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Logging In 

 

Enter the following URL: planner.theartbook.org 

 

Enter Username and Password  Select Login  Enter PIN  Select Login 
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Calendar  
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Filters  

 

 

All filters can be selected to view specific information (click once 

to remove, click again to add). For example: 

If a user wishes to display one staff member’s rota, click on the 

other staff members to remove there information. 

If a user wishes to remove any of the filters below, click on the 

name of the filter. 
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Notes  

 



7 
 

Edit Staffing 

Staffing details are added manually by the Gallery Manager. The planner can only be updated in advance; the current date and past dates 
cannot be edited: 

Click on the date that requires updating – The selected box will highlight. From the top of the screen, select the Edit Staffing tab 

   

 

All gallery staff members will be displayed; this includes a tab for gallery cover staff. Select the required staff member 
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Select the required shift Start Time and End Time – Use the arrow up and down keys or enter the time in manually  Select Save 

 

 

The selected shift will now be displayed alongside the selected member of staff  Select Close  

 

If adding a cover member of staff, select the Add Cover tab  
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Using the Consultant drop down box, select the Consultant that is covering in the gallery  Select the required shift Start Time and End Time 
– Either use the arrow up and down keys or enter the time in manually  Select Save  Select Close to return to the calendar 

 

 

 

Once the shifts have been added, the details will be displayed on the calendar on the selected date, as well as on the cover consultants home 
gallery calendar  
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Default times can be set. Select Edit Staffing  Select Set Default Times  

 

Enter the default Start Time and End Time  Select Save 
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Copy Day 

If the same members of staff are in on multiple days, the data can be copied and added to multiple dates on the calendar: 

Click on the date required to copy - The selected box will highlight. From the top of the screen, select the Copy Day tab 

   

 

Click on the date/s for the shifts displayed at the top of the screen to be copied to – To unselect, select the same date twice  Select Save 

The details of the shifts will now be displayed on the calendar 
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Sick Days 

Sick days are added manually by the gallery. 

Select the correct day  Select the Add Sickness icon next to the correct staff member 

 

Confirm the details are correct  Select Save  

 

The details will be displayed on the selected day  
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Add a Note 

Notes are added manually by the gallery. 

Click on the date that requires a note - The selected box will highlight. From the right hand side of the screen, select the Add icon next to 
Notes 

   

In the text box, enter the note details (Maximum of 100 characters)  Select Save. A Pencil icon will be displayed on the dates where a note 
has been added 
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When a date with a note is selected, the note will be displayed in the notes section on the right hand side of the screen. To edit the note, 
select the Edit icon, to delete the note, select the Red Cross  
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Home/Gallery Appointment 

A home/gallery appointment is added manually by the gallery.  

Click on the arranged appointment date - The selected box will highlight. From the right hand side of the screen, select the Add icon next to 
Appointments 

   

From the Type field, select Home or Gallery. From the Client field, select the Search icon  
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Enter the clients Surname, Postcode and Email Address (All fields must be completed)  Select Find 

 

Select the correct client by clicking on the client line  

 

 

Enter and select the appointment details – Complete all fields  
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Once all fields are complete, select Save. The appointment will be saved and displayed on the calendar. When a date with a home/gallery 
appointment is selected, the details will be displayed on the right hand side of the screen  
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Sales Lead Action 

All sales leads are added manually onto the CRM – A next action date must be added for the action to be displayed on the calendar: 

Once a sales lead has been added to the CRM, select Save. Select a Next Action and a Next Action Date. Enter the details in the Details text 
box  Select the Add tab 
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The sales lead action will be saved and displayed on the calendar. When a date with a sales lead action is selected, the details will be displayed 
on the right hand side of the screen  
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Holiday Request 

To request a holiday or lieu day:   Select Leave at the top of the screen 

 

Holiday allowance, booked holidays, pending holiday requests and remaining holidays will be displayed 

 

From the Type field select Holiday or Lieu  Select the holiday Start Date (Type this in manually or use the calendar icon)  Select an End 
Date or enter the number of days in the Totals Days field (This will automatically generate the end date)  Select Submit Request  
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Any Pending Approval Requests will be displayed at the bottom of the screen (There is an option to cancel if required). Any approved 
absences are displayed on the right hand side of the screen  

  

Select the Calendar tab to return to the calendar  

 

The Pending Holiday Request will be displayed on the calendar. When the holiday request is approved by the relevant approver, the colour on 
the calendar will change to a solid colour  

   

The filters on the left hand side of the screen will also update once holidays are approved 

 



22 
 

Deliveries 

Delivery days are automatically generated. When a date with a delivery is selected, all items Due on Delivery and Gallery Returns will be 
displayed at the bottom of the screen – Artwork title and image: 
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Events 

Events dates are automatically generated. When a date with an event is selected, details with regards to the event will be displayed on the 
right hand side of the screen: 

 

 


