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Introduction 
About Scheduler 

PrintSmith Vision Scheduler automatically schedules your jobs based on the availability of resources and slots in 
the schedule. Using a graphical interface that includes a Gantt chart and PERT diagram, you can view and 
adjust the schedule as necessary. 

Notes Scheduler is an optional module requiring separate licensing. Scheduler is integrated with PrintSmith 
Vision Tracker, but you can use Scheduler without owning Tracker. 

Scheduler can be used by almost every member of your organization. Access groups control which Scheduler 
features are available to the members of a particular group:  

• Your scheduler and your production planners can optimize task execution and device usage.  

• Managers can get an overview of the workflow throughout the shop for different time periods.  

• Production staff—including machine operators, prepress, graphic artists, shipping and receiving, and so 
on—can see what is on the schedule for them and start tasks accordingly.   

• Customer service representatives can use the schedule to offer feedback to customers about the status 
of their jobs.  

Note Tracker users can open the Tracker Console from Scheduler and take advantage of both Scheduler and 
Tracker at the same time.  

This guide describes how to set up and use Scheduler. The guide assumes that PrintSmith Vision is already 
installed and set up, and that you are familiar with its features. 

Note This guide refers to the standard labels in Scheduler in both text and graphics. 
Several terms are important to understand when using Scheduler and this guide:  

• Cost centers are the resources that are scheduled to produce jobs. Cost centers can represent devices 
or activities such as a press or copy machine, design, typesetting, folding, or cutting. You create cost 
centers in PrintSmith Vision.  

• Tasks are the individual parts of a job that are scheduled. For example, copying and stapling might be 
the tasks in a simple black-and-white copying job. A more complex job might include tasks for design, 
plates, printing, folding, and binding.  

• Shift patterns are the times during a week when a cost center is open. You can create several shift 
patterns for different situations. The same shift pattern can be associated with one or more cost centers. 

• Shuts are times when cost centers are unavailable. You create shuts for holidays, equipment 
maintenance and malfunction, and so on.  

Licensing  
To use Scheduler, you must have an activated license for it. If you were previously using PrintSmith Vision, and 
now want to use Scheduler, contact PrintSmith.Sales@efi.com and purchase a license for Scheduler.   

If ePS is hosting PrintSmith Vision for you, your license will be updated for you. If you are hosting PrintSmith 
Vision, you will need to update your license in PrintSmith Vision before you can use Scheduler. 

If You Purchase Tracker Later  
Tracker is an add-on to PrintSmith Vision which tracks the time jobs take to go through the production process 
and calculates the costs associated with the production of a job. Scheduler and Tracker work together, but you 
can use Scheduler without owning Tracker (and vice versa).  

If you initially use Scheduler without Tracker, but decide to purchase Tracker later, you will need to integrate 
Scheduler with Tracker. When you have both Tracker and Scheduler, you typically start and stop tasks from the 
Tracker Console, not from Scheduler.   

Note  For information about setting up and using Tracker, see the PrintSmith Vision - Tracker User Guide.  
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Scheduling Jobs 
Process Flow  

A typical process flow of scheduling a job is as follows: 

 
• Create a job: Jobs containing tasks will be performed on specific pieces of equipment. You must create 

a job along with any constraints (such as Due Date) and job properties (such as product type, color, and 
materials), in PrintSmith Vision and then save the invoice. 

• Generate the schedule: Once a job is ready to be scheduled, you must generate the list of tasks that 
need to be scheduled. Make any necessary edits to the schedule to ensure the tasks are in the correct 
sequence. 

• Release the schedule: When you are ready to add the tasks to the schedule, you release it. The 
Scheduler database is then updated, making the current production status of all jobs available to all 
users. 

• Update the schedule: After you release tasks to the schedule, they are on the schedule board and 
ready to be started. You can, however, make changes in PrintSmith Vision after a job is on the 
schedule, and even after some tasks are started or completed. You can also manually adjust the 
schedule in the Scheduler, if needed. 

A job is scheduled depending on the due date and the first available time slot on the scheduler. As a 
recommended process, you have to release the jobs based on the due date. Scheduler allows you to 
make any kind of rescheduling at any point of time.  

Note Before you can start using Scheduler, you must complete some initial setup tasks. Some tasks are 
performed in PrintSmith Vision and some in Scheduler. See Setting up the Scheduler for information. 

Scheduling Jobs 
When a job is scheduled, it is broken up into tasks such as design, plates, printing, or folding. Each task is 
associated with a particular cost center (as defined in your press, digital, and charge definitions). Because tasks 
are scheduled on cost centers, each task in a job must have an associated cost center.  

To get jobs on the schedule, you must select and release them from PrintSmith Vision. You can review all jobs 
that are waiting to be scheduled and select the ones you want to schedule from the Schedule Jobs page, or you 
can schedule jobs for an individual invoice from the Pending Documents window.  

To schedule jobs  

1. To schedule the jobs for a particular invoice, in PrintSmith Vision, navigate to the Pending Documents 
window and select the invoice. 

2. Click  and then select Schedule Jobs.  
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The Schedule Job window opens and lists the jobs that make up the invoice you selected.  

 
• To review all the jobs waiting to be scheduled and then schedule jobs, in PrintSmith Vision, 

navigate to Configuration > Scheduler > Schedule Jobs. The Schedule Job window opens.  

Note  If you clicked Schedule Jobs in the Pending Documents window, only jobs for the 
invoice that you selected are listed. Click the Clear All Filter icon to display all the jobs 
waiting to be scheduled. 

3. In the Schedule Job window, do any of the following:  

• To locate the job you want to schedule, use the column header to narrow down the list by Job Item 
(job number), Account, Description, Document Location, Order Date, Due Date, or 
Department Location. (To clear the filter, delete the value you entered.)  

• To open the invoice for a job, select the job and click Invoice.  

• To update the list, click Refresh.  

4. To see the tasks for a job, select it and then click Sync with Scheduler.   

The Tasks for Job window opens. The top section of the window lists all the items that make up the 
job. Because many items correspond to charges, the list will include items such as ink that do not get 
scheduled. They are listed here for completeness.  

 
5. Click Generate All to produce the list of tasks that need to be scheduled.   

The tasks are now listed in the Tasks section. Notice this list includes only tasks that need to be 
scheduled, not items like ink or boxes that incur a charge but do not involve work.  

The sequence of the tasks is determined by the process stage of a cost center. You can change the 
order of the task by dragging and dropping. For information about cost centers and process stages, see 
Create Cost Centers in PrintSmith Vision.  

6. When you are ready to add the tasks to the schedule, click Release all Tasks.  

Under Tasks, you will now see the values for the Run Date and End Date columns are automatically 
updated. The status will be updated when the job is started.  

Note If the Schedule Jobs Immediately option is not enabled in the Global Configuration settings, 
the Run Date and End Date columns will not be updated automatically. 
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7. Schedule additional jobs as described above or click Schedule Board to go directly to the schedule.  

Note  For information about making changes after a job is on the schedule, see Making Changes in 
PrintSmith After Jobs Are Scheduled. 

After Tasks Are Released  
After tasks are released, they are part of the schedule, but are still waiting to be started. At this point:  

• Schedulers/planners can review the schedule and adjust as necessary. The Scheduler module provides 
several ways to view scheduling information and adjust the schedule; what individual employees can do 
depends on their permissions 

• Employees can start work on tasks. For more information, see Starting and Stopping Tasks.  

• Shop floor employees typically see tasks only for the type of work they perform such as prepress or 
bindery, and they can indicate when they start and finish a task. Usually, they do not have permission to 
adjust the schedule.   

The section that follows describes features that are standard on many pages in Scheduler, followed by sections 
that describe what you can see or do on various pages in Scheduler, what you can change in PrintSmith Vision 
once a job is on the schedule, and how you can manually adjust the schedule.   
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Scheduler Interface 
Overview of Scheduler 

The Scheduler module provides detailed schedule information for jobs, tasks, cost centers, and status. Operators 
can schedule, re-schedule and move tasks and jobs.  

The Scheduler contains the following menu components: 

Icon Name Description 

 

Gantt Displays the Gantt chart for any date range, which includes late, on 
time, and completed tasks as well as shuts. You can view the Job 
PERT for any selected task. 

 
Tasks Lists all tasks listed by cost center type. You can filter on Not started, 

Running, and Completed. 

 
Schedule Editor Lists tasks by cost center.  

 
Calendar View Displays the schedule from a calendar perspective. You can also see 

the cost center utilization from the colored bar on each task. 

 
Jobs Lists all jobs that you have access to view. You can filter on jobs that 

have Not started, Late, Predicted Late, Running, and Completed.  

 
Cost Center 
Utilization 

Lists cost centers and their capacity per time period; typically, by day. 

 
Shuts Lists all the shuts that you have created. You can create shuts for cost 

centers. 

 
Setting Settings to configure the Scheduler. 

 
Expand/Collapse 
Menu 

Expand or collapse the menu components. 

Scheduler Basics  
On several pages in Scheduler (for example: the cost center grid, jobs, or tasks) you can sort and filter the lists to 
find the information you want, as well as search for information. You can also export data. Whenever you see 
buttons and fields like the ones in the figure below, you can perform these general tasks.  

 

Note: Use the Refresh button on each page to get the latest information instead of using your browser's 
refresh. 

Sort by specific columns  
You can sort lists by specific columns.  

1. Click  next to the column for which you want to sort the list.  

2. By default, columns are sorted in ascending order. Click the Sort icon a second time for descending 
order.  
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Filter lists  
Use the dynamic search fields to filter specific information. Whenever a list includes search fields, you can 
narrow down the list by entering the information you want the list to filter by. For example, you can search for a 
job associated with a specific Sales Rep by entering the full or a part of the name into the search field for that 
column. 

 

1. In the search field of a column, enter the characters for which you want to filter the list and press Enter.  

2. To narrow the results further, enter a filter in another column. (The results are cumulative.)  

3. To remove all filters so the full list is displayed again, click .  

Select which columns are displayed  
In the Tasks and Jobs pages of the Scheduler, you can control which columns are displayed and the order in 
which they are displayed.  

1. Click  to open the Select Columns window.  

The window lists the columns that are available for inclusion on the page. The columns that are already 
included on the page are already selected.  

 
2. Do any of the following:  

• To include a column on the page, select it from the list.  

• To remove a column from the page, clear the check box.  

• To clear the full list, click Clear All.  

• Click Save. 

3. To change the order of the displayed columns, in the grid, drag the column and place it in the order 
according to your requirement. 
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Export lists  
You may find it helpful to export lists to a Microsoft® Excel spreadsheet. You can then manipulate the information 

in other ways and print it. To generate an Excel report of the data on the page, click . The spreadsheet is 
automatically stored in your default Downloads folder and is named based on the page from which you have 
downloaded. Subsequent exports result in numbered files. 

Gantt Page  
The Gantt chart is a graphical illustration of the schedule which helps you to review, track, and adjust tasks. In 
addition to reviewing the schedule on the Gantt chart, you can make changes such as changing the duration of a 
task, moving tasks to a different cost center, splitting tasks, and so on. What you can do depends on your 
assigned user group’s permissions; some users may never even see the Gantt chart page.  

If you have permission to view the Gantt chart page, it opens automatically when you open the Schedule Board. 
If you switch to a different page, you can always display the Gantt chart by selecting Gantt on the menu panel of 
the Scheduler. 

Note  The Gantt page is used for adjusting the schedule in several ways; see Manually Adjusting the 
Schedule. 

You can use the Gantt page to do the following scheduling tasks:  

• Configure the Gantt page display  

• Review the schedule  

• Manually edit the schedule  

• Move tasks 

• Split tasks 

• Re-schedule jobs 

• Sync jobs 

Gantt Page Features 
The Gantt chart page has many features. Each feature helps the scheduler review, locate, or edit information on 
the schedule. The various icons in the chart let you update the chart, change the time line period, zoom in and 
out, review jobs that may have problems, synchronize the schedule if tasks are out of sequence, define groups of 
cost centers, and find tasks on the schedule.   

• The most recent date/time of the schedule release is the default view and can be accessed by clicking 
the Home button. The Now line is indicated in red. Each run is represented by a panel that is colored 
according to its status and that indicates the amount of setup time and switchover time, or if the cost 
center is shut.  

• The Gantt page can be configured to control how graphics are displayed. The order can be changed 
using the Cost Center Sequencing window. The task status colors used on the chart are based on 
your Global Configuration settings. These colors can be customized to suit your preference.  

• The Gantt chart page displays a list of cost centers viewed in the display. Zooming in or out of the list 
increases the size of each cost center panel so that you can read any text that might be in it.  

• Each task has an identifying label. You can control what this label includes with the task labels defined 
in the Configure Field Properties setting.  

• When you hover over a task, a popup window provides additional information about the task. The 
contents of this popup window are defined in the Configure Field Properties setting.  
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 You can click a task for a menu of options.  

  
Menu Item Description 

Pin/Unpin Task Pin the task to the current time slot. Scheduler will not move/reschedule 
the task when the schedule is updated. See Pinning Tasks. 

Move To Move the task to a different time and/or cost center. See Moving Tasks. 
Split Task/Merge 

Split Task 
Split the task into two or more tasks. See Splitting Tasks. 

Change Duration Change the Setup and/or Run duration for the task. See Changing 
Duration. 

Sync Job Reschedule the jobs based on the delivery dates. See Out of Sync Jobs. 
Unschedule Remove the task from the schedule. See Unscheduling Tasks or Jobs. 

Properties View additional information about the task.  See Configure Field 
Properties. 

Show Pert Display the PERT diagram. See PERT Diagram. 
Job Ticket Produce the job tickets. Job tickets help with the production process. 

They provide job details to those responsible for producing the jobs. The 
information that is included in a job ticket is taken directly from the job.  
Tip If a particular customer always need something done when you 
create a job for them, you can record this information in the customer 
account. This information is then always included in the job ticket under 
Special Instructions.  

Open Job Detail View detailed information about the task and job.  
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• Shuts are clearly identified – these are periods when cost centers are unavailable, such as during lunch, 
holidays, or maintenance. You can hover over shuts to find out their duration.  

  
You can click a shut for a menu of options:  

 

• If overtime was scheduled, by default it is identified by a yellow bar. You can hover over overtime to find 
out its duration.  You can click overtime to edit or delete it.  

  

Managing the Time Period Displayed on the Gantt Page  
Depending on your needs, you may want to review the schedule for today, a particular day, some part of a day, a 
week, and so on. The figure below shows the schedule for cost centers that start at 08:00 as indicated by the 
shut that ends then.  

  
Do any of the following to change the time line period that is displayed.  

• Click the Start Time calendar button on the Gantt page. In the Time Span window, choose a starting 
date and then the time unit to use from that starting date. 

 
• Use the controls at the bottom of the page as follows:  

• Use the single-arrow and double-arrow buttons at the bottom of the page to scroll into the past and 
future by an hour or day or by day and week. (The time periods depend on other selections you 
made.)  

• Use the zoom buttons to zoom in and out.  
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• Click the time period buttons to control the time line period that is displayed.  

  

Locating Tasks  
If you want to find a particular task on the Gantt chart, do the following:  

1. Click the Search  icon on the Gantt page.  

2. In the window that opens, enter all or part of the job code, task code, or customer number as your 
criteria and press Enter.  

 
3. If Scheduler finds more than one task that meets the criterion you entered, it lists them all. If necessary, 

use the column header to further refine your search for specific task.  

4. Double-click the task you want to locate. The Gantt chart shows the time period that includes the task 
and highlights it.  

5. Close the Search window after you find a task.  

Warning Tasks  
The Warning Tasks section on the Gantt page helps you identify current and potential problems on the schedule 
so you can adjust the schedule if necessary.   

Late Tasks 
On the Gantt chart you can view a list of all the late tasks. A job is considered late if its due date cannot be met 
based on the schedule. 

1. Click Warning Tasks in the top panel of the Gantt page.  

 
2. Any tasks that are unscheduled, late, out of syn, over capacity, or unfinished are now listed above the 

Gantt chart. 

3. Click Late from the list of warning tasks. 

 
4. If necessary, locate a late task on the schedule so you can adjust it.  
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Unscheduled Tasks 
Scheduler keeps track of any tasks or jobs that were unscheduled so you can reschedule them as necessary. 
Sometimes tasks are unscheduled because they do not fit into time slots; if you allow splits, tasks can be more 
easily scheduled. Splits can be enabled in the Global Configuration settings. Sometimes you may have 
unscheduled a task manually, so it then needs to be rescheduled.  

1. Click Warning Tasks in the top panel of the Gantt page. 

2. Click Unscheduled from the list of warning tasks. Any tasks that are unscheduled are now listed above 
the Gantt chart.  

3. Click a task to display a menu of options.  

 
4. Do any of the following:  

• Select Move Task if you want to run the task on a different cost center. For more information, see 
Moving Tasks. 

• Select Show Insertion Point to see where on the schedule the task can first be inserted. A blue 
arrow and the time are displayed on the Gantt chart.  

  
• Select Schedule Task to schedule just the task or select Schedule Job to schedule all the tasks in 

the job to which the selected task belongs.  

Over Capacity tasks 
If you made changes to the schedule manually, you may want to check that no cost center is over capacity, 
meaning that too many tasks are scheduled during the same time period on the cost center.  

1. Click Warning Tasks in the top panel of the Gantt page. 

2. Click Over Capacity from the list of warning tasks. Any tasks that are causing a cost center to be over 
capacity are now listed above the Gantt chart.  

3. Locate the task on the schedule so you can adjust it, typically by moving it to another place on the 
schedule.  

Out of Sync tasks 
If you have made changes to the schedule manually, you may want to check that the tasks for a job did not end 
up out of sequence, for example, design coming after plate making.  

The Sync Job option enables you to reschedule the jobs based on the delivery dates. If you do not want to 
change the schedule, you should pin the job. 

1. Click Warning Tasks in the top panel of the Gantt page. 

2. Click Out of Sync from the list of warning tasks. Any tasks that are out of sequence are now listed 
above the Gantt chart. To correct the sequence you must synchronize the tasks.  
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3. To synchronize a single task:  

a) Locate the task on the schedule.  

b) Click the task on the Gantt chart and select Sync Job from the menu that appears. The system 
automatically schedules the job based on the due date. 

4. To synchronize several tasks at once (if you have many out of sequence tasks), do one of the following:  

• To synchronize all out of sequence tasks, on the top panel of the Gantt page, click  and 
then select Sync All Jobs.   

• To synchronize out of sequence tasks during a particular period, on the Gantt chart, click  

 and then select Zone Sync from the top panel. Then select Time and Duration and 
click Sync. To synchronize a specific department or cost center jobs, you can use the Zone Sync 
option. This will synchronize only those jobs specific to a zone. When you click Sync, the Scheduler 
resets all the jobs based on first available time slot. 

Synchronizing the job does not reschedule it but simply keeps the original scheduling order regardless of where 
this job is moved to. For example, Task A always has to start before Task B no matter where you move it to on 
the schedule. To change the tasks’ order you must re-schedule the job. 

Unfinished tasks 
On the Gantt chart you can view a list of all the unfinished tasks from the past that were not closed out. 

1. Click Unfinished Tasks in the top panel of the Gantt page.  

 
2. Any tasks that are unfinished are now listed above the Gantt chart. You can then move the task and 

reschedule it. 

Cost Center Groups  
If you have many cost centers, you may find it helpful to group them so that when you view the Gantt chart, 
Calendar View page, Tasks, or Cost Center Utilization, you can just look at a group of cost centers such as all 
your presses. This feature is most helpful to those who routinely look at the entire schedule. The groups you 
create are completely up to you.  

Create Cost Center Groups 
You can create cost center groups from two places:  

• From the Gantt page, you can create and edit cost center groups, and select which group is displayed 
on the Gantt chart or Calendar page. The section below explains how to create and manage groups 
from the Gantt page.  

• The Cost Center Utilization or Tasks pages will automatically use any cost center groups you created 
from the Gantt chart but will also allow you edit the groups and create new ones.   
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To create a cost center group  

1. When on the Gantt page, click  and then click Add Machine Group.  

 
2. In the Add Machine Group window, when no groups exist yet, do the following to add cost centers to a 

group:  

• The left pane lists all the machines in each of the cost center. Select the cost centers that you want 
to group. The selected machines are then added to the right pane. 

3. In the Group Name field, enter a name for the group, and click Create New.  

 

Manage Cost Center Groups 
You can edit or delete cost center groups.  

To manage cost center groups  

1. In the Add Machine Group window, select the group you want to edit or delete from the Select Cost 
Center field.  
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2. Do any of the following:  

• To edit the group, select the machines in the left pane that you want to add or click delete against 
the machines in the right pane that you want to remove from the group.  

• If you changed the group in any way, click Update to save your changes.  

• To delete the group, click the Delete icon next to the Select Cost Center field.  

Use Cost Center Groups 
Once you have cost center groups defined, you can display just a group of cost centers on the Gantt page or 
Calendar View page.  

When in the Gantt page or Calendar View page, click the All drop-down button to select the cost center group 
that you want to view. 

 

Sequence Cost Center 
You configure the sequence in which the cost centers are displayed on the Gantt page. 

1. When on the Gantt page, click  and then click Sequence Cost Center. The Cost Center 
Sequencing window opens. 

 
2. On the Type Grouping tab, use the arrow buttons to change the display order of the Cost Center Types 

and the underlying Cost Centers. If you have created Cost Center Groups, you can also change their 
display order from Cost Center Grouping tab. 

3. Click Save. 
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Configure Field Properties 
When you hover over a task on the Gantt chart, a pop-up window opens with information about task. You can 
control what these pop-up windows include and how they are positioned. You can also configure the labels that 
identify the task on the Gantt page. 

 

To configure pop up fields 

1. When on the Gantt page, click  and then click Configure Field Properties. The Field 
Configuration window opens. 

2. On the Popup Fields tab, under Select Items to Display on the left, expand the folders and locate the 
fields that you want to include in the pop-up window.  

3. Under the Drag to Reposition section, use the button to arrange the fields in the order you want.  

4. Enable Show Label if you want the name of label to be displayed in the pop-up window. 

 
5. Click Save. 

Click Clear all to clear your selection. 

Task Field 
You can also configure the labels that identify the task on the Gantt page. You can select what you want to 
include in these labels. Keep in mind that space is limited; put additional information in the popup windows 
instead, as described above.  



 20 • PrintSmith Vision | Scheduler User Guide 

 

 

On the Task Field tab, select what you want to include in the task labels. In the right pane, arrange the labels by 
using the arrow buttons. 

Select Color for Cost Center 
You can configure the colors displayed for each cost center. 

1. When on the Gantt page, click  and then click Select Color for Cost Center. The Cost Center 
View Settings window opens. 

2. Under Cost Center Colors tab, select the color (or enter the numeric color code) that you want to 
associate with the cost center in the Gantt chart and elsewhere in Scheduler. 

3. To associate an image with the cost center, click the Cost Center Image tab. 

4. Select the cost center to which you want to assign the image and click the Choose.  

5. Select the image you want to use and click Upload. 

6. Click Save. 

Show Completed 
You can display the completed tasks by enabling the Show Completed option on the Gantt page. 

Note The Show Completed option is available only if you have selected the Show Completed Jobs/Tasks 
option in the System Config settings. See System Config for more information. 

Configure AutoSchedule 
You can set up automatic scheduling from the Gantt page.  

1. When on the Gantt page, click  and then click Configure Auto Schedule. The Autoschedule 
Configuration window opens. 

2. In the Frequency field, enter how often you want the auto-schedule to run. 

3. For Run Auto Scheduler, choose if you want to set the auto-schedule to run on specified frequency for 
a full day or a selected time period. 

4. Click Start. 

Viewing Tasks  
The Scheduled Tasks page shows all the tasks scheduled on the cost centers for the selected time period. This 
page shows the tasks that are not started, running, or complete.  

 

1. To open this page, on Scheduler, select Tasks from the menu panel.  

Note  If you keep the Tasks page open, click Refresh periodically to keep it up to date. 
2. Use the icons on the Scheduled Tasks page to change what is displayed:  
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Icon Name Description 

 
Change Cost 
Centers 

Click to select a particular cost center type or 
group.  
 

 

Tasks Scheduled:  Click to change the time period want to view.  
 

 

All Tasks  
 

Click to display all the tasks 

 

Not Started  
 

Click to filter the tasks that have not started. 

 

Running Click to display running tasks. 

 

Completed 
 

Click to display completed tasks 

 

Grid/Graph View Click to toggle between grid view and pie-chart 
view of the tasks. 

 

Select columns to 
show in Grid 

Click to select the columns that you to display 
in the grid. 

 

Show Shuts Click to display shuts for cost centers. 

 
Job Ticket Click to produce the job ticket.  

 
Data Collection Click to open Tracker so you can start the 

task.  

 
Update Status Click to enter the status of the task. 

3. To display the PERT diagram, double-click a task.  

4. The Operation Code column displays the dependency indicators. Green indicates the task is ready to 
start and Red means that the task has not started. You can click on the indicator to open a detailed view 
of a task. 
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Schedule Editor 
Using the Schedule Editor page, you can review which tasks are currently scheduled in a particular cost center, 
you can re-order the tasks, and adjust individual tasks as necessary. You can drag and drop tasks to move them 
on the schedule and see more details of the task. A colored bar along the top of the task indicates the capacity 
utilization for that cost center. 

 

1. To open this page, on the Scheduler, select Schedule Editor from the menu panel. The Schedule 
Editor page opens and lists all currently scheduled tasks in the cost center. 

2. Do any of the following:  

a. Select a different cost center from the Select Cost Center drop-down list.  

b. Use the Search  icon to locate a particular task. In the Search window, you can narrow down 
to a specific task by entering the job code, task code, or customer number.  

3. To change the sequence of the tasks, drag the tasks so that they are in order per your requirement. 

4. To edit a task, click  and select one of the following:  

a. Track in Data Collector to open the Tracker console.  

b. Show Job Ticket to open the job ticket. 

c. Pin Task to pin the task to its current time slot or un-pin it if is already pinned.  

d. Move to so that you can move the task to another device. For information, see “Moving Tasks”. 

e. Unschedule Task to remove the task from the schedule.  

f. Add Shut to add or edit shuts. 

Calendar View  
The Calendar View page lets you see how cost centers are being used at a given time. For each cost center you 
can see its capacity and utilization, as well as the code of task (if any) scheduled then.  
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1. To open this page, on the Scheduler, select Calendar View from the menu panel. The Calendar View 

page opens and displays the schedule from a calendar perspective 

2. Click the Start Time calendar button to adjust the time period you are viewing. By default, the Calendar 
View page shows you the current day. 

  

• A colored bar along the top of the task indicates the capacity utilization for that cost center. The 
colors used on the page are the same as on the Gantt chart and are based on your Global 
Configuration settings. You can change these colors.  

• You can choose how to display your cost centers and change the time period. You can click the 
drop-down button next to a cost center type to expand or collapse what is displayed.  

• You can hover over the utilization bar to see how much time is available and how much is being 
used.  
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3. Click  to display the previous day’s schedule or to display the next day’s schedule.  

4. Edit the schedule from this page through Schedule Editor. Click  to open the Schedule Editor 
window. 

5. Manage and use cost center groups to control what you are viewing. For information, see Cost Center 
Groups. 

Viewing Jobs  
The Jobs page lists information about all the scheduled jobs in the system.  

1. On Scheduler, select Jobs from the menu panel. The Jobs page opens and provides summary 
information about jobs.  

  
2. Use the various icons available on the Jobs page to change what is displayed. For more information 

regarding the use of each icon, see Viewing Tasks. 

3. Use the filter buttons to quickly filter the grid based on job status. Late jobs are based on the due date 
of a job and Predicted Late jobs are based on those jobs which are most likely to finish after their due 
date. 

 
4. To display a PERT diagram for a job, double-click the job.  
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PERT Diagram  
The PERT diagram graphically shows the sequence (links) between tasks in a job. You cannot edit these links.   

 
1. Open the PERT diagram from any of these places in Scheduler:  

• On the Gantt chart, click a task and select Details > Show Pert.  

• On the Jobs or Tasks page, double-click a job.  

• On the Shop Floor page in Settings, click the Show Pert icon on the top-right corner of each task. 

2. On the PERT diagram, view the details of all the tasks in a job such as description, start date, and run 
duration.  

3. Click Close (X) to return to the page you were previously viewing.  

Cost Center Utilization  
The Cost Center Utilization page graphically depicts how cost centers are utilized over a specific period of time. 
The legend at the top of the page explains what the colors in the charts represent.   

 



 26 • PrintSmith Vision | Scheduler User Guide 

 

 

The Cost Center Utilization page displays capacity utilization statistics for the selected cost centers. The page 
shows one bar for each unit of time that you have selected. 

1. On Scheduler, select Cost Center Utilization from the menu panel.  

2. On the Cost Center Utilization page, clear or select the check boxes of cost centers to see the 
utilization of particular cost centers.   

• Reposition Cost Center: Click this  icon to open the Cost Center Sequencing window where 
you can change the display order of the Cost Center Types and the underlying Cost Centers. If you 
have created Cost Center Groups, you can also change their display order from here. 

• Update Graphs: Click this  icon to update the graphs as per your settings and with the latest 
data. 

3. If you have created cost center groups for viewing the Gantt chart, those groups are also available here. 
You can edit the cost center groups or create new ones.  

• To edit a cost center group, click the Edit Groups icon. For more information about creating 
or editing groups, see Cost Center Groups. 

4. Click the calendar icon and use the Date Range options to specify the period of time you want to view.  

• The graphs will automatically change as you switch between the options. You can specify the 
number time units to be displayed. The default is 7.  

• You can also select the date that you want to start with. For example, if you choose Weekly with 7 
Time Span starting on January 20th, 2022, then Scheduler will display seven graphs like this: 
1/20/2022, 1/27/2022, 2/3/2022, 2/10/2022, and so on.  

5. Click  to switch between the two views available on this page – Utilized View and Detailed 
View. 
• Utilized View: Displays a basic graph of Available and Unavailable time for each equipment. 

 
• Detailed View: Displays Available, Run, Switchover, Shift Pattern, Shuts, and Setup blocks of time 

for each equipment. You can also choose to combine time for Setup and Run on this view. 

 
6. Hover over the bar graph to display additional details.  

• In the Utilized View, click on the graph to see details of the cost center's availability. 

 

• In the Detailed View, click on the graph to see details of the run by cost center. 



 Scheduler Interface | Scheduler User Guide • 27 

 

 

  
• If you are viewing a cost center group, you will see the jobs for all the selected cost centers in the 

group. 

For example, the figure below shows the details of Copying and Printing cost centers that have 
been combined to form a group. 
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Using the Scheduler 
Starting and Stopping Tasks  

You can use Scheduler to start and stop tasks or to indicate that a task is partially complete, use the following 
procedure.  

1. In Scheduler, select Tasks from the menu panel. The Scheduled Tasks page opens, and you can see 
the tasks currently on the schedule. (The tasks that you can see depend on your permissions.)  For 
more information about the Tasks, see Viewing Tasks. 

 

2. Locate the task you want to start and click  in the Actions column. 

3. To start a task, leave Start the Task selected and click Update Status.  

  
The Run Status of the task changes to Running.  

4. To interrupt or pause a task:  

a) On the Tasks page, locate the task and click .  

b) Select Partial Complete and enter the number of minutes that were spent on the task so far.  

 
c) Click Update Status.  

d) When ready to resume the task, start it again as described in steps 2 and 3.  

5. To indicate a task is complete, 

a) Select Complete in the Update Task Status window. 

b) Click Update Status.  

The task is now removed from the Tasks page. (You will see this if you refresh the page.)  



 Using the Scheduler | Scheduler User Guide • 29 

 

 

Making Changes in PrintSmith After Jobs Are Scheduled  
After you release tasks to the schedule (as described in Scheduling Jobs), they are on the schedule and ready to 
be started. You may, however, want to make changes in PrintSmith Vision after a job is on the schedule, and 
even after some tasks are started or completed. This section describes some common scenarios.  

If you change the invoice or job after releasing the job to the schedule  
If you make any changes to the invoice or the job after releasing it to the schedule (for example, you add a 
charge that affects the production of the job) what you need to do depends on whether any tasks were started 
and/or completed and on the kind of change you made.  

If work was not started and you want to remove the entire job from the schedule  

If you released a job to the schedule, but then need to remove it from the schedule, you can just delete all the 
tasks.  

1. In PrintSmith Vision, navigate to Configurations > Scheduler > Schedule Jobs.  

2. In the Schedule Jobs window, locate and select the job that you want to remove from the schedule and 
then click Sync with Scheduler.  

3. In the Tasks for Job window, click the Delete All Tasks button. The tasks for the job are removed from 
the schedule.   

 

If work was not started and you add a charge (task)  

If you add a charge to a job, but no work has begun on the job (all tasks have the status Not Started), you can 
just reschedule the tasks.  

1. In PrintSmith Vision, navigate to Configurations > Scheduler > Schedule Jobs.  

2. In the Schedule Jobs window, locate and select the job that you want to remove from the schedule and 
then click Sync with Scheduler.  

3. In the Tasks for Job window, click Reschedule All Tasks. All the tasks in the job are rescheduled, 
including the addition you made.  

If work was started and you decide to add a charge (task)  

If some tasks were completed by the time you add a charge to a job, do the following:  

1. If you want the existing tasks (those that were not started yet) to stay in their current slots on the 
schedule, pin the tasks. For more information, see Pinning Tasks.  

2. In PrintSmith Vision, navigate to Configurations > Scheduler > Schedule Jobs.  

3. In the Schedule Jobs window, locate and select the job that you want to remove from the schedule and 
then click Sync with Scheduler. The task you added is automatically listed under Tasks for Job.  

4. Click Reschedule All Tasks.  
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Notes If a task was started or paused, the Reschedule All Tasks and Delete All Tasks buttons are 
unavailable.   

 If all the tasks in a job were completed, the Reschedule All Tasks and Delete All Tasks buttons are 
unavailable. 

If work was not started and you remove a charge (task)  

If you remove a charge from a job, the task is automatically deleted from Tasks for Job list and from the 
schedule. For example, if you remove the charge for design from the job, as soon as you save the invoice, the 
task is removed, and the remaining tasks are rescheduled.    

If you change the quantity or due date  

Because both the quantity and due date affect the schedule, if you change either one, you must reschedule the 
tasks for the job.   

1. In the Schedule Jobs window, locate and select the job that you want to edit and then click Sync with 
Scheduler. 

2. Click Reschedule All Tasks in the Tasks for Job window. The schedule is automatically adjusted to 
reflect the changes you made.  

If you want to change the sequence of tasks  
When tasks are released to the schedule, they are listed in the sequence in which the work should be performed 
and therefore scheduled. For any tasks that have not started yet, you can change the sequence if necessary.  

1. In PrintSmith Vision, navigate to Configurations > Scheduler > Schedule Jobs.  

2. In the Schedule Jobs window, locate and select the job that you want to re-sequence and then click 
Sync with Scheduler.  

3. In the Tasks for Job window, drag the tasks until they are in the order you want. (You cannot re-
sequence tasks that have started running, are paused, or are complete.)  

Note  Any task can be rearranged (including tasks that have started running, are paused, or are 
complete), but before the job can be rescheduled, all the tasks must have a status of Not 
Started. Completed tasks are not rescheduled. 

4. Click Reschedule All Tasks.  

If a task needs to be redone  
If a task was already completed (its status is Complete on the Tasks for Job window in PrintSmith Vision), but 
you discover the task must be redone, you can put the task back on the schedule again.  

1. In PrintSmith Vision, navigate to Configurations > Scheduler > Schedule Jobs.  

2. In the Schedule Jobs window, locate and select the job that needs re-doing and then click Sync with 
Scheduler.  

3. In the Tasks for Job window, select the completed task that needs to be redone and click Reset 
Completed Task.  
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4. Click Generate All and Reschedule All Tasks. The status of the task you selected is now Not Started 
and is back on the schedule. 

Manually Adjusting the Schedule  
At times you may need to adjust the schedule manually. For example, if you may want to change the duration of 
a task or pin a task to a specific place on the schedule so it will not move as other jobs are added to the 
schedule. The Gantt part is the starting point for changes to the schedule so you should familiarize yourself with 
this chart. Scheduler allows you to immediately analyze the impacts of your changes to the schedule. For more 
information about the Gantt page, see Gantt Page.  

The manual changes that you can make to the schedule are:  

• Move tasks around the schedule  

• Change the duration of tasks  

• Add shuts for equipment maintenance or failure  

• Add overtime  

• Unschedule and reschedule tasks or jobs  

• Pin tasks in place 

Move Tasks  
Sometimes you may want to adjust the schedule by moving a task manually. You can do this in two ways:  

• Drag the task on the Gantt chart.  

• Use the Move To command, which lets you select a different device and control when the task is 
scheduled.  

Note  You can only move tasks within Cost Centers of the same type. 

To move a task by dragging  

1. On the Gantt chart, click a task and drag it left or right. Make sure it does not overlap another task.  

2. Click Save Changes on the top panel.  

To use the Move To command  

1. Click a task on the Gantt chart to display a menu that includes the Move To command.  

Tip  The Move To command is available in a number of places in Scheduler.  
2. On the menu that appears, select Move To. 

  
3. In the Move To window, do the following:  

• In the Target Device field, select a different cost center where you want to assign the task. The 
selections that are available are for the cost centers of the same type.  
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• By default, Scheduler looks for the next available slot on the current day for the task. If you want 
the task to run at a specific time, select a date and then select Move Task To the Selected Time, 
and select a time.   

• If you want the task to stay in this slot and not get moved, select the Pin this task after moving 
option.  

4. Click Apply.  

Change Duration  
If you want a task on the schedule to take more or less time, you can change the task’s duration.  

To change the duration  

1. Click a task on the Gantt chart to display a menu that includes Change Duration.  

2. On the menu, select Change Duration.   

   
3. In the window that opens, enter the number of minutes you want as the Setup and/or Run duration and 

click Save.  

Add One-time Shuts  
A shut is a period of time during which a cost center is unavailable for work. If equipment requires maintenance 
or if it breaks down, you must add a shut to the schedule so that the schedule can be adjusted.  

You can add shuts in different ways depending where you are in the Scheduler:  

• Select Shuts from the menu panel on Scheduler, click Add Shut, and complete the Create/Edit Shut 
window as described in Creating Shuts.  

• Click a shut on the Gantt page, select Create Shut, and complete the fields in the Update Shut window.  

• Click  on the Scheduler Editor, click Add Shut, and complete the fields in the Add Shut window.  

Shuts can be inserted directly onto the Gantt page; this will close time on a cost center, which prevents runs from 
being manually or automatically scheduled during this time period. You can also extend an existing shut by one 
hour:  

• Click the left side of a shut on the Gantt chart to add the hour before the existing shut or click the right 
side to add it after the shut and then select Add 1 Hour Shut. The extra hour is added before or after 
the shut you clicked and is identified as a one-time shut on the Gantt chart.  

   
• To edit a shut extension, (to add more time), click the extended (one time) part of the shut, select Edit, 

and complete the details on the Update Shut window.   

• To delete a shut extension, click the extended (one time) part of the shut, select Delete, and confirm the 
deletion.  
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Manage Overtime  
If you want to complete a task on a certain day, but it will not fit on the schedule because of a shut (especially at 
the end of the workday), you can add overtime, which allows a cost center to stay open longer. Overtime 
decreases a shut.   

Overtime can be inserted directly onto the Gantt chart; this will open up time on a shut and allow runs to be 
manually or automatically scheduled during this time period. You can add, edit, and delete overtime. 

Add overtime  
You can either add an hour of overtime or add a specific amount of overtime.   

To add an hour of overtime   

1. On the Gantt chart, click the shut in the cost center where you want to add overtime.  

2. Select Add 1 Hour OverTime from the menu that appears.   

 
The shut is now reduced by an hour. The overtime is displayed in yellow.  

  

To add a specific amount of overtime  

1. On the Gantt chart, click the shut in the cost center where you want to add overtime.  

2. Select Create OverTime from the menu that appears. The Update OverTime window opens and 
displays the cost center where you are adding the overtime.  

3. Select the Start Date and End Date of the overtime and enter specific times.  

 
4. Click Submit.  

To edit overtime  

Overtime is identified in yellow on the Gantt chart. If you want to adjust the overtime:  

1. Click the overtime and select Edit OverTime.  

Overtime 
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2. Make changes in the window that opens and click Submit.  

To delete overtime  

If you want to remove the overtime:  

1. Click the overtime on the Gantt chart and select Delete OverTime.  

Unschedule Tasks or Jobs  
Sometimes you may want to remove a task or entire job from the schedule, for example that the job has been put 
on hold. You can always schedule the task or job again.  

Tip You can view all unscheduled tasks on the Gantt page by clicking the Warning Tasks button. 

 

To unschedule task or an entire job  

1. On the Gantt chart, click the task and select Unschedule.  

 
2. Do one of the following: 

• Select Unschedule Task to remove a task from the schedule.  

Tip   You can also unschedule a task from the Schedule Editor page. 
• Select Unschedule Job to remove the entire job to which the task belongs from the schedule. 

Reschedule Jobs  
If a task or job was not started on time, you should schedule it again, so it is placed in the correct slot on the 
schedule. By default, Scheduler places tasks on the schedule according to their due dates, but you can include 
other variables to place tasks on the schedule.  

Reschedule will delete all runs on the schedule and rebuild the schedule from the beginning. It can redistribute 
tasks to other cost centers depending on selections made in the parallel cost centers. 

Tip  If you make changes to jobs in PrintSmith Vision after they are on the schedule, you reschedule them 
from PrintSmith Vision. For details, see Making Changes in PrintSmith After Jobs Are Scheduled. 

If there are many tasks that were not started, you can reschedule them all at once by clicking Re-Schedule Jobs 
on top panel of the Gantt page.  The Rescheduled Jobs window provides information about the number of Total 
Jobs and Late Jobs along with other data of the entire schedule once the re-schedule is completed. 
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Scheduler keeps track of what you reschedule, and you can check the history of rescheduled tasks.  

Check your reschedule history  
When you reschedule jobs, Scheduler keeps track of your changes, and you can review the history of these 
changes.  

Note  The reschedule history reflects changes that you made directly in Scheduler. If you rescheduled tasks in 
PrintSmith Vision, they are not part of this history. 

1. On the Gantt page, click  located in the top panel and select Re-Schedule Jobs.  

The Rescheduled Jobs window opens and provides information about the rescheduled jobs.   

  

You can click the chart headers to filter out certain criteria. In the figure above, On Time Jobs are 
filtered out so the user is only seeing Total Jobs and Late Jobs.  

2. Close the window after you finish reviewing the history.   

Pin Tasks  
If you want a task to stay in a particular place on the schedule and do not want it moved as other jobs are added 
to the schedule, you can pin the task. If you change your mind about the task being pinned, you can simply un-
pin it.  

To pin or un-pin a task  

Do one of the following:  

• On the Gantt chart, click the task and select Pin to pin the task to the current time slot. When you pin a 
task, Scheduler will not move/reschedule the task when the schedule is updated.  

• On the Gantt chart, click the task that you have already pinned and select Unpin Task to un-pin it.  

Warning If you pin a task, you will have to manually monitor its placement in the schedule because a 
pinned task will not be moved by Scheduler itself. 
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Zone Schedule 
Zone Scheduling enables you to schedule specific cost centers, and/or a specific time period. You can 
reschedule only certain items or reschedule everything except certain items.  For example, you might want to 
manually change a press, then reschedule everything else; you might want to have the Scheduler reschedule all 
work except for a certain portion of the schedule (without having to group and pin all the runs in that portion).  

First you must set up a zone schedule template and then apply that template to the schedule. 

To define zone templates 

To schedule a portion of the schedule by date range or cost center range, you can setup and use zones. This is 
useful if you want to reschedule only a portion of time or cost centers, instead of the entire schedule. For 
example you can create a zone for one week and update the schedule within this zone without disturbing the 
other jobs outside this zone.  

1. On the Gantt page, click  located in the top panel and select Zone Scheduling. The Create 
Zone window opens. 

2. Enter a description of the new zone in Template Name. 

3. In the Select Cost Center section, select the cost center that you want to include in the zone. 

4. In the Start Time and Duration fields, enter the number of days and duration from today that you want 
the zone to begin scheduling. 

 
5. Click Save as Template to save this zone configuration as a template. 

6. Click Schedule.  

To schedule the zones 

1. On the Gantt page, click  located in the top panel and select Zone Scheduling. The Create 
Zone window opens. 

2. In the Choose Zone Template field, select the zone template that you want to reschedule. 

3. Click Schedule. 

Split Tasks 
The Scheduler enables you to split tasks into portions so that tasks can run before and after shuts (when a cost 
center is shut down) or be run on several equivalent (“parallel”) cost centers. 



 Using the Scheduler | Scheduler User Guide • 37 

 

 

To split a task 

1. On the Gantt chart, click the task and select Split Task. The Split Task window opens. 

 
2. In the Portion Split into field, enter the number of parts you want to split the original task. In the figure 

above, the task is split into two.  

3. For Split Method, do one of the following: 

• Select Serial to schedule the tasks one after the other. 

• Select Parallel to schedule the tasks to be run at the same time. This means there are no 
dependencies between the newly split tasks, and they can run on different machines, if necessary. 
If there are dependencies like shared plates, then you should keep the split tasks as Serial even if 
they can be run on different machines. 

4. For Split Setup, do one of the following: 

• Select Keep Original to apply the original setup time to both the newly split tasks. As in the 
example above, the new split tasks both inherited the 5 minutes of set up time. 

• Select Split Setup to split the original setup time equally between the newly split tasks. If the above 
example were set to Split, then the set-up time on each task would be 2.5 minutes. 

5. Click Split. 

Merging Tasks 
You can also merge the split tasks on the Gantt page. Select the split tasks and click Merge Split Task. You can 
then select which tasks you need to merge and the cost center for the newly merged task. 

 

Backup  
If PrintSmith Vision is ePS-hosted, ePS performs backups for you.   

If PrintSmith Vision is customer-hosted, you must perform backups yourself. Scheduler has its own database, 
which should be backed up at the same time you back up your PrintSmith Vision database so that if you need to 
restore data, the Scheduler and PrintSmith Vision data will be synchronized.   

For information about backing up the databases, see the section on “Backup Manager Preferences” in the 
PrintSmith Vision User Guide.   
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Setting up the Scheduler 
Overview of Set up  

Note  The instructions in this chapter apply to those setting up Scheduler for the first time. 
Before you can start using Scheduler, you must complete some initial setup tasks. Some tasks are performed in 
PrintSmith Vision and some in Scheduler:   

• Create cost centers in PrintSmith Vision.   

• Assign cost centers to PrintSmith Vision pricing definitions.   

• Set up user permissions for user groups.  

• Define shift patterns.  

• Configure Scheduler.  

• Define shuts.  

• Configure cost centers in Scheduler.  

Once these tasks are complete, you will be able to start using the basic features of the Scheduler. Schedule 
Board provides access to all the features of PrintSmith Vision Scheduler. To open Schedule Board, select 
Configuration > Scheduler > Schedule Board.  

Create Cost Centers in PrintSmith Vision  

About Cost Centers  
A cost center is the resource that is scheduled. Cost centers include the devices and activities that are required 
to produce a job, for example, a press or copy machine, design, typesetting, or cutting.   

Notes In a new installation of PrintSmith Vision, some cost center names are included as a starting point, but 
you must provide additional information about the cost centers (or delete these cost centers and create 
your own).  

 If you were using Scheduler in PrintSmith Classic, and upgraded to PrintSmith Vision, your cost center 
definitions were imported to PrintSmith Vision, but you must provide some additional details about the 
cost centers in Scheduler 

Cost centers are assigned to your PrintSmith Vision charge definitions, press definitions, and digital definitions. 
This makes it possible for the charges and devices used in a job to be scheduled.  

You can also create parallel cost centers for task distribution. A parallel cost center is a virtual cost center made 
up of “normal/regular” cost centers that perform similar work and use similar materials. For example, the 
members of a Cutting parallel cost center could be the Cutter 1, Cutter 2, and Cutter 3 cost centers, any one of 
which could be used for a job depending on availability.  

Note  Cost centers are always created in PrintSmith Vision. Information about them is automatically 
transmitted to Scheduler where you then provide further details about the cost centers.   

Create Cost Centers 
Scheduler has no predefined cost centers. You must create and configure your own cost centers. You may want 
to look at the resources that you use in your current scheduling process to help you decide which cost centers 
you need.  

To create a cost center 

1. In PrintSmith Vision, select Scheduler > Cost Centers. The Cost Centers window opens.  

2. In the Cost Centers window, do one of the following:   

• To create a new cost center, click the Add Cost Centers icon.  
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• To edit a cost center, select the cost center in the list and start editing the cost center information.  

• To delete a cost center, click the Delete Cost Center icon displayed next to the selected cost 
center. 

3. In the Cost Center Title field, enter a name for the cost center. For example, VUTEk, Canon, or 
Proofing.  

4. Enable the Parallel Cost Center option if you are defining a parallel cost center. For information about 
parallel cost centers, see Create Parallel Cost Center. 

5. The Code is automatically assigned by the Scheduler when the cost center is saved.  

6. The Device ID field is not used in the system, but if you want to use it for custom reporting, enter text of 
your choice.   

7. In the Min. Minutes / Job field, enter the least amount of time in minutes to assign to a job on this cost 
center when new tasks are created.  

8. In the Department field, select the department to which you want to assign the cost center. For more 
information on how to create a department, see Create Department. 

Note  If no departments are listed (or if you want to create a new department), click the Add 
Department icon to the right side of the Department field to add a department. 

9. In the Type field under Process Stage, select the production phase associated with the cost center. 
This selection determines how the activity is sequenced in the schedule. This selection also determines 
which process stage (Generic, Prepress, Production, or Bindery) is automatically selected, but you can 
override this.  

Note  For information about how PrintSmith assigns a weighting to each process stage, determining 
how it will be sequenced, see Appendix B. 

10. Under Delay Time Minutes, select one of the following and enter number of minutes:  

a. Lag Next Scheduled Task to specify the minimum amount of time you want to wait after starting 
the current task before the next task can begin, for example, 20 minutes into the current one.   

b. Delay Next Scheduled Task to specify the minimum amount of time you want to wait after 
completing the previous task before beginning the next task. Nothing can then be scheduled during 
that time.  

11. If you use Tracker, in the Location X-ref field, select the location (process) related to the cost center. 
Locations are defined in the Production Locations table and used in Tracker. Your selection here links a 
location to a cost center 

Note  This location is used to automatically update the active document location in Tracker when 
an activity is started in the Tracker Console, and the press definition, digital definition, or 
charge definition associated with the activity does not have a location assigned. 

12. Select the Mark invoice ready for Pickup check box if this cost center is the last step in the production 
process (typically shipping), and the invoice should be automatically marked ready for pickup.  

13. Select the Treat as Non-Production step, no cost check box if the customer should not be charged 
for the activity in the cost center.   

14. In the Completion Category field, select the category that has to be updated upon the completion of 
this cost center. When this cost center is marked as completed, the system then updates the 
corresponding category with a date in the Production Dates window of Job Details. 

15. Click Save.  

Add Departments 
Cost centers are the resources that are scheduled, and departments are groups of related cost centers. For 
example, you may have cost centers for design, typesetting, and plates. These could be grouped together in a 
department called Prepress. It is up to you to define the department names and the cost centers they include.  

Note  Scheduler does not use the departments you create in PrintSmith Vision, but you can use departments 
in custom reports. Scheduler does give you the option of grouping cost centers. See Cost Center 
Groups. 
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To add a department 

1. In PrintSmith Vision, navigate to Scheduler > Cost Centers.  

2. In the Cost Centers window, click the Add Department icon to the right side of the Department field.  

3. In the Department Name field, enter a name for the department, such as Press or Bindery.   

4. Click Add.  

5. Repeat the above steps for all the departments you want to create.  

• To remove a department, select it in the list, click the Delete icon.  

• To edit a department, select it in the list and click the Edit icon. Click the Update icon after you 
have made your changes. 

6. Click Close. 

Create Parallel Cost Centers  
You can create parallel cost centers for load balancing if you have more than one piece of equipment that can 
perform the same tasks. A parallel cost center is associated with two or more regular cost centers. No task is 
actually scheduled on a Parallel Cost Center; instead, when tasks are placed on it, Scheduler distributes the 
work among its regular cost center members.  For example, you might have a Cutting parallel cost center that is 
associated with the Cutter 1 and Cutter 2 cost centers. Cutting tasks will then be scheduled on either Cutter 1 or 
Cutter 2 depending on availability.   

You create the parallel and normal cost centers in PrintSmith Vision and then associate them in Scheduler.  

To create a parallel cost center 

1. In PrintSmith Vision, select Scheduler > Cost Centers.  

2. In the Cost Centers window, create or edit a cost center.   

3. In the Title field, enter a name for the parallel cost center.  

4. Enable the Parallel Cost Center option.  

  
5. Complete the remaining fields as described in the Create Cost Centers section.  

6. Click Save.  

A parallel cost center has to be associated with regular cost centers. For more information, see Configure 
Cost Centers in Scheduler 

Assign Cost Centers to PrintSmith Vision Pricing Definitions  
After you create your cost centers, you must assign them to your press and charge definitions so that the devices 
and charges used in a job are linked to a cost center and can be included on the schedule.   

If a job includes a device or charge without a cost center assigned to it, you will be prevented from scheduling 
the job.  

Press Definitions  
Each press definition must be associated with a cost center.  

To assign a cost center to a press definition 

1. In PrintSmith Vision, navigate to Pricing > Press Definitions. The Press Definitions window opens.  

2. Select a press definition from the list.  
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3. Select a Cost Center for the press. For example, Heidelberg.   

4. Click Save.  

5. Repeat the above steps for all your press definitions.  

Charge Definitions  
Charges that are part of the production process (for example, design, cutting, collating, or folding) need cost 
centers associated with them so they can be scheduled. Not all charges require scheduling. If a charge is not 
part of the production workflow (such as ink, postage, boxes, and so on), you should exclude the charge from the 
workflow so that it is not scheduled.   

Note  For a duration to be automatically calculated for a charge, you must provide costing information based 
on the time and materials method. If a charge is missing this information, it will be scheduled without a 
duration.   

To assign a cost center to a charge definition 

1. In PrintSmith Vision, navigate to Pricing > Charge Definitions. The Charge Definitions window opens.  

2. Locate the charge from the list and click to open the charge.   

3. If the charge is part of the production process and should be scheduled, select a Cost Center for it.  

If the charge is not part of the production process and should not be scheduled, do not select a Cost 
Center, but select the Excluded from workflow check box. For example, postage, delivery costs, or 
boxes would be excluded from the schedule.  

 
4. Even if you do not normally use costing, ensure the charges that are part of the production process 

include information about time so that a duration can be calculated for the schedule. To do this:  

a. Click Costing tab.  

b. In the Costing Method field, select Time and Materials.  

c. At a minimum, enter Setup (minutes) and/or Pieces/Hour. If you already use costing, complete 
the other fields, too. 

5. Repeat the above steps for all your charge definitions.  

Configure Cost Centers in Scheduler 
The cost centers you created in PrintSmith Vision are automatically available in Scheduler. Before you begin 
scheduling you must finish configuring the cost centers in Scheduler. For example, ensure the cost centers are 
associated with the correct shift pattern.  
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To configure a cost center in Scheduler 

1. In Scheduler, navigate to Settings > Cost Center.  

This page lists all the cost centers set up in PrintSmith Vision to be used in the Scheduler. The type of 
cost center, description, class, and the site to which it is assigned are set up by PrintSmith Vision. The 
Shift Pattern is set by the administrator on the Shift Pattern page. 

2. In the list of cost centers, click the Edit icon for the selected cost center.  

Note  Since you are still setting up the system, you must go through the entire list and 
review/configure each cost center. 

3. Complete the fields in the Edit Cost Center window:  

Note  Several fields are informational; they cannot be edited. In addition, the rules section does not 
apply to PrintSmith Vision. 

a. The value in the Efficiency field indicates the productiveness of the cost center. The default is 1 for 
100% efficiency; it is recommended that you leave this set to 1. If necessary, enter a different 
value, for example, for 50% efficiency you would enter .5; for 200% efficiency you would enter 2.  

b. In the Color field, select the color or enter the numeric color code that you want to associate with 
the cost center in the Gantt chart and elsewhere in Scheduler.  

c. A shift pattern determines when the cost center is available. The default shift pattern is 
automatically used for cost centers unless you previously assigned a different shift pattern (while 
setting up the shift patterns). Select a different Shift Pattern, if necessary. 

Note  You cannot select a shift pattern for a parallel cost center. 
d. If switchovers are enabled in the Global Configuration settings, and the Switchover field is set to 0, 

the default switchover minutes (as defined in the Global Configuration settings) are used on the 
cost center. If you want to allow a specific number of minutes for switchovers on this cost center, 
enter the number in the Switchover field.  

  
Note  You cannot define a switchover for a parallel cost center. 

Ignore the Limit Rule tab; it is not used in PrintSmith Vision. 

e. The Scheduling Config tab is used as an additional validation and is also on a cost center level.  

• In the Lateness Tolerance: Enter the number of days before a task is considered late when 
calculating the schedule. For example, if this is set to 1, then the Scheduler will consider cost 
centers even if they have a 1-day lateness factor. Scheduler will consider this value before the 
Global lateness value and the Cost Center lateness value.  

• In the Freeze scheduling for next field, enter the number of hours the schedule cannot move 
within this time frame.   
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f. If you are configuring a parallel cost center, you must indicate which cost centers are members of 
the parallel cost center.  

• From the Cost Center drop-down field, select the normal cost centers that you want as the 
members of the parallel cost center. The selections that are available are the cost centers of the 
same type.  

 
g. In the Add Remove CC tab, select the cost centers from the drop-down list that are part of this 

parallel cost center and then click Save.  

4. Repeat the above steps for each cost center.  

5. When viewing the list of cost centers, do any of the following:    

• Use filtering and dynamic search to narrow down the list of cost centers.  

• Use any of these buttons:  

Click this To do this  

  
Sort the information by different columns.  

  

Clear all filters and/or the Find criteria currently in effect.   

  

Generate an Excel report of the data on the page and save it in 
your Downloads folder.   

 

Refresh the information in the list. 

Configure Scheduler  
Scheduler can be configured in numerous ways. The default configuration settings may work fine for you, but it is 
recommended that you review all the configuration settings so you understand what can be changed.  

In addition, you can change the labels and text that are displayed in Scheduler. For example, you may want to 
use terminology that is standard at your company or that is more familiar to your users.  

Note  The configuration settings affect all Scheduler users – they are global settings. 
1. In PrintSmith Vision, navigate to Configuration > Scheduler > Schedule Board. The Scheduler 

module opens. 



 44 • PrintSmith Vision | Scheduler User Guide 

 

 

2. In the Scheduler, click Settings > Global Configuration.  

 
The Configuration page opens.   

 
3. Click the different tabs on this page and change settings as described in the sections that follow. 

Note  The Scenario tab do not apply, so is unavailable.   
4. Click Save All on the Configuration page.  

System Configuration 
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Complete the fields in the System Configuration tab as applicable:  

• Enable the Schedule Jobs Immediately option if you want to automatically schedule jobs sent to the 
Scheduler. Scheduler then displays the start date and end date. If you want all tasks to come into the 
Scheduler as unscheduled, you can turn off this option. You have to then schedule all the jobs and 
tasks manually.  

• Switchover is the time it takes to change from one task to another on a cost center. Turn on the Enable 
switchover calculation option if you want Scheduler to account for switchovers.   

• If you have selected the Enable switchover calculation option, in the Default Switchover field, enter 
the number of minutes cost centers take to switch to the next task. This setting applies to all cost 
centers, but you can change it for individual cost centers. See Configuring Cost Centers in Scheduler.  

• Turn on the Enable grouping of tasks options to allow schedulers to group, or gang, jobs together on 
the schedule. For example, you can drag and drop one task onto another, if necessary.  

• To let users move tasks that are running, select the Allow users to manually move task in running 
state option.  

• Select the Enable Edit Shuts/Overtime creation option to allow shuts to be edited and overtime to be 
added on the Gantt chart.  

• Turn on the Show Completed Jobs/Tasks option to display the completed jobs in the task list. This will 
enable you to keep track of what jobs/tasks have completed. The Gantt page has an option to Show 
Completed tasks. 

• In the Delivery buffer field, enter the number of minutes before the job is delivered. Delivery buffer time 
is subtracted from the actual due time assigned on task and Scheduler considers this as the new due 
time. This is to avoid any delays at end of processing of a job. 

• In the Overrun minutes field, enter the number of minutes into a shut that a task can be scheduled. 
This option is useful in managing the over time for operators. For example, if a task has remaining time 
of 2 hours but the operator's shift ends in 30 minutes and you have overrun minutes set to 30, then the 
Scheduler will split the task on the schedule so the remaining time (1 hour) will be completed in the next 
working shift. 

• In the Data format for datagrids and tool tips field, select the way you want dates to be displayed in 
various places in Scheduler.  

• In the Freeze scheduling for next field, enter the number of hours the schedule cannot move within 
this time frame.   

• In the Notification Time Out field, enter the number of seconds after which the notifications message 
should disappear. 

• In the Lateness Buffer field, enter the number of minutes before a job is considered late. This is only 
applicable to the very last task on a job. If the lateness buffer is set to 30 minutes and a job is to be 
delivered by 3:00pm, the Scheduler will not consider it late on the schedule until 3:31pm. 

MIS Configuration 

 

Enter the URL for synchronization between Scheduler and PrintSmith Vision. The details in the relevant fields will 
be prepopulated by default. You must ensure the changes are accurate, else you will not be able to access the 
MIS system. 
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User Defined Properties 
Ignore the User Defined Properties tab; this is not used.  

Schedule Config 

 

Complete the fields in the Schedule Configuration tab as applicable:  

• In the Lateness Tolerance field, enter the number of days a job can be late. You can also set task-level 
lateness tolerance at the cost center level. 

• In the Schedule jobs upto field, enter the number of days to set for the schedule's timeframe. If there is 
a job scheduled for 365 days from now, it will not be scheduled if this value is set less than 365 days. 

• In the Skip jobs due date before field, enter the number of days the Scheduler should ignore tasks 
which are due beyond this number. Set this option if you regularly forget to set jobs/tasks as Complete. 
Otherwise they will continue to be scheduled. For example, if this is set to 1 and you reschedule, 
Scheduler will ignore any tasks which are due beyond 1 day and do not have any data collection 
updates. 

• Enable the Un-schedule Old Jobs option if you want older jobs to be still available on the 
Unscheduled list. 

Ignore the Job Priority Rules section; this is not used in PrintSmith Vision.  

Split Configuration 

 

Complete the fields in the Split Configuration tab as applicable:  

• Enable the Schedule Task Without Splitting option if you do not want the Scheduler to split the tasks. 
Turn off this option to allow Scheduler to split tasks when necessary. For example, if a task will run 
longer than your shop's operating hours, and the Schedule Task Without Splitting option is turned off, 
Scheduler automatically splits the task and schedules each part of it across multiple days to 
accommodate your shop's operating hours. Otherwise, the task can end up in a time slot much further 
in the schedule or end up unscheduled.  
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• Under How to Schedule Setup, select one of the following:  

• Setup must complete before next shut or interruption if you want to complete the setup portion 
of a task before a shut.  

• Schedule setup if we can finish at least [x] minutes before next shut if the setup portion of a 
task can be completed a certain number of minutes before a shut.  

• Under How to Schedule Run, select one of the following:  

• Keep all runs together (back-to-back) and they cannot be interrupted by another task or run. 
If you have multiple runs created for a task, choose this option to ensure they will be scheduled 
back-to-back with no other tasks inserted between them. 

• Schedule runs even if they are going to be interrupted by another task or run. Select this 
option if you allow multiple runs for a task to be scheduled separately, with other tasks completing 
in between them. 

• If a task is split, and you want setup to be part of each split, enable the Copy setup to the run 
option.  

• In the Split run duration field, enter the minimum number of minutes you want each part of a split 
task to be.  

Scenario 
Ignore the Scenario tab, this is not used in PrintSmith Vision.  

Task Status Color 

 

In the Runs Color setting, change the colors you want used on the Gantt page. For example, you might prefer 
blue for a running task.  

Create Shift Patterns  
A shift pattern is a schedule of times during a week when a cost center is open. Once a shift pattern is created, 
you can apply it to one or more cost centers. Your shift patterns will depend on the running hours in your cost 
centers and any breaks you want to provide. Shifts can vary; some companies have a series of 8-hour shifts and 
12-hour shifts.  

Create a New Shift Pattern 
You can create different shift patterns and assign them to cost centers.  

To create a new shift pattern 

1. In Scheduler, navigate to Settings > Shift Pattern. 

2. In the Shift Pattern Creation tab, click the Create New Shift button.  

3. In the Enter shift Pattern name field, enter a name for the shift.  
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Note  You can enter any name you want, but a commonly used convention for names is shifts x 
days x hours. For example, 1x5x8 denotes 1 shift, 5 days a week, 8 hours per day; 2x6x8 
denotes 2 shifts, 6 days a week, 8 hours per day. 

4. For each day, enter the Start Time and End Time. Use the 24-hour date style. You can use the Copy 
button at the end of the line to copy the previous day's shift to speed up entry.  

5. Click Save Changes. 

  
• The Shift Pattern Names section lists all the shift patterns that have you have created.  

• You can delete or reset a shift pattern from this tab. Use the icons on the top-right to refresh, 
delete, or reset any information. 

Assign Shift Patterns to Cost Centers  
You can assign cost centers to a shift pattern on the Assigned Shift Pattern tab. This tab lists all the cost 
centers and their assigned shift patterns. This page also displays the exceptional shift patterns (if any) assigned 
to each of the cost center. The default shift pattern is automatically assigned to the cost centers.  

To assign shift patterns to cost centers  

1. While in the Shift Pattern window, click the Assigned Shift Pattern tab.  

2. Select the shift from the Assign Base Shift Pattern drop-down list that you want to assign to each of 
the cost center. 

3. Click Save.  

  
Since every cost center can have different running hours, the correct shift pattern must be entered for each 
cost center as needed. These shifts can change by season or other parameters. To handle rotating shifts, 
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create multiple shift patterns. If you repeat three shift patterns, for example, you have created a rotating shift 
arrangement.  

• You can clear the shift patterns and exceptional shift patterns that you have assigned to each of the 
cost center as shown in the following figure. 

 
• Use the dynamic search fields to filter on specific information. You can use the icons on the top-right to 

clear any current filter or to refresh the information.  

Set up User Permissions  
Access to Scheduler features is based on user groups, meaning all the users in a group have the same 
permissions.  

The groups that Scheduler uses are the access groups that are defined in PrintSmith Vision. Information about 
the access groups is automatically transmitted to Scheduler – the groups are not created in Scheduler.  

Important  When you first start to use Scheduler, members of the Owner access group in PrintSmith Vision 
have permission to use all Scheduler features, but all other access groups have no permissions at 
all. To allow members of other groups to use Scheduler, you must set up their permissions as 
described below.   

Because all members of a group have the same permissions, you may want to adjust your access groups in 
PrintSmith Vision. For example, if you currently have a Production access group, everyone in that group would 
see the same jobs on the schedule – you could not have some members of the group see prepress tasks and 
others see bindery tasks. To narrow down what production staff see on the schedule, you can set up access 
groups for different production areas such as prepress, printing, bindery, and so on. In Scheduler, you can then 
allow a particular group to see the scheduled tasks for just its area.  

In addition, you may want to create a special access group for the person responsible for managing the schedule 
since that person will need access to particular features.  

Create Additional Access Groups in PrintSmith Vision  
Unless you already have access groups for different production areas or for those who manage the schedule, 
create the groups now.  

1. In PrintSmith Vision, select Admin > Security Setup and create additional access groups.  

2. Edit user definitions in PrintSmith Vision by navigating to Configuration > Admin > User Definitions 
and assigning users to the correct access groups.  

Define Permissions in Scheduler  
Initially, only the Owner access group has Scheduler permissions. A member of this group (typically admin) must 
then define permissions for other groups so they can use Scheduler for the work they perform. Until then, nobody 
else will be able to use Scheduler.  

To define permissions in Scheduler  

1. When logged into PrintSmith as a member of the Owner group, select Configuration > Scheduler > 
Schedule Board.  

2. In Scheduler, navigate to Setting > User Permissions. The User Permissions page opens.  
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3. Define the permissions for a particular group:  

a. In the Select Group drop-down field, select the group for which you are defining permissions.  

 
b. Typically only the Owner group should have full access to Scheduler, so leave the Full Access 

Group check box cleared. (If you do select it, no further selections are required.)  

c. In the Sites section, select Local Site.  

d. In the Cost Centers section, expand Local Site and select the check boxes of the cost centers 
that members of the group should see in Scheduler. For example, if members of this group work on 
the folder, you would select that cost center.  

e. In the Pages section, select the check boxes of the pages in Scheduler that members of the groups 
can see. For example, only the Owner group should have access to User Permissions and very 
few groups should have access to Configuration or Shift Patterns.   

f. Ignore the Users section; you cannot change which users belong to the group – this is defined and 
controlled in PrintSmith Vision.  

g. In the Group Permissions section, make further selections about what members of the group are 
allowed to do. For example, you may want to allow your scheduling staff to unschedule or pin 
tasks, but not your production staff.  

h. After you finish selecting permissions for the group, click Save.  

4. Repeat the above steps for all the groups.  

Notes  You can adjust group permissions at any time if you find that a group needs more or fewer 
permissions. Just select the group as described above, make your changes, and click Save.  

 If you add or edit access groups in PrintSmith Vision or assign new users to a group, that 
information is automatically transmitted to Scheduler. In the case of a new access group, you 
would need to assign permissions to it as explained above. 

  

Select a group here. 
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Translations 
You can change or rename the labels and text used in other parts of Scheduler to use terminology that is more 
familiar to your users. You can use the Translations tab to edit and translate the field names. For example, if 
your shop uses order instead of job ticket, you can change that here. Then your users will see 'order' in the user 
interface. This also includes choosing a default language. 

You can do this by changing individual labels or by editing a language resource file – which is helpful if are 
making many changes at a time.  

Notes You may want to use Scheduler for a while to have a better sense about which labels you want to 
change. 

 This guide always refers to the standard labels in Scheduler in both text and graphics. 

Change Labels 
Use this procedure if you want to change one or two labels. For example, instead of Shut Type on the Shut 
window, you may want to use just Type.  

 

To change labels 

1. In Scheduler, navigate to Settings > Translations. 

2. In the Translations window, select the page where you want to change the label in the Select Page 
drop-down field.  

3. In the Select Language field, ensure the language is set to your language. (For example, en_US).  

4. Select the label that you want to change in the Actual column and enter the text you want to use in 
Customised column.  

 
5. Click Update. 

6. Repeat the above steps for any other labels you want to change.  
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7. Close the Translations window, exit Scheduler, and then open Scheduler. You will now see the changed 
label. In example below, the label Shut Type is now changed to Type.  

 

Change Labels in the Resource File  
If you want to change many labels, you may find it faster to edit the language resource file.  

To change the labels in the resource file  

1. While on the Translations window, select the page and the language in which you want to make the 
change.   

2. Click the Export to Excel button. The downloaded resource file is saved as PageType_Date.xlsx. 

3. Open the file, make your changes in the Customised column, and save the file.  

4. In the Translations window, click the Upload Excel button. Import Data From excel window opens. 

 
5. Select the language and click Choose to locate the file you just edited. 

6. Click Upload and close the window. 

7. To see the changed labels, exit Scheduler and then open Scheduler again.  

Entity Editor  
Use the Entity Editor tab to further customize your interface. You can add new properties to your interface.  

• Entity Groups: Just as on the Translations tab, you can edit common field names that occur across the 
system, like Job and Task. 

• Entity Field Desc: Used to add new fields downloaded from the MIS. You can then update the field 
name after you add it. First choose the table from which you want to choose the field. 

• Grid Groups with Columns: Select the default columns to be displayed on grids like the Gantt chart. 
When the user is on that page and clicks Select Columns, the list they see will consist of the columns 
you choose here. 

Shop Floor Page 
The Shop Floor page gives you a grid-like view of all cost centers that you have access to. Shop floor employees 
typically see tasks only for the type of work they perform such as prepress or bindery. Usually, they do not have 
permission to adjust the schedule. This page gives an overview of where the schedule stands by the cost center.  
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1. In Scheduler, navigate to Settings > Shop Floor Page. The Shop Floor Page opens and displays the 
cost centers in columns by status. 

2. Select the cost center you want to track from the drop-down field. The Shop Floor page displays the 
jobs by the schedule status for the selected cost center  

You can filter and view the jobs based on the due date of the job. You can also view job tickets, job plans, 
and PERT diagrams from this page. 

CC Type Mapping 
Cost Center Type Mappings enables mapping of cost centers thereby allowing movement of schedules between 
cost centers. For example, you can allow tasks scheduled on a black and white only press to be moved to a color 
press. This allows greater flexibility and ease of use when moving tasks. 

1. On the CC Type Mapping page, the CC Type to Map column lists the cost center type to which you 
can map to another cost center type. Select this and then select Mapped CC Types. 

2. In the Mapped CC Types column, click the (+) button to map cost centers for the selected CC type. The 
Map CC Type with window opens. 

3. In the Select CC Type field, select the cost center type that you want to map to.  

 
For example, you could select Copying cost center type to be mapped with the Printing cost center type. 
This means that rules would not apply when moving jobs from Copying to Printing. 
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4. Click Save. 

In this example, when you move the schedule for a Copying task on the Gantt chart, you can select the 
devices from both Copying and Printing CC types.  

 

Create Shuts  
A shut is a period of time during which a cost center is unavailable for work. If your shift patterns include breaks, 
those breaks are automatically considered shuts. You must also, however, define shuts for one-time events like 
holidays (or any other days) that cost centers are not open so that work is not scheduled on those days. 

The Shuts page lists that cost center shuts that are applicable during working hours or specific overtime shuts. 
You can add, delete, or edit shuts from this page. 

Note  You can also create shuts for equipment maintenance or to account for broken equipment, but you 
would typically create those types of shuts as situations arise. Shuts for holidays, however, should be 
created during setup since you know they will take place and affect your schedule. 

Add Shut  
1. In Scheduler, click Shuts in the menu panel.  

Note  You can also open the Create/Edit Shut window from the Gantt chart by clicking a shut for an 
existing cost center and then selecting Create Shut. When you click a shut, you can also 
extend the shut by one hour by selecting Add Shut for 1 Hour. 

2. On the Shuts page, click Add Shut.  



 Setting up the Scheduler | Scheduler User Guide • 55 

 

 

3. Complete the fields in the Add Shut window:  

a. In the Cost Center section, select the cost centers for which the shut is applicable. 

b. In the Shut Type field, select the type of shut, for example Holiday.  

c. In the Comment field, enter the name of the holiday so that when you look at the list of shuts on 
the Shuts page, you will know what the shut is for. Example: Labor Day.  

d. Select the Start Date for the shut and select a Duration. For a holiday, set Days to 1. (The End 
Date and the starting and ending times are automatically calculated, with 12:00 midnight being the 
default start and end time.)  

 
e. If you want to create shuts for specific reasons such as equipment maintenance or to account for 

broken equipment, select the kind of shut you are adding, enter Start Date of the shut, and 
approximate number of Hours or Days. You can also enter specific time. 

 
f. Click Add.  

The shuts you defined are now listed as shown in the figure below:  
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• You can use the following icons to clear any current filters, export to Excel, and to refresh the 
information. 

  
• You can filter on various criteria like shut type or start date and even filter the display on certain cost 

centers only. Use the dynamic search fields to filter specific information.  

Edit Shuts 
To change or edit a shut (because the device is not fixed when you expected), select its check box and click the 
Edit Shut icon. Adjust the duration of the shut and click Update.   

 

Delete Shuts 
You can delete shuts from this window. To delete a shut, select the shut from the list and click the Delete 
Selected Shut button. Only users with permission can delete shuts. 

Note  When you add a shut from this page, you must re-schedule to see the impact of the new shut. 
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Appendix A: Glossary  
access group   
A security feature that controls which PrintSmith Vision commands or features members of the group can use. 
Access groups are defined with Admin > Security Setup in PrintSmith Vision. Users are assigned to access 
groups with Admin > User Definitions. These access groups are also used in Scheduler to define Scheduler 
permissions.  

cost center  
A resource used by your company to produce jobs.  

department  
A group of related cost centers in PrintSmith Vision that can be used in custom reports.  

parallel cost center  
Used for load distribution, a collection of similar cost centers that can produce similar work and consume the 
same type of materials. For example, all your cutters could be members of a cutting parallel cost center.   

pinning  
The process of fixing a task in a specific place on the schedule so it does not get moved.  

shut  
A period of time during which a cost center is unavailable for work.   

split  
The process of dividing a task around shuts so it can be completed as soon as possible versus waiting for an 
empty slot that will accommodate the entire task. (When split tasks are configured, splitting is done automatically 
by Scheduler.)  

task  
An individual activity on a cost center required to produce a job, for example, designing, typesetting, printing, or 
folding a brochure.   
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Appendix B: Process Type Weighting  
When you create cost centers for your organization (as described in Create Cost Centers in PrintSmith Vision), 
you select a process type which determines the process stage for the cost center. PrintSmith Vision Scheduler 
uses this stage to assign a “weight” to each type.  

 
The weightings are used as a starting point for determining the order of tasks in the production process such as 
prepress comes before printing, printing comes before bindery, and so on. Within these stages, the weightings 
determine the order in which the production steps should be completed. If necessary, you can change this order 
manually on the schedule. For example, you may need to cut something before you pad it or number it.  

Note  You would select Generic as the process stage if the cost center you are creating does not fit into one 
of the other three process stages. 

The table below shows the four stages, and the weight of the type within each stage (in parentheses) with 1 
being the highest priority.   

 

Generic Generic (1) 
  Brokering (1)  

PrePress  Design (1)  
  Scanning (1)  
  Proofing (2)  
  Cutting (3)  
  Ink Mixing (3)  
  Plate Making (3)  

Production  Printing (1)  
  Copying (1)  

Bindery  Padding (1)  
  Numbering (1)  
  Cutting (3)  
  Laminating (7)  
  Scoring (8)  
  Inserting (9)  
  Collating (9)  
  Folding (9)  
  Drilling (9)  
  Sealing (10)  
  Tapping (10)  
  Binding (10)  
  Addressing (11)  
  Metering (11)  
  Die Cutting (12)  
  Packaging (13)  
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