedule 
since that person will need access to particular features. 

These fields 
affect duration. 
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Create additional access groups in PrintSmith Vision 
Unless you already have access groups for different production areas or for those who manage the schedule, 
create the groups now. 

1. In PrintSmith Vision, select Admin > Security Setup and create additional access groups. For 
information about creating groups, see the PrintSmith Vision - Setup and User Guide. 

2. Edit user definitions in PrintSmith Vision (Admin > User Definitions) to make sure users are assigned 
to the correct access groups. For information about user definitions, see the PrintSmith Vision - Setup 
and User Guide. 

Define permissions in Scheduler 
Initially, only the Owner access group has Scheduler permissions. A member of this group (typically admin) must 
then define permissions for other groups so they can use Scheduler for the work they perform. Until then, nobody 
else will be able to use Scheduler. 

1. When logged into PrintSmith as a member of the Owner group, click Schedule Board Manager in the 
QuickAccess panel (or select  Admin > Schedule Board Manager). 

2. Click Show Schedule Board. 

3. For now, ignore the Gantt chart that opens and move the pointer over PrintSmith Vision in the top left 
corner to display the menu.  

 
4. Select User Permissions.  
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The User Permissions page opens. 

 
5. Define the permissions for a particular group: 

a. In the top left corner, select the group for which you are defining permissions. 

 
b. Typically only the Owner group should have full access to Scheduler, so leave the Full Access 

Group check box cleared. (If you do select it, no further selections are required.) 

c. Under Sites, select Local Site (this is the only option). 

 
d. Ignore the Users pane; you cannot change which users belong to the group – this is defined and 

controlled in PrintSmith Vision. 

e. Under Cost Centers, expand Local Site and select the check boxes of the cost centers that 
members of the group should see in Scheduler. For example, if members of this group work on the 
folder, you would select that cost center. 

 

Select a group here. 
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f. Under Pages, select the check boxes of the pages in Scheduler that members of the groups can 
see. For example, only the Owner group should have access to User Permissions and very few 
groups should have access to Configuration or Shuts / Shift Patterns. 

 
g. Under Group Permissions make further selections about what members of the group are allowed 

to do. For example, you may want to allow your scheduling staff to unschedule or pin tasks, but not 
your production staff. 

 
h. After you finish selecting permissions for the group, click Update in the upper left corner. 

6. Repeat step 5 for all the groups. 

Notes You can adjust group permissions at any time if you find that a group needs more or fewer permissions. 
Just select the group as described above, make your changes, and click Update. 

 If you add or edit access groups in PrintSmith Vision or assign new users to a group, that information is 
automatically transmitted to Scheduler. In the case of a new access group, you would need to assign 
permissions to it as explained above. 
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Task 5: Create Your Shift Patterns 
A shift pattern is a schedule of times during a week when a cost center is open. Once a shift pattern is created, 
you can apply it to one or more cost centers. Your shift patterns will depend on the running hours in your cost 
centers and any breaks you want to provide. 

Scheduler comes with a default shift pattern which you can adjust as necessary. This is automatically used for a 
all cost centers until you create other shift patterns and apply them to specific cost centers. 

Edit the default shift pattern 
If many of your cost centers can use the same shift pattern, edit the default shift pattern. You can then create 
additional shift patterns for cost centers that are available at different hours. 

1. Click Schedule Board Manager in the QuickAccess panel (or select  Admin > Schedule Board 
Manager). 

2. Click Show Schedule Board. 

3. Move the pointer over PrintSmith Vision in the top left corner to display the menu and then click 
Shuts/Shift Patterns. 

 
4. On the page that opens, click Shift Pattern. 
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The default shift pattern comes with one block of time from 8:00 to 17:00 Monday – Friday. This means 
that cost centers are open for those nine hours. You can have up to 10 such blocks per day. 

 
5. Do any of the following: 

• To adjust a block of time, click it and then drag either end of it to change its start or end time. The 
table at the bottom of the window shows the exact start and end times. 

• To make it easier to adjust the shift blocks when dragging, increase (or decrease) the time in the 
Shift Grid field. 

 

• To add a block to a day, click  to the right of the day. To add several blocks at a time, click  
repeatedly. Adjust each block as necessary. 

• To delete the last shift block from a particular day, click  to the right of the day. 

• To duplicate the shift pattern for the day above the currently selected day, click  and then click 
OK to confirm. This deletes the current shift pattern and replaces it with the one for the previous 
day. 
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For example, you may want to adjust the default shift pattern so it has two blocks separated by a one-
hour break for lunch.  

 
6. Click Update Changes. 

Create new shift patterns 
The default shift pattern may work for many of your cost centers, but you may have exceptions. Some cost 
centers may stay open longer or be open on different days. In this case you can create different shift patterns 
and assign them to those cost centers. 

1. At the top of the Shift Pattern page, click Add New. 

2. Enter a Shift Pattern Name. 

Note You can enter any name you want, but a commonly-used convention for names is shifts x 
days x hours. For example, 1x5x8 denotes 1 shift, 5 days a week, 8 hours per day; 2x6x8 
denotes 2 shifts, 6 days a week, 8 hours per day. 

 
3. Do any of the following: 

• To add a block to a day, click  to the right of the day. To add several blocks at a time, click  
repeatedly.  

• To adjust a block of time, click it and then drag either end of it to change its start or end time. The 
table at the bottom of the window shows the exact start and end times. 
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• To make it easier to adjust the shift blocks when dragging, increase (or decrease) the time in the 
Shift Grid field. 

• To duplicate the shift pattern for the day above the currently selected day, click . (If the current 
day already had a shift pattern, click OK to confirm that you want to replace it).  

• To delete the last shift block from a particular day, click  to the right of the day. 

4. Click Update Changes. 
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Assign shift patterns to cost centers 
You can either assign cost centers to a shift pattern on the Shift Pattern page as described here or you can do so 
when editing an individual cost center as described in “Task 8: Finish Configuring Cost Centers” on page 41. 

1. When the shift pattern you want to assign is selected on the Shift Pattern page, click Edit under Cost 
Centers. 

 
2. In the Select cost center window, select the check boxes of the cost centers to which you want to assign 

the shift pattern. 

3. Click Save. 

 
The assigned cost centers are now listed under Cost Centers. 

 

Task 6: Create Shuts for Holidays 
A shut is a period of time during which a cost center is unavailable for work. If your shift patterns include breaks 
(as shown in the example of creating a shift pattern above), those breaks are automatically considered shuts. 
You must also, however, define shuts for one-time events like holidays (or any other days) that cost centers are 
not open so that work is not scheduled on those days.  

Note You can also create shuts for equipment maintenance or to account for broken equipment, but you 
would typically create those types of shuts as situations arise. Shuts for holidays, however, should be 
created during setup since you know they will take place and affect your schedule.  
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To create a shut for a holiday 
1. Click Schedule Board Manager in the QuickAccess panel (or select  Admin > Schedule Board 

Manager). 

2. Click Show Schedule Board. 

3. Move the pointer over PrintSmith Vision in the top left corner to display the menu and then click 
Shuts/Shift Patterns. 

4. Click Add Shut. 

 
5. Complete the Create/Edit Shut window: 

a. Since a holiday typically applies to all devices, select the Select all items check box to the right of 
Devices. 

b. In the Shut Type field, select Holiday. 

c. In the Comment field, enter the name of the holiday, for example, Labor Day.  

d. Select the Start Date for the holiday and select a Shut Duration. For a holiday, set Days to 1. 
(The ending date and the starting and ending times are automatically calculated, with 12:00 
midnight being the default start and end time.) 

e. Click Apply. 
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The shuts you defined are now listed: 

 
6. Repeat steps 4 and 5 for all your upcoming holidays. 

Tip To edit a shut, select its check box in the list of shuts and click Edit on the toolbar; to delete one or 
more shuts, select their check boxes and click Delete Selected. 
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Task 7: Configure Scheduler 
Scheduler can be configured in numerous ways. The default configuration settings may work fine for you, but EFI 
recommends that you review all the configuration settings so you understand what can be changed.  

In addition, you can change the labels and text that are displayed in Scheduler, for example, you may want to 
use terminology that is standard at your company or that is more familiar to your users. 

Important The configuration settings affect all Scheduler users – they are global settings. 

1. Click Schedule Board Manager in the QuickAccess panel (or select Admin > Schedule Board 
Manager). 

2. Click Show Schedule Board. 

3. Move the pointer over PrintSmith Vision in the top left corner to display the menu and then click 
Configuration. 

 
The Configuration page opens.  
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4. Click the different tabs on this page and change settings as described in the sections that follow. 

Note The Scenario and New Features tabs do not apply so are unavailable.  

5. Click Save on the Configuration page toolbar. 

6. To customize labels and text in Scheduler, follow the instructions on page 38. 

General Configuration  

 
Complete the General Configuration tab as applicable: 

• In the Show late indicator after minutes field, enter the number of minutes a task can be late before 
the late indicator is displayed. 

• Select the Automatically propagate updates to Gantt Page check box to ensure the Gantt chart is 
automatically updated as tasks come into the schedule. If this check box is turned off, you must keep 
clicking Refresh to update the Gantt chart.  

• Select the Turn on Scheduling Assistant check box if you want Scheduler to display start date, due 
date, and synchronizing points on the Gantt chart when you drag runs. 

• In the Overrun Minutes field, enter the number of minutes into a shut that a task can be scheduled. 

• In the Scheduling Buffer field, enter the number of minutes allowed for preparation as jobs come in. 

• Switchover is the time it takes to change from one task to another on a cost center. Select the Enable 
switchover calculation check box if you want Scheduler to account for switchovers.  

• If you selected the Enable switchover calculation check box, in the Switchover minutes field, enter 
the number of minutes cost centers take to switch to the next task. This setting applies to all cost 
centers, but you can change it for individual cost centers. See “Task 8: Finish Configuring Cost Centers” 
on page 41. 

• Select the Enable Edit Shuts/Overtime Creation check box to allow shuts to be edited and overtime to 
be added on the Gantt chart. 

• In the No of Reschedule history records to be maintained, enter the number of records you want 
available in the Reschedule History window. For information about this window, see “Checking your 
reschedule history” on page 67. 

• Ignore the Enable grouping of tasks check box; this is not used.  

• In the Data format for datagrids and tool tips field, select the way you want dates to be displayed in 
various places in Scheduler. 
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• To let users move tasks that are running, select the Allow users to manually move task in a running 
state check box. 

• If you are also licensed to use Tracker, the Use Tracker for Data Collection check box is automatically 
selected, which means that you must use Tracker, not Scheduler, to stop and start tasks. If you prefer 
to use Scheduler to start and stop tasks, clear this check box. For more information about starting and 
stopping tasks, see “Starting and Stopping Tasks” on page 58.  

• Under Gantt Color Settings, change the colors you want used on the Gantt chart. For example, you 
might prefer green for a running task. 

Split and Merge Configuration  

 
Complete the Split and Merge Configuration tab as applicable: 

• Select the Enable Splitting of Task check box to allow Scheduler to split tasks when necessary. For 
example, if a task will run longer than your shop's operating hours, and the Enable Splitting of Task 
check box is selected, Scheduler automatically splits the task and schedules each part of it across 
multiple days to accommodate your shop's operating hours. Otherwise, the task can end up in a time 
slot much further in the schedule or end up unscheduled. 

Note Splitting is always done by the system; you cannot split tasks manually. 

• Select the Split this task if it cannot be scheduled without splitting check box if you want Scheduler 
to split a task only if it cannot find a single slot for the task (without splitting it) in the next 350 days. 
When the check box is cleared, Scheduler will immediately start splitting the task.  

• Under How to Schedule Setup, select one of the following: 

• Setup must complete before next shut or interruption if you want to complete the setup portion 
of a task before a shut. 

• Schedule setup if we can finish at least [x] minutes before next shut if the setup portion of a 
task can be completed a certain number of minutes before a shut. 
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• Under How to Schedule Run, select one of the following: 

• Keep all runs together (back to back) and they cannot be interrupted by another task or run. 

• Schedule runs even if they are going to be interrupted by another task or run. 

• If a task is split, and you want setup to be part of each split, select the Copy setup to the run if it is 
going to be interrupted by any other task or run check box. 

• In the Minimum split run duration field, enter the minimum number of minutes you want each part of a 
split task to be. 

Popup Fields Configuration  

 

Popup fields 
When you hover over a task on the Gantt chart or on the Calendar page, a popup window opens with information 
on that task.  

 
On the Popup Fields Configuration tab, you can control what these popup windows include and how they are 
positioned.  

• Under Select Popup Fields on the left, expand the folders and locate the field that you want to include 
in the popup window. Drag the fields to the right pane. In the right pane, arrange the fields in the order 
you want by dragging and dropping.  

Notes Ignore the PF_FORMS folder and fields; they do not apply to PrintSmith Vision. 

 You can drag fields back to the left pane or click Clear all to remove all the fields from the right 
pane. 
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• In the Popup Positioning field, select Floating, Manual, Left Top, or Right Bottom.  

• By default, the popup window remains open for 60 seconds. To change this, enter a different number of 
seconds in the Timeout (0 for infinite) field. 

• Select the Display Job Lateness in Popup… field if you want the popup to show how late a job is. 

• Select the Display Task Lateness in Popup… field if you want the popup to show how late a task is. 

Task labels 
Tasks on the Gantt chart and Calendar page include some identifying labels.  

 
You can select what you want to include in these labels. Keep in mind that space is limited; put additional 
information in the popup windows instead, as described above. 

• Under Select Label Text on the left, choose what you want to include in the task labels and drag the 
field to the right pane. In the right pane, arrange the labels by dragging and dropping.  

Tip  You can drag labels back to the left pane or click Clear all to remove all the labels from the right pane. 

System Configuration  

 
The URL fields on the System Configuration tab are fixed so you cannot edit them.   

Change these settings as necessary: 

• Normally, as tasks get released from PrintSmith Vision, they are automatically scheduled and displayed 
on the Gantt chart. If you want all tasks to come into Scheduler as unscheduled, clear the Schedule 
Jobs Immediately check box. You will then need to schedule all jobs and tasks manually. 

• If you use Tracker, and want detailed task status to come into Scheduler as the status changes in 
Tracker, select the check box to the left of String under User Defined Properties.   
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Menu Configuration  

 
On the Menu Configuration tab, you can change the order in which commands are displayed on the Scheduler 
menu. You can also change their names if you want. 

• Drag the commands so they are in the order that you want them. 

• To change the name of a command, double-click it and enter a different name. 

You will see the changed menu the next time you start Scheduler. 

Customizing labels displayed in Scheduler 
In addition to the changes you can make to command names on the Menu Configuration tab as described 
above, you can change the labels and text used in other parts of Scheduler to use terminology that is more 
familiar to your users. You can do this by changing individual labels or by editing a language resource file –  
which is helpful if are making many changes at a time. 

Notes You may want to use Scheduler for a while to have a better sense about which labels you want to 
change. 

 This guide always refers to the standard labels in Scheduler in both text and graphics. 

Changing labels one-by-one 
Use this procedure if you want to change one or two labels. For example, instead of Warning Jobs on the Gantt 
chart, you may want to use Job Warnings. 

 
  

You want to 
change this label 
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1. While on the Configuration page, click Customize Labels and Text. 

 
2. In the Customize Labels and Text window, make sure the language is set to your language (for 

example, en_US). 

 
3. In the Search Text field, enter the label you want to change, for example, Warning Jobs.  

4. Select the label that was found and click Edit. 

 
5. In the Alternate Text field, enter the text you want to use and then click Apply. 

 
6. Repeat steps 3 to 5 for any other labels you want to change. 

7. Close the Custom Labels and Text window, exit Scheduler, and then open Scheduler again. You will 
now see the changed labels, for example, if you changed Warning Jobs to Job Warnings. 
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Changing labels in the resource file 
If you want to change many labels, you may find it faster to edit the language resource file. 

1. While on the Configuration page, click Customize Labels and Text. 

 
2. In the Customize Labels and Text window, make sure the language is set to your language.  

3. Select Excel and click Download File. 

 
4. The downloaded resource file is saved as Report.xls. Open the file, make your changes in the Text 

column, and save the file. 

5. In the Customize Labels and Text window, click Browse Resource File (in the bottom left corner of the 
window), locate the file you just edited, and click Upload.   

6. After you get a success message, click OK. 

7. To see the changed labels, exit Scheduler and then open Scheduler again. 
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Task 8: Finish Configuring Cost Centers 
The cost centers the you created in PrintSmith Vision are automatically available in Scheduler. Before you begin 
scheduling you must finish configuring the cost centers in Scheduler, for example, make sure they are 
associated with the correct shift pattern. 

1.  On the menu in Scheduler, select Cost Center Grid.  

 
2. In the list of cost centers, select the check box of a cost center and click Edit.  

Note Since you are still setting up the system, you must go through the entire list and 
review/configure each cost center. 

 
3. Complete the Edit Cost Center window: 

Note Several fields are informational; they cannot be edited. In addition, the rules section does not 
apply to PrintSmith Vision. 

a. To associate an image with the cost center, click Choose Image and select the image you want to 
use. 

b. The value in the Efficiency field indicates the productiveness of the cost center. The default is 1 for 
100% efficiency; EFI recommends that you leave this set to 1. If necessary, enter a different value, 
for example, for 50% efficiency you would enter .5; for 200% efficiency you would enter 2. 

c. In the Color field, select the color (or enter the numeric color code) that you want to associate with 
the cost center in the Gant chart and elsewhere in Scheduler. 

d. A shift pattern determines when the cost center is available. The default shift pattern is 
automatically used for cost centers unless you previously assigned a different shift pattern (while 
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setting up the shift patterns). Select a different Shift Pattern if necessary. For information about 
shift patterns, see page 25. 

Note You cannot select a shift pattern for a parallel cost center.  

e. If switchovers are enabled in the general configuration settings (see page 33), and the Switchover 
field is set to 0, the default switchover minutes (as defined in the general configuration settings) are 
used on the cost center. If you want to allow a specific number of minutes for switchovers on this 
cost center, enter the number in the Switchover field. (If switchovers are not enabled in the 
general configuration settings, the Switchover field is unavailable.)  

 
Note You cannot define a switchover for a parallel cost center.  
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f. If you are configuring a parallel cost center, you must indicate which cost centers are members of 
the parallel cost center. (A parallel cost center is a collection of similar cost centers.) Click Add. 

Note A parallel cost center is created in PrintSmith Vision. See “Create parallel cost centers” on 
page 17. 

 
g. In the Select Members window, select the check boxes of the cost centers that are part of this 

parallel cost center and then click Done. 

 
The cost centers are now listed below the Add button. 

 
h. Click Save in the Edit Cost Center window. 

4. Repeat steps 2 and 3 for each cost center. 

5. When viewing the list of cost centers, do any of the following:  

• Use filtering (see page 56) and Find (see page 56) to narrow down the list of cost centers. 

• Use any of these buttons: 
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Click this To do this 

 
Sort the information by different columns. See “Sorting by specific 
columns” on page 55 

 
Clear all filters and/or the Find criteria currently in effect.  

 
Generate an Excel report of the data on the page and save it in 
your Downloads folder.  

 

Select which columns are displayed. See “Selecting which columns 
are displayed” on page 56. 

• To update the list, click Refresh on the toolbar.  
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If You Purchase Tracker Later 
Tracker is an add-on to PrintSmith Vision which tracks the time jobs take to go through the production process 
and calculates the costs associated with the production of a job. Scheduler and Tracker work together, but you 
can use Scheduler without owning Tracker (and vice versa). 

If you initially use Scheduler without Tracker, but decide to purchase Tracker later, you will need to integrate 
Scheduler with Tracker. When you have both Tracker and Scheduler, you typically start and stop tasks from the 
Tracker Console, not from Scheduler. For information about starting and stopping tasks, see page 58. 

To integrate Scheduler with Tracker 
1. After you set up and configure Tracker, open Tracker Manager by selecting Admin > Tracker Manager 

in PrintSmith Vision. 

Note For information about setting up and using Tracker, see the PrintSmith Vision - Tracker User 
Guide. 

2. In the Tracker Manager window, click the Tools tab. 

3. Click Integrate Scheduler with Tracker. 

4. Clear the browser cache for this change to be visible. 
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Overview 
Important If PrintSmith Vision is EFI-hosted, EFI takes care of the upgrade process for you. You must still, 

however, familiarize yourself with Schedule Board Manager and set up Scheduler as summarized 
below.  

When you upgrade from PrintSmith 8.1 to PrintSmith Vision, you export your data from PrintSmith 8.1 and import 
it into PrintSmith Vision. As part of this process, your Scheduler data is imported into PrintSmith Vision.  

Important You must export your data from the latest supported version of PrintSmith 8.1. For the supported 
version, see the “Upgrading from PrintSmith Classic to PrintSmith Vision” chapter in the PrintSmith 
Vision - Installation and Upgrade Guide.  Otherwise, your imported Scheduler data will be 
incorrect. 

Note the following: 

• Imported data includes cost centers, departments, and security setup, as well as the associations 
between cost centers and pricing definitions.  

• Shifts are not imported because they are defined differently in PrintSmith Vision Scheduler. 

• Jobs currently on the schedule are not imported; you will need to reschedule them in PrintSmith Vision 
Scheduler.  

Important For complete details of exporting/importing, see the PrintSmith Vision - Installation and Upgrade 
Guide. 

Timing the Upgrade 
Because jobs that are currently on the schedule in PrintSmith are not imported, EFI recommends that you try to 
upgrade when as few jobs as possible are on the schedule. You will then have less to reschedule in PrintSmith 
Vision. 

Perform the Upgrade 
Follow the instructions in the PrintSmith Vision - Installation and Upgrade Guide to upgrade to PrintSmith Vision, 
activate your license, and so on. 

Familiarize Yourself with Schedule Board Manager 
See “About Schedule Board Manager” on page 12 for an overview of Schedule Board Manager – it has different 
options than in PrintSmith Classic 8.1.  
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Note The first time you click Show Schedule Board, your imported data (cost centers and access groups) is 
automatically synchronized with Scheduler. This may take a few seconds. After that, whenever you 
make changes in PrintSmith Vision (for example, add or edit cost centers, or change access groups) 
your changes are automatically reflected in Scheduler. 

Set Up Scheduler 
Your cost centers, departments, and associations between cost centers and pricing definitions were all imported 
when you upgraded, but additional setup is needed because PrintSmith Vision Scheduler has different 
requirements. 

Complete all these tasks: 

1. Set up Scheduler permissions as described in “Task 4: Set Up Scheduler Permissions” on page 21.  

Note This is a critical step because initially only members of the Owner group in PrintSmith Vision 
have permission to use Scheduler. 

2. Create shift patterns as described in “Task 5: Create Your Shift Patterns” on page 25. A shift pattern is 
a schedule of times during a week when a cost center is open. 

3. Create shuts for holidays and days you are closed, as described in “Task 6: Create Shuts for Holidays” 
on page 29. A shut is a period of time during which a cost center is unavailable for work. 

Note As you start to use Scheduler, you can also create shuts for equipment maintenance or 
malfunctions as the need arises. 

4. Review and set configuration settings (preferences) as described in “Task 7: Configure Scheduler” on 
page 32. For example, you can select the colors used on the Gantt chart in Scheduler, control whether 
tasks can be split, and customize the labels used in Scheduler. 

5. Configure your cost centers in Scheduler as described in “Task 8: Finish Configuring Cost Centers” on 
page 41. For example, assign the correct shift patterns to your cost centers.  

Next Steps 
PrintSmith Vision Scheduler includes many features and is different from Scheduler in PrintSmith Classic. Be 
sure to review the information in the next chapter before you start using Scheduler and rescheduling your jobs. 
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Overview 
This chapter describes the scheduling process: 

• Scheduling jobs from PrintSmith Vision. 

• Starting and stopping scheduled tasks. 

• Making changes in PrintSmith Vision after jobs are on the schedule. 

• Adjusting the schedule as necessary.   

• Understanding what kind of information is available on the various pages in Scheduler. 

Scheduling Jobs  
When a job is scheduled, it is broken up into tasks, for example, design, plates, printing, or folding. Each task is 
associated with a particular cost center (as defined in your press, digital, and charge definitions). Because tasks 
are scheduled on cost centers, each task in a job must have an associated cost center. 

To get jobs on the schedule, you must select and release them from PrintSmith Vision. You can review all jobs 
that are waiting to be scheduled and select the ones you want to schedule or you can schedule jobs for an 
individual invoice from the Pending Documents window. 

To schedule jobs 
1. To schedule the jobs for a particular invoice, in the Pending Documents window, select the invoice and 

click Schedule. The Schedule Job Board List window opens and lists the jobs that make up the invoice 
you selected. 

 
To review all the jobs waiting to be scheduled and then schedule jobs, open Schedule Board Manager 
and click Job List (New Tasks). 
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The Schedule Board Job List window opens. Jobs are identified by invoice number/job number, 
description, account, and order and due dates. 

Note If you clicked Schedule in the Pending Documents window, only jobs for the invoice that you 
selected are listed. 

 
Notes Jobs that are already scheduled have a check mark next to them. Jobs that are on hold have a 

red line through them – they cannot be scheduled until they are off hold. 

2. Do any of the following: 

• To locate the job you want to schedule, sort the list by clicking a column header or use the Filter 
fields at the bottom of the window to narrow down the list by Job Item (job number), Account, 
Description, or Document Location. (To clear the filter, delete the value you entered.) 

• To open the invoice for a job, select the job and click Invoice on the toolbar. 

• To update the list, click Refresh. 

3. To see the tasks for a job, double-click it or select it and then click Select on the toolbar.  

The Tasks for Job window opens. The top part of the window lists all the items that make up the job. 
Because many items correspond to charges, the list will include items such as ink that do not get 
scheduled. They are listed here for completeness. (If a job description is long, move over it to see it in 
full in a tooltip.) 

 
4. Click Generate All to produce the list of tasks that need to be scheduled.  

  

Red line 
indicates job is 

on hold and 
cannot be 

scheduled. 

Scheduled 
job. 
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The tasks are now listed below Tasks for this job. Notice this list includes only tasks that need to be 
scheduled, not items like ink or boxes that incur a charge but do not involve work. 

 
5. Make sure the tasks are in the correct sequence. If necessary, drag the tasks so they are in the correct 

sequence. (The sequence is determined by the process stage of a cost center. For information about 
cost centers and process stages, see “Task 2: Create Cost Centers in PrintSmith Vision” on page 14.) 

6. When you are ready to add the tasks to the schedule, click Release all Tasks and then click OK when 
a message informs you they were successfully scheduled. 

Under Tasks for this job, you will now see a Run Date, End Date, and Status. The status will be 
updated when the job is started. 

 
7. Schedule additional jobs as described above or click Show Schedule Board to go directly to the 

schedule. 

Tip For information about making changes after a job is on the schedule, see “Making Changes in 
PrintSmith After Jobs Are Scheduled” on page 61. 

After Tasks Are Released 
After tasks are released, they are part of the schedule, but are still waiting to be started. At this point: 

• Schedulers/planners can review the schedule and make adjustments as necessary. 

Note Scheduler provides several ways to view scheduling information and make adjustments to the 
schedule; what individual employees can do depends on their permissions. 

• Employees can start work on tasks. For information about starting and stopping tasks, see page 58. 

Shop floor employees typically see tasks only for the type of work they perform (for example, prepress 
or bindery), and they can indicate when they start and finish a task. Usually, however, they do not have 
permission to adjust the schedule.  

The section that follows describes features that are standard on many pages in Scheduler, followed by sections 
that describe what you can change in PrintSmith Vision once a jobs is on the schedule, how you can manually 
adjust the schedule, and what you can see or do on various pages in Scheduler.  
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Scheduler Basics 
On several pages in Scheduler (for example, the cost center grid, jobs list, or tasks of job list) you can sort and 
filter the lists to find the information you want, as well as search for information. You can also export data. 
Whenever you see buttons and fields like the ones in the figure below, you can perform these general tasks. 

  

Sorting by specific columns 
You can sort lists by specific columns. 

1. Click  . The Select columns to sort window opens. 

2. In the Sort column, select the check boxes of the columns by which you want to sort the list. 

3. If you selected more than one sort column, drag the columns in the Header column to control the order 
in which the sort takes place. 

3. By default, columns are sorted in ascending order. To sort in descending order, select the check box in 
the Descending column. (Note that you must always select the Sort check box first.) 

4. Click OK. 

 
The list you sorted will now include a description of the sort order. 

 
Tip You can also sort columns directly in a list by clicking a column header. Click the header a second time 

for descending order. 
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Filtering lists 
Whenever a list includes fields with filter icons, you can narrow down the list by providing criteria you want the list 
to meet. 

 

1. In the filter field of a column, enter the characters by which you want to filter the list and click .  

2. To narrow the results further, enter a filter in another column. (The results are cumulative.) 

3. To remove all filters so the entire list is displayed again, click . 

Finding information 
Many lists include Find fields at the bottom of the page to help you locate particular records. 

 
1. In the first field, select the type of information you want to find, for example, Description. 

2. In the second field, select the type of condition you want to match, for example, Containing. 

3. In the third field, enter the text you want to match. For example, if you are looking for cutting cost 
centers, you could enter cut. 

4. Click Go. The list now shows all the records that met the criteria you specified in the Find fields. 

5. To remove all the Find criteria so the entire list is displayed again, click . 

Selecting which columns are displayed 
On many pages in Scheduler you can control which columns are displayed and the order in which they are 
displayed. 

1. Click . The Select columns to show window opens. 

The left pane shows columns that are available for inclusion on the page; the right pane shows columns 
that are already included on the page. (Not all the fields available for inclusion apply to PrintSmith 
Vision.) 

 

Filter 
field 
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2. Do any of the following: 

• To include a column on the page, drag it from the left pane to the right pane. 

• To remove a column from the page, drag it from the right pane to the left pane. 

• To change the order of the displayed columns, drag them up or down the right pane. 

• To change the name of a column, double-click it in the left pane and type the new name. 

• To clear the entire list (so no columns are displayed), click Clear All. 

• To go back the original display, click Revert. 

3. Click Save Changes. 

Exporting lists 
You may find it helpful to export lists to a Microsoft® Excel spreadsheet. You can then manipulate the information 
in other ways and print it. 

1. Click .  

2. An empty window opens. Ignore and close this window.  

The spreadsheet is automatically stored in your default Downloads folder and named Report.xls. Subsequent 
exports result in numbered Report files. 
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Starting and Stopping Tasks 
How you start and stop tasks depends on whether you use Tracker as well as Scheduler, or just use Scheduler. 

If you use Tracker 
When you use Tracker with Scheduler, you can start and stop tasks as described here. With Tracker, you can 
also indicate when setup and washup are complete, pause and restart tasks, and mark an invoice complete and 
ready for pickup. 

Note If you use Tracker, but prefer to start and stop tasks using Scheduler, you must clear the Use Tracker 
for Data Collection check box in the general configuration settings (see page 33) and then follow the 
instructions in “If you do not use Tracker or prefer to use Scheduler” on page 59. 

1. Schedule tasks (release them) as described in “Scheduling Jobs” on page 52. 

2. When an invoice is ready to be worked on, release it to production as you normally do when working 
with Tracker. 

You can then start the scheduled task either directly from the Tracker Console or by first selecting the 
task in Scheduler and then opening the Tracker Console. This second method makes it easier to see 
which scheduled tasks are ready to be started. 

3. If you go directly to the Tracker Console, select your employee name and then use Tracker as you 
normally would to start a task, stop it, pause it, and so on. Changes to the status of the task will be 
reflected in various places in Scheduler and PrintSmith Vision. (The status changes only if the task was 
scheduled as described in “Scheduling Jobs” on page 52.) 

4. To open the Tracker Console from Scheduler: 

a. On the Scheduler menu, select Tasks of Job (Schedule). 

 
On the Tasks of Job page, you see the tasks currently on the schedule. (The tasks that you can 
see depend on your permissions.)  

Tip For more information about the Tasks of Job page, see page 79. 

b. Locate the task you want to start and click in the leftmost column. 

 

Click to 
open 

Tracker 
Console. 
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c. In the Tracker Console, select your employee name and then use Tracker as you normally would to 
start the task, stop it, pause it, and so on. Changes to the status of the task will be reflected in 
various places in Scheduler. 

For example, after you stop a task, its status will change to Completed in the Tasks for Job 
window: 

 

If you do not use Tracker or prefer to use Scheduler 
If you do not use Tracker, or prefer to use Scheduler to start and stop tasks or to indicate that a task is partially 
complete, use the following procedure. 

Note If you are licensed to use Tracker, but want to use Scheduler to start and stop tasks, you must clear the 
Use Tracker for Data Collection check box in the general configuration settings. (For information 
about the general configuration settings, see page 33.) 

1. On the Scheduler menu, select Tasks of Job (Schedule). 

 
On the Tasks of Job page, you see the tasks currently on the schedule. (The tasks that you can see 
depend on your permissions.)  

Tip For more information about the Tasks of Job page, see page 79. 

2. Locate the task you want to start and click in the leftmost column. 

 
  

Click here 
to start or 

stop tasks. 
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3. To start a task, leave Start this Task selected and click Submit. 

 
The Run Status of the task changes to Started. 

4. To interrupt or pause a task: 

a. On the Tasks of Job page, locate the task and click in the leftmost column again. 

b. Select Partial Complete and enter the number of minutes that were spent on the task so far. 

 
c. Click Submit. 

On the Tasks of Job page, the status now changes to Stopped/Paused. 

 
d. When ready to resume the task, start it again as described in steps 2 and 3. 

5. To indicate a task is complete (stopped) 

a. On the Tasks of Job page, locate the task and click in the leftmost column again. 

b. Click Complete and then Submit. 

The task is now removed from the Tasks of Job page. (You will see this if you refresh the page.) 
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Making Changes in PrintSmith After Jobs Are Scheduled 
After you release tasks to the schedule (as described in “Scheduling Jobs” starting on page 52), they are on the 
schedule and ready to be started. You may, however, want to make changes in PrintSmith Vision after a job is 
on the schedule, and even after some tasks are started or completed. This section describes some common 
scenarios. 

If you change the invoice or job after releasing the job to the schedule 
If you make any changes to the invoice or the job after releasing it to the schedule (for example, you add a 
charge that affects the production of the job) what you need to do depends on whether any tasks were started 
and/or completed and on the kind of change you made. 

If work was not started and you want to remove the entire job from the schedule 
If you released a job to the schedule, but then need to remove it from the schedule, you can just delete all the 
tasks. 

1. In PrintSmith Vision, open Schedule Board Manager and click Job List (New Tasks). 

2. Locate the job that you want to remove from the schedule and double-click it. 

3. Click Delete All Tasks. The tasks for the job are removed from the schedule.  

If work was not started and you add a charge (task) 
If you add a charge to a job, but no work has begun on the job (all tasks have the status Not Started), you can 
just reschedule the tasks. 

 
1. In PrintSmith Vision, open Schedule Board Manager and click Job List (New Tasks). 

2. Locate the job that you edited and double-click it. 

3. Click Reschedule All Tasks. All the tasks in the job are rescheduled, including the addition you made. 

If work was started and you decide to add a charge (task) 
If some tasks were completed by the time you add a charge to a job, do the following: 

1. If you want the existing tasks (those that were not started yet) to stay in their current slots on the 
schedule, pin the tasks. See “Pinning tasks” on page 68. 

2. In PrintSmith Vision, open Schedule Board Manager and click Job List (New Tasks). 

3. Locate the job that you edited and double-click it. The task you added is automatically listed under 
Tasks for this Job. 

4. If necessary, correct the sequence of the tasks by dragging them. (See “If you want to change the 
sequence of tasks” on page 62.)  

5. Click Reschedule All Tasks. 

Notes If a task was started or paused, the Reschedule All Tasks and Delete All Tasks buttons are 
unavailable.  

 If all the tasks in a job were completed, the Reschedule All Tasks and Delete All Tasks buttons are 
unavailable. 
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If work was not started and you remove a charge (task) 
If you remove a charge from a job, the task is automatically deleted from Tasks for this Job list and from the 
schedule. For example, if you remove the charge for design from the job, as soon as you save the invoice, the 
task is removed and the remaining tasks are rescheduled.  

 

If you change the quantity or due date 
Because both the quantity and due date affect the schedule, if you change either one, you must reschedule the 
tasks for the job.  

1. In PrintSmith Vision, open Schedule Board Manager and click Job List (New Tasks). 

2. Locate the job that you edited and double-click it. 

3. Click Reschedule All Tasks. The schedule is automatically adjusted to reflect the changes you made. 

If you want to change the sequence of tasks 
When tasks are released to the schedule, they are listed in the sequence in which the work should be performed 
and therefore scheduled. (This sequence is determined by the process stage assigned to a cost center. For more 
information, see page 96.) For any tasks that have not started yet, you can change the sequence if necessary. 

1. In PrintSmith Vision, open Schedule Board Manager and click Job List (New Tasks). 

2. Locate the job that you want to re-sequence and double-click it. 

3. Under Tasks for this Job, drag the tasks until they are in the order you want. (You cannot re-sequence 
tasks that have started running, are paused, or are complete.) 

Note Any task can be rearranged (including tasks that have started running, are paused, or are 
complete), but before the job can be rescheduled, all the tasks must have a status of 
Complete or Not Started. Completed tasks are not rescheduled, however. 

4. Click Reschedule All Tasks. 

If a task needs to be redone 
If a task was already completed (its status is Complete on the Tasks for Job page in PrintSmith Vision), but you 
discover the task must be redone, you can put the task back on the schedule again. 

 
1. In PrintSmith Vision, open Schedule Board Manager and click Job List (New Tasks). 

2. Locate the job that needs re-doing and double-click it. 

3. Select the completed task that needs to be redone and click Reset Completed Task. 

4. Click Reschedule All Tasks. The status of the task you selected is now Not Started and is back on the 
schedule. 
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Manually Adjusting the Schedule 
At times you may need to adjust the schedule manually, for example, change the duration of a task or pin a task 
to a specific place on the schedule so it will not move as other jobs are added to the schedule. The Gantt chart is 
the starting point for changes to the schedule so you should familiarize yourself with this chart. Details of the 
Gantt chart begin on page 70. 

These are the kinds of manual changes you can make to the schedule: 

• Move tasks around the schedule (see below) 

• Change the duration of tasks (see page 64) 

• Add shuts for equipment maintenance or failure (see page 64) 

• Add overtime (see page 65) 

• Unschedule and reschedule tasks or jobs (see page 66) 

• Pin tasks in place (see page 66) 

• Edit tasks in a particular cost center (see page 69) 

Moving tasks around the schedule 
Sometimes you may want to adjust the schedule by moving a task manually. You can do this in two ways: 

• Drag the task on the Gantt chart. 

• Use the Move To command, which lets you select a different device and control when the task is 
scheduled. 

Move by dragging 
1. On the Gantt chart, click a task and drag it left or right. Make sure it does not overlap another task. 

2. Click Save on the toolbar. 

Use the Move To command 
The Move To command is available in a number of places in Scheduler. 

1. To display a menu that includes the Move To command, do one of the following: 

• Click a task on the Gantt chart. 

• Right-click a task on the Tasks of Job page (see page 79). 

• Right-click a task while reviewing tasks in a cost center (see page 66). 

2. On the menu, select Move To. The Move To window opens.  

 
3. Complete this window as follows: 

a. In the Target Device field, select a different cost center. (The selections that are available are for 
the cost centers of the same type.) 



64  EFI Productivity Suite | PrintSmith Vision - Scheduler User Guide 

 
 

 
 

b. By default, Scheduler looks for the next available slot on the current day for the task. If you want 
the task to run at a specific time, select a date, select Move task to the selected time, and select 
a time.  

c. If you want the task to stay in this slot (and not get moved around), select the Pin this task after 
moving check box. 

d. Click Apply. 

4. If you were on the Gantt chart, click Save. 

Changing the duration of tasks 
If you want a task on the schedule to take more or less time, you can change the task’s duration. You can do this 
with the Change Duration of This Task command. 

The Change Duration of This Task command is available in a number of places in Scheduler. 

1. To display a menu that includes the Change Duration of This Task command, do one of the following: 

• Click a task on the Gantt chart. 

• Click a task on the Calendar page (see page 82). 

• Right-click a task on the Tasks of Job page (see page 79). 

• Right-click a task while reviewing tasks in a cost center (see page 66). 

2. On the menu, select Change Duration of This Task.  

  
3. In the Change Duration of this Task window, select the number of minutes you want as the duration and 

click Apply. 

4. If you were on the Gantt chart, click Save. 

Adding one-time shuts 
A shut is a period of time during which a cost center is unavailable for work. If your shift patterns include breaks 
(for example, lunch breaks), those breaks are automatically considered shuts. If equipment requires 
maintenance or if it breaks down, you must add a shut to the schedule so that the schedule can be adjusted. 

You can add shuts in these ways: 

• Select Shuts/Shift Patterns on the Scheduler menu, click Add Shut, and complete the Create/Edit 
Shut window as described in “Creating shuts” on page 89. 

• Right-click anywhere on the Gantt chart, select Add Shut, and complete the Create/Edit Shut window 
as described in “Creating shuts” on page 89. 

• Click a shut on the Gantt chart or Calendar page, select Create Shut, and complete the Create/Edit 
Shut window as described in “Creating shuts” on page 89. 

You can also extend an existing shut by one hour: 

• Click the left side of a shut on the Gantt chart to add the hour before the existing shut or click the right 
side to add it after the shut and then select Add Shut for 1 Hour. The extra hour is added before or 
after the shut you clicked and is identified as a one-time shut on the Gantt chart. 

  
 

Click to edit or delete the 
extra shut. 
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• To edit a shut extension, (perhaps to add more time), click the extended (one time) part of the shut, 
select Edit, and complete the Create/Edit Shut window.  

• To delete a shut extension, click the extended (one time) part of the shut, select Delete, and confirm the 
deletion. 

Tip You can also add, edit, and delete one-hour shuts when viewing the Calendar page (just click a shut). 

Managing overtime 
If you want to complete a task on a certain day, but it will not fit on the schedule because of a shut (especially at 
the end of the work day), you can add overtime, which allows a cost center to stay open longer. Overtime 
decreases a shut.  

You can add, edit, and delete overtime. 

Add overtime 
You can either add an hour of overtime or add a specific amount of overtime.  

To add an hour of overtime  
1. On the Gantt chart, click the shut in the cost center where you want to add overtime. 

2. Select Add Overtime for 1 Hour.  

The shut is now reduced by an hour. The overtime is displayed in yellow. 

 
Tip You can also add overtime on the Calendar page. 

To add a specific amount of overtime 
1. On the Gantt chart or Calendar page, click the shut in the cost center where you want to add overtime. 

2. Select Create Overtime.  

3. Unless you need to select a different device, leave the selected device (this is the cost center where 
you are adding the overtime). 

4. Select the Start Date of the overtime and enter a number of Hours. Alternatively, enter specific times. 
(If you omit starting and ending times they default to 12:00 midnight.)  

5. Click Apply. 

 

Overtime 
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Edit overtime 
Overtime is identified in yellow on both the Gantt chart and Calendar page. (Yellow is the default color for 
overtime, but you can change this with the general configuration settings. See page 33.)  

If you want to adjust the overtime: 

1. Click the overtime and select Edit. 

2. Make changes in the window that opens and click Apply. 

Delete overtime 
If you want to remove the overtime: 

1. Click the overtime and select Delete. 

2. Click OK to confirm the deletion. 

Unscheduling tasks or jobs 
Sometimes you may want to remove a task or entire job from the schedule, for example, because of a holdup. 
You can then later schedule the task or job again. 

Tip Click  on the Warning Jobs toolbar on the Gantt chart to view all unscheduled tasks. 

To unschedule a task  
Do one of the following: 

• On the Gantt chart, click the task and select Unschedule. 

• On the Tasks of Job page (see page 79), right-click the task and select Unschedule. 

• While viewing the tasks in a cost center (see page 69), right-click the task and select Unschedule. 

To unschedule an entire job 
• On the Gantt chart, click a task and select Unschedule Complete Job to remove the entire job to 

which the task belongs from the schedule. 

Rescheduling tasks or jobs 
If a task or job was not started on time, you should schedule it again so it is placed in the correct slot on the 
schedule. By default, Scheduler places tasks on the schedule according to their due dates, but you can include 
other variables to place tasks on the schedule. 

Scheduler keeps track of what you reschedule, and you can check the history of rescheduled tasks. 

Tip If you make changes to jobs in PrintSmith Vision after they are on the schedule, you reschedule them 
from PrintSmith Vision. For details, see “Making Changes in PrintSmith After Jobs Are Scheduled” 
starting on page 61. 
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(Optional) Changing Scheduler options 
1. If you want to change the variables that Scheduler considers when placing tasks on the schedule, click 

 next to Schedule on the toolbar. 

2. Select the check boxes of the options you want Scheduler to use and click Save. 

 

Rescheduling what is on the board  
• To reschedule a particular task, click the task on the Gantt chart and select Schedule. 

• To reschedule all the tasks in a job, click a task on the Gantt chart and select Schedule Complete Job.  

• If many tasks were not started, reschedule them all at once by clicking Schedule on the Gantt chart 
toolbar.  

Checking your reschedule history 
When you reschedule tasks or jobs, Scheduler keeps track of your changes and you can review the history of 
these changes. 

Note The reschedule history reflects changes that you made directly in Scheduler. If you rescheduled tasks in 
PrintSmith Vision (see “Making Changes in PrintSmith After Jobs Are Scheduled” starting on page 61), 
they are not part of this history. 

1. On the Gantt chart, click  next to Schedule on the toolbar and select Show Schedule History. 
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The Reschedule History window opens and provides information about rescheduled jobs with a chart 
displayed on the right.  

Note The number of records that can be displayed here is controlled in the general configuration 
settings (see page 33). By default this is set to 100 so you can view only the 100 most recently 
rescheduled items. 

 
2. To see a list instead of a chart, click Grid in the top right corner. (To return to the chart, click Chart.) 

 
3. Close the window after you finish reviewing the history.  

Pinning tasks 
If you want a task to stay in a particular place on the schedule and do not want it moved as other jobs are added 
to the schedule, you can pin the task. If you change your mind about the task being pinned, you can un-pin it. 

To pin a task 
Do one of the following: 

• On the Gantt chart, click the task and select Pin. 

• On the Tasks of Job page (see page 79), right-click the task and select Pin/Un-Pin Task. 
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• While viewing the tasks in a cost center (see  page 69), right-click the task and select Pin/Un-pin this 
task. 

To un-pin a task 
• On the Tasks of Job page (see page 79), right-click the task and select Pin/Un-Pin Task. 

• While viewing the tasks in a cost center (see  page 69), right-click the task and select Pin/Un-pin this 
task. 

Editing tasks in a cost center 
You can review which tasks are currently scheduled in a particular cost center and adjust individual tasks as 
necessary. 

1. On the Gantt chart, double-click the row that has the cost center you want to review or select Schedule 
Editor on the Scheduler menu. 

The window that opens lists all currently scheduled tasks in the cost center. 

 
2. Do any of the following: 

• Select a different cost center in the top left corner. 

• Use the Search fields to locate a particular task. 

• Hover over the colored square in the first column for additional information about how early or late 
a job is. 

 
• Use the Settings in the toolbar to control whether warnings and/or shuts are displayed. 

3. To edit a task, right-click it and select one of the following: 

• Change Duration of this Task and then change the number of minutes for the task and click 
Apply.  

• Unschedule to remove the task from the schedule. 

• Move to so that you can move the task to another device. For information, see “Moving tasks 
around the schedule” on page 63 

• Pin/Un-pin this task to pin the task to its current time slot or un-pin it if is already pinned. 

  

Select a 
different 

cost center 
here. 
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Gantt Chart 
The Gantt chart is a graphical illustration of the schedule which helps you to review, track, and adjust tasks. In 
addition to reviewing the schedule on the Gantt chart, you can make changes such as changing the duration of a 
task, moving tasks to a different cost center, and so on. What you can do depends on your permissions; some 
users may never even see the Gantt chart. 

If you have permission to view the Gantt chart, it opens automatically when you open the Schedule Board. If you 
switch to a different page, you can always display the Gantt chart by selecting Gantt on the Scheduler menu. 

Tip The Gantt chart is used for adjusting the schedule in various ways; see “Manually Adjusting the 
Schedule” on page 63. 

  

Gantt chart basics 
• The colors used on the chart are based on your general configuration settings (see page 33). You can 

change these colors. 

• The toolbar at the top of the chart lets you update the chart, change the time period, zoom in and out, 
review jobs that may have problems, synchronize the schedule if tasks are out of sequence, define 
groups of cost centers, and find tasks on the schedule.  

• The Output Devices are your cost centers. 

• Each task has an identifying label. You can control what this label includes with the task labels defined 
in the popup fields configuration settings (see page 37). 

 
When you hover over a task, a popup window provides additional information about the task. The 
contents of this popup window are defined in the popup fields configuration settings (see page 36). 

 
  

Task 

Shut 

Toolbar 



Scheduling  71  

 
 

 
 

You can click a task for a menu of options. 

 
You can right-click a task for additional options. 

 

• Shuts are clearly identified (brown is the default color) – these are periods when cost centers are 
unavailable, for example, during lunch, holidays, or maintenance. You can hover over shuts to find out 
their duration. 

 
You can click a shut for a menu of options: 

 

• If overtime was scheduled, by default it is identified by a yellow bar. You can hover over overtime to find 
out its duration. 

 
You can click overtime to edit or delete it. 

Details of working with the Gantt chart follow. 
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Controlling the time period that is displayed on the Gantt chart 
Depending on your needs, you may want to review the schedule for today, a particular day, some part of a day, a 
week, and so on. The figure below shows the schedule for an afternoon when cost centers close at 17:00 as 
indicated by the shut that begins then. 

Note The time period you select here is also reflected on the Calendar page. 

 
Do any of the following to change the time period that is displayed. 

• On the Navigation toolbar: 

 
• Click Fit Day to show the current day starting from the first working hour of the day to the last 

working hour of the day. 

• Click Today to display the schedule for the current day (all hours). 

• Click  to display the previous day’s schedule or  to display the next day’s schedule. 

• Use the zoom buttons to zoom in and out. 
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• Click  next to a zoom button to control the time period that is displayed. 

 
• Click  next to Select Date to choose a starting date and then the time unit to use from that 

starting date, for example, some number of hours, days, or weeks. Then click Go.  

 

• On the time bar above the Gantt chart, click between two times to see the schedule between those 
times. For example, click between 11 and 12 to see the schedule for that hour. 

 

• Use the controls at the bottom of the page as follows: 

 

• Use the single-arrow and double-arrow buttons at the bottom of the page to scroll into the past and 
future by an hour or day or by day and week. (The time periods depend on other selections you 
made.) 

• Use the blue slider to shift the period that is displayed. For example, if you selected 4 hours next to 
a zoom button, the blue slider can be moved to show a different 4-hour period in the schedule. 

Locating a task on the Gantt chart 
If you want to find a particular task on the Gantt chart, do the following: 

1. Click Search on the toolbar of the Gantt chart. 

2. In the window that opens, enter all or part of the job code, cost center description, or task description as 
your criteria and press Enter. 
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3. If Scheduler finds more than one task that meets the criterion you entered, it lists them all. If necessary, 

click a column header to sort the tasks that were found. 

4. Double-click the task you want to locate. The Gantt chart shows the time period that includes the task 
and outlines it in red. 

 
5. Close the Search Tasks window after you find a task. 

Using and managing cost center groups 
If you have many cost centers, you may find it helpful to group them so that when you view the Gantt chart, 
Calendar page, or cost center utilization, you can just look at a group of cost centers, for example, all your 
presses. This feature is most helpful to those who routinely look at the entire schedule. The groups you create 
are completely up to you. 

You can create cost centers from two places: 

• The toolbar on Gantt chart and Calendar page includes a Groups section. You can use this to create 
and edit cost center groups and to select which group is displayed on the Gantt chart or Calendar page. 

 
The section below explains how to create and manage groups from the Gantt chart or Calendar page. 

• The Cost Center Utilization page (see page 87) will automatically use any cost center groups you 
created from the Gantt chart, but also lets you edit the groups and create new ones.  

Creating a cost center group 
1. When on the Gantt chart, click  in the Groups section of the toolbar and then click Create. 
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2. When no groups exist yet, do any of the following to add cost centers to the group: 

• In the left pane, click All CC to view a list of all cost centers in all groups or Category to view a list 
of cost centers sorted by category. (Sites does not apply since you have just one site.) 

• To add cost centers to the group, either drag them from the left pane to the right pane or use the 
arrows to move selected cost centers from the left to the right pane. (Use Shift and Ctrl to select  
multiple cost centers at a time and then use the double-arrows to move the cost centers.) 

If you already created cost center groups, select one group in the field at the top of the page and use it 
as the basis for the new group: 

• Remove any cost centers that do not apply to your new group by dragging them from the right pane 
to the left pane (or using the arrows). 

• Add the cost centers you want by dragging them from the left pane to the right pane (or using the 
arrows). 

3. To change the order in which cost centers are listed in the group, drag the cost centers in the right pane 
until they are in the order you want. 

4. Click Save as new, enter a name for the group, and click Save. 

 

Managing cost center groups 
You can rename, edit, or delete cost center groups. 

1. When on the Gantt chart or Calendar page, click  in the Groups section of the toolbar and then click 
Create. 

2. In the Edit Cost Center Group window, select the group you want to rename, edit, or delete. 

3. Do any of the following: 

• To rename the group, click Rename, enter a new name, and click Save. 

• To edit the group, move cost centers between the left and right panes until the group is as you want 
it. 

• To change the order of cost centers in the group, drag cost centers in the right pane. 
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• If you changed the group in any way, click Update to save your changes. 

• To delete the group, click Delete. 

Using cost center groups 
Once you have cost center groups defined, you can display just a group of cost centers on the Gantt chart or 
Calendar page. 

• When on the Gantt chart or Calendar page, click  in the Groups section of the toolbar and then select 
the cost center group you want to view. 

 
Tips To display all cost centers again, when on the Gantt chart or Calendar page, click  in the Groups 

section of the toolbar and then click Show All. 

 Arrange in this popup window opens a page where you can control the order in which cost centers are 
listed on the Gantt chart. 

Checking job warnings 
The Warning Jobs section of the toolbar on the Gantt chart helps you identify current and potential problems on 
the schedule so you can adjust the schedule if necessary.  

 

See which tasks are late 
While the Late Jobs page provides information about late jobs (see page 81), on the Gantt chart you can display 
a list of all late tasks. 

1. On the Warning Jobs section of the toolbar on the Gantt chart, click . 

Any tasks that are late are now listed above the Gantt chart. 

 
2. If necessary, locate a late task on the schedule so you can adjust it. For information about locating 

tasks on the Gantt chart, see page 73. 

  

Select the group you 
want to view. 

Click to view all 
cost centers 
again. 



Scheduling  77  

 
 

 
 

See which tasks are unscheduled and reschedule them as necessary 
Scheduler keeps track of any tasks or jobs that were unscheduled so you can reschedule them as necessary. 
Sometimes tasks are unscheduled because they do not fit into time slots; if you allow splits, tasks can be more 
easily scheduled. (Splits can be enabled in the general configuration settings; see page 33.) Sometimes you may 
have unscheduled a task manually so it then needs to be rescheduled. 

 1. On the Warning Jobs section of the toolbar on the Gantt chart, click . 

Any tasks that are unscheduled are now listed above the Gantt chart. 

 
2. Right-click a task to display a menu of options. 

 
3. Do any of the following: 

• Select Move To if you want to run the task on a different cost center. For more information, see 
“Moving tasks around the schedule” on page 63.. 

• Select Show Insertion Point to see where on the schedule the task can first be inserted. A blue 
arrow and the time are displayed on the Gantt chart. 

 
• Select Schedule Selected Task to schedule just the task or select Schedule Job to schedule all 

the tasks in the job to which the selected task belongs. 

• Select Job History to see some background about the job or Job Ticket to open the job ticket. 
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Check for over-capacity 
If you made changes to the schedule manually, you may want to make sure that no cost center is over capacity, 
meaning that too many tasks are scheduled during the same time period on the cost center. 

  1. On the Warning Jobs toolbar on the Gantt chart, click . 

Any tasks that are causing a cost center to be over capacity are now listed above the Gantt chart. 

 
2. Locate the task on the schedule so you can adjust it, typically by dragging it to another place on the 

schedule. For information about locating tasks, see page 73. 

Check for tasks that are out of sequence 
If you made changes to the schedule manually, you may want to check that the tasks for a job did not end up out 
of sequence, for example, design coming after plate making.  

1. On the Warning Jobs section of the toolbar on the Gantt chart, click . 

Any tasks that are out of sequence are now listed above the Gantt chart. To correct the sequence you 
must synchronize the tasks. 

 
2. To synchronize a single task: 

a. Locate the task on the schedule. For information about locating tasks, see page 73. 

b. Click the task on the Gantt chart and select Sync Job. 

To synchronize several tasks at once (if you have many out of sequence tasks), do one of the following: 

• To synchronize all out of sequence tasks, on the Gantt chart, click Synchronize on the toolbar.  

• To synchronize out of sequence tasks during a particular period, on the Gantt chart, click the left 
arrow next to Synchronize; select Zone Synchronizing; select Week, Month, or Select Date in 
the Zone field; and click Go. 

Note Leaving All selected in the Zone field is equivalent to clicking the Synchronize button on 
the toolbar.  
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Viewing the Tasks of Job (Schedule) 
The Tasks of Job page shows all the tasks that are ready to be started, waiting, or not ready. This is the page 
from which you start tasks. The tasks that you can see depend on your permissions. 

 
1. To open this page, on the Scheduler menu, select Tasks of Job (Schedule). 

Tip If you keep the Tasks of Job page open, click Refresh periodically to keep it up to date. 

2. Use the buttons on the toolbar to change what is displayed: 

• Click  next to Cost Centers to select a particular cost center. 

• Click  next to Select Date to change the time period you are viewing. 

• Click Show All to display all tasks for all jobs. 

• Click Refresh to update the list with recently scheduled jobs. 

• To view tasks based on their status, click: 

• Ready to Start to list tasks that can be started because tasks ahead of them (upstream) on 
the schedule are completed. 

• Waiting to list tasks that can be started as soon as the upstream tasks are completed. (The 
upstream tasks were already started.) 

• Not Ready to list tasks that require upstream tasks to be completed before they can be 
started. 

3. Use filtering (see page 56) and Find (see page 56) to narrow down the list of jobs. 

4. Use any of these buttons below the toolbar: 

Click this To do this 

 
Sort the information by different columns. See “Sorting by specific 
columns” on page 55. 

 
Clear all filters and/or the Find criteria currently in effect.  

 
Generate an Excel spreadsheet of the data on the page and save it in your 
Downloads folder.  

 

Select which columns are displayed. See “Selecting which columns are 
displayed” on page 56. 
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5. Right-click a task for a menu of options. 

 
For information about these options, see “Manually Adjusting the Schedule” on page 63. 

Note Split Task does not apply and is unavailable. You cannot split tasks manually. Only Scheduler 
can split tasks if task splitting is enabled on the the Split and Merge Configuration tab. (See 
page 34.) 

6. To display the PERT diagram, double-click a task. For more information, see 82. 

7. To view the job ticket, click . 

8. If using Tracker, click  in the leftmost column to open the Tracker Console so you can start the task. 

(For more information, see page 58.) If not using Tracker click  in the leftmost column to open a 
window where you can start, pause, and complete a task. (For more information, see page 59.) 

Note After a task is started, the Run Status on the Tasks of Job page changes to Started. 

Viewing Jobs 
The Jobs page lists all scheduled jobs in the system. 

 1. On the Scheduler menu, select Jobs. The Jobs page opens and provides summary information about 
jobs. 

 
2.  Use the buttons on the toolbar to change what is displayed: 

• Click  next to Select Date to change the time period you are viewing. 

• Click Show All to display all jobs. 

• Click Refresh to update the list with recently scheduled jobs. 

• Click  next to Search, select a criterion such as Sales Rep or Customer in the first field, and 
then select either All or a specific person in the second field.  
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3. Use filtering (see page 56) and Find (see page 56) to narrow down the list of jobs. 

4. Use any of these buttons below the toolbar: 

Click this To do this 

 
Sort the information by different columns. See “Sorting by specific columns” 
on page 55. 

 
Clear all filters and/or the Find criteria currently in effect.  

 
Generate an Excel spreadsheet of the data on the page and save it in your 
Downloads folder.  

 

Select which columns are displayed. See “Selecting which columns are 
displayed” on page 56. 

 

5. To display a PERT diagram for a job, double-click the job. For information, see page 82. 

Viewing Late Jobs  
The Late Jobs page includes charts about late jobs as well as a list of late jobs. A job is considered late if its due 
date cannot be met based on the schedule. On-time jobs are included in the charts, but not in the Late Jobs list 
at the bottom of the page. 

 
1. On the Scheduler menu, select Late Jobs. The Late Jobs page includes the following charts: 

• Job Lateness: the number of jobs versus the number of days late. The X axis shows the number 
of days early (green) or late (red); the Y axis shows the number of jobs. 

• Late jobs verses on-time jobs: the late jobs are in red and the on-time jobs are in green. 

• Late jobs by due date: the number of late (red) and on-time (green) jobs by their due dates. The X 
axis shows the date; the Y axis shows the number of jobs. 

Below the charts is a list of the late jobs. 

2. Move the pointer over the charts to see additional information in popup windows. 

Specify 
a date 
range 
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3. Use the buttons on the toolbar to change what is displayed: 

• To view all late jobs, click Show All. 

• To update the list, click Refresh.  

• To view late jobs for a specific date or range of dates, use the calendar controls in the Date Range 
fields. 

4. In the Late Jobs list: 

• Use filtering (see page 56) and Find (see page 56) to narrow down the list of jobs. 

• Use any of these buttons: 

Click this To do this 

 
Sort the information by different columns. See “Sorting by specific 
columns” on page 55. 

 
Clear all filters and/or the Find criteria currently in effect.  

 
Generate an Excel worksheet of the data on the page and save it in 
your Downloads folder.  

 

Select which columns are displayed. See “Selecting which columns 
are displayed” on page 56. 

Calendar Page 
The Calendar page lets you see how cost centers are being used at a given time. For each cost center you can 
see its capacity and utilization, as well as the tasks (if any) scheduled then. 

 

Calendar page basics 
• The colors used on the page are the same as on the Gantt chart and are based on your general 

configuration settings (see page 33). You can change these colors. 

• The toolbar at the top of the page lets you update the page, change the time period, define groups of 
cost centers, and find tasks on the schedule.  

• A Resource is a cost center. You can click – or + next to a cost center name to expand or reduce what 
is displayed. 
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• Just as on the Gantt chart, each task has an identifying label. You can control what this label includes 
with the task labels defined in the popup fields configuration settings (see page 37). 

 
 
When you hover over the green or red icon on the right side of a task, a popup window provides 
additional information about the task. The contents of this popup window are defined in the popup fields 
configuration settings (see page 36). 

 

• You can click a task for a menu of options, for example, to change its duration or view the job ticket. 

• You can hover over the utilization bar to see how much time is available for the day and how much is 
being used. 

 
If you double-click the utilization bar, a popup window shows you all the day’s tasks scheduled for the 
cost center. 

 

• Shuts and their durations are clearly identified (brown is the default color) – these are periods when cost 
centers are unavailable, for example, during lunch, holidays, or maintenance.  

 
You can click a shut for a menu of options. 

 

Hover over icon to display popup window 
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• If overtime was scheduled, by default it is identified by a yellow bar and its duration is shown.  

 
You can click overtime to edit or delete it. 

Working on the Calendar page 
1. To open this page, on the Scheduler menu, select Calendar Page. 

 
2. Use the Navigation section of the toolbar to adjust the time period you are viewing (by default, the 

Calendar page shows you the current day). For example, 

• Click Today to display the schedule for the current day. 

• Click  to display the previous day’s schedule or  to display the next day’s schedule. 

• Click  next to Select Date to choose a starting date and then the time unit to use from that 
starting date, for example, some number of hours, days, or weeks. Then click Go.  

 
3. If you want to find a particular task on the Calendar page, do the following: 

a Click Search on the toolbar of the Calendar page. 
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b. In the window that opens, enter all or part of the job code, cost center description, or task 
description as your criteria and press Enter. 

 
c. If Scheduler finds more than one task that meets the criterion you entered, it lists them all. If 

necessary, click a column header to sort the tasks that were found. 

d. Double-click the task you want to locate. The Calendar page chart switches the view to the day with 
the task and shows the task outlined in red.  

 
4. Manage and use cost center groups to control what you are viewing. For information, see “Using and 

managing cost center groups” on page 74. 
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Viewing the PERT Diagram 
The PERT diagram graphically shows the sequence (links) between tasks in a job. Currently you cannot edit 
these links.  

 
1. Open the PERT diagram from any of these places in Scheduler: 

• On the Gantt chart, click a task and select Show Pert. 

• On the Jobs, Tasks of Jobs, or Late Jobs page, double-click a job. 

2. On the PERT diagram, hover over a task to see its details in a popup window. 

3. To see the run duration of the tasks, click Show Time. To revert the display to the link view, click Show 
Time again. 

4. Click Back to return to the page you were previously viewing. 
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Viewing Cost Center Utilization 
The Cost Center Utilization page graphically depicts how cost centers are utilized over a specific period of time. 
The legend at the top of the page explains what the colors in the charts represent.  

If you created cost center groups for viewing the Gantt chart (see page 74), those groups are also used here. 
You can edit the groups or create new ones. 

 
1. On the Scheduler menu, select Cost Center Utilization. 

2. Hover over the charts to display additional details in a popup window. 

3. Use Date Range to specify the period of time you want to view. 

4. Clear or select the check boxes of cost centers in a group to see the utilization of particular cost 
centers.  

5. To edit a cost center group, click + next to Add/Edit; to create a new group, click Create at the top of 
the page. (For more information about creating or editing groups, see page 74.) 

6. To see a list of the jobs associated with a cost center, double-click the chart. The Cost Center Detail 
window opens and provides a summary of the jobs. (If you are viewing a cost center group, you will see 
the jobs for all the selected cost centers in the group.) 

 
  

Click to 
edit the 
group. 

Double-
click for 

cost 
center 

details. 
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Managing Shift Patterns and Shuts 
From the Shift Patterns/Shuts page you can define your shift patterns and manage your shuts.  

 
For information about shift patterns, see “Task 5: Create Your Shift Patterns” on page 25. You create your shift 
patterns when setting up Scheduler, but may need to create additional ones, perhaps because of a seasonal 
rush that requires one or more cost centers to be open longer.  

Using the Shift Patterns/Shuts page 
1. On the Scheduler menu, select Shift Patterns/Shuts. 

The Shift Patterns/Shuts page lists all the currently defined shuts, typically for the holidays that you 
defined during setup. See “Task 6: Create Shuts for Holidays” on page 29. 

2. Use the buttons on the toolbar as follows: 

• Click  next to Cost Centers to select a particular cost center and see its shuts. 

• Click Show All to display all shuts for all cost centers. 

• Click Refresh to update the list of shuts. 

• Click Shift Pattern to create a shift pattern as described in “Task 5: Create Your Shift Patterns” on 
page 25. 

• Click Add Shut to create a shut as described on page 89. 

• Click Delete Selected to remove the selected shut. 

• Click Edit to change a selected shut, for example, shorten or extend the shut. 

Tip To select a shut, select its check box. 

3. Use filtering (see page 56) and Find (see page 56) to narrow down the list of shuts. 

4. Use any of these buttons below the toolbar: 

Click  To  

 
Sort the information by different columns. See “Sorting by specific 
columns” on page 55. 

 
Clear all filters and/or the Find criteria currently in effect.  

 
Generate an Excel spreadsheet of the data on the page and save it in your 
Downloads folder.  
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Creating shuts 
1. On the Shift Patterns/Shuts page, click Add Shut on the toolbar. The Create/Edit Shut window opens. 

Tip You can also open the Create/Edit Shut window from the Gantt chart: right-click an existing 
shut for a cost center and select Add Shut or click a shut for an existing cost center and select 
Create Shut. When you click a shut, you can also extend the shut by one hour by selecting 
Add Shut for 1 Hour. 

2. Typically a shut for equipment maintenance or breakdown affects a single device so select its check 
box. 

3. In the Shut Type field, select the kind of shut you are adding.  

4. Enter a Comment so that when you look at the list of shuts on the Shift Patterns/Shuts page, you will 
know what the shut is for. 

5. Select the Start Date of the shut and enter an approximate number of Hours or Days. You can also 
enter specific times. (If you omit starting and ending times they default to 12:00 midnight.)  

6. Click Apply. 

 
The list of shuts for that cost center now includes the shut you added. 

 
7. To change a shut (perhaps because the device is not fixed when you expected), select its check box 

and click Edit. Adjust the duration of the shut and click Apply.  

8. To remove a shut altogether, select its check box and click Delete Selected.  
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Backups 
If PrintSmith Vision is EFI-hosted, EFI performs backups for you.  

If PrintSmith Vision is customer-hosted, you must perform backups yourself. Scheduler has its own database, 
which should be backed up at the same time you back up your PrintSmith Vision database so that if you need to 
restore data, the Scheduler and PrintSmith Vision data will be synchronized.  

For information about backing up and restoring the databases, see the section on “Backup Manager 
preferences” in the PrintSmith Vision - Setup and User Guide. 

 



Backward Scheduling  91  

 
 

 

 
 

 

 

Backward Scheduling 
 

 

In this chapter 

About Backward Scheduling 92 
Enabling Backward Scheduling 92 
How Jobs Are Scheduled 93 
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About Backward Scheduling 
Normally, Scheduler starts with the first task in a job and schedules the remaining tasks after this first task 
(forwards in the schedule). In contrast, in backward scheduling, the last task of a job is scheduled to finish as 
close as possible to the due date and time (with a 30-minute buffer) for the job. The remaining tasks are then 
scheduled backwards in time from the last task.  

This type of scheduling has these advantages: 

• Can be used for long term planning. 

• Reduces work-in-process times for jobs. 

• Jobs are not processed until they are required which means capacity may be available to produce any 
urgent jobs that come into your shop. 

To take advantage of backward scheduling, you must have a Scheduler Plus license in addition to the license 
already required for Scheduler. For information about purchasing a Scheduler Plus license, contact 
PrintSmith.Sales@efi.com. 

Enabling Backward Scheduling 
1. If you were already using Scheduler and purchased a Scheduler Plus license or if you were already 

using PrintSmith Vision and purchased Scheduler and Scheduler Plus licenses, update your license in 
PrintSmith Vision: 

a. Select Help > About PrintSmith. 

b. Click Update License. You will get a confirmation your license was updated, and PrintSmith 
Scheduler Plus will be listed in the features you are licensed to use. 

c. Log out of PrintSmith Vision and log back in.  

2. If you did not already do so, complete all the setup tasks described in “Overview of Setup” and the 
sections that follow. The instructions start on page 13. 

3. In the PrintSmith Vision QuickAccess panel, click Schedule Board Manager. 

4. Click  Show Schedule Board. 

5. On the Schedule Board, click the arrow to the right of Schedule and select Edit Configurations. 

 
  

mailto:PrintSmith.Sales@efi.com


Backward Scheduling  93  

 
 

 
 

6. In the Scheduling Option window, under Select Scheduling Algorithm, select Backward Schedule 
and click Save. 

 

How Jobs Are Scheduled 
Once backward scheduling is enabled, you schedule jobs as usual. (For information, see the chapter 
“Scheduling” starting on page 51.)  

Scheduler then places the jobs on the Schedule Board on a first come basis. Scheduler does the following: 

1. Starts with the last task of a job and identifies the cost center for the task. 

2. Calculates the earliest start date for the task using the due date for the job and places the task in the 
earliest gap available on the cost center. 

3. Continues to the preceding task and places it in the appropriate cost center earlier in the schedule 
(working backwards in time). 

4. Repeats this process for all the tasks that make up the job. 

5. Repeats steps 1 to 4 for the next job. 

If there are conflicts, you can click Schedule on the toolbar of the Schedule Board to reschedule jobs 
automatically. 

 
You can also edit the schedule manually. See “Manually Adjusting the Schedule” on page 63. 
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Appendix A: Glossary 
access group  

A security feature that controls which PrintSmith Vision commands or features members of the group can use. 
Access groups are defined with Admin > Security Setup. Users are assigned to access groups with Admin > 
User Definitions. These access groups are also used in Scheduler to define Scheduler permissions. 

cost center 

A resource used by your company to produce jobs. 

department 

A group of related cost centers in PrintSmith Vision that can be used in custom reports. 

parallel cost center 

Used for load distribution, a collection of similar cost centers that can produce similar work and consume the 
same type of materials. For example, all your cutters could be members of a cutting parallel cost center.  

pinning 

The process of fixing a task in a specific place on the schedule so it does not get moved. 

shut 

A period of time during which a cost center is unavailable for work.  

split 

The process of dividing a task around shuts so it can be completed as soon as possible versus waiting for an 
empty slot that will accommodate the entire task. (When split tasks are configured, splitting is done automatically 
by Scheduler.) 

task 

An individual activity on a cost center required to produce a job, for example, designing, typesetting, printing, or 
folding a brochure.  

 

  



96  EFI Productivity Suite | PrintSmith Vision - Scheduler User Guide 

 
 

 
 

Appendix B: Process Type Weighting 
When you create cost centers for your organization (as described in “Task 2: Create Cost Centers in PrintSmith 
Vision” on page 14), you select a process type which determines the process stage for the cost center. 
PrintSmith Vision Scheduler uses this stage to assign a “weight” to each type. 

 
The weightings are used as a starting point for determining the order of tasks in the production process, for 
example, prepress comes before printing, printing comes before bindery, and so on. Within these stages, the 
weightings determine the order in which the production steps should be completed. If necessary, you can change 
this order manually on the schedule, for example, you may need to cut something before you pad it or number it. 

Note You would select Generic as the process stage if the cost center you are creating does not fit into one 
of the other three process stages. 

The table below shows the four stages, and the weight of the type within each stage (in parentheses) with 1 
being the highest priority.  

Generic Generic (1) 
 Brokering (1) 
PrePress Design (1) 
 Scanning (1) 
 Proofing (2) 
 Cutting (3) 
 Ink Mixing (3) 
 Plate Making (3) 
Production Printing (1) 
 Copying (1) 
Bindery Padding (1) 
 Numbering (1) 
 Cutting (3) 
 Laminating (7) 
 Scoring (8) 
 Inserting (9) 
 Collating (9) 
 Folding (9) 
 Drilling (9) 
 Sealing (10) 
 Tapping (10) 
 Binding (10) 
 Addressing (11) 
 Metering (11) 
 Die Cutting (12) 
 Packaging (13) 
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