How To Use RDS Scheduler To Track Vacations
Print Combined Vacation Report

1. Set Up Locations

In the Scheduler “Location Maintenance” window create “Vacation.” Place the staff person’s name in
the “Room” field. You may type the full name of the person in the “Description” field. Create one for
each staff person for whom you want to include in a composite vacation schedule.
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In this window above we set up the building as “Vacation” and the room as the staff person’s name.



2. Set up the Event

Enter the vacation time for each person in the Individual and Events Scheduler, SH101.
It is recommended that the “Event Group” be at the end of the alphabet, such as “ZZ” in the example
below, so it will not conflict with other types of events.
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Individual and Events Scheduler - SH101

Change Overall Beginning and Ending Dates/Times
Evert Group: [g Numbier : Date: | 12/26/2886 |,,.| | 1272972866 |...)
Time: [ &:08 AN [ 5:@8 F |
Desc: [PASTOR BOB-YACATION [...]
Untracked Location: || |
Furpose: || |
Meet With: |
Commerit: || |
Specific Building/Rooms and Dates [etail for this Ewvent/Building Room
[JCheck for Conflicts Person Fesponsible: || |
Meeting Oates Frequency: All Days b Custodial Creu: | |
Building/Room: [VACATION | E] [JOHHSON, B [;] Faod/Equip: |
BOB JOHKNSON Mote: |
Use Time: || 5:88 AM| - 5:088 PH User |
Set/Clean Up Time: | 5:08 AM| - 5:88 FM Estimated Attendance: || A
Fee: [ @.8@|
Day of the lesk: 12 /26 /2086 Date Billed: [
Fmount Faid: [  B.6@|
Date Faid: [ |
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In this window we set up the event group for vacations. Each staff person’s vacation days are set up as a
separate event.



3. Reporting

To print lists of vacations use “Event Scheduler Report,” SH301.
The “Date/Event” option for print order is recommended.
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Above is the selection window for setting up a composite staff vacation report.

(+)Specify
Date Group MNumber Description
Beginning: | 9/81/2886 | (22 [:] [ 4]
Ending: | 12/31/2886 | (22 [:] EEEEE]
Include Information: []Euent [purpose, comments, etc.] []Fage Break On Output Order
Custodial
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4. Sample Vacation Schedule Report

IR T 13 0% Test Hexe Page:
15-3EP-9F 13:31:52 Event Jchedule Erport by DatefEvent
Date Day Time Ekxcop Bum Event Description hk Conflict Buoilding Boom Location Description
1850206 Hon #: 00AH-5: 00PH = 1 Pastor Bob Waration H VACATI(N-JOHEZON, B BOE JOENI0E
1858306 Tur #: 00A8-5: 0PH = 1 Pastor Bob Waration H VACATI(N-JOHEZON, B BOE JOENI0E
1050406 Wed #: 00A8-5: 00PH = 1 Pastor Bob Waration H VACATI(N-JOHEZON, B BOE JOENI0E
18585506 Tha #: 00AH-5: 00PH = 1 Pastor Bob Waration H VACATI(N-JOHEZON, B BOE JOENI0E
18FRES0E Fri #: 00A8-5: 00PH = 1 Pastor Bob Waration H VACATI(N-JOHEZON, B BOE JOENI0E
10583506 Hon #: 00AH-5: 00PH = ¥ EARBARA DATII-RCATION 1 VACATI(N-DAVIZ, B. BAREARS TAWVIZ
18518506 Tae #:002H-5: 00PH = @ EAPBADA DATII-WACATION 1 VACATI(M-DAVIZI, B. BAREARS TAWVII
10711706 Wed #: 00AN-5: 00PH = @ EAPBADA DATII-WACATION 1 VACATI(M-DAVIZI, B. BAREARS TAWVII
1851186 Thu &: 40AN-5: 0PH = t RARBARA DAVII-WACATION H VACATI(M-DAVIZI, B. BARFARS TANVTI
18512F8E Fri #: 00AH-5: 00PH = @ EAPBADA DATII-WACATION 1 VACATI(M-DAVIZI, B. BAREARS TAWVII
1172706 Hon #: 00AN-5: 0PH = * PAITOR EDE WACATI(N H VACATI(N-JOHEION, B BOE JOEEI0E
11733F06 Tae &:00AR-5: 00PH = * PAITOR BDE WACATI(N H VACATI(N-JOENI0ON, B BOE JOEEI0E
11FX9506 Wed §:00A8-5: 00PH = 2 FAITOE BOB WACATI(N H VACATI(N-JOHEION, B BB JOEHEIOE
11520506 Tha §: 00AR-5: MiPH = 2 FAITOE BOB WACATI(N H VACATI(N-JOHEION, B BB JOEHEIOE
1EF0LS0E Fxi §: 00285 0P8 = 2 PAITOR BOB WACATI(N H VACATI(N-JOHNI0N, B BOE JEEI0E
13f k0 Tac §:00ANR-5:04PH = 4 CAROL WILLIANT-TACATION H VACATI(N-SILLIAMI, CAEQL WILLIAMI
Tac §: 00AH-5: 40P = % PAITOR BFOB-VACATION H VACATI(N-JOHEION, B EBOE JOHEION
1EF2T7 0 Wed §: 00AR-5: 00PH = 4 CADOL WILLIANT-TACATION H VACATI(N-SILLIAMI, CAE(L WILLIAMX
Wed §: 00AH-5:04P8 = % PAITOR BFOB-VACATION H VACATI(N-JOHEION, B EBOE JOHEION
13F245 0k Tha §: 40AR-5: 04PH = 4 CADOL WILLIANT-TACATION H VACATI(N-SILLIAMI, CAE(L WILLIAMX
Tha §: #0AN-5:44P8 = % PAITOR BFOB-VACATION H VACATI(N-JOHEION, B EBOE JOHEION
12F285 0k Fri §: 00AR-5:04PH = 4 CADOL WILLIANT-TACATION H VACATI(N-SILLIAMI, CAE(L WILLIAMX
Fri §: 00AE-5:04F8 = 5 PAITOR FOB-VACATION H VACATI(N-JOHEION, B EBOE JOHEION

Bpt Pexicd: SFLFEM0E throogh 12F31FRdbE
Beport Type: Event Events: ZZ# throagh ZZ39934

5. Export Vacations to RDS Advantage Web Calendar or Third Party Calendar

Use the Scheduler to export vacations to your RDS Advantage Web Calendar. You can establish an
additional web calendar on your website just to display and print vacations. If you like, the vacation
calendar can be password protected so only authorized persons can see it. Use “Export Calendar to Your
Website,” SH306.

You can export vacations to third party calendar programs, such as Calendar Creator
(www.broderbund.com). Use “Export CSV Calendar to Third Party Calendar,” SH304C.



