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Schedulemaster Procedures
A. GENERAL

The URL for Schedulemaster’s Home page is http://www.schedulemaster.com/ 
The URL for Schedulemaster’s log in page is: http://www.schedulemaster.com/smlogin.htm 
The toll free phone number for users without access to a computer is: (800) 414-6114
1. User Numbers and Personal Identifications Numbers.  Schedulemaster requires that you have a User Number and Personal Identification Number (PIN) before you can use Schedulemaster.  Pilots receive their User Nembers and PINs by submitting a WWForm-86, with current pilot data, to the Wing DO.  Non-pilot users must submit a letter to the Wing DO outlining their need for access to Schedulemaster.  

2. Non-pilot users obtain User Numbers and PINs by submitting a request letter to the Wing DO describing why you need access and what level of access you need. (Non pilot users will receive a maintenance Authorization) 

3. There are three levels of access issued within Schedulemaster. 

4. Pilots receive access that allows them to schedule aircraft, read messages and change some personal information. 

5. Maintenance Users and Custodial Commanders receive access that allows them to read messages, update some aircraft information and over ride schedules. 

6. System Operators (Sysop) have access to all functions in Schedulemaster and can change aircraft data, over ride or cancel schedules, enter and change messages and update pilots currency dates. 

7. NOTIFICATIONS THAT CURRENCY DATES ARE ABOUT TO EXPIRE

8. Schedulemaster will notify you when any of your required currency dates are within 60 days of expiring every time you log onto the system during that time.

9. The notification also gives you the names and contact numbers of the persons who may update your currency information.

10. Make a note of the currency and date that is about to expire.  When you obtain a new check ride or get a new medical, submit a WWF-86 to the Wing DO so your records may be up dated. If the date listed passes without being renewed, Schedulemaster will lock you out of the system.

11. To continue with your current Schedulemaster session, click the blue “Click Here to continue” hyperlink near the top of the notification page.  You will then be able to use Schedulemaster as you normally would.

12. VIEWING CURRENT AIRCRAFT SCHEDULES

13. To see what aircraft are scheduled, log into Schedulemaster using your user number and PIN. 

14. If you are not taken to the schedule page, click on the “Schedule” hyperlink on the main menu bar.

15. The schedule page will open.  (Depending on the speed of your internet connection, you may have to wait a few seconds for the entire page to load.)

16. To view schedules for all aircraft, ensure “All Resources” is listed in the “Filter By” section of the “Display Options” window.

17. If it is, you can scroll down the page and see the current schedules for all the wing aircraft.

18. Should you want to see a schedule for only a particular aircraft, set the resource you want to see a schedule for in the drop down box where “All Resources” is displayed.  Click on the small gray box to the right side of the field and it will open the box, listing all the aircraft in the wing. (You can also see a schedule foe specific types of resources as shown in the list)

19. Click on the specific resource or type of resource you want to view to set it in the heading of the box.  Then click the “Submit” button.

20. The schedule according to your selection will be listed when the page reloads.

21. SCHEDULING AIRCRAFT

22. To schedule an aircraft, log into Schedulemaster using your User Nember and PIN.  The scheduling page will open listing the aircraft available and the current schedule. 

23. Enter the aircraft you want to set up a schedule for, and the date and times you want to schedule in the “Display Options” frame (use the drop down lists to speed selection) and press “Submit”. (Click on the blue words “today” & “Same as Start” to fill in the boxes with data that is the same as your start date) 

24.  A new page will open displaying the aircraft according to your selection.  (Scroll down to view all of the page.)   If the aircraft you requested is available it will be listed with a ”Push to Schedule” button showing.  To make the schedule you set up in the display options page, simply enter the destination information as outlined in the Wing Aircraft Resources Policy Memorandum and click the “Push to Schedule” button. 

25. The schedule page will reappear with your aircraft schedule listed. 

B. CANCELLING AND CHANGING YOUR OWN SCHEDULES

26. Log into Schedulemaster with your user number and PIN. 

27. If not on the scheduling page, click on the “Schedule” hyperlink on the main menu bar at the top of the page. 

28. The scheduling page opens.  Any previous aircraft schedules you have made will show with a “Push to Cancel” Button.  To cancel your current schedule of that aircraft, simply click on the button. 

29. The schedule will also show a “Cancel/Modify” Hyper Link in blue just under the Push to cancel Button.  By clicking on this hyperlink, you will open a new screen that will list your schedule and provide some data entry fields, which allow you to change your schedule.  Simply change the information in the dialog boxes and then press the save button to change your schedule.  Be sure to press the save button or your changes will not be saved. 

30. The simplest way to change a schedule from one aircraft to another is to cancel the first and create a new schedule for the second aircraft. 

C. ENTERING/MODIFYING PERSONNEL INFORMATION

31. To enter or modify your personnel information in the Schedulemaster Database, log into Schedulemaster using your PIN and User Number.  On the first page that appears, click on the “USER” hyper link on the top menu bar. 

32. A new page will open with a block to enter a name to search for.  Enter your name and press the “Search” button. 

33. Another screen will open with your user number, name and phone numbers listed.  The user number will be a blue hyper link. Click on the blue hyper link user number. 

34. A screen will open showing all your user information. 

35. The information showing in white dialogue boxes may be changed by the user.  (Only a SySop can change information that is in the yellow section of your personal data.)  Change or update the information as necessary and click  the “Save changes” button on the bottom of the screen (You may have to scroll down to see it). 

36. Be sure to save your changes or they will be lost when you log out. 

D. SEARCHING FOR A PILOTS PHONE NUMBER

37. All Wing pilots using Schedulemaster are listed in the database. This is a good resource to use when trying to locate a check pilot. 

38. To locate a phone number for a specific pilot, log into Schedulemaster with your user number and PIN.  On the first page, click on the “user” hyperlink on the menu bar.

39. A new page will open with a block to enter a name to search for.  Enter the pilot’s name and press the “Search” button.

40. Another screen will open with the pilot’s  name and phone numbers listed

41. You may also click on the “Next 50” at the bottom of the first listing of pilots names to scroll through the list of pilots, 50 at a time.  (You will have to scroll down the page to see the entire list.)

42. OVER RIDING OR CANCELLING SCHEDULES

43. Custodial Commanders, Mission Coordinators and other key personnel may over ride schedules. 

44. To over ride a current schedule, log into Schedulemaster with your user number and PIN.  If you are a Maintenance User, use that PIN and user number so you will have over ride privileges.

45. If not on the schedule page, click on the “Schedule” hyperlink on the main menu bar near the top of the page.  When the schedule page opens, make the schedule you desire.

46. When you press the “Click to Schedule” button, another page will open notifying you that your schedule conflicts with another schedule.  It also asks you if you want to over ride the existing schedule or schedule over it.

47. Select the option you want and click the schedule button to save your schedule.

48. You will be taken back to the schedule page and your schedule will show.  The over ridden schedule will also show with bold lines through the words to indicate that the schedule has been over ridden.

49. Schedulemaster will automatically generate and send an e-mail message to the pilot whose schedule was over ridden notifying him or her of that change.

E. LEAVING MESSAGES

50. Messages may be left by Sysops.

51. Log into Schedulemaster using your User Number Ns PIN.

52. On the first page, click on the “Messages” hyperlink.

53. The message page will open.

54. Select the resource (aircraft) you want to leave a message for by using the drop down select box.  Compose your message in the large text box.

55. Click on the “Save Message” button at the bottom of the screen to save your message and exit the form.

F. ENTERING AND EDITING MESSAGES IN RESOURCE INFORMATION DIALOG.

56. Information in the Gray Resource Information dialogue box may be entered or edited by Sysops.

57. Log into Schedulemaster using your PIN and User Number.

58. If not on the “Resources” page, click on the “Resources” hyperlink on the menu bar.

59. When the resources page opens, click on the blue hyperlink displaying the “N Number” of the aircraft for which you want to enter or change information.

60. The next page will be the resource information for the aircraft you chose. 

61. Click on the “Edit” button near the bottom of the page.

62. A new page will open listing the resource information.

63. Add or edit the information in the large text box near the top of the page, as you desire.

64. Click the “Save” button near the bottom of the page to save your changes.

65. OBTAINING REPORTS
66. Sysops may generate and obtain a report form Schedulemaster that shows various aspects of the scheduling process.
67. Click on “Reports” on the main menu bar.

68. The Reports page will appear.
69. If you have asked for a report previously, you may view it by clicking on the “View Report” button.
70. To make a new report, click on the “Make Report” button.
71. The “Make Report” page will appear.
72. Fill in or select the necessary data in the dialogue boxes and click “Make Report”.
73. On the next page, click the blue “Click Here to Continue” hyperlink.
74. The report takes a while to be generated.  Check back the next day to view the report.
