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About PrintSmith Scheduler  

PrintSmith Scheduler is a manual scheduling system for electronically organizing tasks 
and device usage within your shop. Scheduler is an add-on to PrintSmith, and access to 
Scheduler is controlled by your hardware security key. You can use PrintSmith access 
groups to control which scheduling features are available to particular users.  

Note Scheduler is integrated with PrintSmith Tracker, although you do not have to own 
Tracker to use Scheduler. 

PrintSmith Scheduler is “manual” in the sense that the workflow is controlled by users and 
adjustments are made by hand, not dynamically as with some scheduling software. 
Scheduler provides a “whiteboard” approach to scheduling, but in an electronic format that 
allows PrintSmith users to view and make adjustments to the schedule from the 
convenience of their computers. 

Every company has a unique scheduling method. The schedule may be as simple as a 
daily printed spreadsheet, or as complex as an entire wall covered with job tickets 
representing weeks or months of press and bindery runs. A typical print shop scenario for 
scheduling consists of a large corkboard, blackboard, or whiteboard, with time versus the 
print shop resources—presses, binderies, packaging, and other machines and activities. 

 

Information about the job is written on the whiteboard in the position of the day or time it is 
scheduled versus the resource that is using. Some type of tag—usually color-coded 
magnetic or paper strips—can be applied to mark progress or expose issues. For 
example, green can indicate stock was received for a job while red can mean that the job 
is behind schedule. 
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The schedule is reviewed and updated several times a day by several people—from the 
production planner to the scheduler, shop manager, customer service representatives, 
machine operators, and account managers. 

PrintSmith Scheduler is very similar in concept—a manual tool that is flexible and 
convenient for everybody in the shop to understand at a glance. 

Who Should Use Scheduler? 

PrintSmith Scheduler can used by almost every member of your organization: 

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

 Managers can use the department schedule to get an overview of the workflow 
throughout the shop for days or weeks ahead, and use Scheduler reports to 
review post-production data. 

 Production staff—including machine operators, prepress, graphic artists, shipping 
and receiving, and so on—can view the scheduling information that is meaningful 
to them in “My Work Center” and get a heads-up on changes that will affect them 
throughout the day. 

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

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

Key Concepts and Terminology 

Several concepts are important to understand before you start setting up and using 
PrintSmith Scheduler.  

Cost centers 

Cost centers are the devices, activities, and charges for which a cost (charge) is incurred 
during the production of a job, for example, a press or copy machine, design, typesetting, 
or cutting. On the whiteboard, a cost center is the resource that must be scheduled. 

PrintSmith Scheduler has no predefined cost centers. You must name and configure your 
own cost centers. You may want to look at the resources you use in your current 
scheduling process to help you decide which cost centers you need. Keep in mind that 
cost centers are assigned to your PrintSmith charge definitions, press definitions, and 
copier/digital definitions. Because the charges and devices used in a job are linked to cost 
centers, they can be scheduled. 

Scheduler also lets you identify parallel cost centers to use as alternatives if a requested 
cost center is unavailable. 
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Departments 

Departments are groups of related cost centers. For example, you may have set up cost 
centers called Design, Typesetting, and Platemaking. 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. 

Tags 

A tag is an individual task required to produce a job, for example, designing, typesetting, 
printing, or folding a brochure. A tag has a duration, as well as start and stop times. Some 
of the information about a tag comes from the job.  

When tags are scheduled, they are given sequence numbers so that tasks are scheduled 
and produced in a logical order. As on a white board, colors are used in PrintSmith 
Scheduler to indicate the status of tags or to draw attention to issues.  

About this Guide 

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

Additional Sources 

For information about See 

Installing PrintSmith PrintSmith Installation and Upgrade Guide 

Setting up and using 
PrintSmith 

PrintSmith Setup Guide and PrintSmith Reference Guide 

Credit card processing in 
PrintSmith 

PrintSmith Secure Credit Card Processing 
Implementation Guide 

PrintSmith Tracker PrintSmith Tracker User Guide 

PrintSmith Site PrintSmith Site Administrator Guide 
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Customer Support 

You can contact PrintSmith Customer Support in any of the following ways.  

Phone 

North America 

888.731.2618 
480.538.5800 
Monday - Friday 7 A.M. - 5 P.M. US Mountain Standard Time 

UK 

0800 783 2737 
Monday - Friday 8 A.M. - 5 P.M. UK Time 

EMEA 

+49 2102 745 4500 
Monday - Friday 9 A.M. - 6 P.M. Central European Time 

Fax 

480.538.5804 (North America) 

E-Mail 

North America 

Printsmith.service@efi.com 

EMEA 

Europe_support@efi.com 

Mail 

EFI, 17250 N. Hartford Drive, Scottsdale, AZ 85255, U.S.A. 

  

mailto:Printsmith.service@efi.com
mailto:Europe_support@efi.com
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Using Schedule Board Manager 

Schedule Board Manager provides access to all the features of PrintSmith Scheduler.  To 
open Schedule Board Manager, select  Admin > Schedule Board Manager in 
PrintSmith. 

Note If the Schedule Board Manager command is not on the Admin menu, there is a 
problem with your hardware key. Contact PrintSmith Support for assistance. 
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Schedule Board Manager includes the following features: 

 Job List (New Tags): For seeing a list of all jobs to be scheduled and selecting a 
job so you can create tags for it. 

 Show Departments: For viewing and scheduling jobs by department. 

 Show Cost Center: For viewing and scheduling jobs by cost center. 

 Late and Complete Tags: For viewing a list of all tags that are late or complete. 

 My Work Center: For viewing all tags assigned to a particular cost center on a 
particular day. My Work Center is integrated with PrintSmith Tracker, if it is part 
of your PrintSmith installation. 

 Edit Departments: For setting up the departments, such as Bindery, Press, and 
Prepress, that are used in your shop. 

 Edit Cost Centers: For setting up the cost centers, such as Design, Typesetting, 
Press, and Copiers, that are used in your shop, and for assigning them to 
departments. 

 Preferences: For designating production milestones and setting color 
preferences for milestones, tags, and grids. 

 Reports: For running scheduling reports.  

Overview of Setup 

Before you can start to use PrintSmith Scheduler, you must complete some initial setup 
tasks: 

 Create departments. 

 Create cost centers and assigning them to departments. 

 Create custom groups. 

 Assign cost centers to press definitions, copier/digital definitions, and charge 
definitions. 

 Designate preferences for milestones, tag colors, and grid colors. 

 Designate preferences for the display of cost centers on a per-workstation basis. 
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Creating Departments 

Departments are groupings of cost centers. (For information about cost centers, see page 
16). In your print shop you might have the following departments: Prepress, Press, Digital, 
Large Format, Bindery, and Mailing.  

The table that follows shows some examples of cost centers assigned to departments.  

Department Cost Centers 

Prepress Design, Typesetting, Proofing, Platemaking 

Press Ryobi, Heidelberg, AB Dick 

Digital Canon, Next Press, Xerox 

Large Format VUTEk, Epson 

Binding Cutter, Folder, Laminator 

Mailing Tab Insertion, Inkjets 

To create departments 

1. In Schedule Board Manager, click Edit Departments. The Departments window 
opens. 
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2. Click New. 

3. In the Title field, enter a name for the department, for example, Bindery. 

4. Under Capacity do one of the following to specify the maximum number hours 
that can be assigned to the department: 

 Select the Sum of Cost Centers check box to use the sum of all shift hours 
for the assigned cost centers. (For information about shift hours, see page 
20.) 

 If one employee works on multiple cost centers, clear the Sum of Cost 
Centers check box and in the Hours field, enter the total number of hours 
that can be scheduled based on the employee’s availability. 

5. Click Save. 
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Creating Cost Centers 

Cost centers are the machines, devices, and activities that generally incur labor costs 
during the different stages of producing a job. Cost centers are grouped into departments.  

Note You can create up to 32,766 cost centers. For additional limitations, see page 67. 

Setting up a cost center 

 1. In Schedule Board Manager, click Edit Cost Centers. The Cost Center window 
opens. 

 

2. Click New. 

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

4. (Optional) In the Code field, enter a label to differentiate among similar cost 
centers. For example, if you have two machines, one that is new and one that is 
old, you might code them as new and old, or main and overflow. 

Click to 
create a 

new 
department. 
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5. If you are integrated with a Fiery device, in the Device ID field, enter the ID of the 
Fiery. For more information, see your PrintSmith Fiery integration guide.  

6. In the Minimum Minutes per Job field, enter, the least amount of time (in 
minutes) for costing a job on this cost center when creating new tags. 

7. 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. 

8. To display an image for the cost center, click Browse to the right of the Image 
field to select an image.  

Note Use images supplied by PrintSmith, or create your own. Supported file 
formats are .png, .jpg, and .gif. For best appearance, images should be 
150 x 150 pixels or smaller. EFI does not recommend full size digital 
images. If you create your own images, place them in the Shared 
Images folder on the PrintSmith master computer. 

9. In the Type field under Process Stage, select  the production phase associated 
with the cost center. Your 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).  

Notes For information about how PrintSmith assigns a weighting to each type 
of process stage, determining how it will be sequenced, see page 67. 

  For cutting cost center definitions, select PrePress. The PrintSmith 
charge definition that is associated with the cost center ensures the 
correct process stage is applied.  

10. To account for time between tasks that is not included in the processing, under 
Delay Time Minutes, enter a time in minutes in the Before this Center, After 
this Center, Before sequenced tags, and/or After sequenced tags fields.  

11. Click Save. The cost center is now listed (in blue) under its department in the 
Departments window. (Click the right arrow next to the department name to see 
its associated cost centers.) 
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12. To designate a parallel cost center (to be used if the cost center is at full 
capacity), see the section that follows. 

13. To define shifts (operational times) for the cost center, see page 20. 

14. To set Tracker options if you are using PrintSmith Tracker, see page 22. 

  

Cost centers 
are displayed 

in blue. 
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Designating parallel cost centers 

If you have two pieces of equipment that perform the same function, and use one for 
overflow, you can define a parallel cost center for the main piece of equipment. As a 
result, if the main cost center is at full capacity during a scheduling period, the alternative 
(parallel) cost center is used. For example, if you have two cutters, one of which you use 
for overflow, it can be designated as the parallel cost center for your main cutter. 

To designate a parallel cost center 

1. If necessary, in the Cost Center window, click Get and select the cost center for 
which you want to define a parallel cost center. 

2. Click the Parallel Centers tab.  

 

3. Click the column to the left of the cost center that should be the alternative to the 
cost center displayed in the Title field. A check mark identifies all selected 
parallel cost centers. 

4. Click Save. 

Note You can associate up to 26 parallel cost centers with a cost center.  
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Defining shifts 

For each cost center, you can define up to three shifts per day to account for the time the 
cost center is operational (available), as well as to account for the times it is unavailable 
due to lunch, other breaks, or regularly-scheduled maintenance.  

Notes Shifts apply to the hours your cost centers are available, not to the hours your 
employees work.  

 If you try to schedule a task in a cost center during a non-operational time, such 
as a weekend or lunch break, PrintSmith informs you that the cost center is not 
available, but does not prevent you from scheduling the task. This gives you 
flexibility in scheduling overtime. 

To define shifts 

1. If necessary, in the Cost Center window, click Get and select the cost center for 
which you want to define shifts. 

2. Click the Shift Hours tab. 

 

Start of shift. 

End of shift. 

Total 
operational 
time for the 

day. 



Setting Up PrintSmith Scheduler 

 

 
Page 21 

3. For each day of the week that your shop is open, enter a start time, such as 8:00 
A.M., in the Shift 1 row. (For days on which your shop is not open, such as 
Saturday and Sunday, do not enter any shift hours.) 

4. If the cost center operates continuously, without any break, enter an end time, 
such as 5:00 P.M. below the start time you entered in the Shift 1 row and 
proceed to step 6. 

5. To account for breaks, enter an end time (representing the start of the break) for 
the first shift and enter a start time (representing the end of the break) for the 
second shift. If a second break occurs, define a third shift. 

For example, if the cost center is operational from 8:00 A.M. to 6:00 PM., but is 
closed for lunch from 12:00 p.m. to 1:00 P.M., shift 1 should have a starting time 
of 8:00 A.M. and an ending time of 12:00 P.M and shift 2 should have a starting 
time of 1:00 P.M. and an ending time of 6:00 P.M.  

The total operational time for each day for the cost center is shown at the bottom 
of the window. 

Notes Shift 1 must start at 12 A.M. or later.  

  The start time must always be earlier than the end time.  

  Each shift must start later than the previous shift; shifts cannot overlap. 

6. Click Save.  
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Setting Tracker options 

If you use PrintSmith Tracker, you can customize your cost centers for production data 
tracking.  

1. If necessary, in the Cost Center window, click Get and select the cost center for 
which you want to set Tracker options. 

2. Click the Tracker tab. 

 

3. In the Location X-ref field, select the location (process) related to the cost 
center. Locations are used in PrintSmith Tracker so this field links a location to a 
cost center. (Use Table Editor to maintain locations in the Production Locations 
table.)  

4. Select the Mark INV ready for Pickup check box if this cost center is the last 
step in the routing of the job and the invoice should be marked ready for pickup. 

5. 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. In the Completion Category field, select a production category so that Tracker 
automatically date stamps the completion of the step associated with the cost 
center. Not all cost centers will have a completion category. 

7. Click Save. 
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Creating Custom Groups of Cost Centers 

A custom group of cost centers is a selection of up to 30 cost centers that you want to 
view together, regardless of the departments to which they are assigned. A custom group 
is available as a selection instead of a department, for example, when viewing the 
department schedule or running on of the department reports. 

1. In Schedule Board Manager, click Edit Departments. The Departments window 
opens. 

2. Click the Custom Groups tab. 

 

3. Click New. 

4. In the Title field, enter a name for the custom group, for example, Collating. 

5. Click Add Cost Center. A window opens with all cost centers listed. 
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6. Either double-click a cost center or select it and click Select. The cost center is 
listed in blue below the custom group name. Repeat this step to add all the cost 
centers to the custom group. 

7. Click Save. 
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Assigning Cost Centers to Pricing Definitions 

After you create your cost centers and assign them to departments, you must assign the 
cost centers to your press, copier/digital, and charge definitions so that the devices and 
charges used in a job are linked to a cost center and can be included in a schedule. 

Press definitions 

1. Select Pricing > Press Definitions. 

2. For each press definition, select a cost center and click Change. (Only cost 
centers with a Process Stage Type of Printing are available for selection. For 
more information about process stage types, see “Setting up a cost center” on 
page 16.) 
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Copier/digital definitions 

When you select a cost center for a copier/digital definition, only cost centers with a 
Process Stage Type of Copying are available for selection. (For more information about 
process stage types, see “Setting up a cost center” on page 16.) 

1. Select Pricing > Copier/Digital Definitions. 

2. For each copier definition, select a cost center and click Change.  

 

Charge definitions 

Not all charge definitions require cost centers. If no labor is associated with a charge, it 
does not need to be scheduled, so does not need a cost center. You can exclude this type 
of charge from the scheduling process so it is not listed as an item to be scheduled in 
PrintSmith Scheduler. 

For charges that do involve labor, all cost centers are available for selection, except those 
with a Process Stage Type of Printing or Copying. (For more information about process 
stage types, see “Setting up a cost center” on page 16.) 

1. Select Pricing > Charge Definitions. 

2. For each charge that requires labor, select a cost center and click File.  

For charges that do not involve labor, for example, postage, do not select a cost 
center. Instead, select the Excluded from workflow checkbox so the charge is 
not listed as an item to be scheduled in PrintSmith Scheduler. Then click File. 

3. If you created an invoice that includes a charge before you selected a cost center 
for the charge, recalculate the invoice (using Invoice > Document Totals). 
Otherwise, the cost center will not be displayed in PrintSmith Scheduler.   
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Setting Preferences 

You can designate some scheduling preferences, for example, milestones and color 
options for tags and the schedule grids. 

General procedure 

1. In Schedule Board Manager, click Preferences. The Preferences window opens. 

2. Click the Scheduler tab to set milestone preferences as well as tag and grid 
colors. For information, see below. 

3. Click the User tab to control the display of the department schedule and to 
control what is displayed after you log into PrintSmith. For information, see page 
30. 

4. Click Save. 

Setting milestone and color preferences 

Milestones indicate the completion of an important event within the production process. 
Colors identify milestones to make it easier for everyone involved in the production of a 
job to see when milestones were met.  

You can set two types of milestones: 

 Stock: This type of milestone is linked to PrintSmith stock ordering. When the 
stock is received, this milestone is automatically checked. 

 Custom: This type of milestone can be linked to a cost center (but does not need 
to be). Depending on the setup of the job, when the tag associated with the cost 
center is completed, the milestone is automatically identified as complete.  

You can select a color for a milestone, as well as change the colors used for tags and in 
the schedule grid. 

To set milestone and color preferences 

1. In the Preferences window, click the Scheduler tab. 

If charge 
should not be 

scheduled, 
select this 

check box and 
do not select a 

cost center. 
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2. Under Milestones: 

a. In the Type field, select Stock or Custom. 

b. In the Title field, enter a name for the milestone. Typical milestones are 
Stock, Plate, and Proof Back. 

c. To use a different color for the milestone, click the color icon and select the 
color you want. 

d. (Optional) In the Cost Center field, select the cost center you want to 
associate with the milestone. 

3. Tags that are scheduled without any issues are displayed in black. Otherwise, a 
color indicates a particular type of problem or indicates that a tag is complete. If 
necessary change these colors under Tag color options: 

 Out of run sequence identifies a tag that is scheduled out of order. (The 
default color is red.) You can correct the sequence of a tag with Tag Editor; 
see page 42. 

Click to select 
a different 

color. 
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 Non-Production Time identifies a tag that is in a period when a cost center 
is not operational, as determined by your shift hours. (The default color is 
pink.) For information about shift hours, see page 20.  

 Past Wanted By date identifies a tag that is late. (The default color is 
orange.) For information about late tags, see page 58. 

 Completed Tags identifies a finished tag. (The default color is green.) For 
information about complete tags, see page 59.  

The figure below shows how some of these colors are used in the schedule. 

 

4. When you look at different views of the schedule (in the Dept. Schedule, Cost 
Center View, or My Work Center windows ), colors help identify information in the 
schedule. If necessary change these colors under Grid color options: 

 Today’s grid background identifies today’s date. (The default color is light 
green.)  

 Center shut time identifies a period when a cost center is not operational, 
as determined by your shift hours. (The default color is light gray.) For 
information about shifts, see page 20.  

 Out of current month identifies days not in the current month on the Month 
tab in the Cost Center View window; see page 53. (The default color is light 
pink.)  

  

Completed 
tag. 

Scheduled 
during non-
production 

time. 
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Setting user preferences 

With user preferences you can control the display of the department schedule (Show 
Departments). For example, you can change the height of cells in the calendar and 
change how cost centers are sorted. You can also control whether scheduling information 
is displayed automatically when you log into PrintSmith. 

1. Click the User tab in the Preferences window. 

 

2. Under Calendar Cells, use the slider to adjust the height of cells in the 
department schedule. For example, you could change the cell size to fill the 
entire window if you wanted to view the schedule for a single cost center at a 
time. You may need to experiment with this preference to adjust the height to 
your liking. 

3. By default, all cost centers are sorted alphabetically by title in the department 
schedule when Show all Departments is selected, but if you also want them 
sorted by process stage (generic, prepress, production, or bindery), select the By 
process Stage check box. If you want them sorted by process stage type, select 
the Sub sort by process Type check box. (For information about process 
stages and types, see “Setting up a cost center” on page 16.)  

4. Under At Signon, perform: 

 Leave No action selected if do not want scheduling information displayed 
when you log into PrintSmith. Otherwise, select Show department view if 
you want the Department Schedule window to open automatically when you 
log in or select Show workspaces if you use multiple monitors to show 



Setting Up PrintSmith Scheduler 

 

 
Page 31 

several views of the schedule at a time and want these views to open 
automatically on multiple monitors when you log in.  

 If you use multiple monitors to show several views of the schedule at a time, 
click Capture Workspace to save the views you have open so the system 
remembers them for the next time.  

 Click Clear Workspace if you want to clear the views you have saved so 
you can save a different set of views if necessary. 

Automatically showing My Work Center 

If you are using PrintSmith Tracker, you can configure it to automatically open My Work 
Center when an employee clocks in. For information about My Work Center, see page 60. 

1. In PrintSmith, select Admin > Employee Manager. The Employee Manager 
window opens. 

2. Click Employees and double-click an employee (or select the employee and 
click Select). The Employee window opens. 

3. Click the Personal tab and select the Auto show My Work Center at clock in 
check box. 
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4. Click File. 

When that employee clocks in, the My Work Center window opens to the cost center that 
was last selected. For more information about My Work Center, see page 60. 
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Overview 

After you complete the initial setup procedures, you can begin to use PrintSmith 
Scheduler, tailoring it to meet the needs of your shop and to enhance your workflow. 

As with other features in PrintSmith, there are often multiple ways to complete the same 
task. Figure out what is most comfortable for you, and what works best in a given 
situation, or for a particular PrintSmith user. 

Scheduling a Job 

The procedure for creating an invoice for a job that is to be scheduled is exactly the same 
as for any invoice in PrintSmith. The only difference is that when you select a press or 
copier/digital device and add charges to the job, the cost centers that you assigned to the 
devices and charges are automatically associated with the job. These cost centers can 
then be used to schedule the job. For example, for a printing job, if the Costing Press 
(which is normally the same as the Pricing Press) selected for the job is associated with 
a cost center, it can be scheduled.  
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Similarly, the charges that make up the job and that are associated with cost centers can 
be scheduled. (Not all charges require scheduling. See “Charge definitions” on page 26.) 

 

General procedure 

1. Create an invoice as usual. 

2. To schedule the job right away, in the Pending Documents window, select the 
invoice and click Schedule. The Tags for Job window opens. Continue to step 4. 

3. To review all the jobs that need scheduling and select one: 

a. Select Admin > Schedule Board Manager and click Job List (New Tags). 
The Schedule Board Job List window opens. Jobs are identified by invoice 
number/job number, description, account, and order and due dates. 

b. To locate the job you want to schedule, sort the list by clicking a column 
header or click Find to search by number, description, or account.  



EFI PrintSmith │ Scheduler User Guide 

 

 
Page 36 

 

Notes A check mark indicates a job was scheduled. 

 Invoices that were placed on hold are crossed out until the hold 
status is removed in the Location window. (Click Location in the 
Pending Documents window.)  

 To open the invoice for a job, select the job and click Open. 

c. To create or review the tags (tasks) for a job, double-click the job (or click it 
and click Select). The Tags for Job window opens. 

Click to open 
the selected 

invoice. 

Check mark 
indicates job 

was 
scheduled. 

Invoice is 
on hold. 
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The job details and charges that are not excluded from production are displayed 
in the top part of the Tags for Job window. Any existing tags are displayed in the 
lower part of the window. 

4. If a job item is missing a cost center (Need Cost Center is displayed in the Cost 
Center column of the Tags for Job window), and requires one, add the cost 
center as described below. 

5. Either generate all the tags for the job at once as described on page 38 or 
generate tags individually as described on page 40.  

6. Although the shifts you defined when setting up PrintSmith Scheduler include 
regularly occurring times that cost centers are unavailable (for example, lunch or 
weekends), you will also have other times they are unavailable, for example, on 
holidays. In this case, create a tag for a “blocked time” as described on page 43. 

Assigning cost centers after an invoice is created 

If the Tags for Job window indicates a cost center is missing for a job item (Need Cost 
Center is displayed in the Cost Center column ), you can add a cost center if necessary. 
(Not all charges require scheduling; for example, postage involves no labor and therefore 
no scheduling.) 
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For a press, use Pricing > Press Definitions and select a cost center; for a copier, use 
Pricing > Copier/Digital Definitions and select a cost center. The cost center is then 
displayed in the Tags for Job window. 

For a charge,  

1. Select Pricing > Charge Definitions on the PrintSmith master and select a cost 
center.  

2. Update the pricing on all PrintSmith workstations.  

3. Recalculate  the invoice (using Invoice > Document Totals). 

 The cost center is now displayed in the Tags for Job window.   

Generating all tags for a job at once 

You can create a tag for each job item that needs to be scheduled. The fastest way to do 
this (especially if your cost centers are well defined) is to have PrintSmith generate all the 
tags for a job at once. Alternatively, you can create tags individually. This section explains 
how to generate all the tags at once; for information about creating individual tags, see 
page 40. 

When you generate all the tags at once, they are placed on hold, forcing you to review 
them before removing them from hold.  

1. In the Tags for Job window, click Generate All. 

 

A tag is automatically created for each of the line items in the top part of the 
window. Items are sequenced based on the process stage of the associated cost 
centers, and are placed in the next available time slot in the schedule. The tags 
are automatically put on hold. 
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2. Items without associated cost centers are sequenced first. Either assign a cost 
center to the item (see page 37) or remove the tag by selecting it in the bottom 
part of the window and clicking Delete.  

3. Review each tag by double-clicking it. In the Tag Editor window, make sure the 
duration and sequence are correct, clear the Hold check box, and click File. For 
information about using Tag Editor, see page 42. 

Tip  If the information for the tags looks correct in the bottom pane of the 
Tags for Job window, you can just click Release all tags without 
reviewing each tag individually. (You can also click Chart to check the 
schedule visually.) 

  

All tags are 
on hold. 
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Creating individual tags for a job 

Instead of generating all the tags at once, you can create them individually.  

1. In the Tags for Job window, double-click an item in the top part of the window (or 
select an item and click Add Selection).  

 

2. The Tag Editor window opens. Complete this window as described on page 42.  

3. After you make your changes in Tag Editor, click File. The tag is added to the 
existing tags list in the bottom pane of the Tags for Job window. 
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After you create a tag for an item, it is displayed in black in the top part of the 
window (as well as in the bottom part). Note that each tag is given a sequence 
number to indicate the order in which the associated task is performed. If the 
sequence number is wrong, double-click the tag in the bottom pane so you can 
correct the sequence with Tag Editor. 

4. Repeat steps 1 through 3 for each tag. 
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Using Tag Editor 

The Tag Editor window includes all the details of a tag. The top part of the 
window includes job details to help you make judgment calls when scheduling. 

Tip  Whenever tags are displayed in Scheduler, you can open Tag Editor by 
double-clicking a tag. 

 

2. The information under Tag Details comes from the job and the cost center 
settings. If you set up costing correctly, typically you do not need to provide or 
change any of the information. If necessary,  

a. In the Run Date field, change the date. 

b. Enter or change the information in the Start Time and Duration fields.  
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Note The hours in the Duration field cannot exceed the total shift hours 
for a day. If necessary, split the task in the Tags for Job window 
and schedule it over multiple days. For information about making 
changes in the Tags for Job window, see page 45. 

c. As you add tags, their sequence is automatically updated based on system 
information. For example, if you add a tag for printing first, it initially has a 
sequence of 1. If you then add a tag for plates, this tag has a sequence of 1 
and the printing tag has a sequence of 2. The available system information 
may not always result in the correct sequence for tags. If necessary, change 
the number in the Link Sequence field. 

Note Tags can have the same sequence number. For example, if you 
split a typesetting tag (sequence of 2) of 10 hours into 2 tags of 5 
hours each so that two people can typeset simultaneously, both 
tags can have a sequence of 2. 

3. Use the Delay minutes in sequence fields to provide a buffer between tags. 

4. Under Milestones, select the check boxes of the milestones you want displayed 
for the tag throughout the schedule.   

5. Under Status, if you are using PrintSmith Tracker, the Complete check box is 
selected automatically when a tag is finished. Otherwise, select the Complete 
check box when a tag is finished. (This check box does not apply when you are 
first creating a tag.) 

6. Select the Hold check box to place the tag on hold (or clear the check box to 
remove the hold). If time on the tag was already completed, enter this time (in 
minutes) in the Partially Complete field. 

Note The Hold check box is selected automatically if the invoice is put on 
hold, if you generate tags automatically, or if you click Hold all tags in 
the Tags for Job window. 

7. In the Comments field, enter any information for the scheduler, production staff, 
management, and so on. 

8. After you review the tag information and make any necessary adjustments, click 
File to save the information about the tag.  

Creating a tag to block time 

Although the shifts you defined when setting up PrintSmith Scheduler include regularly 
occurring times that cost centers are unavailable (for example, lunch or weekends), you 
will also have other times they are unavailable on an occasional basis, for example, on 
holidays or if maintenance is required. In this case, you can create a tag for a “blocked 
time.”  

1. In Schedule Board Manager, click Show Cost Center. The Cost Center View 
window opens. 
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2. In the Cost Center field, select the cost center for which you want to indicate a 
time it is unavailable.   

3. Select File > New. The Tag Editor window opens.  

 

4. The Job Details fields are blank and unavailable except for Description and 
Notes. Enter the reason you are blocking the time, for example, Memorial Day 
or Monthly Inventory. 

5. Enter the Run Date, Start Time, and Duration for the tag. 

6. Click File. The block of time you specified is now unavailable in the schedule 
(although you can always override this.) 
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Changing the Schedule 

Although PrintSmith automatically sequence job tags, it does not always place the tags in 
the correct order in the schedule. Tags that are displayed in black are considered to be 
scheduled without issue. Tags that are displayed in any other color (as defined in your 
preferences) can indicate that the tag is out of run sequence, scheduled during non-
production time, or scheduled past the wanted by date. 

You can manually adjust tags in several ways: 

 In the Tags for Job window (see below) 

 In the Tag Editor window (see page 47) 

 In the Chart Job window (see page 47) 

 In the Cost Center View window (page 49) or Dept. Schedule  window (page 54) 

Making changes in the Tags for Job window 

 

When a tag is selected in the bottom pane of the Tags for Job window, you can do the 
following: 

 Use the – Hour and + Hour buttons to change the scheduled time for the tag by 
an hour and use the – Day and + Day buttons to change the scheduled day for 
the tag. 

 Use the – Slot and + Slot buttons to move tags in the schedule. Slots are open 
spaces of time within the cost center that can accommodate the tag based on its 
duration. Click – Slot to move the selected tag to the previous time slot that fits 
the tag; click + Slot to move it to the next time slot that fits it. 

 Click Delete to remove the selected tag(s) from the schedule. (This does not 
delete the item from the job.) Use Shift + click to select a contiguous range, and 
Ctrl + click to select a non-contiguous range for deletion. 

  

Click for 
an 

overview 
of 

schedule. 
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 Click Split to divide a tag into two tags, each with half of the scheduled time. The 
run time for the tags is back-to-back. 

Note Only run times are split, not setup times. When a tag is split, the setup 
time is applied to each split. 

 Click Hold all tags to put all the tags for the job on hold. For example, you may 
want to do this if the customer requests that production of the job be stopped for 
some reason. Click Release all tags to take all the tags for the job off hold. 

 To see an overview of the job schedule, click Show JOB Schedule. This 
overview provides a “what-if” scenario to show you how the tags for the job 
interact with tags already on the schedule. The tags for the selected job are 
highlighted in blue within the schedule. 

 

  

Blue identifies 
tags from the 
selected job. 
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Making changes in the Tag Editor window 

If you need to change the sequence of a tag or change its run date or start time, you can 
do so in the Tag Editor window. 

1. In the bottom pane of the Tags for Job window, double-click the tag that you want 
to edit (or select the tag and click Change). The Tag Editor window opens. For 
more information about this window, see page 42. 

2. Make your changes and click File.  

Making changes in the Chart Job window 

The Chart Job window provides a graphical charting of the whole job with color indicators 
that let you know which tags are out of sequence, or if a tag is scheduled during non-
production time. 

1. In the Tags for Job window, click Chart. The Chart Job window opens.  

Tags are represented by an “H” pattern (although tags of short duration are just 
vertical lines as in the figure below). The bottom pane shows the cost center for 
the selected tag. Other jobs in this cost center are represented by cross-hatched 
bars. 

2. Correctly sequenced job tags form a stair-step pattern from left to right. To 
change the scheduled time for a tag, select it and use the - Hour/+ Hour buttons 
or the – Slot/+ Slot buttons. Alternatively, double-click the tag to edit its start 
time. For example, the figure below illustrates a problem since printing (AB Dick 
cost center) is scheduled to begin before plates are made. 

 

  

Marker for 
today. 

Graphical 
depiction of 

selected tag. 

Another job 
in the cost 

center. 
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When correct, the schedule will look like this: 
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Using the Cost Center Schedule 

The Cost Center View window provides daily, weekly, and monthly views of a cost center. 
These views help you see how a cost center is scheduled so you can make adjustments if 
necessary. 

1. In Schedule Board Manager, click Show Cost Centers. The Cost Center View 
window opens. 

 

2. In the Cost Center field, select the cost center you want to review. 

3. Click the Day tab for a daily view of the jobs in the cost center. See page 50. 

4. Click the Week tab for a weekly view of the jobs in the cost center. See page 52. 

5. Click the Month tab for a monthly view of the jobs in the cost center. See page 
53. 
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Common features on all tabs 

While some features are unique to the tab you are viewing, others are common to all tabs 
in the Cost Center View window: 

 Arrow buttons let you scroll to next or previous day, week, or month. 

 Details of the selected job are displayed above the calendar. 

 You can double-click a tag to open the Tag Editor window. 

 You can drill down from a month to a week to a day. 

 You can drag tags to change their position on the schedule.  

Daily cost center schedule 

The Day tab in the Cost Center View window shows all the jobs in a particular cost center 
on a given day. 

 

On the Day tab, you can: 

 See the details of the selected job. 

Click to 
go to 

previous 
day. 

Details of 
selected 

job. 

Graphical 
view of 

selected 
cost 

center. 

Mini- 
tags. 
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 Look at the mini-tags to understand the progress of the job. For information about 
mini-tags, see page 62. 

 Click Chart Job to see the details of the tags for the job in the Chart Job window. 
(For more information about this window, see page 47.)  

 See a graphical representation of the selected cost center. The tag from the 
selected job is displayed as an “H;” tags from other jobs are displayed as cross-
hatched bars.  

 Use the buttons under Adjust Position to adjust the tag by hour or slot. 

 Under Details, see the duration and start and end times of the tag. 

 Select or clear the check boxes under Milestones to control whether milestones 
are identified for a job. In the figure on the previous page, they are all selected, 
which is reflected in the color boxes displayed in the Job Number column. 
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Weekly cost center schedule 

The Week tab in the Cost Center View window shows all the jobs in a particular cost 
center during a given week. The current day (today) is identified by the color set in your 
preferences (light green is the default). 

 

On the Week tab, you can: 

 Use the buttons under Adjust Position to adjust the tag in the selected job by 
hour, day, or slot. 

 Under Details, see the duration and start and end times of the tag. 

 Double-click a day to drill down to the Day tab. 

 Double-click a job to open Tag Editor. 

 

Click to 
go to 

previous 
week. 

Double-
click a 
day to 

drill down 
to Day 

tab. 

Double-
click a 
job to 

open Tag 
Editor. 
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 Monthly cost center schedule 

The Month tab in the Cost Center View window shows all the jobs in a particular cost 
center during a given month. Days that are not part of the current month are identified by 
the color set in your preferences (light pink is the default). 

 

On the Month tab, you can: 

 Use + Slot to adjust the tag in the selected job.  

 Double-click  a day to drill down to the Week tab.  
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Using the Department Schedule 

The department schedule provides you with information about the scheduling “board,” the 
usage of cost centers, and the tags that are on hold. You can review the schedule for a 
particular department or for all departments.  

1. In Schedule Board Manager, click Show Departments. The Dept. Schedule 
window opens. 

 

2. By default, the Show all Departments check box is selected. If you want to view 
a particular department or custom group, clear this check box and then select a 
department or custom group in the Department field. (Custom groups are below 
the list of departments.)  

3. Click the Board View tab for a six-day view of the cost centers in the 
department(s). For information, see below. 

4. Click the Usage View tab to see how efficiently cost centers in the department(s) 
are being used. For information, see page 56. 

5. Click the Hold View tab to see which tags are on hold in the department(s). For 
information, see page 57. 

Board View 

The Board View tab in the Dept. Schedule window provides a six-day view of the 
scheduled jobs in the cost centers in the department(s), including: 

 Tags, sequenced by scheduled time, on a particular day for a given cost center. 

 Details and milestones above the grid for the selected job. 

 A bar graph indicating the usage of the cost center each day.  

 Current day (today) identified by the color set in your preferences (light green is 
the default). 
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You can do the following on the Board View tab: 

 Navigate through days using the arrow buttons above the grid. 

 Drag a tag to a new day or cost center. (When you drag a tag, any parallel cost 
centers are highlighted.) 

 Use the buttons to the right of the job details to place the selected tag on hold, 
open the Chart Job window, or open the invoice for the job. 

 Double-click a tag to open Tag Editor. 

  

Milestones 
and job 
details. 

Bar graph 
shows cost 

center 
usage. 
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Usage View 

The Usage View tab in the Dept. Schedule window provides a six-day view of the way 
cost centers in the department(s) are being used, including:  

 Parallel cost centers (if any) for the selected cost center above the grid. This lets 
you see optional cost centers for scheduling a tag, if a cost center is scheduled at 
full capacity on a given day. 

 A bar graph indicating the amount the cost center is used each day. 

 The amount of time out of the available time in a cost center that is being used. 
For example, (1:00) of (9:00) means that 1 out of an available 9 hours are 
scheduled for the cost center that day so that 8 hours are available to be 
scheduled.  
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Hold View 

The Hold View tab in the Dept. Schedule window shows all the tags that are on hold in 
the department(s). On the Hold View tab, you can: 

 See job details for the selected tag. 

 Remove the hold status from the selected tag. 

 Open Tag Editor by double-clicking a tag. 

 

Reviewing Late and Complete Tags 

To make sure jobs are on track, you may want to periodically check which tags are late 
and/or complete. 

1. In Schedule Board Manager, click Late and Complete Tags. The Late and 
Complete window opens. 

 

2. By default, the Show all Departments check box is selected. If you want to view 
a particular department or custom group, clear this check box and then select a 
department or custom group in the Department field. (Custom groups are below 
the list of departments.)  
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3. Click the Late tab to review tags that are behind schedule. See below. 

4. Click the Complete tab to review the tags that are done. See page 59. 

Late tags 

Late tags are those with a wanted by date that is past. A tag is also considered late if the 
start date plus the total run time has lapsed, and the tag is not marked complete. By 
examining the late tags you can see which customers you may need to contact, which 
tags you may need reschedule, or which tags should be marked as complete because 
they are done and not late. 

 

You can do the following on the Late tab: 

 See the details of the selected job above the list of late tags. 

 Place a tag on hold. 

 Click + Slot to move the tag to the next available slot so it can be completed. 

 Open Tag Editor by double-clicking a tag. You can then either reschedule the tag 
or mark it complete. 

Job 
details. 
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Complete tags 

If you are using PrintSmith Tracker, the status of a tag is automatically set to Complete 
when the task is finished. Otherwise, you set the status manually in Tag Editor (see page 
42). 

If a tag is incorrectly identified as complete, you can open Tag Editor and change its 
status.  

Complete tags must be deleted manually, or they will continue to be listed on the 
Complete tab in the Late and Complete window.  

 

You can do the following on the Complete tab: 

 Delete completed tags by selecting them and clicking Delete Selection. (Use 
Shift + click to select a contiguous range and Ctrl + click to select a non-
contiguous range.)   

Note When a completed tag is deleted, the job is still included in the 
Schedule Board Job List window as unscheduled until the invoice is 
picked up, at which point the job is removed.   

 Change the status of a tag incorrectly marked as complete by double-clicking it. 
Then clear the Complete check box in the Tag Editor window. 
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Using My Work Center 

My Work Center provides a daily view of the schedule for production staff to use as they 
perform work at their cost centers. If you are using PrintSmith Tracker, information from 
Tracker is available in My Work Center.  

You can select a cost center and see what tags are on the schedule board for the day. If 
Tracker is integrated with Scheduler, you can select the tag on which you are working and 
track your time using the Tracker features at the bottom of the My Work Center window. 
The times that you record are automatically updated in Tracker. 

To use My Work Center 

1. In Schedule Board Manager, click My Work Center. 
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2. In the Cost Center field, select the cost center in which you are working. The 
tags for the cost center on the current day are displayed. 

3. If you are also using Tracker, set your preferences: 

a. Click the Preferences tab. (This tab applies only to Tracker users.) 

b. In the Facility field, select your location or building. (Facilities are stored in 
the Production Facilities table.) 

c. In the Station Name field, select the name of the computer near or on which 
you work, for example, Artwork Prepress. (Stations are stored in the 
Production Stations table.) 

 

4. On the Board View tab, click a tag to see more details about it in the top part of 
the window. The graphical display in the left pane includes mini-tags for showing 
the progress of the job. (For information about mini-tags, see page 62.) 

5. Use the arrow keys to scroll through days if necessary. 

6. To open Tag Editor, double-click a tag (or select a tag and click Edit). 

Note Access to Tag Editor can be restricted with Admin > Security Setup. 

7. Click Chart Selection to open the Chart Job window. For information about this 
window, see page 47. 

8. If you are also using Tracker, open a Tracker record by double-clicking it (or 
selecting it and clicking Production). 

Note If you are using Tracker, you can have My Work Center open automatically when 
an employee clocks in. For information, see page 22. 
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Understanding Mini-Tags 

Mini-tags are used on the Daily tab in the Cost Center View window, and on the Board 
View tab of My Work Center. They provide you with visual information about the status of 
tags within each job. 

Each tag in a job has an associated mini-tag. The “tail” at the bottom of a mini-tag 
identifies the tag for which you are viewing information. For example, in the illustration 
below you are looking at the schedule information for the second tag, as identified by the 
“tail.” 

 

The color of a mini-tag is also meaningful: 

 Green indicates that the tag is complete (as in the first mini-tag below). 

 Gold indicates that the tag is on hold. 

 Black indicates the tag is scheduled correctly, and everything is proceeding 
normally. 
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Running Reports 

PrintSmith Scheduler includes several reports to provide information about your 
schedules. 

1. In Schedule Board Manager, click Reports. The Choose a Scheduler Report 
window opens. 

 

2. In the Report Type field, select the report you want to view:  

 Cost Center by Run Date for the run dates and times of jobs in a cost 
center, as well as the time that was used in the cost center for each job. The 
report also shows the next cost center and due date for each job. 

 Cost Center Week View for the hours that were used in a cost center each 
day of the week.  

 Cost Center by Time for the start and end times and total time of jobs run in 
a cost center. 

 Department Week View for the total hours of use in all cost centers in a 
department each day of the week.  

 Department By Time for the start and end times and total time of jobs run in 
a department. 

After you select a report, the title bar of the window changes to reflect your 
selection. 

3. If you selected Cost Center by Run Date, Cost Center Week View, or Cost 
Center by Time:  

a. Either leave the Cost Center field blank to include all cost centers or select 
a cost center. 

b. Under Date Range to View, select This Week or select Date Range and 
then enter the start and end dates. 

c. Click View. 
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If you selected Department Week View or Department by Time: 

a. Either leave the Departments field blank to include all departments or select 
a department. 

b. Under Date Range to View, select This Week or select Date Range and 
then enter the start and end dates. 

c. Click View. 

 

4. To update the display with more recent information, click Refresh.  

5. If you want to run a different report for the same date range, select the report in 
the Report Type field, change the cost center or department if necessary, and 
click View. 

6.  To clear the window so you can select a new report and specify different criteria, 
click New Report. 

7. If you want to leave the current report open on the screen and compare it to the 
same report using different criteria:  

a. Click New View of Report. The selection in the Report Type field remains 
the same, but any other criteria are cleared.  

b. Either leave the Report Type field as it is or select a different type of report.  

Click to 
update the 

display. 
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c. Specify a date range and/or cost center or department (depending on the 
type of report). 

d. Click View. 

e. If necessary, drag the window by its title bar to reveal the original report you 
ran. (The figure below shows two different types of reports open, but you 
could have the same type of report with different date ranges, for example.) 

 

8. To print the report, select File > Print. 
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Appendices 

Appendix A: Limitations 

PrintSmith Scheduler has the following limitations: 

 The cost center title is limited to 48 characters. 

 The maximum number of cost centers that can be created is 32,767. 

 Custom groups can include a maximum of 30 cost centers. 

 A maximum of 26 parallel cost centers can be associated with each cost center. 

 The maximum time for a tag cannot be greater than the total shift hours defined 
for the cost center for a day. If the tag exceeds this time, it must be split and 
scheduled over multiple days. 

 If you split a tag, only run times are split, not setup times. If a tag is split, the 
setup time is applied to each split. 

Appendix B: Process Type Weighting 

When setting up cost centers for your organization, you select a process type which 
determines the process stage for the cost center. PrintSmith Scheduling uses this stage to 
assign a “weight” to each type. 

 

The weightings are used as a starting point for determining order in the production 
process, for example, prepress comes before production, production comes before 
bindery, and bindery is last. Within these stages, the weightings determine the order in 
which the production steps should be completed. You can change this order manually 
when scheduling if necessary, for example, you may need to cut something before you 
pad it or number it. 

Note A Generic process stage includes steps that do not fit into one of the other three 
process stages. 
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The table below shows the four stages, and the weight of the type within each stage (in 
parentheses) where 1 has 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) 

 



Index 

 

 
Page 69 

Index 

charge definitions ............................... 26 
Chart Job window ............................... 47 
colors 

milestone ........................................ 27 
mini-tags ......................................... 62 
non-operational cost center ............ 29 
not in month .................................... 29 
tag .................................................. 28 
today ............................................... 29 

complete tags ............................... 29, 59 
copier/digital definitions ...................... 26 
Cost Center View window .................. 49 
cost centers 

about ................................................ 7 
and charge definitions .................... 26 
and copier/digital definitions ........... 26 
and departments ......................... 8, 17 
and press definitions ....................... 25 
assigning .................................. 25, 37 
breaks ............................................. 21 
creating ........................................... 16 
custom groups ................................ 23 
daily view ........................................ 50 
images ............................................ 17 
monthly view ................................... 53 
operational times ............................ 20 
parallel ............................................ 19 
process stages ............................... 17 
reports ............................................ 63 
shifts ............................................... 20 
time unavailable .............................. 43 
Tracker options ............................... 22 
usage .............................................. 56 
viewing ........................................... 49 
weekly view .................................... 52 

creating 
cost centers .................................... 16 
custom groups ................................ 23 
departments.................................... 14 

custom groups.................................... 23 
deleting tags ................................. 45, 59 
department schedule 

display preferences ........................ 30 
viewing ........................................... 54 

departments 

about ................................................. 8 
and cost centers ................................ 8 
board view ....................................... 54 
capacity ........................................... 15 
cost center assignments ................. 17 
creating ........................................... 14 
hold view ......................................... 57 
reports ............................................. 63 
schedule.......................................... 54 
usage ........................................ 56, 63 

duration .............................................. 43 
images, cost center ............................ 17 
invoices, opening .......................... 36, 55 
jobs 

generating tags ......................... 38, 40 
schedule overview .......................... 46 
scheduling ....................................... 34 

late tags ........................................ 29, 58 
milestones 

about ............................................... 27 
and tags .................................... 43, 51 
colors of .......................................... 27 

mini-tags ....................................... 61, 62 
My Work Center 

about ............................................... 60 
and PrintSmith Tracker ............. 31, 60 

on hold tags ...................... 39, 43, 46, 57 
opening invoices ........................... 36, 55 
parallel cost centers ...................... 19, 56 
preferences 

color ................................................ 28 
department schedule ...................... 30 
login ................................................ 30 
setting ............................................. 27 
user ................................................. 30 

press definitions .................................. 25 
printing reports .................................... 65 
PrintSmith Scheduler 

about ................................................. 6 
limitations ........................................ 67 
multiple monitors ............................. 31 
preferences ..................................... 27 
reports ............................................. 63 
setup ............................................... 13 
users ................................................. 7 



EFI PrintSmith │ Scheduler User Guide 

 

 
Page 70 

PrintSmith Tracker 
and My Work Center ................. 31, 60 
completed tags ............................... 43 
cost center options ......................... 22 

process stage types ..................... 17, 67 
reports 

printing ............................................ 65 
running ........................................... 63 
types of ........................................... 63 

schedule 
cost center ...................................... 49 
department ..................................... 54 
job ............................................. 46, 47 

Schedule Board Manager .................. 12 
scheduling jobs .................................. 34 
shifts, cost center ............................... 20 
splitting tags ....................................... 46 
Tag Editor .................................... 42, 47 
tags 

about ................................................ 8 
and milestones ............................... 43 
blocked time ................................... 43 
colors of .......................................... 28 
complete ............................. 29, 43, 59 
deleting ........................................... 45 
duration .......................................... 42 
editing ............................................. 45 

generating all at once ...................... 38 
generating individually .................... 40 
job ................................................... 36 
late ............................................ 29, 58 
moving ...................................... 45, 47 
on hold .......................... 39, 43, 46, 57 
out of sequence .............................. 28 
releasing ................................... 39, 46 
sequence numbers ................... 41, 43 
slots ................................................ 45 
splitting ............................................ 46 
start time ......................................... 42 
status .............................................. 43 

Tags for Job window ........................... 45 
tasks ......................................... See tags 
usage 

cost center ................................ 56, 63 
department ................................ 56, 63 

viewing 
complete tags .................................. 59 
department schedule ...................... 54 
job schedule .................................... 46 
late tags .......................................... 58 
My Work Center .............................. 60 
reports ............................................. 63 

workspaces......................................... 31 

 


	Welcome to PrintSmith Scheduler
	About PrintSmith Scheduler
	Who Should Use Scheduler?
	Key Concepts and Terminology
	Cost centers
	Departments
	Tags

	About this Guide
	Additional Sources
	Customer Support

	Table of Contents
	Setting Up PrintSmith Scheduler
	Using Schedule Board Manager
	Overview of Setup
	Creating Departments
	Creating Cost Centers
	Setting up a cost center
	Designating parallel cost centers
	Defining shifts
	Setting Tracker options

	Creating Custom Groups of Cost Centers
	Assigning Cost Centers to Pricing Definitions
	Press definitions
	Copier/digital definitions
	Charge definitions

	Setting Preferences
	General procedure
	Setting milestone and color preferences
	Setting user preferences
	Automatically showing My Work Center


	Using PrintSmith Scheduler
	Overview
	Scheduling a Job
	General procedure
	Assigning cost centers after an invoice is created
	Generating all tags for a job at once
	Creating individual tags for a job
	Using Tag Editor
	Creating a tag to block time

	Changing the Schedule
	Making changes in the Tags for Job window
	Making changes in the Tag Editor window
	Making changes in the Chart Job window

	Using the Cost Center Schedule
	Common features on all tabs
	Daily cost center schedule
	Weekly cost center schedule
	Monthly cost center schedule

	Using the Department Schedule
	Board View
	Usage View
	Hold View

	Reviewing Late and Complete Tags
	Late tags
	Complete tags

	Using My Work Center
	Understanding Mini-Tags
	Running Reports

	Appendices
	Appendix A: Limitations
	Appendix B: Process Type Weighting

	Index

