Theatre Manager Facility Management Overview

Facility Management

This document contains the slides in the Facility Management slide show, and associated notes.
(12/21/10)
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Features and Benefits
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Facility Management

Theatre Manager Facility Management Overview

Allows venues to manage, track
and bill for their people, rooms
and resources

Features

Calendaring

Project/Event Planning
Estimates & Invoicing

Meeting invitations

To-do’s, Tasks

Reminders

Background Events & Vacations
Attachments and Doc Storage
Cal Sync via email

Staff Notification

Resource Tracking

Inventory Management

Room Booking

Volunteer Management

G/L for income, some expenses
Task Lists

Benefits to a Venue

* Single Calendar for the
Enterprise

Single source of entry
Integration

Calendar sync with patrons
Internal communication

More complete CRM

Eliminate other applications and
save money

* Additional revenue sources

« Safe doc. storage w/ context

* Future: web calendar for patron
¢ Future: concession option

¢ Future: more reports

Notes:
What does it mean to you

Notes:

Allows venues to manage, track and bill for their people, rooms and
resources across your organization's available venues.

With this module, the data coordination is presented in multiple visual
ways allowing you to easily view and understand the relationships
among all those variables.

Notes:
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Slide 5
Tasks

Theatre Manager Facility Management Overview

Theatre Manager Facility Management Overview

Notes:

Tasks

Projects

Orders & Billing

Notes:
A task can represent anything you want to have show up on a calendar
or appear in an invoice for a client. Because of its flexibility, it is
important to understand all the different kinds of information that can
be stored in a task so that you can determine which options to use for
your particular situation. For example:
e Tasks can be associated with plays or events; a particular show
or performance; patrons or employees; a group of people
e Tasks can be grouped together in an order
e Groups of tasks can be used as a template for creating similar
groups in the future
e A person can be assigned as the "owner" of a task
e Individuals can set alarms on tasks for themselves
e Tasks can have date and time ranges, such as meeting start and
end times
e Tasks can be indicated as ToDo-type tasks that have only a
necessary completion date
e Tasks can have resources assigned to them, such as the number
of chairs needing to be set up in a venue, equipment being
rented, or the actual rental of a room
When you ask the question "Can | use a task for .....?" the answer is
probably Yes.
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Projects

Myl Theatre Manager Facility Management Overview

Notes:

A project is a way to group tasks together and create relationships
between the various tasks that make up that project.

A project may be as simple as someone booking a conference room at
your facility or as complicated as bringing in a Broadway show like
Wicked, with all the builds and move-ins and resources associated with
it.

A project can be billed to a particular client and an invoice created.

Slide 7
Orders, Estimates &
Billing

Theatre Manager Facility Management Overview

arry 75»].!5 ) Invoice
Yoy Nb MANAGEMENT
Yoy SYSTEMS e

Slide 8

Theatre Manager Facility Management Overview

Notes:
When you use projects, you can create estimates, orders and bill for the
tasks grouped in the project all under one order.

Notes:

Calendar

To the Project Views
To the final Billing
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Theatre Manager FaC|I|ty Management Overview

Tasks & Calendars

Slide 10
Calendar Data

Slide 11
Calendar Example:
Month

¢ Calendar is the essential
nugget
¢ Calendar data can consist of
— Tasks
— Volunteer/personnel
information
— Performance data (from event
setup)
e Each is treated similarly, yet
slightly differently

Notes:

Tasks are the core of Facility Management. They represent something
that needs to be accomplished.

The core of assigning tasks is the calendar.

The Calendar data can beviewed by: Tasks, VolunteerséPersonal
Appointments, Performance Data.

Notes:
Trick is to get it to display in may ways — like a rubiks cube with the sides
being date, people, resources, venues

Notes:
Example — start at a typical calendar for a month
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Slide 12
Calendar View - Day

Theatre Manager Facility Management Overview

Notes:
Flip to a day
Click the Day button in the top bar

Slide 13
Calendar View —
Day

Plays and Venues
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Notes:
Flip to whats going on in the venue(s)
Click the Plays and Tasks in each Venue button in the top bar

Slide 14

Calendar View —
Day

Tasks By Employee

- Camii - Cav™s “asts By Lophiye

a na B
frim

- =
- L e
s s e B 1 [ i
. A -
- = = u i Taie

T C=
bl il | et
- [F3 n

Notes:
Change over to see who is doing the work.
Click the Tasks by employee button in the top bar
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Calendar View — e el otes:

b TTLCELTT Then see what resources are being used that day
ay

Resources in Each

Theatre =

Slide 16

Notes:

The key is the task — everything centers around what you do on this
window. Its much like Daylite, outlook or iCal — except it does much
more and spreads the integration outside the organization

All the different things
contained in Tasks

Type

Calendars

Participants & More

Slide 17

N :
Tasks otes

Tasks have types that control the display — these are set in code tables
and are a two step process.
You can also set types of claendars and colors

Code tables ae used by Theaere Manager during data entry 15 validise dats
ety Beldi. You may Cultomize teeds valots 101 rour theatre. Howerer, i
vou change an existing one, it changes all values in the gatabase that refer 1o
i

Task Type |Meeting
Status () Inactive Available at ¥ Box Office
1) Active ¥ Development
Permanent [ internet

v
Dafau Securicy
R Type
Thia 1 whed 20 dasermine whers on calndar that i e of 13k [ Sapiaved. For
example, & ta-da sk will nok appear o a calendar. W wil appear on a carry-forwand Controls
o-da list and in your perasal notificarions. The calendar diplay Type cannot be Task Enti
SRanged Ge ik hive Been Creaed wie 0. ry
Calendar Type | Unattached 1
Colour ) Default Colour I This spmars on 2 vorma cabemtars Sircn
130000 with perfoemances o plays, it
gt G Wiy Calendar thowaeg eventi of -t

I_E;H-!qd-lrm Edits
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Task Entry

Myl Theatre Manager Facility Management Overview

What: Description Where: Task Type Status

Task # ,‘} o]
Description |Pack Set for Moving Calendar colour [l
Start Date [jan 26 2019 7:00 AM Duratien [2h M active Private
nd Dute [jan 26 2010 D00AM % complere [0
Tx T
When Privacy
Bt Bate lan 8 2010 10,60 M Duration | 10w e
R
I Date Jn 82010 /20000 Neomplate o O By it

Notes:
Entry is date/time OR duration. Privacy shows the events differently,
depending who you are.

Slide 19
Task Entry

Ml Theatre Manager Facility Management Overview

Where: the influence of Task Type

Appears on venue calendar
and venue map —

v

Theatre [46 5| Cic Thastre Priority [ © &

Type of task Amached ba Py

Task ownes [1

Project St U for Raling Smeses

# Expeered [0 # Atrended [0

Appears on event calendar
and event list on ‘Tasks’

Notes:

Depending on the task type, some or all of the fields will appear on the
middle section. This defines which calendars the task is eligibleto
appear on, if it is allowed to appear on a calendar at all.

Slide 20
Task List for an
Event

Ml Theatre Manager Facility Management Overview

The task list for an event lets you see what tasks are, along with the various resources

o | Tt b th B o aeh Ranensren aitignad 16 tha salecnad tasie

#iM | 5 e * s Dost | = Mamie 5 b a5

Notes:

The task list for an event lets you see what tasks are, along with the
various resources

Example of attaching something to an event lets you see what you need
to do for the events.
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Participants Tab

Myl Theatre Manager Facility Management Overview

Participants *Employees or patrons
*Volunteers dragged here automatically create volunteer history record
*Can add all people from a mail list (e.g. board or staff list)
*Can set priorities
*Can set alarms
*Can accept meetings and set status
«Can invite external people and place on their iCal/Outlook calendar

[-Participants- Notes  Mesources  Personesl  Tramsactions  Mtached Files  Facility

{5t Saq @ = [First Name List Nama Status Invitatian Sent_Company Accepe Status Paty
1] Easterbr... Not Dome Mar 26 2010... | Arts Management.... |1 51
3 4[Lester  Meese |Not Dose o &7

Slide 22
Notes Tab

Notes:
Participants can be:
e Employees or patrons
e Volunteers dragged here automatically create volunteer history
record
e Can add all people from a mail list (e.g. board or staff list)
e Can set priorities
e Cansetalarms
e Can accept meetings and set status
e Can invite external people and place on their iCal/Outlook
calendar

8
o = patron . = employee BLUE = me AED = resigned @ - £ = prieity
\od = accepted () = declined | = invited = to invite w4 = pending ¥ = accept (default) @ = new message
- (1] Add Me T Task * Meeting
Ml Theatre Manager Facility Management Overview
Notes *Are an extended text description for some task types
*Are sent with meeting invitations a agenda style plain text email
«Can be included on invoices if desired.
*Have security associated with it
Particioants Wotesy Resources  Penonnel  Tramsactions Attached Files Fackty
Cutity indit employes Can edit o Chinge this infomation aed lor see this sate. You £an enly chedk of wnchech thode
areas that yoss have permivsinn bor
Security ¥ Securityl A Securityé
™ Security ! Security?
! Securityd ! Security®
™ Security4 o Securityd
I Securings o Securiy10
Notes e fi

Slide 23
Resources Tab

Notes:
Notes attached to tasks are:
e Are an extended text description for some task types
e Are sent with meeting invitations a agenda style plain text email
e (Can be included on invoices if desired.
e Have security associated with it

Ml Theatre Manager Facility Management Overview

Resources Indicate the internal resources that will be needed to accomplish the task
*Resources can be consumable (eg coffee)
*Resources can be rentable (eg stage components)
*Resources can be part of the venue (eg light boards)
Prices can be set
«Discounts are allowed

Faricipasts  Notes - Resources | Personne S [

Notes:
Resources tab allows you to:
e Indicate the internal resources that will be needed to
accomplish the task
e Resources can be consumable (eg coffee)

L —C T e Resources can be rentable (eg stage components)
e Resources can be part of the venue (eg light boards)
e Prices can be set
e Discounts are allowed
Published by Arts Management Ltd. 9 www.artsman.com




Slide 24
Personnel Tab

Myl Theatre Manager Facility Management Overview

Personnel  sLets you add a volunteer to the record and aggregate hours.
*Dragging a volunteer here creates a participant record automatically

Notes:

The Personnel Tab allows you to:

Slide 25
Attachments Tab

« Lets you add a volunteer to the record and aggregate hours.
« Dragging a volunteer here creates a participant record
automatically
:EI;LT'"'E‘IE"'::ZT}L‘..,. 'Jr:;an;:;’:o 'B?:;ow {2 ';ﬂim'iélﬂ'c'mm = .
(Y
=)
* New ~ Open 2 Delete
Notes:

Attachments <Drag and drop documents
*Documents saved in the database
Safer than storing on file server (permanence)

The Attachment Tab allows you to:

Slide 26
Facility Tab

“£g: grants, directions, budgets, docs e Dragand drop documents
Fean e opened gt outof T e Documents saved in the database
e = e Safer than storing on file server (permanence)
Ry T e e Eg: grants, directions, budgets, docs
e Can be opened right out of TM
TR G
Facility ~ <Estimates for preliminary planning (people and money) Notes:
T eongs 0 The Facility Tab allows you to:
Other financial posting info e Estimates for preliminary planning (people and money)
e Totals for invoicing
Fuiouns _oes  Resowtes _Fesonnel Trnicions ikhed e i) e The order that the task belongs to
== e Other financial posting info
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Manipulating Tasks

Myl Theatre Manager Facility Management Overview

Manipulating Tasks

¢ Mostly from calendar

¢ Can be changed on:
— Venue window -
— Event window PO
— Donation window E T e Tazim
— Project window
— Volunteer window
— Patron window
— Order window

— (probably more in future)

Slide 28
Navigation

Notes:
You manipulate tasks mostly from calendar.
Currently tasks can be changed on:

e Venue window

e Event window

e Donation window
e Project window
e Volunteer window

e Patron window
e Order window

Theatre Manager Facility Management Overview

Filters Calendar VIEWS To-DO’s

Options Navigation Options

Slide 29
Views

Facility Management
adds 4 more for
scheduling, planning.
Task data will appear on
facility calendars if
supported. Eg, task
must have a venue
associated with it to
appear on venue

Notes:
Parts of the Calendar Window
e Filters
e Calendar Views
e To-Dos
e Navigation

Theatre Manager Facility Management Overview

Views 3 Standard views (Day, Month Week)  <Click on button to change
*2 Non-standard (2 week and 4 week)  *Data carries across calendars
sList View of tasks *Displays if calendar type
supports data on task type
*Use for staff planning

*Use for Volunteer allocation

+ Facility *Venues across top
*Resources across top
*Employees across top

s\olunteers across top

Notes:
There are 5 standard views of the data.
Views:

e 3 Standard views (Day, Month Week)
e 2 Non-standard (2 week and 4 week)
e List View of tasks
Facility
e Venues across top
e Resources across top
e Employees across top
e Volunteers across top

Published by Arts Management Ltd. 11
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calendar

Slide 30
Navigation

Al Theatre Manager Facility Management Overview

Slide 31
Filters

Navigation *Ribbon Bar Navigation similar to iPad (context based on calendar view) Notes:
i Fat ot vt fe o o mone, might nesd v e Ribbon Bar Navigation similar to iPad (context based on
fg;ti/double click on calendar itself for specific day calendar VieW)
vt aeense s oy e Near date navigation (eg next day, week, month)
.“"“‘““‘t“:" o [ B e Quick Far date navigation (eg next year, next month), might
; . D".‘f;f:?: ' need two clicks
o s ‘Eﬁa,,,fiiif,,, : F-twt e Click/double click on calendar itself for specific day
L) <6 11aie nanunmnan e Mini-calendar can also be used
E e Quick access to ‘Today’
Filters Filters let you decide what data you want to see on your calendars Notes:
e ndard s syl ts ot Shout e mount o ot * Filters let you decide what data you want to see on your
pcr:Js:cc;tth;uSeur; pcfa):t I;Ta;:;e”c]glc to certain venues, staff, resources, events, calendars
“Defines DATA and STARTING appearance (view can be changed after) e Data that does not match the filter will not appear
e e 4 standard filters available to all that shows maximum amount
of data
N P e Custom filters can be specific to certain venues, staff, resources,
S e events, projects to support planning
o Defines DATA and STARTING appearance (view can be changed
l.e after)

Published by Arts Management Ltd. 12
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Filters B el ot i .
e b, of ventes coondr types, employees, et e Inthe detail windows, pick what you want to see
“Future: willbe consolidating venues into multple maps to make easier e Uses iTunes style settings for ‘all’ or ‘specific’
Ve Taks Sl o A e e G e Assumes limited number of venues, calendar types, employees,
;.'l:ﬂ:ﬁ : etc.
N e Future: will be consolidating venues into multiple maps to make
easier
Siide 33
Options s ST Hotes: o
*Show or hide times in the calendar item ® Show or hlde fllters
“Set overlap for simultaneous events e Show or hide mini-calendar
o e Show or hide times in the calendar item
:-,; = — e Set overlap for simultaneous events
o e Z e Show or hide to-do window
D
Slide 34
Other Features il ot .
e aets oo s oatching the o e others b e User Preferences let you pick calendar colours
By o (sutomatically do s on open or e Show... lets you pop up a list of volunteer, employees or
R patrons
e Refresh gets any data matching the filters in case others have
updated calendar (will automatically do this on open or
navigation)

Published by Arts Management Ltd. 13 www.artsman.com
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Employee
Preserences

Myl Theatre Manager Facility Management Overview

Slide 36

So, we've made a
task, now what?
How about
Notifications!!

Slide 37
Task Display

Larry Hhabick = To Se imeted

Employee Pref  eAssign delegates for your calendar (other who can edit info) NOteS:
*Defi ‘hi 3 h b igned ks with H A
soncing out el contirmations ( iaconaigen e Assign delegates for your calendar (other who can edit info)
800 e LR A e Define a ‘house’ patron who can be assigned to tasks without
et D v v i o vwme sending out email confirmations (a placeholder)
_Patron  Box Office  Ticket Printers  Reports  Spell Checker  Windows  Emadl - Faciliey-|
Pawren” ul(ll:l:::' au-w- we m:-né 3 .
‘:‘:‘:;’z:"r.:‘&::::nn [Addr-Lime 2 City Province Postal C... Title
gl -
3
Notes:
?
So, we’ve made a task, now
what?
How about Notifications!!
Task Display *Calendars shows the time, title and participants. NOteS:
It also shows participant STATUS H H H
Status can be set by user (eg talking to patron who confirms) ® Calendars ShOWS the tlme' tltle and parthIpants
Tasks can be sent to the patron/volunteer via email ° |t also ShOWS part|c|pa nt STATUS
*Theatre Manager will collect those responses and update the calendar X .
e Status can be set by user (eg talking to patron who confirms)
il ot i B e Tasks can be sent to the patron/volunteer via email
o e Theatre Manager will collect those responses and update the

Doug Lasterbrook - Atcested

£o Facili 12:15 Pt Drive ta Facisty

calendar
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N Ot I fl C at I O n S Notifications+At startup, the notification window will open automatically NOteS:
*Show today’s tasks and alarms for you H+ H H H H
oo o thot a0 et oot 0 ptrons e At startup, the notification window (in TM) opens automatically
Grab pending responses from an email server and update TM |t d |S plays'
«If open, may show growl messages as well if set in employee preferences )
and growl set to auto start up (side note: works for mail). [} Today S tasks and alarms
e Show notifications that need to get sent to patrons
Manager Notification ) .
e Reasiis P B et e Grab pending responses from an email server and update TM
- If open, may show growl messages as well if set in employee
g Theatre Manager Notification
S crow rontcaconsnavepeen e preferences and growl set to auto start up (side note: works for mail).
SI | d e 39 A Theatre Manager Facility Management Overview
Fl ow Flow *Notifications go from TM to the SMTP server set up specifically for this in NOteS:
company preferences (scheduling@...’) s . . pe
Formared to patrom with icssttadhment ¢ Notifications go from TM to the SMTP server set up specifically
*Patron double clicks to add to calendar (ical and outlook tested) for thIS |n Company preferences (SCheduhng@ ')
*That responds to the SMTP server o
«TM will get a notice in the ‘scheduling’ inbox and will update the right Y Forwa rded to patron With I_ics' attach ment

meeting (if not deleted) with attend/decline status.

e Patron double clicks to add to calendar (ical and outlook tested)

e That responds to the SMTP server

e TM will get a notice in the ‘scheduling’ inbox and will update
the right meeting (if not deleted) with attend/decline status.

SI | d e 40 A Theatre Manager Facility Management Overview

If those are tasks,
what is a project
and why do we
need it?

Notes:

If those are tasks, what is a
project and why do we need it?

Published by Arts Management Ltd. 15 www.artsman.com




Slide 41
A Project is:

Slide 42
Creation

Slide 43
Billing Status

Theatre Manager Facility Management Overview

¢ A collection of tasks
* Has an overall owner
e Canbeinavenue

e Can be for an event

¢ Can have time sequence
order

Can have resources
25 * Can be duplicated
* Can be billed

Theatre Manager Facility Management Overview

Creation *Projects can be made by creating a new one from the project list
*They can be made by duplicating an existing project (ie. templating)

*They can be created by combining a number of tasks on a calendar into a
project

Theatre Manager Facility Management Overview

Billing Status <Estimate acts like reservation only (no G/L), but invoice can be printed.
Invoice means any income and expenses for reservations go to the G/L.

< =

Progecta 1
Project Name T Meoiect Drscription [Heve in the Aercbers

Billing Status

Defaults for tasks
created later.
Determines calendars
that project appears
on.

Notes:

Projects are:

e A collection of tasks
e Have an overall owner
e (Canbeinavenue
e (Can be for an event
e Can have time sequence order
e Can have resources
e Can be duplicated
e Can be billed
Notes:

How do you create a Project

e Projects can be made by creating a new one from the project
list

e They can be made by duplicating an existing project (ie.
templating)

e They can be created by combining a number of tasks on a
calendar into a project

Notes:

e Estimate acts like reservation only (no G/L), but invoice can be
printed.

e Invoice means any income and expenses for reservations go to

the G/L.

Defaults for Tasks created later. Determines calendars that project
appears on.

Published by Arts Management Ltd. 16
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Slide 44
Accounting

Myl Theatre Manager Facility Management Overview

Accounting +An order number is required for billing.
*Printing ‘estimate’ will cause one to be added
*You can associate to an existing order (order can have multiple projects)

ann Mo i the Acratuts [Compsry 1}

Order # =_—)

) N
Fiscal Year )

am
am
(L]
am
am
o

Invoice Options

Notes:
Accounting:

e Anorder number is required for billing.

e Printing ‘estimate’ will cause one to be added

e You can associate to an existing order (order can have multiple

projects)

For invoice options: Estimated amount will print while the billing
setting is ‘estimate’. Otherwise actuals will print.
Include in invoice means that the line item will print on the invoice
Incl. estimates from subtasks means that subtasks will print on the
invoice.

Slide 45
Tasks

Ml Theatre Manager Facility Management Overview

Tasks «Initial tasks in a project can be entered similar to an outline style
*Tasks are associated with default values
*Tasks can have estimates, resources, and people associated with them

*Tasks times can be changed until the task is linked with another via gantt
~ Mo | The Adrgbams (Company 1}

Task outline

Notes:
Entering Tasks:
e Initial tasks in a project can be entered similar to an outline
style
e Tasks are associated with default values
e Tasks can have estimates, resources, and people associated
with them
e Tasks times can be changed until the task is linked with another
via Gantt (chart)

Slide 46
Gantt Charts

Ml Theatre Manager Facility Management Overview

Gantt *The tasks in a project can be viewed and edited in a timeline

‘ann e 1t iroats Iy LI

Notes:

A Gantt chart is a type of bar chart that illustrates a project schedule.
Gantt charts illustrate the start and finish dates of the terminal
elements and summary elements of a project. Terminal elements and
summary elements comprise the work breakdown structure of the
project

Using Gantt:
e The tasks in a project can be viewed and edited in a timeline

Published by Arts Management Ltd. 17
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Slide 47
Gantt Charts

Slide 48
Gantt Charts

Slide 49
Gantt Charts

Theatre Manager Facility Management Overview

Gantt *Showing ‘Phases’ allows you to see the participants in the task below
*You can edit start, end, duration, colour on Gantt chart
*You can break relations and suspensions.

mnn ot e g s e 1]
opEa

Theatre Manager Facility Management Overview

Gantt *You can hide/show groups (special tasks that are ‘headers’)
*You can move task or group order around
*You can edit start date/time and end date/time in this area

ann ! Mave in the Acrobats iCompa
i - & y4ou OO C
Felp  Wrw Poujens Duplicate Project Copy Fictare Owiers Primt_ f=fn  Hows dHoun Do
Srary 24 2010

Tow T8 | Va7 | ot | Tz

Theatre Manager Facility Management Overview

Gantt *The toolbar can be used to alter the timeline settings for the chart
*Choices are hours, 4 hours, days, weeks and months.
*Granularity depends on type of chart.
*Move in might be best at 4 hours
*Annual business plan might be best set at weeks or months

M = 1 Aty Krmmny 1)

i t
»¥ 44 8 C3 O CEED SR
P o s et By Bs e S ot St

=]

e e e e e T

Notes:
e Showing ‘Phases’ allows you to see the participants in the task
below
e You can edit start, end, duration, colour on Gantt chart
e You can break relations and suspensions.
Notes:
e You can hide/show groups (special tasks that are ‘headers’)
e You can move task or group order around
e You can edit start date/time and end date/time in this area
Notes:
e The toolbar can be used to alter the timeline settings for the
chart
e Choices are hours, 4 hours, days, weeks and months.
e Granularity depends on type of chart.

0 Move in might be best at 4 hours
0 Annual business plan might be best set at weeks or
months

Published by Arts Management Ltd. 18
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Slide 50
Gantt Charts

Slide 51

Suspensions

Slide 52
Relations

Myl Theatre Manager Facility Management Overview

Gantt *Change time of task by dragging the item on the Gantt chart
*Drag to another date and time (snaps to grid, change manually)
*You cannot drag to an earlier time than any dependencies.

== Pack 3t for MOV, Jan 26 10- 07RO AM  an L) Lol e rar Mewng

= oo Se 1o Truck Jon 26 10 - 0900 AM L (1 1 8em] |
= v e [ u I
= el ™ )
37— Meven ArtwEmes  lan 27 10- 080 AM
Sir— Tech 0700 AM | |
3 5ot Mt Lewels 0700 AM
= Cue-To-Cue 0800 AM
= R Prosnow A Jan 30 10+ 1600
=3 Team Para Jan 30 10 - 16:30 AW
=] s | 1
* Niw, = Edit 3 Delate Changs Assignment | To add task to project, drag it hers

Task Informaticn
Lat+! [Unicad Truck
Start Date an 26 2010 8:0000 Ph [T
End Date [jan 27 2010 12.04:00 4 7

Participants -~ Relations 5
[Deseription Begin Date  Date End Type

Notes:
e Change time of task by dragging the item on the Gantt chart
e Dragto another date and time (snaps to grid, change manually)
e You cannot drag to an earlier time than any dependencies.

Theatre Manager Facility Management Overview

Suspensions *Splitting a task in two so it is done in stages
*Use ‘Split” and then click on task. Defaults to a day, drag to fine tune
*Only one suspension per task
sLooks continuous on the actual calendar (split in gantt)
*Remove in ‘Suspensions’ tab in task view at bottom
Move in the Acrobars [Company 1}

¥ S >* ) e earm e (THTL K o
tPregecs Copy Puture Defete Print. iefn  Moun &heor Days Weels Momns  Normal fease Mol Spiit

ey 28 2010 | Wedneutay, Jaary 27 2010
_— —— |uw[u’u|uw||em]«m|uw[|zw|nw]um||zm[u

V26100700 AM  Jan 27 10+ 1i
V26100700 AN a8 26 10- 01
VE610- 0000 AN Jan 26 10 15 et 10 Truok ’—|
(iR T5- e TR ol o R it |

(= o m— |

VET10-DBOAN Jan 29 100

VIO 10- 0700 AN Jan 3010 11
V30100700 AM  ian 30 10 O
13010-0R00AN  Bn3010- 11
+38 1 2301011

L= ]
7 Deleie Change Assignment | To add task to project, drag it here

e Splitting a task in two so it is done in stages

e Use ‘Split’ and then click on task. Defaults to a day, drag to fine
tune

e Only one suspension per task
e Looks continuous on the actual calendar (split in gantt)
e Remove in ‘Suspensions’ tab in task view at bottom

Theatre Manager Facility Management Overview

Relations  <Used for tasks that have a relationship with other tasks
*Drag between tasks to create a relationship and then specify
eStart to Start -> both tasks must start at the same time
*Finish to Finish -> both tasks must end at the same time
*Finish to Start -> next task starts when one ends
*Break relations in relation tab in task detail at bottom

: =
0 Trurk
L (2ny flighern Facity

I = ]

I Cascrl ) Conemn )

Notes:

e Used for tasks that have a relationship with other tasks

e Drag between tasks to create a relationship and then specify
O Start to Start -> both tasks must start at the same time
0 Finish to Finish -> both tasks must end at the same time
O Finish to Start -> next task starts when one ends

e Break relations in relation tab in task detail at bottom
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Slide 53
Duplicating — Step 1

Theatre Manager Facility Management Overview

Slide 54
Duplicating — Step 2

Slide 55
Duplicating- Step 3

Duplicating +Duplicate projects using a wizard to assign new owners and workers Notes:
;‘:f;'f:j’:;‘;’fj:;;‘;"(‘::e"ju‘l o move n, specil events, ). e Duplicate projects using a wizard to assign new owners and
o _— workers
oﬂwmz;ﬂ-:t":::%:i“% TS e Available from project detail or list.
s e it e Enter new name for project (useful for move in, special events,
e e etc).
i [
I
e Canc 43 e Jotp 24
Duplicating Enter new owner of project Notes:
txzntgfk(s‘)ﬁf;f:,fye?iﬁve"t (optional). This determines calendars that ° Enter new owner of project
Y. T— ¢ Venue (optional) and event (optional). This determines
@;J:Whugmgzwwd e b o Dol T calendars that the tasks will appear on.
S 2 har s iy e
k
=& Cuncel 7)o Soep 1) - Soapr 3
Theatre Manager Facility Management Overview
Duplicating  +Since tasks in project can be related to each other,indicate if you want to Notes:
v Since tasks in project can be related to each other, indicate f
R S b you want to retain relationships (finish-to-start), suspensions
(3% :*E‘i::*:}m:”é“gwwaw:r Fpeppre (breaks in tasks)
e N

Tasksan Rae 8o bimwsen hess, och 28 Task A Garnon Mt o Task § b omplere” Yo Can maincin the
selatintship Bttt erm 4 CTUE Ot O Lt

e 48 praject ar Ceas

You can also force all task to start at one date and rearrange
manually (overrides relationships)
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Slide 56
Duplicating — Step 4

Slide 57
Duplicating — Step 5

Slide 58
Duplicating

Duplicating

Theatre Manager Facility Management Overview

Duplicating <People change roles, so duplicating an old project might mean re-

assigning substitute workers.
*Changes to indicate staff (non billable) and personnel data (billable)

St Up fof Stones

D 4 Warker ions for

it steg, you £am mmake 3 Gloal change 15 the pesple that an working e Qurke i The

Ot UL,y wh proge that
are na lorges employees o vokuntoes - ew pres

PO s Eaben hees VRAIT 10641, T iy with 1D 333490
7o remmee arry markes oo all Bk, 14 Tt pregeet, ehede e ephcermest workir Seiling fot ine the Butson o Clear A%

Original Worker Replacement Worker

30

Theatre Manager Facility Management Overview

Duplicating <There is a final opportunity to re-arrange some of the tasks.

*This should only be available if the ‘project relationships’ are not required
to be maintained in step 3.

.aon

People change roles, so duplicating an old project might mean
re-assigning substitute workers.

Changes to indicate staff (non billable) and personnel data
(billable)

$1ep 5 Finalise Dates for Tasks in the Project

o Cancsl = supd )

Duplicate |

Notes:

There is a final opportunity to re-arrange some of the tasks.
This should only be available if the ‘project relationships’ are
not required to be maintained in step 3.

Theatre Manager Facility Management Overview

*When done, the project is created with same resources, pricing,
estimates, etc as the original.

ann Set Up for Lady Caga [Comaany 1)
- 3 gp OB E3 C0EE ED

AR g - 3 ! »
sy Morw Propest Duplcane Progect Copy Peza Dvlee one_. dols Wasr Shmue Duys Wedta Montha el

Decerser 110510
Tasks -

|
[T N e i e o R T

LI e
— T T

L= ]
Change Assignment | To adl taak to propet, g it Pare

Notes:

When done, the project is created with same resources, pricing,
estimates, etc as the original.
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Slide 59
A . Notes:
B||||ng * Tasks can be estimated )
. . e Tasks can be estimated
* Estimates can be printed . .
. . e Estimates can be printed
¢ Only projects can be billed onl act be billed
= . L] n rojects can pe pbille
* Projects must be attached to y proj .
an order for estimates to be e Projects must be attached to an order for estimates to be
B e printed printed
- « Multiple project per order — e Multiple project per order — one recommended for now
| = _ one recommended for now e Billing state can be changed from estimate to bill in order to
* Billing state can be changed create G/L entries.
E from estimate to bill in order
= _ to create G/L entries.
Slide 60
. Notes:
ESt”:nate & ACtuaI Estimate Invoices Actual Invoices Estimate ActuaI
InVO'CeS ¢ Do not post to G/L (like e PosttoG/L .
reservation only) « Transactions and daily sales L Do not post to G/L (|Ike L Post to G/L
* Notransactions/dailysales « oOnly prints ‘Actuals’ reservation only) e Transactions and daily sales
¢ Only prints ‘Estimates’ on calculated from resources . ) . . )
the task window, regardless and personnel used to e No transaCt|0n5/da|Iy sales [ Only prints Actuals
if resources or personnel perform each task. e Only prints ‘Estimates’ on the calculated from resources
are attached « Any dollar values in i A
¢ Any data in resources are estimates are ignored taSk wmdow, regardless If and personnel used to
ignored resources or personnel are perform each task.
* Both types require a patron (and order) to print the invoice attached * Any dollar values in estimates
* You can switch between estimate and actual if no transactions e Any data in resources are are ignored

ignored

Both types require a patron (and order) to print the invoice
You can switch between estimate and actual if no transactions
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Notes:
Resources
e Resources are physical things used in performing a task.
e Normally considered to inventory items
Personnel
e Use the volunteer module
e Far more tightly integrated
e Staff and Patrons can be associated with a task but cannot be
billed.
e Staff must be set up as capable of performing ‘personnel’
activities and associated with a task to cause billing — because
we bill based on activity.

e Items that we can sell (or rent) along with a task.

e Some are tracked for inventory purposes (eg buy, then resell
choc. Bars)

e Some are tracked for rental purposes (rent stage equipment by
the hour)

e Some are fabrications (popcorn might have a recipe to make
before sale)

e (Categorized for convenience of searching in Code Tables

SI | d e 61 A Theatre Manager Facility Management Overview
Res ources & Resources Personnel
Person nel * Resources are physical ¢ Use the volunteer module
things used in performinga  « Far more tightly integrated
task. « Staff and Patrons can be
* Normally considered to associated with a task but
inventory items cannot be billed.
¢ Staff must be set up as
capable of performing
‘personnel’ activities and
associated with a task to
cause billing — because we
bill based on activity.
SI | d e 62 Theatre Manager Facility Management Overview
Resources  sltems that we can sell (or rent) along with a task.
Res 0 u rC eS *Some are tracked for inventory purposes (eg buy, then resell choc. Bars)
*Some are tracked for rental purposes (rent stage equipment by the hour)
*Some are fabrications (popcorn might have a recipe to make before sale)
*Categorized for convenience of searching in Code Tables
Code Table Code Tasle Entries imactivr Wabiey
[We-Feiaer Kamas = =
e
SI | d e 63 A Theatre Manager Facility Management Overview
Resources *Resource code, internal and external name (for invoices, etc).
Resources

*Units of measurement (always ‘unit’, concession expands for fabrication)
*Owner looks after the resource and can be notified of changes
*Default vendor is who sells it to us.

Notes:
e Resource code, internal and external name (for invoices, etc).
e Units of measurement (always ‘unit’, concession expands for
fabrication)
e Owner looks after the resource and can be notified of changes
e Default vendor is who sells it to us.
Units are important. For FM, you can only sell ‘each’ or single ‘unit’. In
other words, you can sell usage of 150 units of chairs, you cannot sell
half units. In concession, you can sell half a litre of pop, or use 1/ 4 cup
of ketchup in your hamburger fabrication.
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Slide 64
Resources

Myl Theatre Manager Facility Management Overview

Resources  <Tracks the expense for ‘buying’ the item when we want to resell it
*Tracks the income account for ‘selling” the item to a patron
*Transactions only created when the project that the resource is attached
to is changed from ‘estimate’ to ‘bill’.

I T e e—

Slide 65
Resources

Ml Theatre Manager Facility Management Overview

Resources  <Pricing can be set for the ‘cost’ of the item if we need to buy it to satisfy a
rental request (eg donuts and coffee)
«Standard sales price can be set when adding to a task
*Use ‘Customizable’ if you want to change the price when adding to a task
ann PR SIPRY g SS e —

5.3 T =
Ll LS

Slide 66
Resource Tasks

Ml Theatre Manager Facility Management Overview

Res. Tasks  *Resources can be added to a task on any task window.
*Use the lower buttons, or drag resources onto this list

ann Puch Sut fox Mendreg [Carmgany 1]

Notes:
e Tracks the expense for ‘buying’ the item when we want to resell
it
e Tracks the income account for ‘selling’ the item to a patron
e Transactions only created when the project that the resource is
attached to is changed from ‘estimate’ to ‘bill’.
Notes:
e Pricing can be set for the ‘cost’ of the item if we need to buy it
to satisfy a rental request (eg donuts and coffee)
e Standard sales price can be set when adding to a task
e Use ‘Customizable’ if you want to change the price when adding
to a task
Notes:
e Resources can be added to a task on any task window.
e Use the lower buttons, or drag resources onto this list
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Slide 67
Resource Tasks

Myl Theatre Manager Facility Management Overview

Res. Tasks  <Set quantities of the resources needed for the task
Set the duration of rental (can follow the task, or be fixed such as day)
*Price comes from resource default, can be changed if ‘customizable’
*Discounts can be applied to get final price (for invoice, not estimates)
*Notes can be added to print on actual invoice (not for estimates?)

|'n GLLY Fant Trasch for- g’ ICamp.
- = .
L b ]
L ]
ETy——
- -

Slide 68
Pesonnel

Theatre Manager Facility Management Overview

Personnel <The ‘volunteer’ module now has pricing associated with using the
resource.
*Only personnel can be billed, not staff or patrons associated with a task.
*Income account (all stage crew bill to same account, not per project)
*Cost account an liability for items not yet performed.

freant of Moune |acther
ann Valuntwet Acthity #245 [Company 1]

Cred for Flay
L |

Duties  Smas  Secury | Faciee |

Dcfault Wling e | 425,00 —,

Notes:

e Set quantities of the resources needed for the task
e Set the duration of rental (can follow the task, or be fixed such as

day)

e Price comes from resource default, can be changed if

‘customizable’

e Discounts can be applied to get final price (for invoice, not

estimates)

e Notes can be added to print on actual invoice (not for estimates?)
Durations that follow tasks will change in price if task is changed.
Durations that are fixed — are like doing a fixed price day cost

Estimate invoices print the estimate for the item from the calendar.

Real invoices print the actuals

Notes:

The ‘volunteer’ module now has pricing associated with using
the resource.

Only personnel can be billed, not staff or patrons associated
with a task.

Income account (all stage crew bill to same account, not per

Cost account an liability for items not yet performed.

Published by Arts Management Ltd. 25

www.artsman.com




Slide 69
Pesonnel

Myl Theatre Manager Facility Management Overview

Personnel <Set up people to be able to use that personnel activity

*Assign a pay (bill?) rate based on the default from code tables for that
personnel activity, or

suse the default from the employee record to get a constant rate

Slide 70
Pesonnel

Personnel  +Add personnel to the task and you'll see that the facility tab calculates
the amount of time based on the schedule.
*Changing the time does not (at this time) auto calculate the amounts. It
may in the future.

Slide 71
Lets print the dang
thing

Theatre Manager Facility Management Overview

Lets print the dang thing

Jy— )

Notes:
e Set up people to be able to use that personnel activity
e Assign a pay (bill?) rate based on the default from code tables
for that personnel activity, or
e use the default from the employee record to get a constant rate
Notes:
e Add personnel to the task and you’ll see that the facility tab
calculates the amount of time based on the schedule.
e Changing the time does not (at this time) auto calculate the
amounts. It may in the future.
Notes:
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Slide 72
Billing

Myl Theatre Manager Facility Management Overview

Billing «Just click the ‘Estimate’ or ‘Invoice’ button on the project detail
«If not associated with a patron/order, you will be asked to provide

mnn o g B E ey

Notes:
e Just click the ‘Estimate’ or ‘Invoice’ button on the project detail

e If not associated with a patron/order, you will be asked to
provide

Slide 73
Billing

Ml Theatre Manager Facility Management Overview

Billing Invoice options window is similar to other options
*The most detail is ‘also include task details”
*Show comments adds the ‘notes’ tab to the invoice.
«If Estimate, prints estimate; if invoice, prints actual amounts.

AN et s Cinteria.

Donatiars Propertn. Peveasts  feesd Tanes S Twies

Prajeet Driai Optiess. Propean Totsling Opsens
Mo Brsjacts Ehmn B it Sobastal Linas

) Al e Tatk oo Dotai Repering Covom
9 Aiia bnciucde Ttk Deaty ) L Progs hararchy

) Shcm Commarts

Notes:
e Invoice options window is similar to other options

e The most detail is ‘also include task details’
e Show comments adds the ‘notes’ tab to the invoice.
e If Estimate, prints estimate; if invoice, prints actual amounts.

Slide 74
Billing

5 e & ot (O Comcet o Do)
Ml Theatre Manager Facility Management Overview
Billing O ARTS GEMENT Invoice - Estimate
SYSTEMS !

Notes:
Actual printof bill
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Slide 75

End of Day End of Day

*Should post the actual amounts from invoices
*End of day has an extra checkbox on create sales entries
*Not fully tested yet.. but soon.

Journalizes tickets sold on of before Dac 10 2010 that are for nermal Orders fLe. nof reservation anly)
and greates transactions for them if none kave bee ed.

Removing Eeoty Ovders  (December 10 11.56:33 AWy

Clearing Anceymous Cars Logs  (December 10 11:56:33 AM)

Purge Fatron Shopping Cart Logs  (Decernber 10 11.56.33 AM)

Purge Other Wab Listanar Logs  ecembar 10 11:56:33 AM)

Purge Incomplate Mail Ust Subienotions  (December 10 11:56:33 AM)
Journalizing Order Fees (December 10 11:56:31 AM)

Journalizing Donations (December 10 11:56:33 AM)

ing Pass /G s (Decersber 10 11°56:38 AM)

RRERARER&

Tickets

ing Projects

_| Creating Ceneral Ladger Sales Entries. for Accounting

| Processing Sales of Tickets for other Outlers

. Tramsferring Deferred Revenue to Earmed for Performances.

) Final eheck fir any recent licket transactions o post ] 0

Notes:
[ )

Should post the actual amounts from invoices
End of day has an extra checkbox on create sales entries
Not fully tested yet.. but soon.
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