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External Scheduling Tool For Mainsaver© Users Guide 

Upon launching the application, you will automatically be brought into a screen showing you all of the 

work orders and employees in the current Mainsaver© schedule.  On the left side you will see those 

employees who have current work orders scheduled for them.  Next to their names you will also see 

how many work orders are scheduled for them and how many total hours.  If you click on an employee, 

you will see their schedule on the right hand side of the screen.  The application is divided into two 

parts: A Rescheduling tool and a Full Scheduler. 

 

WOKING WITH CURRENT SCHEDULES USING THE RESCHEDULING TOOL 

 

 

You can modify an existing employee schedule by: 

- By changing (editing) any one of the following: 

o Employee 
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o Schedule Date 

o Schedule Time 

o Hours 

- Copying the work order to another employee’s schedule 

- Deleting a work order from an employee’s  schedule 

 

If you change an employee on a work order (assign a work order to a different person), it will disappear 

from the current employee immediately after the change. 

 

Clicking on the Schedule Date will cause a calendar icon to appear (which you can use to pick the 

appropriate date). 
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To add the same work order to an additional employee (without taking it away from the current 

employee), double click on the record selector to the left of the work order number.  This will cause the 

work order to duplicate on the screen.  Once that happens, edit the duplicated copy and assign that one 

to a different employee.  
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To delete a work order from an employee’s schedule, simply click on the work order’s record selector 

and click on the DELETE key on your keyboard. 

 

To print an employee’s schedule, double-click on the employee on the left hand side of the screen. 

 

This will launch the print preview screen from which you may print the employee’s schedule. 
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THE FULL SCHEDULER 

The Full Scheduler will allow you to do everything that you can do with the Rescheduling Tool with the 

added capabilities of seeing every OPEN work order in your Mainsaver©  system. 

 

The default view of the Full Scheduler will show all open work orders sorted first by Name (scheduled to) 

descending (so that scheduled work orders are all at the top of the screen) and then by the work order 

number ascending.  The sort can be easily overridden by clicking into any filed and then clicking on the 

sorting function at the top of the screen.  

 

Along with some added features, the Full Scheduler has the identical functionally as the Rescheduling 

tool: 

- By changing (editing) any of the following: 

o Employee 

o Schedule Date 

o Schedule Time 

o Hours 

- Copying the work order to another employee’s schedule 

- Deleting a work order from an employee’s  schedule 

 

The Full Scheduler also allows you to: 

- Add ANY open work order to an employee’s schedule 

- Perform searches and add filters (similar to querying in Mainsaver©) to the work order list. 
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If you right click into any field, you will be presented with a search tool. 

 

If you choose the text filter you can search for a value on a work order in any of the fields on the screen. 
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The example below shows a search by work order number. 

 

Right click 

 

 

 

There are also a number of advanced filterng features offered aty the top of the screen.  These are 

useful for searching on more than one field at the same time. 
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Filter by form will launch a blank record which you can use as a search.  Simply fill out any fields you 

want.  Keep in mind that if you wish to do a partial search (like as opposed to equal  in Mainsaver’s 

query builder), surround that value with asterisks.  See the example below searching on the word CRANE 

using like (wildcard) functionality.  
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Once you build your “filter by form”, click the Toggle Filter button to run your search. 

 

 

To revert back to an unfiltered list, click on the Toggle Filter button again in either the top of the screen 

or at the very bottom of the screen. 

 

 

There are many more advanced search tools available in the application however the most common 

ones have been covered. 
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To save your changes, click on the COMMIT CHANGES button.  This will return you to the Rescheduling 

Tool where you can see your changes on the individual employees. 

 

To exit the application, click on the EXIT button. 

 


