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StaffMate Online: Quick Start Guide

Welcome and congratulations on your decision to utilize StaffMate Online to significantly
streamline your staff scheduling process. This Quick Start Guide is not intended to
familiarize you with every facet of our application, but is intended to simply guide you
through initial set-up and get you on your way toward entering, publishing and staffing
events.

Before beginning the steps in this guide, you must decide how you are going to proceed.
If you are planning to fully implement StaffMate Online immediately, you should proceed
through the steps with full and complete information. If you are wishing to simply review
the software, you can use partial and/or test information.

For example, when entering position titles, use real position titles, but maybe only add a
couple. And when entering staff members, use names like Fred Flintstone and use YOUR
email address. Using your email address allows you to later log in as an employee and see
StaffMate Online the way your employees will.

Whether you are simply reviewing StaffMate Online for potential use in your organization
or integrating it fully into your current staff scheduling process, this Quick Start Guide will
provide you with the fundamentals to be successful immediately.

If at any time during the process you have questions, comments and/or concerns feel free
to contact StaffMate via email at support@staffmate.com or call our support line at 1-888-
782-3341.

The Quick Start Setup Process

Preview: Familiarize Yourself with the Event Calendar
Step 1: Enter Your Position Titles

Step 2: Add Your Employees

Step 3: Enter Your Favorite Venues

Step 4: Add Your First Event

Step 5: Publish and/or Manually Staff Your Event

We strongly suggest that, before you go any further, you print this quick start
guide for easy reference. We also suggest you copy your log in information from the
welcome email to the lines below so that you have the information whenever you have a
few minutes to explore another step of our Quick Start Guide.

Web Address http:// .staffmate.com

User Name

Password
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Preview: Familiarize Yourself with the Event Calendar

We can't yet enter events until we have completed a few necessary set-up steps, but now
is a good time to take a few minutes to become familiar with the Event Calendar. Each
time you log in, you will automatically be transported to the event calendar page.

You can, however, reach the Event Calendar at any time during your session by clicking
on the Our Events tab at the top of the screen. The Event Calendar always displays the
current day and 30 days in advance. Each upcoming event will appear on your calendar on
the day for which it is scheduled.

Since this is most likely the first time you have used StaffMate Online, there will be no
events listed on your calendar. However, once you have entered events, you will notice
that Event Titles are displayed in primarily two colors. Those events displayed in a grayish
color are events which are currently fully staffed. Event Titles displayed in Red are events
which are NOT currently fully staffed.
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Event Calendar Navigation

To display months other than the current 30 day period, you can use the green arrows
located on either side of the Month & Year display at the top of the calendar. These arrows
will transport you to either the previous 30 day period or the next 30 day period,
depending on which green arrow you click. You may also click the calendar icon located to
the right of the Forward Green Arrow. This will allow you to instantly jump to any date
from the previous month through the next 11 months.
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Step 1: Enter Your Position Titles

In order to set up StaffMate Online for first time use, you must first enter the position
titles you use in your business to classify your service staff. To get to the positions titles
page, simply click on the Positions tab located toward the top of the StaffMate Online
screen.

Add New Position Titie #Manage Your Fosition Tities
Position Titls:
= — B |Activilies Direcior wiodify Posiion | delate position?
[Bangqusi Senser ! e i
e = [Banender Madify Position dedete postion?
=1 = - T |
= [Coal Chinck Modiny Fosmon | deleie position?

= [Coordinatar Modify Position deleti position?
= [Grill Cook Maidify Position didete postiion?
[Kitchen Assistam Maodify Position delete position?
|LE-!|:| Madify Posilion detete position?

B |t Stali Madify Position dedete position?
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To Add or Modify Starting Position Titles

Once on the Positions page, seek out the "Add New Position Title" section, located on the
left-hand side of the page. Simply type a Position Title and click the Add Position button.
The new position type is now available to assign to staff members and to staff events
with.

To modify a position type, seek out the "Modify Your Position Titles" section of the page.
Simply modify the Position Title and click the Modify Position button on the line of the
updated position. The position title will automatically and instantly update throughout your
StaffMate service. You can change only one position title at a time.

BEGIN QUICK START GUIDE ACTION ----- >

If you are fully implementing StaffMate Online immediately, take a few minutes to add all
of your position titles. If you're simply reviewing the software for potential use, enter at
least 2 or 3 position titles that you use in your daily operations. If you make a mistake,
simply modify the errant position title.

Once you have added your position titles, proceed to Step 2: Add Your Employees.
END QUICK START GUIDE ACTION ----- >
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Step 2: Add Your Employees

In order to set up StaffMate Online for first time use, you must also enter at least a few
service staff members. To get to the staff management page, simply click on the Our Staff
tab located toward the top of the StaffMate Online screen.

rortew Bl sraltfrnare ||-.|-|¥!||.-.|||!|I-- Ty o ot

nnlina search: | an
Lo - 1 =

_____ [ P Py Eillgnr Chaff- I sl craff wiammbacs =
Filtar Stalf; §- all seaf Mambers Filtas

hd s man = -
Fanage 17 oul cCinipioyeEes (1o 1 owalj
JALL | ARICD | EFIGH LKL | MM or | oR ST iy e [z |

=] Broswm, Charlla g = Fntstate, WM a gel”  EZHINL, Hally o7 EJatsan, Jang 7
= Jeison, July gzl = Mouss, Mickey gzl [=Rubble, Barmney gzl [ElRubbls, Batty galt
(=] Pouskry, Mo det? [ Shoricake, Sirawberny del [ Spra, Jack del? [ Squarepants, Spongebob  gel®
=] Star, Patrick gei® Temacles, Squitward del = Turner, Timiy gt [ Wan Pell, Lucy [

COMMUNICATE: IE-n:udn:a:t an Email ta... ;I Creabe Emad

212002 HI05 Staffate Online. All righis reserved, Use of StafiMate Online 15 suhject o License Agraemen Terms,

The Staff Management Page lists each of the service staff members you have entered in
StaffMate Online. Since this is most likely the first time you have used StaffMate Online,
you should be the only employee listed on the Staff Management Page.

BEGIN QUICK START GUIDE ACTION ----- >

From the Staff Management Page, locate the green bar below the tabs. Included in this
green bar are links that apply to the staff management section of StaffMate Online.
Included among these links is the link to Add Staff Members. Click this link to get to the
Add Staff Member Page.

END QUICK START GUIDE ACTION ----- >

Fully adding a staff member is a three step process. There is also a one-step Employee
Quick Add, but for the purposes of initial clarification and training, we will be choosing the
Employee Full Add option once we finish entering the information on this page.

Remember, if you are fully implementing StaffMate Online immediately, use full and
complete information whenever possible. If you are simply wanting to review StaffMate
Online, feel free to use whatever information you like, fake or real.

We do suggest, however, that if you are using fake information, that you use YOUR email
address for at least one of the employees so you can see what types of notifications they

receive and you are capable of logging in as this employee to see what they will see once

you fully implement StaffMate Online into your staff scheduling process.
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Add a New Staff Member
* All Maroon Fields are Requined

First Marme; [Fred Last Name: [Fintsions

Emall Address:  |demo@stafimate com

M H . 35 TIF: The Max Hours fekd stores the maximum ramber of hours for whech you wishiihiz
ax Hours: emphonyes 10 b abls 16 5190 up NSy given wirk weeek,

Employes Levall = TIP: Eimginpess Can b Separabed by up 1o 5 "Levels™ basedd ugdn ony crienn you wish
Lawvel: to uze. Lesels can be ascocksbed with parformance, pay grades, senory, s, Wihen

0 EO0EE 1D Ptz evanl niernalion B0 vour S1aT SEmneng, v CAN Chodae whsn
or whether to publizh the Wk opporturdy fo & certain bevel of levels. This can be used
I rverni besthe pei Grming amplpsss with & Hasd St by publzhrg ba one Tewel
of employees o tew doys inadvance of otfer “evets™ Lise the "0n Hinhas™ kvl for
employsss on vacation, relurning to school or on suspenson

Admin Access:  © Fyll sdmin Access TIPS 1 o oo 1o give Full fdmin Acces 10 any emploeos, Ty wil Faos e same
. mocess and privisges 52 vou da. M you chooze 1o give Stafl & Filln Report Access to

" S1aff & Fill In Repot Access sy empliyes alang wih e sblly o sign up b werk svenls, ey wil also b fhe

0 hlo Ademin ACcess sty 10 prit Stadt Reporis and Fil In Reporis for events. This is ezpecially useid for

aplang or Leads,

Positions for which this employee is qualified: Checkmark the posibions for which this employes s ehgible. By assigrang
positions to staff members, you are ging them the abiity bo work positions of that particwlar type. For example, by assigning
thie Bartender position to an employes, you are gving that employee the ability to sign up for Bartender positions for any given
event. If you wish to track event staff costs with StaffMate Online's budget feature, include the hourly pay rate for 2ach
position checkmarked.

I Activities Director Pay Fate 5| per hour, F Bartender Pay Rate 4|16.00 per hour.
F Goat Check Pay Rate )12.00 per hour. I Coordinator Pay Rate $|_ per hour,
I Grill Cook Pay Rate sl_ per hour M Kitchen Assistant Pay Rate 1;'_ per hour,
F Lead Pay Rate g|20.00 per hour. ¥ Wait Staff Pay Rate g,lw per hour.

1f wou wash to add this new employes and continue to add  IF you wish to add this new employes and quickly move on to

ather information relative to this employee, click the adding additional employees, chck the "Employee Quick Add"
"Employes Full Add" button below. This option will zllow  button below. The information above is adequate to get the staff
you to continue to add the employee's address, phone member started using Staffate Onling and if you have a lot of
numbers, 1D nurmber, start date, birth date and review ermployees to add, use the Quick add feature to quickly save just
interyal. this basic information and move on to 2dd another employes. You
can always add the other employes information at a later time,
Ernployee Full Add | Ernployes Ouick Add

BEGIN QUICK START GUIDE ACTION ----- >
STEP 1: Enter the following information for the first employee you wish to add:

First & Last Name: The first and last names ARE both required to add a new employee.

Email Address: The email address field IS NOT required. However, if an email address is
provided, a welcome email will be automatically sent to this new employee once we
proceed to step 2 of the employee addition process. The welcome email details how to use
StaffMate Online from the staff member’s perspective. This email also provides the
employee with a link to StaffMate Online and provides his/her automatically generated
user name and password so they may immediately access their own personal StaffMate
Online calendar.

Max Hours: The Max Hours field sets the maximum number of hours for which you wish
this employee to be able to electronically sign up in any given work week. If left blank, the
Default Max Weekly Hours entered on your Account Info page will be used.

© 2005 StaffMate Online. All rights reserved.
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Employee Levels: Employees can be separated into 5 different "Levels" based upon any
criteria you wish to use. For example, the levels can be associated with performance, pay
grade, seniority, etc. How you use the Levels is entirely up to you.

How are the levels useful? Once we get to the point to where we are entering and
publishing events, you will see the option to publish the event by employee level. This
allows you to reward better performing employees with a "Head Start" by publishing to
one "level" of employees a few days in advance of other "levels".

Furthermore, use the “On Hiatus” level for employees on vacation, employees returning to
school or employees on suspension. Staff Members on hiatus will not receive any email
correspondence from the StaffMate service, other than individual emails you send directly
to them. In addition, they will not be able to view events published during their hiatus on
their event calendar.

Admin Access: The choice you make here determines what privileges this employee will
enjoy. If you choose to give Full Admin Access to this employee, they will have the same
access and privileges as you do.

If you choose No Admin Access, this employee will have no administrative privileges. The
employee will have access to his/her own personal calendar where he/she can review only
work opportunities you have chosen to publish to him/her and work obligations for which
this employee is scheduled. In addition, "No Admin Access” staff members will have the
ability to update only their own contact information.

If you choose to give Staff & Fill In Report Access to an employee, this staff member will
be treated just like a "No Admin Access” employee in every way except that he/she will
also have the ability to print Staff Reports and Fill In Reports for events. This is especially
useful for Captains or Leads to whom you may not wish to give Full Admin Access but wish
to have the ability to manage event day staffing issues.

A Staff Report is an event day printable report detailing all vital event information,
including which employees are working which positions at what times. It also includes
contact phone numbers for each employee scheduled, just in case you need to contact
them. A Fill In Report lists contact phone numbers for each employee NOT SCHEDULED
to work this event, just in case additional employees are needed on event day.

Staff Positions: Check each position for which this employee is qualified. By checking
position titles, you are giving this employee the ability to request to work positions of
these types.

If you currently manage or would like to start managing staff budgets and costs for each
event, enter individual pay rates for each position you check marked for this employee.
StaffMate Online will then track how much money the staff is costing you for each event
you enter from now on.

When you're done entering the information, click the Employee Full Add button to add this
initial information, send the welcome email and continue to the step 2 of the employee
addition process: Modify Employee Contact Information.

END QUICK START GUIDE ACTION ----- >

© 2005 StaffMate Online. All rights reserved.
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Modify Fred Flintstone's Contact Information
* All Maroon Fields are Required

First Name: |[Fred Last Name: |Flinstone
Email Address; |l:|'9rm:|@5taﬂm-:da.cu=n
Address: |1 734 Main Strest (Address Line 1)
| {address Line 2)
l»"'.n}"ll:fhﬂ |(:|H j [432"] (City, State Zip)

Phone Mumbers:

Home:  [514-555-1212 Coll: - |614-655-1313
Wiork: [514-555-1474 Pager: |
Fan: |
User Name: |FFEE 14158 TIPS: User names ared passwesrds mist be of eact S chsrsciers in bength and are

abwiys Cade.endineg, which means el the ueer rame StafMate @ rot the sams as
e Lizer mmemes staiimate or STAFFMATE

Passwaord: |uum

[ ModityContactints | Carcal

BEGIN QUICK START GUIDE ACTION ----- >

STEP 2: Enter the contact information you have on file for this employee. If entering a
fake employee, make up contact information or use your company’s contact information.
The contact address information and phone numbers ARE NOT required, however the
phone numbers in particular provide you with additional means of contact should an
employee fail to show for an event for which he/she is scheduled.

DO NOT CHANGE EMPLOYEE’'S USER NAME AND PASSWORD: Remember that during
the first step of the employee addition process, this staff member was automatically sent
a welcome email with their StaffMate-generated user name and password included.
Changing their user name and password now would only serve to confuse the employee.
Once logged in, each employee has the ability to change their user name and password to
something more memorable to them anyway.

Once you have finished entering contact information for this employee, click the button
titled Modify Contact Info to add this information and proceed to the final step of the
employee addition process: Modify Employee Account Settings.

END QUICK START GUIDE ACTION ----- >

© 2005 StaffMate Online. All rights reserved.
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Modify Fred Flintstone's Account Settings

* All Maroon Fields are Required

Employee 10 Number:  [E20534 Birth Date: [ty =10 =]| 1960 =]
Start Date: |Fel;| jl'l-ﬂ j|2(||:|1 j Review Interval: |Ever:,.- 365 Days '-I

. l_ TIPS The Mac Hioirs Tiedd slores e macimdam numibes of bours Tor whech youl waish
Max Hours: 1 Bt amplonysa 1o be able 16 SHign up in any green woirk week

Employee Level: Level1 = TUPS: Erfioyess can b seaaraded by 1 10 5 "Lavels” BAsed Lon &fy Crleria yiu
wizhio uze. Levels oon be azsocisted wilh perionmances, pay orades | semnorty, eic

e g chiodge |G pubinsh dverd FlGrmstenn o your 21880 mamiens you &0 Chigss
whien of whitther 1o publsh the work opporiardy 10 m ctrhain ke of levets, Thes can be
used o reward betler periorming empioyess with & "Head 31ar” by publzhing 1o one
Syl O STOIoBEE B P dikd i ilvancs OF offir [eels™. Lse tha "0 Hisbug® leesl
for employess on wacston, returning 1o school of on SuspeEnsion

Admin Access:  Full Admin AccRSS THPS: il you choose bo gree Full Admin Aocess (o any amployes, ke will have (he
r . SRR BOCOES AN privieges &F you do. I pou Chogse bo geas Stadt & Pl in Report
Staff & Fill In Repon Access Access to an empioyes, akong with their sblty 1o sign up bo work events, they wil also
# Mo Admin Accass P b sialty 100 prink Stan Reporls srd Fll in Reparls tor everts. This i epecaly

uzetul for Captains o Lends

[ Modity Account Semings | Cancal |

BEGIN QUICK START GUIDE ACTION ----- >

STEP 3: You have already entered this employee’s Max Hours, Employee Level and Admin
Access in the first step of the employee addition process, so it is unnecessary to change
those fields on this page, unless you have cause to.

The other four fields on this page are not required, but in certain circumstances could
prove helpful to you in one capacity or another:

Employee ID Number: If you use employee ID numbers in your business, you can enter
the ID number for the staff member you are adding in this field. Since you can search
employees by (among other things) Employee ID Number, this number can be useful for
quickly locating this employee.

Birth Date: If you enter a birth date for this employee, balloons will appear on this date
on your event calendar to remind you to recognize this staff member’s special day. Click
the balloons and all staff members sharing this birthday will be listed along with their
contact phone numbers, email addresses, ages and home addresses just in case you wish
to call, email or U.S. mail a greeting to each celebrant.

Start Date & Review Interval: If you choose to enter a Start Date and Review Interval,
a reminder graphic (a hand with a pen writing on a tablet of paper) will appear on the
dates on which this employee’s evaluations are due. Enter these fields and use this feature
if you currently evaluate or would like to start evaluating your service staff members.

Once you are finished entering this employee’s account settings, click the button entitled
Modify Account Settings to complete the employee addition process. This will bring you to
this employee’s modification screen detailing all of the information you have just entered.

Even if you are just entering pretend employee information, we strongly suggest that you
enter at least 1-2 additional fake employees to give yourself several staff members to
utilize in the fake events you will be entering later. This will give you a better opportunity
to more fully explore event options once we reach that part of the Quick Start Guide.
END QUICK START GUIDE ACTION ----- >
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Step 3: Enter Your Favorite Venues

Although entering Favorite Venues is not required in order to set up StaffMate Online for
first time use, entering at least one favorite venue will provide you an opportunity to see
how favorite venues are presented when entering your events. To get to the favorite
venues page, simply click on the tab entitled Our Venues located toward the top of the
StaffMate Online screen. On the subsequent page (The Favorite Venue management
page), click on the Add Favorite Venues link in the green bar below the tabs.

Add a New Favorite Venue

*Wenue Name: [Waiar Bullalo Ladge
Acldrass; [1 355 Limestone Avenus
Address 2: [

Cliy= [Bedrock

Stale: [Dhlc\ j
Fip Code: [43210

Yenue Contact Person: |Grﬂl"lﬂ Pootah

Venue Phone: [145551212

Vanue Email: [demu@stﬂﬂmma.cum

Itk ke has directions on thinr wid Sie, promdie @ hink dugctly Do thine deectans page beee O yow can prond @ ink a6 map 10 the wenué frorm a
rappang wih sile, bka Yahoo! Maps

Web Site Map or Direclions: [

From StaffMace Catering: ;I
Turn Bight on Fos=il Drive,
Proceed To Quarc: Lane and

weer left, Take a left on
Limescane Avenue. The Water
Buffalo Lodge is on the right.

=

Directions:

Venue Name is required, the Address, Address Line 2, City, State and Zip fields are not.
However, providing this information will allow your staff members to see the address of
the venue so they know how to get there on event day. The Venue Contact, Phone and

Email Address are not required either and are not visible to your staff members, but are
useful if you need to make contact with the venue to finalize staffing plans.

Web Site Map or Directions: This field allows you enter a link to either directions
available on the venue’s Web site or maps available on services such as Yahoo! Maps.

Directions: This field allows you to enter your own driving directions to this venue.
Providing this information will ensure that each of your staff members have accurate
directions to the event.

BEGIN QUICK START GUIDE ACTION ----- >
Enter at least one favorite venue. Again, you can use pretend information if you wish.
Once you're finished entering the venue information, simply click the “"Add Venue” button

to save this venue information and return to the venue management page.
END QUICK START GUIDE ACTION ----- >

© 2005 StaffMate Online. All rights reserved.
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Step 4: Add Your First Event

Now that you have completed initial set up you are ready to enter your first event. The
event addition process is divided into three separate steps: Entering Vital Details, Entering
the Event Venue (or Verifying the Information from a Favorite Venue), and Adding
Positions and Shifts to the Event.

To add your first event, return to the event calendar by clicking on the OQur Events tab
toward the top of the StaffMate Online screen. On the calendar, locate the date to which
you wish to add this event and simply click on the date. For example, if you wish to add
an event to the 22", simply click on the number 22 representing that date. This will bring
you to the first step of the event addition process.

Staff Mate“" Comtoct i staffimoate ||--|"i||:.||'.|.|'-. lmir_‘ul_
anfine search: go
[ Positions Our Staff Gur Venues Dur Events
Our Everts Links:  Calemdar Viess | Line-them View | Al Events
-« Januaw 2005 - February 2005 > [ Filter Events: [l Evens = Fitar |
m
3
o
2 16 3 17 3 1B 3 19 3 20 3 21 8 22
Johnaon ¥edding
e Corpor ate Bvant
-2
ES 22 8 24 3 25 3 26 3 27 8 28 8 29

Is Your Event 30+ Days Off?

To add an event outside of the 30 day period exhibited on the event calendar, simply use
the navigation features we discussed at the beginning of the Quick Start Guide to proceed
to the date to which you wish to add the event.

Use the green navigational arrows or the calendar icon located near the Month & Year
display on the StaffMate Online screen to proceed to the date to which you wish to add

the event.

© 2005 StaffMate Online. All rights reserved.
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Add a New Event Step One: Enter Event Details
* All Maroon Fields ane Required

TIP: Ender the event number generated by wour catenng management software

Event Number: [Ennzs 10 hiely make | easir 10 locale events
TIP: Ender any ewend e thal you wish here The evenl Tie can be ns
. descripiree of &¢ waJue &% you wish E fo be. For ecampls, you mey weand 1o b=
Evant Title: lAEC Corporate Dinner o Bilbr more vupss in nsfances where you find slall members ane signrg up
for more popular events and avokdng kss popular ones
Evant Date: ni/22/2005

Evant Bet Up Time:

Ewvant Start Tima:

Event End Time:

Event Description:

L

it down dinner for 100
guest=s. Wear your formals
with bow bi=s,

=l

TIP: The Evert Sat Up Tame = sn opfonsl feld desigresd 1o B2 vour stadf knoes
T maACh Timar ey Pueds 109 201 b praoe 10 e 21aad 01 e et

Thas Bl S2at Tne & Evend Ered Tene Nekis e e approcinale sl brie st
end temes of Hhe gvenl, not necessandy the shits wahin thel eeent
| Mooy = 12:00pm | Madnight = 42:00am |

TIP: Tiwe Evend Cazescoiplion Nokd is nol onby for you 10 provide delass of e
evert, b alzso bo prowdes special nstruchons o your employess abod the
el For dcampls "Plesss svasr your o ywide drass sharl 10 1S evenl™ o
et o Th VO™, A00En, YU Can make the descrgton ag delnded of o
WIS &5 YO with.

FIEL up CCEV Lo mest AL
ZraffMare, sll athers meet ac
the venue, =

TIP; Erder adber a0 afead or Saimum slalf Budie] 16r 1hiE sverl . Il you have
enberd pay sabes For YOur eTplovees, Statikabe Onkne will toealicnly

caloulsle the sctusl 1681 costs as thes svenl becomes ctalfed. Thes will beip
i ke SEATTNG decisaons el make fnancial sense (0o ks parcudar event

Evant Btaffl Budget:

(.0, 10545.00) % [Fono0

wge ores af them for this evenl, simply chooos thal venue Irom the drop dosm
ﬂ B2t 10 the 0 I id A 10 LB B Sindad 00 i nol Savnid ad & Favoile
Weriue, you will be grven he opporungy 1o enter wersus detalls on the nexd
i

Choose Event Yenue: | Wailar Buffalo Lodge, Bedrock

Press the "&dd New Ewvent” button to the right to save this event information
and continue to Step Two: add or Yerify Yenue Information.

Add New Evant

BEGIN QUICK START GUIDE ACTION ----- >
STEP 1: Enter the information as requested below to begin the event addition process.

Event Number: Although this field IS NOT required, if you utilize event numbers in your
business to identify specific events, you can place that number here. Since you can search
events based upon event numbers (among other things), entering a number here can help
you quickly and easily locate this event using the search feature. Additionally, an event
number helps avoid confusion between two similarly titled events.

Event Title: This field IS required. Enter any event title that you wish here. The event
title can be as descriptive or as vague as you wish it to be. For example, you may want to
be a little more vague in instances where you find staff members are signing up for more
popular events and avoiding less popular ones.

Event Date: This field IS required and if you clicked on a specific date to enter this event,
the field should already be entered.

Event Set Up Time: This field IS NOT required but useful if you would like to let the set
up crew know how much time they have to set up before the event begins.

© 2005 StaffMate Online. All rights reserved.
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Event Start & End Times: These fields ARE required. The Event Start Time & Event End
Time fields are the approximate start time and end time of the event, not necessarily the
shifts within that event. NOTE: Noon = 12:00pm and Midnight = 12:00am.

Event Description: This field IS NOT required but highly important. The Event
Description field is not only for you to provide details of the event, but also to provide
special instructions to your employees about the event. For example, "Please wear your
own white dress shirt to this event" or "Meet at the venue". Again, you can make the
description as detailed or as vague as you wish.

Event Staff Budget: This field IS NOT required but useful if you would like to track how
much your staff will be costing you for a specific event. Enter either an ideal or maximum
staff budget for this event. If you have entered pay rates for your employees, StaffMate
Online will automatically calculate the actual staff costs as the event becomes staffed. This
will help you make staffing decisions that make financial sense to this particular event.

Choose Event Venue: Although this field IS NOT required, it makes sense to make sure
your employees have accurate venue information. This field lists all of the favorite venues
you have saved with StaffMate Online. Choosing one of these favorite venues will save
you from having to retype all of the information each time you have an event at this
venue. During the next step, you will be presented with an opportunity to verify the venue
information and make event-specific changes. If the event is being held at a non-favorite
venue, you can leave this field blank and when you proceed to the next step, you will be
asked to enter venue information for this event.

Once you have finished entering the information on this page, click the Add Event button
to proceed to the next step of the process: Add or Verify Venue Information.
END QUICK START GUIDE ACTION ----- >

BEGIN QUICK START GUIDE ACTION ----- >

STEP 2: If you chose a favorite venue during the first step of the event addition process,
simply verify the information on this venue page. If you would like to make changes or
provide event-specific venue information, feel free to do so. For example, if you have a
favorite venue called The Civic Center and this particular event is being held in the
Jefferson Ballroom, you can add that information to this venue information.

Any updates or changes you make here will only apply to this event and WILL NOT affect
the information saved in the favorite venue section.

If you left the venue blank during the first step of the event addition process, you will be
asked to provide venue information here. You will also be given the opportunity to save
this new venue as a favorite venue, if you so choose.

If this is a one-time use venue (like a private residence), do not add it as a favorite
venue. However, if this is a venue you plan to use frequently, place a check in the box
entitled YES, Add this Venue to our Favorites.

Once you have finished entering or verifying the venue information on this page, click the
Enter Venue Information or Modify Venue Information button to proceed to the final step
of the event addition process: Enter Staffing Requirements.

END QUICK START GUIDE ACTION ----- >

© 2005 StaffMate Online. All rights reserved.
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Add a New Event Step Three: Enter Staffing Requirements for EDO025%9: ABC Corpaorate

Dinner
* All Maroon Fields are Required
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Press the "Add These shifts® button to the right to save the shifts entered above and z
; # Add Thi Shifiz
continue to Add Mare Shifts. ] I

STEP 3: In this final step of the event addition process, you will be asked to enter position
titles and shifts that you require to staff this event. Each position title with a unique shift
start or end time requires a separate entry. For example, if you need 10 wait staff from
4:30pm to 6:30pm and 5 more wait staff from 5pm to 10pm, that would require two
separate entries. This step of the process is a revolving step. This means that each time
you enter a new position/shift, you will be returned to this page to enter more
positions/shifts as needed.

BEGIN QUICK START GUIDE ACTION ----- >
Enter the following information as requested and repeat the process for all additional
position titles and shifts you require for this event:

Position Type: This IS a required field. Choose a position type that you need for this
event from the drop-down list provided. The position titles displayed here are the positions
you have previously entered in the Positions section of the StaffMate Online service.

Shift Start Time & Shift End Time: These fields ARE required. Enter the shift start time
and end time you are scheduling in this field. Pay particular attention to the AM & PM
options. An error in this field can cause undesirable effects elsewhere in the StaffMate
Online service. NOTE: Noon = 12:00pm & Midnight = 12:00am.

End Time Display: StaffMate Online allows you to "disguise" shift end times to help you
alleviate issues arising from making them public.

Number of Staff Needed: This IS a required field. Enter the nhumber of employees you
need for this position title at this particular shift time.

© 2005 StaffMate Online. All rights reserved.
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Once you have finished entering this first position title and shift times, click the button
entitled Add These Shifts to add these shifts and return to this page to enter more shifts.
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Press the "Add These Shifts® button to the right to save the shifts entered above and
continue to Add More Shifts. If you are finished entering shifts, press the Add These Shifts I
“Finalize Staff Feguirernents® button below to finalize the Event addition process.

Staffing Requirements Entered So Far

Shift Position Type Shift Start B End Times Display Shift End Time As:
10 Wait Staff 4:30 PM to 6:30 BM Appro. 6:20 BM

Press the "Finalize Staff Reguirements™ button to the right to complete the process of Finadize Staf Faqui —
adding staff requiremants and finalize the Event addition process. e el [

Once returned to this page, you will see the newly added shifts at the bottom of the page.
You can continue to add position titles and shifts as desired and click the button entitled
Add These Shifts to add the shifts and return to this page to add more.

Once you are finished adding positions to this event, you may click the button entitled
Finalize Staff Requirements to complete this step and proceed to the Event Management
Page for this newly added event.

END QUICK START GUIDE ACTION ----- >

© 2005 StaffMate Online. All rights reserved.
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Event Management Page

Once you have finished entering the new event, you will be transported to the Event
Management Page which details all of the information you just entered. This page is the
nerve center for scheduling staff for this event. This is the same page you would be
transported to if you were to click on an event title on your calendar.

VERY IMPORTANT POINT: Right now, you and others to whom you have given Full
Admin Access are the only people who know this event is even happening. Your staff
members can not yet even see this event on their event calendars.

All newly added events start off private, “hidden” from staff members until you decide to
manually schedule and/or publish the event to the staff members you feel are best suited
to work this event. And even then, only those you schedule or to whom you publish the
event will be alerted to the work opportunity via email and be able see the event on their
calendar.

This brings us to the final step of the Quick Start Guide: Publish and/or Manually Staff
Your Event.

© 2005 StaffMate Online. All rights reserved.
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Step 5: Publish and/or Manually Staff Your Event

The best way to describe Publishing and Manually Staffing an event is to relate it to the
way you are most probably scheduling your staff now, except for having to make all the
telephone calls. So let’s take it from the beginning.

You receive the event information from one of your bookers and instantly may know a
staff member that you would like to work a key position within the event, maybe the lead
or captain. You also know that this person is available anytime and would like to work the
event, so you write their name on the schedule sheet.

You also know a few other staff members that have been with you forever and are among
your most reliable staff. You know which positions you would like these employees to work
but are unsure of their availability. So you try calling these staff members, and even if
you're unsuccessful at getting a hold of them, you “pencil” them in until you receive a
response from them.

Then you have a group of employees that you call generally to fill in the rest of the
positions. And then, finally, every staffing coordinator has a group of employees that they
only call when they absolutely need to.

Now, apply that same methodology to StaffMate Online and you will easily be able to see
how Publishing and Manually Staffing allows you to schedule your staff members exactly
the same way to which you are accustomed.

Manual Staff Auto-Accept: Use this scheduling method when you are certain that you
want particular employees to work specific positions within this event and know that they
are willing and available to do so. When you manually staff and auto-accept a staff
member for a position within an event, you are scheduling them to work the event and
they automatically receive an email notifying them of their obligation to work the event,
complete with all vital event details.

Manual Staff Seek Reply: Use this scheduling method when you are certain that you
want particular employees to work specific positions within this event but are uncertain of
their willingness and/or availability to do so. When you manually staff and seek a reply
from a staff member for a position within an event, the staff member will automatically
receive an email notifying them of your request and asking them to log into StaffMate
Online, review the event details and either accept or reject the offer. Unless at some point
you retract the offer, the position for which you sought a reply from them will be held for
this employee until such time that they accept or reject the offer.

Selective Publishing: Use this notification method to selectively announce new work
opportunities to just the employees you wish to fill the remaining positions within an
event. Although there are several publishing methods, Selective Publishing is, by far, the
most unique and most popular. When you selectively publish an event, those staff
members to whom you publish the event will automatically receive an email notification of
the opportunity and will be able to see the event on their own personal StaffMate Online
calendar. Once notified, the staff members can log in to review the event details and, if so
inclined, request to work one of the remaining positions for which they are qualified.

Now that you have a clear understanding of the concept behind StaffMate Online’s

Publishing and Scheduling features, we will demonstrate how to employ each method.

© 2005 StaffMate Online. All rights reserved.
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How To Publish and Manually Staff an Event

In order to demonstrate how to employ the Publishing and Scheduling methods, we will
focus our attention on the Staffing Requirements section of the Event Management Page.
If you are no longer on the Event Management Page, simply click on the Qur Events tab to
return to your calendar. Now, click on the title of the event with which you have been
working and that will transport you to the Event Management Page for this event.

Staffing Reguirements
it

B T
TS BWET

.t Add More Shifts to This Event ¢ .

ab s P T T T T T N S e B |
AL ED S SRLL P T g T g L ier

EMpiGyEes (Siii tiesi: i0}
=

mzrally Staff Snma Wait Staff Shiftc ! CDamnwa Some YWarant Wait SEaff Shiftc
= HE T =R e H 53 HE= == = ! ¥

fet=ti IR & ==it] == TR L= =~ | =

There are no employees yet scheduied for this shift!

ait Staff Emplovess (stan
Manuaily Staff Some Wait Staff Shifts | Bemove Some Yacant Wait Staff Shifts
There are no employees yet scheduled for this shift!

il i - oAl BN {Appros, BE0 BN

G:30 PM - 10:00 PM {Appros. 10000 PMY

Manual Staffing with Auto-Accept & Seek Reply

To manually staff employees, first locate the position title and shift time in the Staffing
Requirements section that you are interested in scheduling. Once you have located the
position and shift you want to schedule, simply click the link below the position title which
reads Manually Staff Some [POSITION TITLE] Shifts. Once on the Manual Staffing Page for
this particular position & shift, simply choose either Schedule with Auto-Accept or
Schedule with Seek Reply for each employee you wish to manually schedule for this event
then click the Manually Staff... button at the bottom of the page.

Manually Staff the Wait Staff 4:20 PM to 6:30 PM Position for the E00259: ABC Corporate

Dinner Event
Ewvent Date: Saturday January 22, 2005

Event Time: 4:30 PM to 10:00 PM

Manual Staffing Icon Legend

This employee currently has no schaduling conflicts with this event.

ayvent to which they are already assigned,

currently assigned, hold your mouse over the staff member's icon.

This employes has requested this day off.

Choose Up To 10 Staff Members Below

CAUTION: This employee is currently scheduled for ANOTHER event on this date. Selecting this employee for this new shift
WILL NOT remowve them from ther other obligations for this date! Hold your mouss over the staff member's icon to see which

EXTREME CAUTION: This emploves 5 currently scheduled for anather position for THIS event. 1f you choose thas employee
for this new position, they will be moved from the old shaft to the new one, To see 1o which position & shift this employes is

ﬁ Chardia i1 Schaduled for 1 Shifts & 7 Howrd during this particular wask.

Sehedale m';:::;’ s?:f“;::i:" W ait Btaff Staff Staff Member Notes
© o - Chaslie Brown
~ L ® Fresd Flmtsione i
= L L yama Flinistone
~ L L Jane Jetson
(o) [ o Juy Jeton
L L L Michey Mouwse

i Wilrmgy i Scheduled for 1 Shifts & 7 Haurs dunng this particular weah,
i Jana iz Scheduled far 1 Shftz & 7 Heure during thia particular wesk.
* Judy i Scheduled for L 2hifts & 7 Hours duing this particalar vaek,

i Wick ey is Scheduled for 1 Shifts & 7 Hours during this paticular week,

Manually Staff the 4:30 PM to 6:30 Ph Wait Staff Shifis | cance |
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Publishing Work Opportunities to Your Service Staff

Publishing an event accomplishes two tasks, it makes the event visible on the calendars of
staff members to whom you have chosen to publish the event AND it sends a notification
email to those in the publish group who are qualified to work positions still available for
this event.

The questions you must ask and answer are “"To whom do I wish to publish this event?”
and “Which publishing method should I use?” Like we discussed earlier in the Quick Start
Guide, Selective Publishing is, by far, the most unique and most popular publishing option,
but we will discuss Publishing to All and Publishing to Levels before turning our attention
to the Selective Publishing option.

You can find StaffMate Online’s publishing options on the top right side of the Staffing
Requirements Section of the Event Management Page.

Publish to All: With one simple click of the ALL button, you can publish this event to each
of your staff members. This will allow every staff member to see this event on their staff
calendars and will send a notification email, with all vital event details, to each of the staff
members qualified to work positions still available for this event.

Our clients generally use the Publish to All option when either they receive a last-minute
event which requires a speedy scheduling solution or when they receive a large event
where simply scheduling warm bodies will suffice.

Publish to Levels (1-5): With one simple click of any of the 1-5 buttons, you can publish
this event to each of your staff members within that particular level. This will allow every
staff member in that level to see this event on their staff calendars and will send a
notification email, with all vital event details, to each staff member within this level
qualified to work positions still available for this event.

Remember, Employee Levels can represent anything you want them to. For example,
Level 1 can contain each of your most loyal, able and reliable employees. Each level below
Level 1 can contain staff members with degrading degrees of loyalty, ability and reliability.
When it comes time to publish events, you may want to publish to Level 1 employees first,
then Level 2 and so on, down the line. This rewards better performing employees with first
choice of positions and shifts and more work opportunities.

Publish Selectively: To publish selectively, simply click on the SEL publishing option.
This will transport you to the Selective Publishing Page which will allow you to choose, one
position type at a time, to which employees you wish to publish this event. If an employee
is qualified to work more than one position required for this event, they will receive just
one notification, but it will list all of the positions for which this employee is qualified.

© 2005 StaffMate Online. All rights reserved.
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1t Return to the ABC Corporate Dinner Event Management Screen =

™ Charlie Brown 15hiflt & 7 Hmws [ Fred Flinstone T Wilisa Flintsiame 1 Shiflt & 7 Hours:
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To publish the ABC Corporate Dinner Event to the Wait Staff employees selected above, click the "Publish to Chosen Wait Staff
Ermployees” button below. Thiz will publish the event to selected Wait Staff employess and complete the selective publishing
process.

| Publish o Chosen Wail Stall Employess |
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As you cycle through each position type needed for this event, only those staff members
qualified to work each position will be listed. This allows you to keep track of how many
employees of each position type you are selecting.

If a staff member’s check box is checked and disabled, either you have already manually
scheduled them to work this event or you have already published the event to him/her.

If you are trying to be fair with work opportunities, StaffMate Online shows you how many
shifts and how many hours for which each employee is already scheduled during the work
week in question.

Once you have check marked each employee to which you wish to publish this event,
simply click the Publish to Chosen [POSITION TITLE] Employees button. If you have
additional position types that are required for this event, you will be returned to the
Selective Publishing Page and presented with the next position title and those employees
qualified to work it. This will continue until you have cycled through all position types and
are transported to the Published-To List showing to whom you have published the event.

Quick Start Guide Conclusion

Now that you have completed the Quick Start Guide, you should have a firm grasp of
StaffMate Online’s basic operations like adding positions, entering employees, creating
new events and the methodology and concept behind publishing and staffing events. But,
there is so much more to discover with StaffMate Online that we suggest you add a few
more events and continue to explore all of StaffMate Online’s other robust features.

If at any time during your exploration you have questions, comments and/or concerns,
feel free to contact StaffMate via email at support@staffmate.com or call us toll-free at
1-888-782-3341.
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