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Logging In

Enter the following URL: planner.theartbook.org

Enter Username and Password = Select Login = Enter PIN - Select Login

Artoepis Planner Artbook Planner

Username
wwlichfield

Password ¢




Calendar

Request holiday/lieu day

Month and year selected

Date
Sunday February 24th Copy Day
selected Change
Select montﬁh, < > wdy = Select todays date February 2019 (Forh] week  day | o ViE‘-"-iE;
week or day Y Y maonth,
Man Tue wiedd Thu Fri Sat Sun WEEk.I or

' 2 3 day
£ o 9:00 - 18:00 Elizabeth Grant | %00 - 1800 Emma Bryon | 500 - 1800 Emma Bryon
ASM visit 00-18:00 Hannah Adama 900 - 1800 Hannah Adamo

4 5 3 7 sl 9 10
9100 - 18:00 Elizabeth Grant| 9100 - 1600 Elizabath Grant, [Leanne Madiy B [1Homa Appeintrent 00 - 18:00 Elizabath Grant
500 - 18:00 Hannah Adamo 900 - 18:00 Elizabeth Grant 900 - 8:00 Emma Bryon  |Elizabeth Grant - Sick ‘00 - 18:00 Elzabeth Grant. 000 - 18:00 Hannah Adamao
900 - 18:00 Emma Bryon | S000 - 1800 Hannah Adamc 900 -18:00 Emma Bryon | 900 - 18:00 Hannah Adamo
00 - 18:00 Hannah Adame

Note
dded —p ns 2 B 1% é 5 P it
adde [Leanne Mediey Home |3asan Towle 9:00 - 1800 Elizabeth Grant ‘900 - 18:00 Elizabeth Grant ' 9:00 -18:00 Elizabsth Grant
00 - 1800 Hannah Adama appﬂintment En00 - 1800 Elizabeth Crant 9000 - 1800 Emma Bryon 9000 - 1800 Emmia Bryon 00 - W00 Emirna Bryon
%00 - 1800 Eli rant 800 - 18:00 Hannah Adamd | %00 - 1800 Hannah Adame 900 - 1800 Hannah Adamo 9,00 - 18:00 Hannah Adamo Gallery
rma Tour F
18 =W 20 n# ) 2 g b 24 Events
9:00-18:00 Elizabeth Grant [1Home Appointment 900 - 1800 ElizabetfGrant Elizabeth Grant 00 - 1800 Ekzabeth Grant 900 1800 Elizabeth Grant.
900-1800 EMmaBnon | 900-M00 Emmadnon | 200-1800 Emma Shon | (Bl S |Fannen Aalt 900 - 1800 Emma Bryon
00 - 18:00 Hannah Adamo 900 - 18:00 Hannah jdame  9:00 - 8:00 Elizabeth Grant {1 Home Appd
9,00 -18:00 Hannah Adame 900 -18:00
25 2% & 77 28
Sick da Emma Bryon - Sick | 1 Home Appointment: .
Y }m-mmmmran: 3:00-1800 Elizabeth Grant 200 -18:00 ElizabetGrant 9:00-1800 Elizabeth Holiday
00 - 18:00 Hannah Adamo 900 - 18:00 Hannah Adamc 00 - 18:00 Emma request
900 - W00 Epnmia Bryon =
pending Approved Date selected
holidays
Sales.lead Delivery day
Staff working action

and shifts




Filters

‘Whitewall Lichfield

—

Emma Bryon

1% 0 2 <—
Gallery Elizabeth Grant
Staff 21 ﬂ 1 2

Hannah Adamowicz
17 u 3 o>

Days Holidays
working Days off approved

Add
sick day

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.

Working € Staff members working— Added manually in Gallery

. Event € Gallery events — Automatically generated

Holiday € Approved holidays

Pending Holiday Request «€&=—Requested holidays, awaiting approval

Il Oslivery € \Weekly van delivery (deliveries and returns) — Automatically generated

Home Appointment 4= Booked home approvals — Added manually in gallery

[l sales Lead Action <«——Sales Lead next action — Pulls through from the CRM (Leads)

Sick €&—————— Sickdays




Notes

Notes

Gallery closed for trade show

Home Appointments

No Appointments

Events

No Events

Sales Lead Actions

ne Add note
<& Notes added

ne Add home appointment

‘e Home appointment details

<& Gallery event details

Elizabeth Grant to Telephone and Email

Jim Medley

Ermail images and call when artwork isin

gallery.

Status: Hot

Value: £1,000

Artist: Tomn Butler
Medium: Limited Print

& Sales lead action details




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

February 2019

Thu Fri
1

G

Edit Staffing

All gallery staff members will be displayed; this includes a tab for gallery cover staff. Select the required staff member

Working - 01/02/2019 ®
Elizabeth Grant h

Emmma Bryon
Hannah Adamowicz

Add Cover




Select the required shift Start Time and End Time — Use the arrow up and down keys or enter the time in manually = Select Save
Elizabeth Grant

Start Time: Q9:00 X = End Time: 18:00

The selected shift will now be displayed alongside the selected member of staff = Select Close
Elizabeth Grant Working 09:00 until 18:00 h
Emma Bryon
Hannah Adamowicz

Add Cover

e

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

Working - 01/02/2019 »

Add Cover

Consultant: ‘ -- Select a Consultant -- 'H
Start Time: s = End Time: - W

Close

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

Thu Fri
1
9:00 - 18:00 Elizabeth G €




Default times can be set. Select Edit Staffing 2 Select Set Default Times
Set Default Times
Elizabeth Grant
Ernma Bryon
Hannah Adamowicz

Add Cover

Enter the default Start Time and End Time = Select Save

Working - 21/03/2012 %

Set Default Times

Start Time: 09:00 End Time: 17:30
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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

Sat sSun

—_— 2 3
9:00 - 18:00 Emma Bryao

9:00 - 18:00 Hannah Ad:

Copy Day

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

ém:oo -18:00 Emma Bryon 09:00 - 18:00 Hannah Adamowicz Fe b rua ry 20] 9 month_- week

Please select dates for the above shifts to be copied to in the calendar below and then click save. Click

the same date twice to unselect Thu Fl'i Sat Sun
1 2 3
Mon Tue Wad Thu Fri Sat Sun 900 - 18:00 Elizabeth G 9:00-18:00 Emma Bryo 900 - 18:00 Hannah Ad:
1 2 3 )
. 9:00 - 18:00 Hannah Adi 900 - 18:00 Emma Brye
9:00-18:00 Eliza '9:00 - 18:00 Emm
9.00-18:00 Hanr D —
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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

Elizabeth Grant

2 - |
Emma Bryon
«@e

Hannah Adamowicz

@ =
D
Confirm the details are correct = Select Save

Add Sickness - Monday March 18th »

Do you wish to add Monday March 18th as a sick day for Hannah Adamowicz?
B
The details will be displayed on the selected day

18 19

—> Hannah Adamowicz - Sick | Hannah Adamowicz - Hol
10:00 - 17:00 Elizabeth Grani 10:00 - 17:00 Elizabeth Grani
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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

11 12

Notes =<_

Mo 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

Gallery closed for Trade show —_—> 11 12
—_—

70 characters rernaining

EEm—
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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

Notes

—> 4 Gallery closed for trade show X €

Home Appointments

Mo Appointments
Events
MNo BEvents
Sales Lead Actions

Mo Sales Lead Actions
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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

8 9
9:00 - 18:00 Emma Bryc 9:00 - 18:00 Elizabeth Gi Appointments —
9:00 - 18:00 Hannah Ad: 2:00 - 18:00 Hannah Ad:

Mo Appointments

—

From the Type field, select Home or Gallery. From the Client field, select the Search icon

Appointment

Type Home v h
Client: nh
Date: 09/09/2019 o}

Start Time: R End Time:

Consultant: -- Select a Consultant --

Notes:

Address: -- Select an Address --

EIES
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Enter the clients Surname, Postcode and Email Address (All fields must be completed) - Select Find

Search Client *®

Surname

Medley

Post Code
B23 5YP

E-Mail
test@test.com

—>Em

Name

Justin Medley

Select the correct client by clicking on the client line

Search Client x

Post Code

B235vP

E-Mail

test@test.com

Enter and select the appointment details — Complete all fields

16
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Close
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Home Appointment

Client: Justin Medley n

Date: 09/02/2019 £ [
Start Time: 10:00 End Time: 12:00 h
Consultant: Hannah Adamowicz M h
Notes: Home approval - Akiyama and Simon Kenny.
—
Address: 2 Warrington Drive, , Birmingham, B23 5YP M h
EmEm<—

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

Notes

No Notes

Appointments
. 5 PP

2:00 - 18:00 Emma Bryc 2:00 -18:00 Elizabeth Gi :
Hannah Adamowicz visiting Justin Medley
9:00 - 18:00 Hannah Ad: 9:00 - 18:00 Hannah Ad; 10:00 - 12:00

10:00 - 12:00 Hannah Ad Home approval - Akiyama and Simon ¢
& Kenny.
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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

Sales Lead | e
Gallery: Whitewall Lichfield v |Consultant | Head Office Managed | v
Artist: Simer Kenry ¥ | Medium: Original ¥
Lead Sources Walk In v |Siatus: Heot v
Max Spend: 4 000.00 Campaign: | _Select Campaign- v
Head Office:

Date Assigned: 24/09/2019 Mext Action:

Details:

Looking to purchase a Simon Kenny Original for wife's birthday in March,
Would like to view ASAP,

Actions Products l l

(500 chars.)

Agtion: TelephoneandEmail | v | Dates | 25/08/2019 ®
Details: Ernail image and call when arbwork is in galleny
Cate & Type Cescription
s
v
Add €
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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

Sales Lead Actions €«

Head Office Managed to Telephone and
Email Leanne Test
Ermail image and call when artwork is in

oallery €<

Status: Hot

V4 24 & 25 Value: £4,000

1 Appointment 1Sales Lead Action Artist: Simon Kenny

10:00 - 18:00 Elizabeth Gran' 10:00 - 18:00 Hannah Hudse Mediums: Original
10:00 - 18:00 Hannah Hudsc
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Holiday Request

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

Artbook Planner Calendar  Leave

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

1 August 2019 - 31 July 2020

Allowance Booked
22.0 6.0

Pending

Balance

1.0 16.0

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

New Absence Request

Type: Holiday ' —
Start Date: 22/02/2019 n €<—
End Date: 23/02/2019 o ——
Total Days: 2 H
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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

My Pending Approval Requests My Approved Absencec

From Date To Date Total Days Type From Date To Date Total Days Type
20035019 23/02/2019 20 Holiday 31032019 Q104209 20 Holiday
12/03/20019 12/03/20019 10 Holiday
22/02/2019 23/02/20139 20 Heliday

Select the Calendar tab to return to the calendar
Artbook Planner Calendar My Absences

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
23 22 23
| |Har1nah Adamowicz - Hol ('—
9:00 - 18:00 Elizabeth Grant  9:00 -18:00 Elizabeth Grant
9:00 -18:00 Hannah Adamc 900 -18:00 Hannah Adarmo

22

ﬁl—[annah Adamowicz

9:00 - 18:00 Elizabeth Grant 900 - 18:00 Elizabeth Grant
9:00 - 18:00 Hannah Adamac 900 - 18:00 Hannah Adamo

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

Hannah Adamowicz

192(—
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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:

Thu

(]

9:00 -18:00 Emma Bryc
9:00 - 18:00 Hannah Ad

i 10

6 Items Due on Delivery 21 Items for Gallery Returns

Elegy for the Dead Admiral Family Portrait

Spring Light VI AWinters Tale
ot Study for Anna at the Bar Marylebone High Golden Poppies on Display | So Sweet is Fire and Ice
(With Wine) (1483153) (2131896) (1582617)
(2180235)

No Image
Available

GEORGE WHITE (5000113325

‘Woodland Colours Il

Ramblers 250/295 (Private
Collection)

Morning Lesson
(2143471)

A Sea of Dreams V
(2142914)

Stems Skywards [V
(2132489)
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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:

15000 - 20000 Fabian Pere
—

Events

Come and Meet Fabian Perez
19:00 - 20:00
Fabian Perez Nov 18 Tour
Click to View Brochure
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