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More Help: When in doubt look for the nearest Help Button!

The below documents are on your hard drive in the C:\CleanOpsStaff-3ed Program Files folder — they end with a .pdf or .ppt
extension. The most recent version of the documents is on the CleanOpsStaff-3ed web site at
http://www.hunterconsulttrain.com/cleanopsstaff-3ed-home at the bottom of the web page. If you are setting out to

become a CleanOpsStaff-3ed power user to learn all the many powerful features of CleanOpsStaff-3ed in detail, then it is
recommended that you print these documents and place them in a binder for ready reference.

Document and Content

How to Access

This Help File: this is the best
document to read in its entirety
since it covers all the main aspects
of CleanOpsStaff-3ed in a summary
manner.

Click Help Getting Started button in Program Manager

Click Getting Started Button in the Main Program main menu worksheet
Click below link
http://www.hunterconsulttrain.com/Documents/CleanOpsStaff-
3ed%20Program%20Admin%20Help.pdf

Recently Add Features Help File:
Get the latest information and
instructions on how to use recently
added features

Click
http://www.hunterconsulttrain.com/Documents/Recently%20Added%20Feat
ures%20Help.pdf

CleanOpsStaff-3ed User Manual:
This document can double as a
training manual complete with
screen shots and exercises from the
APPA Guidelines book.

Click User Manual File button on main menu in Main Program
Click http://hunterconsulttrain-
public.sharepoint.com/Documents/CleanOpsStaff-3ed-
Documentation.pdf

CleanOpsStaff-3ed Quick Help:
Contains step-by-step instructions
for command buttons and other
aspect of the basic program.

Click Quick Help File button on main menu in Main Program

Click http://hunterconsulttrain-public.sharepoint.com/Documents/Quick-3ed
Help.pdf

Click Help buttons throughout the application to see portions of this file as
contextual help

JustDoNext Import Wizard:
Instructions for use of the
JustDoNext Data Import Wizard

Click Help Button on JustDoNext Toolbox

click below link http://hunterconsulttrain-
public.sharepoint.com/Documents/CleanOpsStaff-3ed Import Wizard
Help.pdf

CleanOpsStaff-3ed-ProMobilePlus
PDA Manager Help: Instructions
for use of the CleanOpsStaff-3ed-
ProMobilePlus PDA Manager in the
Program Manager

Click Help button in PDA Manager in Program Manager
Click below link http://hunterconsulttrain-
public.sharepoint.com/Documents/PDA Manager-3ed Help.pdf

CleanOpsStaff-3ed-
ProMobilePlus-PC/PDA Help:
Instructions for use of the
CleanOpsStaff-3ed-ProMobilePlus-
PC/PDA

Click Help Button on PDA Interface in Main Program
Click below link http://hunterconsulttrain-
public.sharepoint.com/Documents/CleanOpsStaff-3ed ProMobile Help.pdf

CleanOpsStaff-3ed ProScheduler
Help: Instructions for use of the
CleanOpsStaff-3ed ProScheduler

Click Help button in the ProScheduler tool
Click http://hunterconsulttrain-
public.sharepoint.com/Documents/ProScheduler-3ed%20Help.pdf

FlexScheduler Help.pdf:
Instructions for use of the
CleanOpsStaff-3ed FlexScheduler

Click Help button on the FlexScheduler tool
Click http://hunterconsulttrain-
public.sharepoint.com/Documents/FlexScheduler-3ed Help.pdf
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About CleanOpsStaff-3ed and this Document:

CleanOpsStaff-3ed is a custodial operation and staffing computer application implementing the new APPA Custodial
Operational Guidelines for Educational Facilities, Custodial Third Edition, just recently published in late 2011. Itisa
newer version of the Old CleanOpsStaff which implements the APPA Custodial Staffing Guidelines for Educational
Facilities Second Edition. CleanOpsStaff-3ed replaces the 33 standard room matrices (categories) with updates ones
based on revised cleaning times developed by a task team commissioned by APPA to review and update the guidelines.
In addition to implementing the new and improved room matrices, CleanOpsStaff-3ed includes other major
enhancements over the Old CleanOpsStaff.

While users of the older CleanOpsStaff may continue to use it, they will need to migrate to CleanOPsStaff-3ed to take
advantage of the new and revised room matrices and cleaning times as well as the new major enhancements. While
Hunter Consulting and Training will continue to support the Old CleanOpsStaff, it will be frozen at the current release
and no new releases of the Old CleanOpsStaff will be uploaded to the web site. All new client-requested and company
sponsored enhancements will be incorporated into CleanOpsStaff-3ed only. User of the Old CleanOpsStaff can create
local category matrices using the third edition cleaning times if they wish, however, to gain instant access to the new
matrices, and the new major enhancements such as network file sharing and multiple monitor switching, you will want
to consider moving up to CleanOpsStaff-3ed.

The CleanOpsStaff web site has a document providing instructions for current owners of the Old CleanOpsStaff who are
interesting in migrating to CleanOpsStaff-3ed (see www.[xxx].com). CleanOpsStaff-3ed can read and convert all of the
Old CleanOpsStaff data files, however, the Old CleanOpsStaff cannot read data files saved by CleanOpsStaff-3ed.

This document contains screenshots to help illustrate the narrative. The screenshots are not intended for you to read

the text in them, but instead to give to a visual impression of what you should be looking to see in the application itself
while performing certain tasks.

CleanOpsStaff-3ed New Features

Compared to the Old CleanOpsStaff, this is what’s new in CleanOpsStaff-3ed:

e Updated for APPA Operational Guidelines for Educational Facilities, Custodial Third Edition: While you
can create local category matrices in the old CleanOpsStaff to match the new times in the third edition
guidelines book, it is more convenient to move up to CleanOpsStaff-3ed with the new matrices built in. This is a
major enhancement giving user instant access to the new APPA matrices. CleanOpsStaff-3ed will read all Old
CleanOpsStaff files; however, the Old CleanOpsStaff cannot read CleanOpsStaff-3ed files.

o The 33 Standard Room Matrices have been updated to match the revisions made in the APPA third
edition guidelines.

o The Standard Service Level Table has been updated to match the revisions made in the APPA third
edition guidelines.

o The cleaning times have been up updated to match the revisions made in the APPA third edition
guidelines.

o All CleanOpsStaff-3ed documentation and help files have been updated to match the APPA Operational
Guidelines for Educational Facilities, Custodial Third Edition
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e NetEnabled with ShareAware: CleanOpsStaff-3ed is Network File Sharing Enabled (NetEnabled) with
ShareAware which means that multiple users can share the same data and audit files on a shared network drive
without conflict. This is a major enhancement allowing organizations to store all inventory and audits files in a
single location for all users. Inventory files are marked for Read-Only and Audit files are locked out when
opened by another user. This prevents users from overwriting the files while other users have them open, but
allowing Read-Only access to the inventory file by all other users. There is always a ShareAware button which
allows you to see who is using what file in the network folder. See the NetEnabled section later in this manual
for instructions on how to operate CleanOpsStaff-3ed in a network file sharing environment.

e SpacePicker --Improved Data Input Tool: The SpacePicker which uses to be available only with the
justDoNext Data Import Wizard upgrade has been made a free feature of the basic package with improved
features to help speed up data entry. With the SpacePicker you can quickly enter data into a data input form
instead of in the worksheet itself. SpacePicker has several different input modes that allow you to quickly while
ever typing anything twice. This is a major enhancement to make data entry easier and much more efficient.
Help file has been updated.

o Improved Configuration Form and Configuration What-If Features: The Configuration Form has been
improved and made accessible from more worksheet within CLenOpsStaff-3ed. This allows you to change
configuration local variables and immediately see the impact of the change in more worksheets of the
application. This greatly improves your capability to do what-if analysis on your inventory. The form is now
resizable allowing you better visibility of your worksheet. Help file has been updated.

o Improved Standard Space Category Navigation: The Standard Space Category Navigator has been
improves so that you can move from matrix to matrix without causing the matrix to update unless you
customize the matrix. This improvement allows you to move quickly through the matrix as you seek to decide
what category to assign to your inventory based on the tasks and frequency to be performed. Help file has been
updated.

e  MultiMonitor Enabled: CleanOpsStaff-3ed is now Multiple-Monitor Enabled, which mean you can have
multiple monitors connected to your computer and switch CleanOpStaff-3ed from monitor to monitor with just
the click of a button. With improved Drag-And-Pin behavior for all the tools, you can now have full view of your
data on monitor while dragging and pinning the tool onto your second monitor. See the Multiple-Monitor
Enabled section later in this manual for instructions on how to operate CleanOpsStaff-3ed with multiple or dual
monitors.

e Quick Entry Tool Improvement: The QEntry (Quick Entry) tool has been redesigned by placing more of the
commonly used data input buttons, worksheet navigation buttons, and data manipulation buttons on the tool.
The tool now performs better as a stand along data input and data manipulation tool providing similar capability
as SpacePicker while also assisting you in implementing Excel Auto Filter capability without using the Auto Filter
button within the worksheet. The Tall Mode/Short Mode switching behavior has also been improved to more
easily give you optimum view of your data and the tool. This is a major enhancement that allows you to have
more flexibility and better visibility of your worksheets and the various tools. Help file has been updated.

e Tool Movement and Pinning Improvements: To help you get maximum visibility of your worksheets and the
many tools at the same time a Pin Button has been added to most of the tools. This allows you to move the tool
around on the screen and pin the tool to the position that provide you maximum visibility of your worksheet and
tools. This is especially useful with the new monitor-switching feature. In some instances, you get a much
improved view of your worksheet by pinning the tool to the screen of a different monitor.
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o Quick Staff Calculator Improvements: In the all Old CleanOpsStaff, the Quick Staff did not compute the
cleaning level number when the level fell between two of the five APPA cleaning level. It displayed two levels
(Example: 3->4) with a dash and a greater than sing to indicate that the calculated level is somewhere between
the two levels. The CleanOpStaff-3ed Calculator Quick Staff Calculator now computes actual cleaning level
number (Example: 3.25) when level falls between two levels. This significant enhancement that provide you a
more accurate quick calculation of clean levels for combination of space category, FTEs, and CSF. Help file has
been updated.

o justDoNext Import Wizard Improvement : The justDoNext Import Wizard automatic flow has been
improved with updated interactive instructions. The basic flow for the justDoNext Import Wizard upgrade is the
same. However, the interactive instructions that you see when importing data have been updated and improve.
Help file has been updated.

e (Context Help Center Improvement: The Context Help buttons that are throughout the application take you to
an improved Help Center with an added Keyword search feature. You can now search the Help Center text box
by entering a keyword and clicking a Find First and Find Next button. You can also search the entire Quick Help
file using the Search All Help button. Help file has been updated.

e PDA interface Improvements: The PDA interface has been updated to make it easier to manage files on the
remote device from within CleanOpsStaff-3ed. It does not close after each action anymore. Help file has been
updated.

Downloading and Installing CleanOpsStaff-3ed:

CleanOpsStaff-3ed can be downloaded from the Hunter Consulting and Training Web site using the below steps:
1. Go to http://hunterconsulttrain.com/DownloadCleanOpsStaff3ed.aspx and follow steps 1 through 15. In
step 7, after you download and extract the CleanOpsStaff-3ed files, you will run Setup.exe in the
C:\CleanOpsStaff-3ed Program Files folder to install CleanOpsStaff-3ed.

2. Ashortcut to CleanOpsStaff-3ed will be added to your Windows Start button under Hunter Consulting and
Training. To run CleanOpsStaff-3ed in the future click Start, click All Programs, click Hunter Consulting and
Training and then click CleanOpsStaff-3ed. You may also place a shortcut of CleanOpsStaff-3ed on your
desktop or pin it into your Start menu or pin it to your taskbar if you wish by right clicking on the
CleanOpsStaff-3ed shortcut.
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To Run CleanOpsStaff-3ed
e Click the Windows Start button | L
L] ClICk A“ Programs ié' Billable Hours-V1.0xlsm

1Drive_H - Shortcut

el ] 1a-Activation Code

Generator-3ed.xls

2

» Al Programs

‘ Search programs and files

e Scroll to Hunter Consulting and Training ——
folder shortcut sl s

e Click Hunter Consulting and Training gé g\ - f‘“:
folder shortcut e a —

e Click CleanOpsStaff-3ed shortcut to run e trmnino i Nevork
the program s . .

e Orright click CleanOpsStaff-3ed to Pin o et venene [
shortcut to Start Menu e e

e Orright click CleanOpsStaff-3ed to Pin ?ﬂ:oww‘ Helpand Support
shortcut to Task bar h Pkt corpat e

e Or right click CleanOpsStaff-3ed to Copy Pl

shortcut and then paste to desktop. =

3. NOTE TO IT STAFF: If the computer main user does not have administrative rights on the computer, it is
recommended that you give the main user temporary administrative rights and run Setup.exe while logged
in under the main user login ID. This will register the application to the main user in the Windows registry.
See Granting Permission for Shared Users to Run CleanOpsStaff-3ed on the Same Computer in this help
document for information on providing shared user access to CleanOpsStaff-3ed on computers with
multiple users. It is important to note that you must run setup for all shared users if you intend to share use
of CleanOpsStaff-3ed with other users with access to the same computer.

4. NOTE TO IT STAFF AND MAIN USER: Before CleanOpsStaff-3ed can be used in full feature mode, it must be
activated using the Product Code from APPA and the Activation Key from Hunter Consulting and Training.
It is important to be logged into the computer under the Main User’s login ID when you activate
CleanOpsStaff-3ed. CleanOpsStaff-3ed designates the user who activates the program as the Main User.
The Main User can then designate other users as shared users (See Granting Permission for Shared Users to
Run CleanOpsStaff-3ed on the Same Computer ). Only one user can activate CleanOpsStaff-3ed on the
same computer.

CleanOpsStaff-3ed Two Major Components:
CleanOpsStaff-3ed has two major components: (1) Program Manager and (2) Main Program. The Program
Manager is the first components you will see after you download and install CleanOpsStaff-3ed and the first
component you will see each time you run CleanOpsStaff-3ed. The functions of the Program Manager are
described in later paragraphs of this help document. You will launch the Main Program by clicking the Run
CleanOpsStaff-3ed as Demo button, or the Run in Full Feature Mode button or the Run in Specialized Training
Mode button, or the Run in Upgrade Subscription Mode button in the Program Manager. You can learn more
about navigating around the Main Program by going to pages 19 through 25 in the User Manual
http://www.hunterconsulttrain.com/Documents/CleanOpsStaff-3ed-Documentation.pdf .
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Program Manager

Main Program

I~ Genopsan sed g Hanager X
CleanOpsStaff-3ed™ v1.0 Program Manager (Release Date 9/1/2011)
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Standard Space Category Matrices
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Program Manager Components

CleanOpsStaff-3ed Program Manager Web
Navigation Buttons — These buttons are located
at the top of the Program Manager screen above
the Program Manager Brower and they are used
to move around the CleanOpsStaff-3ed web site
to get Information and instructions. Use these
buttons to read the instruction web page on how
to perform certain actions within the Program
Manager. The buttons are also called
Information Buttons.
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Web Navigatian Butians - Click to go o instruction page anly. Use buttans in left panel to take acion.
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CleanOpsStaff-3ed Program Manager Web
Browser Window — This built-in web browser lets
you browse the CleanOpsStaff-3ed web site
without leaving the Program Manager. Use this
browser to stay up to date on CleanOpsStaff-3ed
news and to read instructions on how to use the
Program Manager and other parts of
CleanOpsStaff-3ed.

It is recommended that you do not use the
CleanOpsStaff-3ed built in browser to buy

upgrades. Instead use your normal internet
browser to by upgrades.
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Hunter Consulting and Training
Adding value through expert Facilities Management Consulting,
Computer Application Training and Facilities Management
Software Development! ernesthunter@gmail.com or call 512-
553-0942

Main Home

CleanOpsStaff-3ed Activation Key Request

Download CisanOpsStatt

CieanOpsstat Home You must first run CleanOpsStaff-3ed and perform this request from the

N CleanOpsStaff Program Manager. You cannot request your Activation Key
from within your Internet Brower or from within this web page Please Run
CleanOpsStaff-3ed. Thank you for purchasing CleanOpsStaff and for your

ContactUs

[
interest in requesting an Activation Key. After completing the CleanOpsStaff
Activation Key Request form you will receive an Activation Key via email at the
l  email address you enter in the CleanOpsStaff Activation Key Request form

Buy CleanOpsStafl
Buy Overvew Session

Buy ProScheduler Training
By clicking the REQUEST KEY button on the CleanOpsStaff-3ed Activation
Key Request form you agree o run CleanOpsStaff-3ed (the program) on only
one computer at a time and you agree that you will not share your Product
Code or Activation Key with others. You agree that you understand that your
Activation Key is a SINGLE USER license authorizing you to run the program

|l on a single computer at time.  You agree that you understand that if you need
to run CleanOpsStaff on more than one computer at a time you must purchase
additional Product Codes from the APPA bookstore (Click here to buy now)

Buy Special Offerm
Buy Upgrade Package
Rent UpGrade-SubScripsan

Buy Addional Records

If you own or are assigned a desktop and laptop computer you may activate
CleanOpsStaff-3ed on both computers with a single Activation Key provided
you agree to not run the program on both computers at the same time. Follow
the below instructions to request your Activation Key

Buy Data Impost Wizard
Buy ProScheduler
Get FlexSchaduler

" Buy ProLocal Upgrade
Note: If you have not already started the CleanOpsStaff-3ed, you must first

Buy ProéiobAePis-PCPDA run CleanOpsStaff-3ed and be viewing this web page in the CleanOpsStaff-
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Program Manager Components (cont.)

CleanOpsStaff-3ed Program Manager Action Buttons — These
buttons are located in the Left Panel of the Program Manager
screen and they are used to take action. You will click one of
these buttons when you are ready to take the action indicated
by the button’s caption. You can first use the CleanOpsStaff-3ed
Program Manager Web Navigation Buttons to read the
instruction on how to perform the action if you are not already
familiar with what the action button will do.

Action buttons - click to take action.

Help
Getting
Started

Request Activation Key ‘

Re-Activate ‘

CleanOpsStaff-3ed-Pro Upgrades ‘
PDA Manager

Request Tech Support
Run CleanOpsStaff-3ed as Demo

Run in Specialized Training Mode

‘ Run Full Feature Mode ‘
| Run in UpGrade SubScription Mode |

| Get Latest Release ‘

| Quit Program Manager ‘

CleanOpsStaff-3ed Program Manager
Terms/Agreement/Status/Message Box — you should read this
box to make sure you understand the terms of the single user
license, and to get information on the activation status of your
program. Do not check the ‘1 agree with the above terms’
checkbox until you have read the text in this box.

Basically, CleanOpsStaff-3ed is intended to be used by a single
user. The Product Code (license) allows the single user to
activate the same Product Code his/her desktop and laptop so
long as the application only run on one computer at time. If an
organization intends for CleanOpsStafff-3ed to run on more than
one computer at a time, then additional Product Codes must be
purchased from APPA.

Terms/Agreement/Status/Message

Congratuations on Upgrading to
CleanOpsStaff-3ed-Pro. You have access
to all the features and the full power of the
program. Refer to the CleanOpsStaff-3ed
Web Browser on the right for the latest
News and Update information,and
information on getting started. With
CleanOpsStaff-3ed-Pro you can fully
implement the concepts inculded in
Chapters 1 through 7 of the APPA
Custodial Staffing Guidelines For
Educational Facilities. You can now
handle 12500 records with no feature

m

CleanOpsStaff-3ed Program Manager Deactivate
CleanOpsStaff-3ed button — Use this button to deactivate
CleanOpsStaff-3ed on your computer. This does not remove or
uninstall the program files from your computer and it does not
remove your data files.

Deactivate CleanOpsStaff-3ed

Use this button to deactivate CleanOpsStaff-3ed on the current computer so you can legally activate it on a different
computer. An email will be sent to the Hunter Consulting and Training to record the deactivation in the CleanOpsStaff-

3ed database.

If your IT department changes the name of your computer, CleanOpsStaff-3ed will no longer run on that computer and
will have to be activated again. This activation will appear to the CleanOpsStaff -3ed server as if it is being activated on
a new computer. Therefore, it is recommended that CleanOpsStaff-3ed be deactivated prior to any computer name

change and then activated again after the name change.

CleanOpsStaff-3ed Program Manager Check Upgrade Status
Button — Use this button to check the status of the
CleanOpsStaff-3ed —Pro upgrades that you purchase. It will take
several hours before your upgrade purchases are registered in
the upgrade server. Use this button to confirm that your

1" CleanOpsStaff-3ed Program Manager

CleanOpsStaft-3ed ™
A — -——
Check
Upgrade 0]
Status =P

472011 10:03:2
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purchased upgrades have been registered in the CleanOpsStaff-
3ed upgrade server. Then you will need to use the
CleanOpsStaff-3ed-Pro Upgrades button to activate your
upgrades on your end.

Running CleanOpsStaff-3ed in Demonstration Mode:

You can run CleanOpsStaff-3ed in Demo mode to evaluate it to decide whether you want to purchase it. In order to
keep CleanOpsStaff-3ed a low cost high quality product, Hunter Consulting and Training has adopted a No Return
Policy for all products and services purchased from Hunter Consulting and Training. 1t is therefore very important that
you do a complete evaluation of the products and services before making a purchase to ensure it is what you need. The
Demo mode provides all the functionality needed for you to make an informed purchase decision. Additionally, Hunter
Consulting and Training will provide on-line demonstrations of CleanOpsStaff-3ed upon request.

In the Program Manager, check the I agree with the above terms checkbox

Click the Run CleanOpsStaff-3ed as Demo button

The Main Program will be launched

Allow a few moments for CleanOpsStaff-3ed to gather information about your computer to
properly configure itself

5. Immediately click the Macro Staffing and Inventory button and then return to the Main Menu to
ensure CleanOpsStaff-3ed has gathered all necessary information about your computer

PwihpR

V] | agree with the above terms. Run CleanOpsStaff-3ed as Demo

Purchasing Product Code:
Before you can use the full features of CleanOpsStaff-3ed, you must purchase a Product Code from APPA
1. Go to [XXX] http://www.appa.org/Bookstore/product browse.cfm?itemnumber=495 to purchase a product
code.
2. APPA will email you your Product Code and ship the book separately
3. The book will contain an insert containing the Product Code
4. You can request your Activation Key immediately after receiving your Product Code

Requesting Your Activation Key:
Once you get your Product Code from APPA, you will need to request an Activation Key from Hunter Consulting and
Training using the Request Activation Key action button.

1. OPTIONAL -- Click Activation Key Request

I nfO rmation Button and read t h e instruction in Web Nevigeion 3.ttons - Click c go to nstruction page crly. Use buttons n left pane fo ke ctcn.
the C’ ean Opss taf.f -3 Ed Web browser WindOW at i l?‘ HJme‘ News and Updales l Activafion ey Request " Program Adivatn “ Program Deactvaion H (leanOpsStaf-Problobie ‘
http://hunterconsuIttrain-com/CIeanOpSStaff3edACti r—‘ M Print Page ” CleanOpsSteft-Pro Upgrades " TechCalBack Tzch Support ‘ Gt Latest Feleese " PCA Actvation/Deacivetion ‘
vationKeyRequest.aspx

I
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2. Click the Request Activation Key action button to launch S —
the activation key request form. [ rep | CRequost Activation Koy |
3. Fill out the CleanOpsStaff-3ed Activation Key Request L || [
Form including the Product Code [ CleanOpsStafi-3ed-Pro Upgrades | CleanopsSiali e Actvanon fey Reuest
4. Check the ‘I agree with the Terms’ checkbox PDA Manager
5. Click the Request Key button in the lower right corner of Request Tech Support
the CleanOpsStaff-3ed Activation Key Request Form Run CleanOpsStaff-3ed as Demo
6. Allow a few moments while the Program Manager Run in Specialized Training Mode
connects with the Server and submit the form. Several ‘ Run Full Feature Mode ‘ b
message boxes will popup. Click OK when prompted. | Runin UpGrade SubScription Mode | | | (5
7. You will receive an email containing your Activation Key | Get Latest Release Il
within 24 hours, but most of the time you will receive the
email within the hour or immediately, depending of the | Quit Program Manager |
volume of CleanOpsStaff-3ed server activity at the time.

Activating CleanOpsStaff-3ed:
Once you receive your Activation Key from the Hunter Consulting and Training Activation Server by email, you can
activate CleanOpsStaff-3ed to operate in Full Feature Mode. You will receive your activation key within 24 hours and
most of the time within the hour and sometimes immediately.
1. OPTIONAL -- Click Program Activation e ey s i e i
Information Button and read instructions in the e
CleanOpsStaff-3ed web browser window at [ |ttt |ttty eges | ogun v | g | cemtpst e |
http://hunterconsulttrain.com/CleanOpsStaff- 1 < o ottt | b | cotnarion | v |
3edProgramActivation.aspx

2. Click the Activate CleanOpsStaff-3ed button e o
action button to activate the activation key Cleenopssiaed Frogram Adtvaten
request form. A

3. The CleanOpsStaff-3ed Program Activation Form Sarted m
will be automatically filled out except for the CleanOpsStafi-3ed Pro Upgrades
Product Code and the Activation Key Req::i :':Sg:;pm [

4. Fill in the Product Code and the Activation Key Run CleanOpsStaff-3ed as Demo
input boxes Run in Specialized Training Mode:

5. Read the Terms and Conditions. Check the ‘I | RunFullFeature Mode |
agree with the above Terms and condition’ II L ‘:‘detStb:I:' Lo Il
checkbox

6. Click the Activate CleanOpsStaff-3ed button in [ QuitProgram Manager |
the lower right corner of the CleanOpsStaff-3ed
Program Activation Form

7. Allow a few moments while the Program Manager to connects with the Server and submit the form.
Several informational messages will popup. Click OK after reading each message.

8. You program will be activated and you will see the word “Congratulations” in the
Terms/Agreement/Status/Message Box. It might take several hours for your activation record to be added
to the activation server, however, you do not have to wait until then to begin using full feature mode.

9. You will receive an email from Hunter Consulting and Training thanking you for your activation and
providing instructions on activating your purchased upgrades. You cannot activate your purchased
upgrades until you your activation record has been registered in the activation server.
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Run CleanOpsStaff-3ed in Full Feature Mode:

1. After you activate CleanOpsStaff-3ed you can immediately run it in
full feature mode by clicking the Run Full Feature Mode button.

2. The Main Program flash screen will appear and the Main Program
will be launched and start up in Demo Mode. Allow a bit of time for
the Main Program to configure itself.

3. Immediately after the Main Program has finished launching, click the
Macro Staffing and Inventory button and then return to the Main
Menu to activate full feature mode.

Run Full Feature Mode I |

Run CleanOpsStaff-3ed in Specialized Training Mode:

1. Hunter Consulting and Training offers specialized training in the use
of CleanOpsStaff-3ed at the user site or online. During the training
session, users can be granted access to all the full features of
CleanOpsStaff-3ed and all the upgrades through the Specialized
Training Mode. This allows the trainee to follow along with the
CleanOpsStaff-3ed trainer and perform all the training exercises.
Prior to the specialized training sessions, Hunter Consulting and
Training provides the users with a Specialized Training Access Code.

2. Torun in Specialized Training Mode, click the Run in Specialized
Training Mode button and enter the Specialized Training Access Code

3. The Main Program will be launched and start up in Demo Mode

4. Immediately click the Macro Staffing and Inventory button and then
return to the Main Menu. The Specialized Training Mode will be
activated

Run in Specialized Training Mode

Run CleanOpsStaff-3ed in UpGrade SubScription Mode:

1. Hunter Consulting and Training offers the UpGrade SubScription
program to allow users to “Rent-A-Upgrade” by the month
(subscribe). If you do not want to purchase an upgrade for any
reason, or if you are not sure, you want to buy the upgrade, you can
subscribe to the upgrade to try it out. If you only have a short-term
need for the upgrade, you can rent it. Go to the web site and use the
rent link in the left panel of the web site to subscribe to as many or as
few upgrades as you wish

2. Torunin UpGrade SubScription Mode, click the Run in UpGrade
SubScription Mode button

3. The Main Program will be launched and start up in Demo Mode

4. Immediately click the Macro Staffing and Inventory button and then
return to the Main Menu to activate UpGrade SubScription Mode.

Run in UpGrade SubSecription Maode
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Purchasing Upgrades:

1. Itis best to use your normal internet browser to
purchase your upgrade. Do not use the
CleanOpsStaff-3ed Program Manager built-in
browser to purchase upgrades.

2. Inyourinternet browser web browser go to
http://hunterconsulttrain.com/default.aspx

3. Click on the “Buy link” in the left side panel of the
web page

4. You can use your credit card or fax a Purchase
Order to 928-563-0345. You can also email a
Purchase Order.

5. We do instant activation over the phone if you
would prefer to be talking to someone as you
make your purchase. Send an email with date
and time for a call back.

- CleanOpsStaff-3ed (APP#£

- CleanOpsStaff (APPA Gui

- GroundsOpsStaff (APPA

Omer Activities:

Eacililies Management Software

h
a=

Hunter Consulting and Training Ann

CleanOy
Cleanoy;
(PDAA

Activating Your Upgrades:

1. To activate all your purchased upgrades:
OPTIONAL -- click the CleanOpsStaff-3ed-Pro
Upgrade information button to read the instructions
in the Program Manager web browser at

http://hunterconsulttrain.com/Activate3edUpgr
ades.aspx

Web Navigation Buttons - Click o go to instruction page only. Use buttons in left panel to take action.

[;] Humel News and Updates ]’ Acfivation Key Request ‘l Program Activation ‘l Program Deactivation " CleanOpsStaff-ProMobile ]

M Print Page “ CleanCpsStaft-ded-Pro Upgrades ]’ TechCallBack Tech Support “ Get Latest Release ” POA Actvafion Deactivation ‘

2. Click the CleanOpsStaff-3ed-Pro Upgrades
action button

CleanOpsStaff-3ed-Pro Upgrades

3. The Checking Upgrade Status message box
will appear. This will take a few moments—
please be patient.

4. Once your upgrade status has been checked,

oy Legruca Sy o
H\.rw.cf»\l;-grmrﬁ;;uu

the CleanOpsStaff-3ed Upgrade and Add-In
Status form will appear

5. If you have purchased upgrade that you have
not activated, Activate All CleanOpsStaff-3ed-
Pro Upgrade Prompt Box will also appear

6. Click Yes. An email will be sent to Hunter
Consulting and Training. It will take a few
moments. So please wait until you are sure
the process is complete before clicking an
additional buttons

7. If you click No and then change your mind,
you can use the button on the large form to
activate all your upgrade.

8. You can re-activate your upgrades any time
you think something has happened to your
computer to cause them to not work
anymore.
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Getting Latest Release:

1. Periodically Hunter Consulting and Training will upload a . s o s
new release of CIeanOpsStaff.ged to the web site to add Weo Neviggtan Butans  Clek o goto nsfacion page ony. Lse butons i efpansl o ke cton

al

3
HH]’HE[ News and Lpdaies H Acivation ey Request legmﬂAclwﬂMl Program Deectivation l DleanOpsStof-Prolicbie ‘

enhancements and to resolve reported issues.

2. OPTIONAL -- In the Program Manager click Get Latest
Release information button at the top of the

r—‘ [il Print Page " Clear OpsSteft-Pro Upgraces “ TechCelBack Tech Supportl Gt Letest Relesse " POA Acivtion Deactvaion l

CleanOpsStaff-3ed Browser Window to read instructions
in the Program Manager web browser at
http://hunterconsulttrain.com/GetLatestRelease3ed.aspx

Get Latest Release l

w

Click Get Latest Release action button
4. Wait a few moments, while the Program Manager

rang ¢ |

connects to the CleanOpsStaff-3ed Release Update server.

5. The Getting Latest Release information box will appear.
Compare the file dates and read the note in the message
box to determine if you have the latest release.

6. Click ‘Yes’ to get the latest release

7. You will be directed to the web site for download and re-
installation instructions.

CleanOpsStaff-3ed-V1.0 - Getting Latest Release B

Your Program Manager Release Date is:
CleanOpsStaff-3ed™- v1.0 Program Manager (Release Date 9/1/2011)

Program Manager File Date on Web Site: 8/28/2011 1:35:12 AM
Your Program Manager File Date: 9/14/2011 7:26:56 AM

Main Program File Date on Web Site: 8/27/2011 1:03:58 PM
Your Main Program File Date: 9/14/2011 4.2

You do not have the 1atest Telease of the Program Manager or the Main
Program. We recommend you roduction release

Would you like to download the latest Production release?

variables CleanOpsStaff-3ed uses to perform its calculations

2. From Main Menu click the Configuration button to launch the
Configuration Form

3. Click the Help button and read the help information provided
for filling out this form.

4. You will enter information and write the form to memory for it
to have an effect on the CleanOpsStaff-3ed Calculations.
(NOTE: Entering information in the form has no effect until you
write it to memory or set the form as your default
configuration).

5. To make the information in the form load up automatically
each time you run CleanOpsStaff-3ed, click the Set as Start Up
Default Configuration button — this will make it so that you do
not have to change the variables each time you run
CleanOpsStaff-3ed.

o J v |
Configuration to Match Your Local Conditions:
1. Once you have run CleanOpsStaff-3ed in Demo or Full feature
mode and the Main Program is running, you can change the
GeanOpsstait-ded Coniguration =

CleanOpsStaff-3ed Configuration S Corfiuratin

Form ta Dsk

jon Name From Configuration Yaur Departr

Seect Local or Defauit Humber  # Defoult
of Mnutes i Day

Local Mmiber of Work Doys P [350

Average Wage per tiour | $11.00 SH= [ j

Finge Fector [ 55 Fie Lodng and Protecton
I Lock Keybos ry

Hourspervear [ g0 wiae
e 2,080 Confguratcn

v from

Suppty Costs Factor [

Form To Hemary L

Captal Budget Factor [~

Hep L
Data Files Logation| [ C:\CleanOpsStaff-3ed Data " e

Select Configuration Files 1o use with your current inventory and deta file L
I™ Ignore Configuration Information in data files. Check this box to use Configuration in memary for this
I™ Ignore Matrices in Data Fikes Checkbox. Check this box to use space matrices In memory for this CleanOpsStaff N

Main Inventory and Data File Configuration Variables File |
[ Ci\Cleanopsstaff-3ed Data\CleanOgsstafi-3ed-HECS

Local Space Categories File | Custom Standard Space Categories File ]
C:\CleanOpsStaff-Jed Data\OleanOpsStaff-3ed-HECS-L | C:\CleanOpsStaif-3ed Data\CleanOpsStaff-3ed-HECS-C

Sel as Start Up and Default Configuration
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Entering you inventory data:

1. After completing the Configuration form, you will now
want to get your space inventory data into
CleanOpsStaff-3ed. If you have a small number of
records or do not already have your data in electronic
form, you will enter the space inventory data into
CleanOpsStaff-3ed Macro Staffing & Inventory
worksheet in much the same way you would into a
regular spreadsheet.

2. From Main Menu click the Macro Staffing & Inventory
button

3. Click the Help button to the right of the Hide/Show .
button in the upper right corner of the screen and read | |7 i e oo s o m ] s s o] |
the help information for entering data OO

4. Click inside the first blank row under the Building
Name/Number column and type the Building Name or | | ==

WeTooges - Saleg ey | st Jad - 114, gt 001 et s, 5.

Toal e
Lt SAleelz| A | MinrTo| TodfTes

Cwnzgb| 08

. y W |
of P | B | swdedSscannoial | GO R | Mg | el
Fd | (i) Custom Sgac Crtgory e | daylion) (=5

Number
5. Press the Tab key to move to the next field and enter
the required data elements (Floor Name/Number,
Space Name/Number, and CSF. Flex Field is optional)
NOTE: Certain features require the space name or number to
be unique for each floor of the same building. In other
words, do not assign the same space name or number to
more than one space on the same floor of the same building.
6. Tab to the Standard Space Category Or Local Custom
Space Category column and select a Space Category
from the dropdown list (to see the list of category
names, you might have to scroll up using the right
side bar in the dropdown list)

(17 S 5 2 P P 5

|

i

7. Tab to the Cleaning Level and select a Cleaning Level from the dropdown list

8. When you enter the last require data element, CleanOpsStaff-3ed computes the vital custodial macro
staffing information and summarized it in the summary row — gray background row above the data
headings.

9. Repeat this process until you are ready to quit entering data

10. If you have a large amount of space inventory data and it is in electronic form, you can purchase the
JustDoNext Data Import and Conversion Wizard upgrade and import and convert your data without
typing it into CleanOpsStaff-3ed.
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Use CleanOpsStaff-3ed Tools to Speed up Data Entry:
CleanOpsStaff-3ed is designed to allow you to manually enter your data if you do not have it electronically
already or to import it using the justDoNext Data Import Wizard upgrade if you have electronic data and want to
avoid manually retyping data that has already been save in an electronic file.

If you choose to enter your data manually, you can do so in the same manner as you would enter data into a
normal spreadsheet. However, to speed up the process, CleanOpsStaff-3ed basic package comes with the below
tools to help implement the concept of never typing the same information more than once. Through the use of
copy and paste, room number incrementing, pick list and other features of the tools you should be able to
quickly enter a many rows of data without ever typing the same data twice.

e SpacePicker — this tool serves as a data input form which allows you to enter data without typing into the
inventory worksheet. SpacePicker is the most versatile and easy to use tool for entering many rows of
data. You should click the Help button on this tool to learn use its more advance capabilities.

e KeyPad — this tool doubles as a calculator so you can compute square feet from room dimensions and it
also serves as a quick single column copy and paste tool. It allows you to capture data from a single cell
or enter data into its input box and then paste the data to multiple cells in the same columns.

e QEntry —this is an advance data entry and data manipulation tool. It has similar capabilities as the
SpacePicker, but it can also help you once your data has been entered. It can sort, filter, and select row
of data in many variations to assist you in answering what if questions. You should click the Help button
on this tool to learn use its more advance capabilities.

e Right-Click Short Cut Menu — by right clicking inside the worksheet you can activate a shout cut menu to
gain access to similar copy, paste, delete, insert

General instructions for the above tools are given below; however, click the tool Help button for more detail
information on the use of the tool.

Navigating Within CleanOpsStaff-3ed Worksheet:

1. Once you have data in you inventory worksheet, you will move from row to row and column to column in
the same way as you would in a regular spreadsheet. Practice using the Arrow keys, Tab key, Shift-Tab
key, Page Up key, and Page Dn key
CleanOpsStaff-3ed also has Navigation tools to help you move around
3. Records Navigator -- Click the Help on the Records Navigator and read the instructions on how to use it

to move around a worksheet and for how to use the other command button on the Records Navigator

N

EaRnn: st 1 [ w _sel |[eulo " sell Column Fiker| 1ng/Del Row | Show | st | sorte [+ | v | ‘ \r KewPad‘ e “

Use the SpacePicker to Speed up Data Entry

Using SpacePicker to Enter Data in Macro Staffing and Inventory Worksheet

CleanOpsStaff-3ed added the SpacePicker to the basic package instead of requiring JustDoNext Data Input Wizard. You
can use the SpacePicker to speed up data entry into the Macro Staffing and Inventory worksheet.
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o The SpacePicker is now part of the basic application and no upgrade is needed to use it

It combines some of the features of the KeyPad and the QEntry tool to make data input fast and easy

o It has three sections: (a) the Data Input Form section; (b) the Cleaning Level Section; and (c) the
Space Category List Section.

o

e To activate the SpacePicker, right it Current cal
click in the worksheet and select Configuration | MINToolBoX - Macro Staffing and Inventory
Space Picker from the short cut s

Main Men\i | Work Mode| Keypad [ Reports | PDA | Decimal
Places

PDA Interface

menu QEntry 4 Time Mode | QTicket | Staff Calculator

Functions

0|2
e Or Click the SpacePicker button e av:ga o Tools (|| SpacePicker )Functions ‘ Autofit | 1| Pl o« | »
MiniToolBox L4
and then click the Space Picker Rows and Cells » Go To Cel M_ Update Lists | Help | Set Default Order
button in the MiniToolBox e ;

Reports

Using SpacePicker to Enter Rows of Data in the Inventory Worksheet

e The SpacePicker starts up as a data input

form which allows you to enter data
. . . APPA-ClaenOpsStaff Category Space Picker (Inventory Data) @
without typing into the worksheet J Click to see
L. A A =] Next After Space [l = Cleaning Levels 7 Show Space List Space List
e Thisis a very flexible data input tool and ek 123l als|el) T [on i
ou should consider making it your main B T N T | .
y sty [ ‘Admin Bidg 1 103 566 ‘ ::::;:g e

data input tool =
pace Category o . Leve\! -

Flex Field
— 7 |
e You can change the way the tool behave l Jack Jones ["Storercom ez
by checking and unchecking the various |7 Prompten Couokese | o [ hent | (Bt
Paste

ChECkbOXGS [ Auto Increment [ Quick Space i‘ i“T

X A [ Next After Paste [~ Auto-Copy Pin
e To enter data into your inventory
worksheet, click the row you want to
start entering data into

e Move the SpacePicker to a position on the screen that gives you a good view of the worksheet

e Uncheck the Prompt on checkbox. Check the Auto Increment checkbox. Check the Next After Paste
checkbox.

e Enter data into the Data Input Form section

o Use the keyboard “ENTER” key to move from one input box to the next and to invoke the Paste button
after the last data has been entered.

e After the data has been pasted, the SpacePicker will move the worksheet insertion point to the next row
and set focus to the Building input box in the Data Input Form section.

e Continue using the keyboard “ENTER” keyboard cycling through the input boxes entering and changing
only the data that is different for the previous pasted row.
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Using SpacePicker Quick CSF Feature for Fast CSF Entry

Enter all data into your inventory worksheet for
as many rows as you wish but leave the CSF
column blank if you wish

Click the Quick CSF button in the SpacePicker.
This will turn the SpacePicker into a tool that will
now only paste CSF into the worksheet row while
leaving the rest of the data in the worksheet
unchanged

Click in the first row of the worksheet to begin
entering or editing GSF

APPA-ClaenCpsStaff Category Space Picker (Inventory Data).

|

[v Next After Space
[ Next After Level
Buiding

Cleaning Levels
-
a5
Foor

| — | -

4‘5‘C2| Help

T B T ]

Flex Field i "
lex Fiel T Space“gategory = = LE‘.E|! -
Inc Rm N
¥ Quick CSF refmie ‘ e A
T Quick Space | = L
ol Pin

Enter the CSF value in the CSF input box and hit the keyboard ENTER key. The worksheet insertion point

will advance to the next row and focus will be given to the CSF input box
Enter the CSF value for the next row and hit the keyboard ENTER key.
Repeat the previous two steps until you have entered or edited CSF values for all the rows

Using SpacePicker Cleaning Level Section Feature for Fast Cleaning Level Entry and Editing

Enter all data into your inventory worksheet for
as many rows as you wish but leave the Cleaning
Level column blank if you wish

Check the Next After Level checkbox to the left of
the SpacePicker Cleaning Level section. This will
cause the worksheet to advance to the next row
each time you click one of the six level buttons
Click in the first row of the worksheet to begin
entering or editing Cleaning Level

Flex Field Space Category

| Public (Crrculation) wlth Hard Floo v

[_ Prompt on
F Auto Increment
| Next After Paste

Inc Rm No
[ Quick CSF

[~ Quick Space

[ Auto-Copy

APPA-ClaenOpsStaff Category Space Picker (Inventory Data) w
Clearng revers Show Space List
[ Next After Space _= " s . | P | = ‘ Cz) &
Buiding — | F)oor Rm J_l CSF!!I

Level = .

-

Inc Amt

—— =

Pin

Click the desired Cleaning Level button. Observe that the level has been pasted into the worksheet and

the worksheet advanced to the next row

Repeat the above step until you have entered or edited the cleaning level for all desired rows
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Using SpacePicker Space Category List Feature for Fast Space Category Entry and Editing

e Enter all data into your inventory worksheet for
as many rows as you wish but leave the Space
Category column blank if you wish

e Click inside the macro staffing and inventory
worksheet in the row you wish to add or edit
data

o Check the Next After Space checkbox to the
left of the SpacePicker Cleaning Level
section. This will cause the worksheet to
advance to the next row each time you click
one of the Space Category buttons

e Click the Show Space List button

e Click one of the Space Category button to
paste the space category in to the row

e Observe that the space category has been
pasted into the worksheet and the worksheet
has advanced to the next row

e Repeat the above step until space category
has been pasted in all desired rows

==

APPA-ClaenQOpsStaff Category Space Picker (Inventory Data)

APPA Standard Categorys I Local 1-15 | Local 1630 | Local 3140 |

Unknown Nursing Station —-Hard Floor

Auditorium Seating & Foyer Office with Carpet Floor

Auditorium Stage & Wings Office with Hard Floor

Cafeteria with Carpet Patient Conference Room

Cafeteria with Hard Floor a Patient Treatment Area —-Carpeted
(Classroom With Carpet Floor Patient Treatment Area —-Hard Floor
Classroom -With Carpet Floor -High Us: Pubiic (Crculation) with Carpet Floor || |

Classroom With Hard Floor -High Use Public (Circulation) with Hard Floor
Classroom With Hard Floor — Research Lab with Hazardous Waste
Dormitory Lounge Research Lab without Hazardous Waste
Dormitory Sleep/Study Shower Room
Dormitory Washroom Stainwel
Entranceway v Storeroom
‘Gymnasium (Wood Floor) Utiity

Library with Carpet Vending

Library with Hard Floor ‘Washroom

Locker/Changing Room - No Shower ‘Washroom-High Use

[¥ Next After Space j‘ (ilea‘n'\ngLeve: | . ‘ = |c2|

[+ Next After Level Heb Close

Buiding | karJ .

R o | O i

Space Category e Level |

\ Public (Circulation) with Hard Fiog » =

Inc Rm No
- o | Prompton
- I Auto Increment
RS | next After paste

Flex Field 1

[~ Quick CSF . e
[~ Quick Space :‘v =L 2

[~ Auto-Copy Pin

up/down arrows in the SpacePicker

the 33 APPA standard categories

e You can manually advance to the next row in the worksheet by clicking one of the three sets of gray

e Note the four tabs in the Category list section giving you access to all of your Local Categories as well as

Using SpacePicker Cleaning Level Section Feature for Fast Cleaning Level Entry and Editing

e You can use the Row Copy and Paste Section of
the SpacePicker to copy an existing row and then
paste all or part of the row to a new single row or
to a range of rows

o Click inside the row you wish to copy and click
the Copy button in the Row Copy and Paste
Section

o Observe the data now in the input boxes of
the Data Input Form section

o Click inside the worksheet in the row you want
to paste into or select a range of rows you
wish to paste into

APPA-ClaenOpsStaff Category Space Picker (Inventory Data)

Cleaning Levels
[ Next After Space _= 2 ‘ 2 | 3 | P ‘ z |C2
[v Next After Level _~
Building

Six Data Olear
Bars

Show Space List

Help Cluse

Six Data Copy

—
1 U Bars
Flex Field ﬁ Space Category
- Useto set the auto-
1l
‘ 1 increment
nc Rm No =
[”" Prompt on [~ Quick CSF Inc Amt
Useto manually
v Auto Increment [ Quick Space TR CEED
[ Next After Paste 1_ Auto-Copy number

entire row

e Click the Paste button and click Yes if prompted. Observe the data pasted to the new row or rows
e Note the six blue Data Copy Bars in each data input section. Click these bars to copy an individual cell
from the worksheet into the input box. This allows you to copy data into the form without copying yhr

e Note the six red Data Clear Bars in each data input frame. Click these bars to clear the associated input
box. If ainput box is blank then no data will be pasted into that field during the paste operation. This
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allows you to copy an entire row, but only paste some of it’s data
e You can manual increase or decrease the space number in the form before pasting with the Manual Inc

Rm No. arrows buttons. The row number will increase/decrease by the number in the Inc Amt input box.
e You can enter a different increment number or use the up/down arrow buttons to change the increment

in the Inc Amt input box

e Check the Auto Increment checkbox to automatically increment the row number of a range of rows with

pasting operation

e Check the Prompt on checkbox to turn on prompting before pasting feature.
e Reminder: you can pause the mouse pointer over items in the SpacePicker to get a screentip on what

the item will do when clicked.

Using SpacePicker Quick Space Feature for Fast Space Category Entry and Editing

e Enter all data into your inventory worksheet for
as many rows as you wish but leave the Space
Category column blank if you wish

e Click the Quick Space button in the SpacePicker.
This will turn the SpacePicker into a tool that will
now only paste Space Category into the
worksheet row while leaving the rest of the data
in the worksheet unchanged

e Click in the first row of the worksheet to begin
entering or editing Space Category

APPA-ClaenOpsStaff Category Space Picker (Inventory Data)

|

Floor,

|l [¥ Quick Space | -

Cleaning Levels
[~ Next After Space _4 0 | 2 | 3 | 4 | s ‘ o |
|v' Next After Level _¥ Help

Buldng ] — - [ "

Hi“T

Level L |

Inc Amt

[ a

| Paste

Flex Field 1 Space Category B
Office with Carpet Floor -
Inc Rm N
- a | Prompton [~ Quick CSF ne Am o
hd

Pin

e Select the Space Category from the dropdown list in the CSF input box and click the Paste button. The
worksheet insertion point will advance to the next row and focus will be given to the Space Category

input box
e Select the space category for the next row and click the Paste button.

Repeat the previous two steps until you have entered or edited Space Category for all the rows

Use the KeyPad, Short Cut Menus, and QEntry to Speed up Data Entry: _

1. Use the KeyPad, Short Cut Menus, and QEntry tools to
speed up data entry
2. KeyPad
a. Onthe MiniToolBox in the upper left corner in the
Macro Staffing & Inventory worksheet, click the
KeyPad button
b. Click the Help button on the MiniToolBox and scroll
down to read the instruction for using the KeyPad
3. Short Cut Menus
a. Rightclick in the inventory worksheet and select
‘Rows and Cells’
b. Click a command from the right hand drop down list
4. QEntry

a. Click the QEntry button

b. Click the Help button on the QEntry toolbox and
read the instruction for using the QEntry.

c. You can expand the QEntry tool by dragging it
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slightly off the top of the screen then rolling the
mouse pointer over it.

d. You canthen toggle between expended and
collapsed size by clicking in an inactive gray area
on the tool.

NOTE: You can also use the User Manual for exercises to
practice using these tools.

Generating Reports:

1.

Once you have complete data in the Macro Staffing &
Inventory worksheet, you can generating the standard
APPA reports found in the guidelines book as well as
special reports added by CleanOpsStaff-3ed
On the MiniToolBox in the upper left corner on the
Macro Staffing & Inventory worksheet, click the
Reports button to activate the Report Generator
toolbox
The report generator will let you run standard APPA
Guidelines reports :

a. Macro Staff by Levels

b. Micro Staffing by Room

c. Micro Staffing by Building

d. Cost of Cleaning by Level

e. Time to Clean

f. Current Levels Cost by Room/Space

g. Current Levels Cost by Building

h. Audit — see Quick Help file for instructions. Or

click the Help button on the Report Generator.
You can also run special reports added by
CleanOpsStaff-3ed:
i. Audit Analyzer
ii. ProScheduler

Click the Help button on the Report Generator toolbox
and read the instructions for generating reports. The
Quick Help file contains detail instructions for the audit
report
You can click the Help button on the ProScheduler
interface to get instructions on how to use the
ProScheduler

1 (B

Reports Generator £3

Macro Staffing by Levels Micro Staffing by Room ‘

Cost of Cleaning by Levels ‘ Time to Clean ‘ ProScheduler |

| Current Levels Costl Audit ‘ Audit Analyzer ‘ PDA| ‘

Filter on Cell ‘ Remaove Col Filter‘ Show All ‘ Sort-a ‘ Sort-d

Up+| Dn- I W QEntry ‘ Main Menu ‘ Close ‘ Help | Pin

¥ auto Activate

You can move around within report worksheets in
much the same way you would in any regular excel
worksheet. CleanOpsStaff-3ed also has several tools to
assist you in moving around.

Category and Record Buttons - these buttons are on
the MiniToolbox and allow you to go to the Next,
Previous, First and Last item by clicking on the

Toolbox - Macro Staffing by Level F
First Category

s Previous Category

port MNext Category

stor Last Category ]
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10.

respective button
MiniNavigator - if this tool is not already visible, Right-

Click inside the worksheet and select MiniNavigator 'g Report Bl [ 22l
i =t | Enc | 5 pr
from the pop-up short cut menu First Record T e e
e o . . . il d 1 0
You can move the MiniNavigator to any location in the —— e ——

Last Record

worksheet you wish and click the Pin button to pin it to
that location for the duration of your current session.

Managing Space Inventory Files:

1.

You will use the file management buttons at the
bottom of the Main Menu worksheet to
manage your space inventory files in much the
same way you would manage regular excel
workbook files.

Open Save Save As Close

CleanOpsStaff-3ed appends “-HECS-DATA.XLS” to the end of all space inventory data file names and
stores the file on the hard drive in a folder of your choice. The Default folder for space inventory data files
is “C:\CleanOpsStaff-3ed Data”

You can have as many Space Inventory files as you wish saved to any drive (local drive and networked
shared drive) you have access to.

You can also right-click in most worksheets, and select Functions from the short cut menu, and then
select one of the file management commands.

You will use the Open button to open a data file. Itisimportant to note that opening a CleanOpsStaff-3ed
data file behave the same way opening a file in excel behaves, except CleanOpsStaff-3ed actually only
make a copy of the data in the data file and places it in memory, and remembers the file name. The work
you do in CleanOpsStaff-3ed has no effect on the file on the drive unless you use the Save button.
Because CleanOpsStaff-3ed remembers the file name that it opened (copied data from) last, if you click
the Save button, the data in the file on the drive will be overwritten with the data in memory.

To save the CleanOpsStaff-3ed data file that is currently in memory under a different file name, you will
use the Save As button. CleanOpsStaff-3ed will remember the file name used in the last Save As in the
same way as Excel does and any subsequent Save operations will overwrite the file used by the last Save
or Save As operation

To close a file in memory without saving it, and to clear the “remembered file name” you will use the
Close button. The Close operation works the same as it does in Excel. It clears the data file from memory,
clears the “remembered file name” as well as reloads the default configuration information back into
memory.

Backing Up Your Space Inventory Files:

As with all your important files, you should make sure you have a file backup procedure that ensures you have
backup copies of all your important CleanOpsStaff-3ed data files contained in the CleanOpsStaff-3ed Data folder
and any other place you store data files. If is not necessary for you to back up the program files in the
CleanOpsStaff-3ed Program Files folder since you can always use the Get Latest Release button in the Program
manager to get them again. You should NOT use CleanOpsStaff-3ed files management buttons to manage your
backup procedure. You should use the Windows File Explorer to copy the important data files to a different
physical drive. These are the files that you should ensure you have backup copies of:

Files that you create ending in “~ HECS-Data.xIs” (your data files). There is no need to back up the
exercise/practice “~ HECS-Data.xls data files since you can use the Get Latest Release button to get
them again if you need to.

Files that you create ending in “-HECS-Cust.xIs” (your custom standard category files)

Files that you create ending in “-HECS-Loc.xlIs” (your local category files)
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PROTECTING YOUR WORK IN PROGRESS:

another physical drive.

e Files that you create ending in “-HECS-Var.ini” (your configuration Variable files)
e CleanOpsStaff-3ed-HECS-Vars.ini (the default start-up configuration file that determines the default
configuration that is load upon startup and after a file Close operation.

e (CleanOpsStaff-3ed does not have an undo function and it does not have an auto-save function. Before
you begin extensive data input or data modification work on a CleanOpsStaff-3ed data file or any file for
that matter, it is recommended that you use the Windows File Explorer to make a copy of the file to

e After about 30 minute of work (or how ever amount of time you are comfortable with in the event of an
unusual event such as a power failure that might cause you to lose data),
o save the file using the CleanOpsStaff-3ed file management button,
o and then using the Windows File Explorer, copy it to a another physical drive under a name not
already on the backup drive and append a date and maybe time to the file name
o Repeat this process at whatever interval you become comfortable with

Creating a Sixth Cleaning Level for a Standard Space Category:

1. The Guidelines book has 33 standard space categories and five
cleaning levels for each of them for you to choose from when
entering your data into the inventory work sheet

2. If the five cleaning level do not properly reflect the cleaning
activities and frequencies for your space, you can create your
own cleaning level that CleanOpsStaff-3ed has designated as
Level C2

3. From the Main Menu click the Standard Space Category
Matrices button

4. Inthe Standard Space Category Matrices Navigator that pops
up in the right side of the screen, click on the space you are
interested in

5. Click the Help button in the MiniToolBox and read the
instructions on how to change the frequency of the cleaning
activities under Cleaning Level C2.

6. You can also use the Include and Exclude button to exclude and
include activities from all six levels.

7. You can exclude a task for all six levels or you can exclude the task
for Level C2 only. You can not make any other adjustments to the
standard room matrices. If you need more than just excluding tasks
and modifying frequencies then you must use the Local Category
feature to create your own local matrix.

NOTE: Please note that when you include and exclude activities, you
would be incorrcet to refer to the level as an APPA standard unless you
note the change you made to the frequency and/or the exclusion you
made.

To Standard Space Catego...@

Classroom-Hard Floor HPS
Entranceway

Locker-Changing Room No Show
Office with Carpeted Floor

Public (Circulation) Hard Floor
Research Lab with Haz\Waste
Research Lab without Haz\Waste
stairwell

Storeroom

Washroom

shower Room

Public (Circulation) Carpet
Office with Hard Floor
Classroom-Carpet floor
Classroom-Carpet floor H-use
Classroom-Hard Floor H-use
Washroom-High use

Utility

Vending

Dormitory Lounge

Cafeteria with Carpet
Cafeteria with Hard Floors
Library with Carpet

Library with hard floor
Auditorium Seating and Foyer
Auditorium Stage and Wings
Gymnasium (Wood Floor)
Dormitory Washroom
Dormitory Sleep-Study
Patient Conference Room
Patient Treatment Room w Carps;l

Main Menu staff service Levels

Go To

vinToolbox - Standard Space Categories

u Include All Exdlude All

es | Indude Selected Exdude Selected

itom Standard Categories File | SetLevel C2
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Custom Standard Category File:

1. Once you have made changes to customize standard space categories (matrices),
you can save a Custom Standard Space Category File containing all 33 of the R e oy o e e
standard space categories changes you made. f— e M

2. While viewing one of the 33 Standard Category Matrices, Click the Help button on Load Custom Standard Categories Fle | SetLevel 2
the MiniToolBox and read the instructions on Custom Standard Categories files oo i Gty o L

3. Click the Save Custom Standard Categories file button on the MiniToolBox e — Pt

4. You can save and many Custom Standard Space Category Files as you wish to any drive your computer has
access to.

5. CleanOpsStaff-3ed appends “-HECS-CUST.XLS” to the end of all Custom Standard Space Category File names
and stores the file on the hard drive in a folder of your choice. The Default folder for file is “C:\CleanOpsStaff-
3ed Data”

6. You can load them back into memory, one set of 33 at a time, for future use.

7. You can also make any one of your Custom Standard Space Category File the Start-up Default by denoting it as

such in the Configuration form

Local Space Categories:

1.

You may have special spaces that are not well

represented by any of the APPA 33 standard space [— 1]
categories. CleanOpsStaff-3ed allows you to create 15
(40 with the ProLocal upgrade) of your own local space
categories based on your own cleaning activities and .
your own frequencies and base times or ISSA cleaning

o Catogpry e | P (e | bt | B | Lt | Sl Cogee e | Lol el | Hep | Moo | O | P

M- Lol Sy oy P

times.

From the Main Menu click the Local Space Categories
button

Click the Help button on the Local Space Categories
Navigator and read the instructions for Local Space
Categories

You will use the Local Space Category Maker to create
the local category using the instruction you get when
you click the Help button on the Local Space Category
Navigator.

Once you have created local space categories, you can
save a Local Space Category File to disk containing all 15
(40 if you purchase the Pro-Local upgrade) local space
categories including the ones you created and the blanks
ones. You can save as many Local Space Category Files
as you wish.

CleanOpsStaff-3ed appends “-HECS-LOC.XLS” to the end
of all Local Space Category File names and stores the file
on the hard drive in a folder of your choice. The Default
folder for files is “C:\CleanOpsStaff-3ed Data”
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Granting Permission for Shared Users to Run CleanOpsStaff-3ed on the Same Computer:

1. CleanOpsStaff-3ed is distributed under a Single User License
Agreement, and can legally only be installed on one desktop and one
laptop under the same Product Code to be used by a single user.
However, if the Product Code is activate on only one single
computer, there is no limit as to how many people can use
CleanOpsStaff-3ed as long as the program is only running on one
computer at a time under the same Product Code.

2. You will use the Manage Shared User button to give other users
who can log onto the single computer permission to run
CleanOpsStaff-3ed in Full Feature Mode on the single computer.

Manage Shared Users

IMPORTANT NOTE: The user on the single computer who activates
CleanOpsStaff-3ed will be recorded by the Program Manager as the Main
User. The Main User will be the only user who can grant permission to
others to run CleanOpsStaff-3ed in Full Feature mode. Only one user
should be logged on when granting permision and running CleanOpsStaff-
3ed setup. Each shared user will need to log into the single computer and
run CleanOpsStaff-3ed setup once to install CleanOpsStaff-3ed under their
user name on the single computer.

3. Click the Manage Shared User button to launch the Manage Shared

User tool

4. Enter a user name into the Add User Input Box.

5. Click the Add Shared User To Permission List

6. Repeat for all the shared users you want to give permission to.

7. Click Save Permission List button to activate the permission list and
confirm and save it to disk.

8. Click the Close button

9. Note: you may click on the Read Current Permission List button to

retrieve the current permissions.

10. When you log off the computer and a Shared User log on, the
Shared user will run Setup to install CleanOpsStaff-3ed under their
Log-in account. After installing CleanOpsStaff-3ed only once,
shared users will run CleanOpsStaff-3ed as they do all other
Windows programs. Always ensure there are no others users
logged on to the computer when uninstalling and installing
programs or running Setup.

11. The Shared user will not have access to all Program Manager
functions, but will have access to all Main Program function that the
Main user has access to. The Shared user will not have access to the
grayed out disable buttons as shown in the screen shot to the right.

12. The Shared User Information box at the top left of the screen will
indicated the status of the shared user.

13. If the shared user has not been granted permission by the Main User
the Shared User Information box and the
Terms/Agreement/Status/Message box will reflect this status and
the Shared user will only be able to run in Demo mode

Note: The Main User and all Shared Users will have access to the same two
CleanOpsStaff-3ed Folders (“CleanOpsStaff-3ed Program Files” and
“CleanOpsStaff-3ed Data”

i Manage Shared User (=@ =]}
Shared Ussrs Pemission Lst  Add To Grart Permission List
Bill
BobbyM
Mary® Add Shared User To Pemission Lis
Read Cunset Pemission List
Save Currsnt Pemission List
I Remove User From List l Delete Al Sharsd Users
I Remove Al Users From List l [ Case

Help
Setting
Started

Action buttons - click to take action.

l FPDA Manager

‘ Eun Full Feature Mode ‘

’ Cuit Program Manager

)

CleanOpsStaft™ vi.0 Program Manage

5
S ermission granted
-
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14. The Main User can use the Remove User From List button and the
Delete All Shared Users to revoke permission to Shared Users.
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Setting Up File Sharing in Network Shared Folder (NetEnabled with ShareAware):

CleanOpsStaff-3ed is a single user application designed to run on the “C” drive of a desktop or laptop
computer and some tablets. However, it can load and save files using any drive your computer has
access to including local area network drives.

While the Old CleanOpsStaff can open and save files to any drive including shared drives, it is not
network enabled and therefore users cannot share files without the risk of file conflicts such overwriting
each other’s work or file open failure when attempting to open files at the same time as other users.

CleanOpsStaff-3ed is NetEnabled with ShareAware which allows CleanOpsStaff-3ed users to share
inventory and audit files on a shared drive while always being aware which files are in the shared folder
are being used by others.

The following example is used to assist you in operating CleanOpsStaff-3ed in a shared network mode.
Assume that you, Mary Wilson, and Jack Jones are CleanOpsStaff-3ed users and you want to share the
same inventory and audit files. Follow the below steps.

Create a folder on a shared network drive and give each user “read/write” permissions to the folder (in
this example we will name the folder Network CleanOpsStaff Data).

e Using the steps described in the

screen shot to the right, change — P
. . CleanOpsStaff-3ed Configuration o ————— Py - —_— @
the Data Files Location to the -
shared network folder. CleanOpsStaff-3ed Configuration Save Confguraton
Define Local Variables Form to Disk
. . . ituti figuration | Your Department Name From Configuration
° erte the Confl Uratlon tO ‘ Your Institution Name From Conf
g Local arinhlas Session System Settings b‘;?gb?;"ﬁg#aéﬁﬂ
memory Log 420 [ Error Logging [ Error Alerting EEm
o Step 1 Click Data Files ™ Event
. . Location Flex F - S—
e Set the configuration as the — St?tp ‘t‘h C'lckfthls th_IttO;' to mvatabe
Lo Step 2: Browse to the folder 150 writé the configuration rorm
Sta rt-up and Default Network CleanOpsStaff Data ——— || @ e to disk bead
Configuration ] b R guaton
& Step 3: Select the folder == VRS (T
from the Folder Dialog Box .25 — File Locking and Protection Mernory to Form
A d click OK th lick Y. [ Lock Keyboard Entry ~
e There is no need to change the R SROETES BT |1 ook Paste uncton | — o o
. . : I Lock Space Mat e 1 Variables fi
Local Space Categories File, the ™ T  Lock Conragon - =228 {1\| o To wemory
Configuration Variable File and | e 5 [ Check | uncheck a1 .
the Custom Standard Space <Data Files Location \! \\ERNESTHUNTERLP2\Network Clea |C:"‘.‘C\eanOpsStar’r’—3@d Data Close
Catego”es Flle Iocatlon from I’Sllegenore Cor?;;fltriaulp rStEP 2 Lol il 0o ‘qlti:rzoicn;joduast: Eloenfiguration in memory for this
“uen H it
the “C” drive as they are not I~ Ignore Matrices ir :-gns,ﬂe;tshsocu?_nsﬂtgl:{ifgm to use space matrices in memory for this CleanOpsStaff
share enabled. Main Inventory and L Configuration Variables File |
N | C:\CleanOpsStaff-3ed Data\CleanOpsStaff-3ed-HECS-V
Local Space Categories File J Custom Standard Space Categories File |

YOU ShOU|d continue to use | C:\CleanOpsStaff-3ed Data\CleanOpsStaff-3ed-HECS-L | C:\CleanOpsStaff-3ed Data\CleanOpsStaff-3ed-HECS-C (

these file from you “C” drive. g ”—Hn
Set as Start Up and Default Configuration
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CleanOpsStaff-3ed Data

o If your work group want to use identical Local Space Categories File, Configuration Variable File, and
Custom Standard Space Categories File, then someone should create these files using the instruction in the
Help file and save them to the shared drive. However, user SHOULD NOT change the location for these file
to the shared folder. Instead, each user should make a copy of the three files to their own CleanOpsStaff-
3ed Data folder and follow the below instructions.

o For this example we will assume that someone created the three files, gave then the below names and
copied them to the shared drive Network CleanOpsStaff Data folder.

=  Master Local Variables-HECS-Vars.ini

= Master Local Categories-HECS-Loc.xls

=  Master Custom Standard Space Categories-HECS-Cust.xls

o You will use the Windows File Explorer to copy these three files from the shared drive to you own

o Follow the step in the screenshot to
use the three master configuration
files

o So now whenever you are you team
mate create new inventory and
data files, they will contain the
same local variables, the same
custom standard categories and the
same local category matrices.

CleanOps5taff-3ed Configuration

- -

Lo

- - P

=

CleanQpsStaff-3ed Configuration

Define Local Variables

Your Institution Name From Configuration

Local Variables

Local Number of Minutes in day ’T ’F

Select Local or Default Number
of Minutes in Day

@ Default
" Local

Local Number of Work Days Per
vear 250 P
Average Wage per Hour | $11.00 $11.00
Fringe Factor 1.25 1.25

Hours ner Year 2,080 2,080

Step 1: Click these
buttons and select the
file as indicated.

Serelt COnngurauuin

‘ Your Department Name From Configuration

Session System Settings
[# Error Logging [ Error Alerting
I Event

Step 2:
Write to

d type

® Text = _|
" Number —
— Fle Locking and Protection
[ Lock Keyboard Entry
[ Lock Paste function

Save Configuration
Variables from
Form to Disk

Load Configuration
Variables from Disk
to Form

Set Form Variable
To Default

Read
Configuration
Variables from
Memory to Form

write ¥ ;

Configuration

Set/Change
[ Lock Space Matrices Variables from
P; d
10 -10 [ Lock Configuration e Form To Memory
05 .05 Check Al | UnCheck Al Help
J_pssm = uiData |C:":,C\eamOpsStafr’-3ed Data Close

es W use with your Gusrent weentory and data file

[ Ignore Configurati’ | Information in data files. Chack this Dssfo use Configuration in memory for this

[~ Ignore Matrices in Data Files Checkbox. Check this box

Main Inventory and Data File

ocal Space Categories File

0 us Tt TCe S+ mol
Cunfiguration Variables File | N

‘ C:\CleanDpsStaff-3ed Data\Master Local Variables-HE(

ustom Standard Space Categories File

‘ C:\CleanOps: = Local CategoriesfHI} C:\Cle3|

aster Lustom

i
Set as Start Up and Default Condigtiration l Step 3: Set as Start-Up

andard S
|
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o The screenshot to the right
show the three main
components of the
NetEnabled/ShareAware
feature.

o File In Memory Share Status

Sharing Inventory Files in Network Shared Folder (NetEnabled with ShareAware):

‘ CleanOpsStaff-3ed ™ - vi.0, Copyright @ 2011

ShareAware information box -- C[eanOpSStaff_j’ed Main Men

vetenavted tells you who is using files in
- the folder when you click the Your Institution Name From Config
ShareAwrae button Your Department Name From Confi;
Data File:

Config. Variables File: C:\CleanOpsStaff-3ed Data\

Share status of the file you have in
memory

CleanOpsStaff-3ed Informati.

Move to Anothel  onitor

o Show Files In Use By Other
button (ShareAware button) —
click to see who is using files in
the shared folder

opened files and the time they
opened them.

bOX - |et you knOW |f you Move to Primary' bnitor FILES IN USE BY OTHERS

opened the file with full
. . Network File Shari Status

read/write control of if you _ : | | T s oy e stz
. Show Files In Use By C hers

opened in read only mode —

of who is using file in the

o ShareAware Information box — Ml shared folder
shows a list of other who has

Iv |Auto-Activate Sel Al | To Clipboard | [~ To Notepad

To Word | To PowerPoint  To Printer Pin

Network Inventory File Sharing Instructions by Example

o The user has an inventory file in memory and
was to first to open it, so the use has full
control of the file in read/write mode.

CleanOpsStaff-3ed Information Center

ES IN USE BY OTHERS

Move to Another Monitor
Move to Primary Monitor

Network File Sharing Status

r)

Show Files In Use By Others

ere were NO fies in Use by others at 10/22/2011

Program Status

Mode -> Pro
Records Capacity-> 15000
JustDoNext -> Activated

Iv |Auto-Activate  Sel Al |ch Clipboard ‘ [~ To Notepad

To Word | To PowerPoint | To Printer

o The user has an inventory file in memory and
was to first to open it, so the use has full
control of the file in read/write mode.

o Mary Wilson has opened and taken control the
North Campus inventory file

\\ERNESTHUNTERLP2\Network CleanOps5taff Data\North
Campus-HECS-Data.xls
In use by Mary Wilson since 10/22/2011 12:09:19 PM

Network File Sharing Status

how Files In Use By Others

‘You can open these fies in READ ONLY mode only.

Last updated at 10/22/2011 12:12:12 PM

Program Status

Mode -> Pro [+ Auto-Activate Sl Al | To Cipboard ‘ I~ To Notepad
Records Capacity-> 15000 To Word | To FowerFoint | To Printer Fin

BoartPaklnut ~ Actininad

o The user has an inventory file in memory and
was to first to open it, so the use has full
control of the file in read/write mode.

o Mary Wilson has opened and taken control the
North Campus inventory file

o Jack Jones has opened and taken control the
East Campus inventory file

Move to Another Monitor

CleanOpsStaff-3ed Information Center

Move to Primary Monitor

FILES IN USE BY_ OTHERS
Network File Sharing Status
\\ERNESTHUNTERLP2\Network CleanOpsStaff Data\East

mpus-HECS-Data.xls
In use by Jack Jones since 10/22/2011 12:14:38 PM

\\ERNESTHUNTERLPZ\Network CleanOpsStaff Data\North
‘Campus-HECS-Data.xls
In use by Mary Wison since 10/22/2011 12:09:19 PM

l
You can open these files in READ ONLY mode only.
Program Status = ¥ '
Mode = Pro Last updated at 10/22/2011 12:14:48 PM :
Records Capacity-> 15000 I
. [ Auto-Activate  Sel Al | To Cipboard | [~ To Notepad
JustDoNext -> Activated

To Word | To PowerPoint | To Printer

ProMobile-> Activated
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o Use attempt to open East Campus file, but is “riein useayanotnerveer [ .
warned that Jack Jones has it open and is in D e ——————

- Campus-HECS-Dataxls

control of it

o The use can open in Read/only' but will not be You can apen the file in READ ONLY mode, but will not be able
able to save back to the same file name. 10 save changes under this same file name.

Do you still want to open the file?

o User opened the East Campus file in Read/Only

mode. The user can do all of the same tasks Network File Sharing Status
within ClenaOpsStaff-3ed with the file .
including reports, create and score audit Show Eiles In Use By Others

packages. However, the user will not be able to
save the inventory file. This prevents the user
form overwriting any work that Jack Jones has
done to the file.

o If the user attempts to save the read/only file in Fie s Read oy R
memory the warning in the screenshot to the
right will appear preventing the user from
saving.

‘6. The current file is read only.

Inventory File not saved.

o When click the Function button on

the MiniToolBox and then click ‘ T Functions e
the Open button in the Functions van v work e ey RBW“M B Open Inventory Fe %vzwm i
t QEntry | Time Mode | QTicket %ﬁ\culator f )
OOI a dropdown tool appear o I p—— ( =—— ft " | ‘| R 0]2 Save Inventory Fie To Conversion Woﬂ(sheet| Standard Space C
ools | SpacePicker (| Functions | Jutof |
co nta'n'ng a ShareAWdl'e button GoTo Cel |T Updste IBES | Help | Set Default Order‘ k i J\ Ins/Del Row(s) | Configuration | Main Menu
. Show Files In Use By Others. i
o You can CIICk the ShareAWOre ’67 o < B> | ¥ o7 M’i mr ‘ s TFHAL1 Column Fwter‘ Ins/Del Row ‘ Show Al ‘ﬂ
button to find out if anyone is '

using the file before you open it.

Sharing Audit Package Files in Network Shared Folder (NetEnabled with ShareAware):

o When you click the RepOftS button on the | GleanOpsStaft-3ed ™ - v1.0, Copyright © 2011 Emest R. Hunter, Sr-
MiniToolBox and then click the Audit button in el Sz =
the Reports Generator t00|, the dropdown tool Macro Staffing by Levels ‘ Micro Staffing by Room or by Bldg |

. . Cost of Cleaning by Levels ‘ Time to Clean ProScheduler |
as shown in the screenshot to the right |
b Current Levels Cost ‘ [+ Make Audit Package [+ [v
appears. E—— RS! ¥ Load nudt package

o The Sha rEAWH re button appears in the | up+ F\_MakeAudltPackagefrom Field Audit Sheets from PDA

. Al lake Audit Package from Field Audit Sheets from PC
dropdown list so you can become aware of \ i
what audit files are already in use by other Show FesInUse By Others cancel

N = T | T

CleanOpsStaff-3ed users
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Network Audit Package File Sharing Instructions by Example

o The user successfully loaded Audit- | audit Instrument REPOFt  ou need to score 57 spsees. (000)
4 Audit Assessment File Name
o Jack Jones has loaded Audit-2 anal Description Cell \\ERNESTHUNTERLP2\Network CleanOpsStaff Dat: udit#HEC‘}Audit.th
10f 37 <
H H Building Floor Space 1 CSF
o Mary Wilson has loaded Audit 5 e > pac — L
ch Lab without Hazardous W/ Appearance Level CleanOpsSta-3ed - Audit/Inspection Spaces To L. EIESH
Weighting
ppearance ftems Factor g 2 g “ FILES TN USE BY OTHEI
halkboards and erasers - "
loors 68 \\ER! INTERLP2\Network CleanOpsStaff Data
lorizortal surfaces and ashirays, el 6 \Audit2-HECS-Audit.xis
ighting and Light fixtures 1 In use by Jack Jones since 10/22/2011 12:47:04 PM
ockers and benches -
ILtside walks and ramps [10] -
ihowers and drains including showe) - /
“ailets, urinals,washbonls, soap disp - i\l [TERLP2\Network CleanOpsStaff Data
rash containers and pencil sharpen) 22 A CS-Audit.xls i
‘ertical Surfaces: walls, doors, wind 3 n use by Mary Wison since 10/22/2011 12:45:09 PM
Jalk-off rmats -
\\ERNESTHUNTERLP2\Network CleanOpsStaff Data\East
Meed o score 5 liems Total aw scoe.... Campus HECS Data.xis
Level = raw /Sum (Weighting Factors) ..... 1n use by Jack Jones since 10/22/2011 12:14:38 PM |
20f 37 \\ERNESTHUNTERLP2\Network CleanOpsStaff Data\North
Building Floor Space 1 CSF Campus-HECS-Data.xls
arton Hall 1 112 | 50 In use by Mary Wison since 10/22/2011 12:09:19 PM
som Appearance Level
A { th files in READ ONLY mod 8
e mme W:g;::rng 1 2 3 a ‘ou can open these files in mode only.
T ——— Last updated at 10/22/2011 12:48:22 PM
loars 13
lorizontal surfaces and ashitrays, tel
ighting and Light fixtures 1

ockers and benches

lutsice walks and ramps (10 - Iv |Auto-Activate  Sel Al I To Cipboard | [~ To Notepad
ihowers and drains including shawe -

To Word I To PﬂwerPo\ntl To Printer | Close Pin

o The user attempted to load Audit- fleln e by Anofpeloe] _ i
5, but was prevented from doing so ) \\ERNESM.«{MMN.&MOMW

Data\Audit5>-HECS-Auditxs

because the AUdIt paCkage flle IS In | ( In use by Mary Wilson since 10/22/2011 12:45:09 PM :

use by Mary Wilson i Vo o LR e e bcase 11 s o arther

Click OK and choose and different file.

. —
o User attempted to save an Audit ol J:ch Jogng ™ 3
PaCkage from memory with the @‘] \\ERNESTHUNTERLP2\Network CleanOpsStaff
. - Data\Audit5-HECS-Auditxls

name Audit-5. He was prevented
In use by Mary Wilson since 10/22/2011 12:45:09 PM

from dOIng because a flle Wlth the ‘You can not|save using this file name because a file with the
same name ias : by another user.

same name is open and in use by
Mary Wilson

Click OK and choose and different file name.

o The ShareAware button is

finiNavi | X | -
conveniently located on both the pl HRToGbox - Al e Repor (4 e | e |
5 Main Menu First Space F — sl
Load Audit and Save Audit e || maasee (3 omnms | wesnsec
o Print/Export Report Mext Space
dropdown tool so you can easily i i = [ Soprtcoa | s | memcat [4]
Report Generator Last Space Reset Col | 4 | 3 nuck Popuiaton | Save Aude Package! I 7 Load Audt Package 1
become aware of what files are [ sud ropuon — e T w1
. . . Audit Instrument fo00
already in use prior to loading or gy | I ot |
- . . Aud it || cave PDA AU Sheets to PC You neet Make Audit Package from Fed Audt sheets on PoA. || VAL
Savl ng a n a u d It package fl Ie. D Additional nu::z;iqncﬂl Make AudR Package from Feld Aude Sheets on PC | [PRY)
I el muldng ) P L —
|Additional Deseriptic <5h0w Fils In Use By Others 3 |Barton H."ma “; Show Fies In Use By Others {
= = Gancel ~ r— Research Lab without Harardous T ———c =
3 [Rarton Hall —lﬁ—l—% I | e I I I . [irostor x1
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Using CleanOpsStaff-3ed with Multiple Monitors (MultiMonitor Enabled)

o To protect the integrity of the user interface
and worksheet layout. CleanOpsStaff-3ed is ———— ﬂ
designed to always run in a maximized | |
window and cannot be dragged to different
positions on the screen or to different monitor
connected to your computer.

o Users of the Old CleanOpsStaff have
commented that many of them use dual
monitors connected to their computer.

o To provide the ability to move CleanOpsStaff-

Ci

\- P NetEnabled

.
J

CleanOpsStaff-3ed

3ed from monitor to monitor, the Move to
Another Monitor button, the Move to Primary

Monitor'button, and the Select Monitor tool Hinter, Clean Op551
are provided. (With ProMobilet
o Follow the below steps: 1, MOS (Maste Hontae Con
e Click the Move to Another Monitor button pemng www.Hunte

’A

to launch the Select Monitor tool Release [

e Click on one of the four directional buttons

to select the monitor to move
CleanOpsStaff-3ed to fices Cleaning
e Click OK button when you have the moved f"th.e o _
. . ucational Facilitfe:
CleanOpsStaff-3ed to the desired monitor sensed tobe uselk.
NOTE: You must have at least two monitor data and
connected to your computer in Display Extended 1e3d™are believed

of production.

mode.

Setting Up Dual Monitors for Your Computer (MultiMonitor Enabled)

o The process of setting up dual monitors will vary depending on your computer and operating system. But,
generally it means right-clicking on a blank area on your desktop and then selecting one of the below series
of menus and commands.

e  Window-XP: Properties = Setting Tab. This opens up thee Display Properties Dialog Box
e Windows 7: Screen Resolution (); or
e Windows Vista: 2 Personalize> Display Setting. This opens up thee Display Setting Dialog Box

o Below are screenshot of the various interfaces you are likely to see on your computer for setting up dual
monitor operations. You can also reach these display management tools through your computer control
panel.

o CleanOpsStaff-3ed requires that the monitors be in display extended mode. It does not matter if they as
configured side-by-side or top-to-bottom and it does not matter which position your primary monitor
occupies.

o Move to Primary Monitor button on the Main Menu screen will quickly move CleanOpsStaff-3ed to your
primary monitor with one mouse click.
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file Edit View Tooks Help

Change the appearance of your displays

identity

g O

Dispiay 1. Mobile PC Dispiay 2
Resolution: 1920 x 1080 (recommended)
Orientation: Landscape 2

Mltile displays: |Extend these displays  ».
This s currently your main dispiay.

sctor (o press the A key and tap ¥

CJ() W Controi Panet » Agpesrance and Persomaiization » Dispiay » Screen Resonsion -
7 \) — — ]

(L) 8 » ConrotPanei » Aspesrance and Persoraization » Dispiay » Sreen Resoiution .4

File Et View Tools Melp

Change the appearance of your displays

| —
Display. 2. HP w2408 Wide LCD Monitor ¥

Multipie displays | Extend these displays  »

Make this my main Gsplay

ector (e press the A ey and ap P

& Display Settingg

Monitor \

Identify Monitors

Drag theicons to mathnhms.

(2. (Default Monitor) on ATI Mobility Radean X1400 -
TbistsmyTg t
Resolution: Colors:
| 800 by 600 pixels

Advanced Settings...

How do I get the best display?

[ o J[ concs J[ aomy

)

isplay Properties

| Themes | Desktop | Screen Saver | App:ueatance‘”5'9'5"\9s |

Display:
Plug and Play Monitor on NVIDIA GeForced MX 440 with AGPEX
Screen resolution Color quality
Les S — More  [Highest (32 bi) v
1280 by 768 pixels I' "=\ '®m

Troubleshoot..
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File Locking and Protection:

1. CleanOpsStaff-3ed has a File Locking and Protection section in the
Configuration form. This feature is useful for organizations who wish to
centrally manage the data files and limit user from changing the data.

The action performed in this section effect only the current file in
memory.

2. File Locking: You can set four different type of file locking in order to _ _ _
protect your data from being accidently change while it is in memory. _'_F"f Lic:'”gba”dd pEr'JEECt'D”
The screenshot to the right indicate that none of the functions are - ink p:;;;:nct?n;v
locked and that no password has been set. [ Lock Space Matrices Sgtn’chlan%e

3. File Protection: You can apply password protection to your data before ™ Lock Configuration e
you save it in order to prevent others from changing the Lock Status of check Al | Unchedk Al
your files. Protection allows you to share your files with others so that
can open them without the password; however, they would need the
password to change any of the four lock statuses.

4. The four locking statuses are contained in the data file when you save
them. If you set a password before saving, anyone you share the file
with can open it without the password, but users cannot change the
locking status.

5. Lock Keyboard Entry: Check this box to prevent being able to enter data
in the Macro Staffing and Inventory Worksheet from the keyboard. This _ File Locking and Protection
is useful to prevent accidently changing data in the worksheet from the W Lock Keyboard Entry
keyboard. With this box checked, all the input columns in the Macro F tEEEZZiiﬁiZEﬁf; Set/Change
Staffing and Inventory Worksheet become write protected. You can still ™ Lock Confguration  (———

. . M UnCheck Al
paste data into the worksheet using QEntry, Keypad, Rows and Cells
Paste Right-Click short-cut menu, and the Paste button on the Staff
Calculator (QStaff).

6. Lock Paste Function: Check this box to lock out all the paste functions ~ File Locking and Protection
found in QEntry, Keypad, Rows and Cells Paste Right-Click short-cut Lo Kevboms Enty
menu, and the Paste button on the Staff Calculator(QStaff). This box ’I: toct ipa;e Ma:nces SR
also locks out the row Insert/Delete function preventing users from e
being able to insert and delete rows. ==

7. Lock Space Matrices: Check this box to lock out the ability to change the [~ File Locking and Protection
Standard Category Matrices and lock out the ability to make Local Space [ ook Kevboard Entry
Category Matrices. % Lock Space Matrices | Setichange

™ Lock Configuration

8. Lock Configuration: This box prevent users from changing the

configuration. This is useful when you want to ensure all users you share
a file with do not change the configuration variables and other
configuration aspects.

™ Lock Keyboard Entry
I Lock Paste function
™ Lock Space Matrices

— File Locking and Protection

SetfChange
Password

W Lock Configuration

Check All | UnCheck All
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9. Check All and UnCheck All: You can check and uncheck all the Lock _ Fie Locking and Protection
boxes at once by using the Check All and UnCheck All buttons. If you ™ Lock Keyboard Entry
want to share a data file but do not want the user to be able to change oL Z;fceeﬁjgtcﬁfens seycrage
any of the data, you would (1) click the Check All button, and then (2) ¥ Lock Configuration _——
click the Set /Change Password button, (3) enter password, and then (4) heckan | unchecka |
save the file.

Steps for Locking and Protecting a Data File:

1. The Locking and Protection section will look like the screen shot to the right if

— File Locking and Protection

the file in memory is not password protected and no functions locked out. ™ Lock Keyboard Entry
. . . . . ™ Lock Paste functi

Note that the Remove Password button is disabled (grayed out) indicating that | | oo i pueces | smnse

there is not password set for the data in memory ™" Lock Configuration
Check Al | UnChedk all

2. Click the Check All button to lock all four functions and the File Locking and — File Locking and Protection
. . . . . ¥ Lock Keyboard Entry

Protection section will look like the screen shot to the right. ¥ Lock Paste function
¥ Lock Space Matrices Ssg;cs:‘?;gde
¥ Lock Configuration
UnCheck All

3. Click the Set/Change Password button launch the Set New Password box:
a. Enter your Name (oprional)
b. Enter a password ( 4 to 8 characters — letters, numbers and special
characters of your choice)

c. Reenter the password and click the Set Password button e 1o 10 CharecesfBimtos
. ﬁ Set Password
d. Click OK

4. This will place the data in memory in locked and protected mode. This means
that you can not change any of the data in the Macro Staffing and Inventory =
worksheet and you cannot unlock any of the four locked features unless you P
click the Unprotect button and enter the password. -

5. Note all the Lock checkboxes are disabled (grayed out) which means the data [chedean ] Remove

Unprotect

SetfChange
Password

Password
in memory is in Protect mode

6. To regain access to the Lock Checkboxes while keeping the data under
password, click the Unprotect button.
7. Enter the password and click OK

8. The File Locking and Protection section will now look like the screen shot on

— File Locking and Protection

the right. The lock boxes are now available to be changed to allow you to work Eﬂ Kevboard Y| _protec |
on the data until you click the Protect button. P Lock Space Matrices | Sl

M Lock Configuration

Remove
Check All | UnCheck All Password

Page 35 of 41 When in doubt, click for the nearest Help Button!



9. Saving a Locked and Password Protected data file: regardless of the status of the Protect/Unprotect
button, when you save a data file, the lock box status will be saved with the data file. If you have set a
password, you will have to enter the password before you can save the file.

10. Users you share your password protected file with will not need the password to open the file, however,
they will not be able to change the lock box status without the password. You can save the file with any
combination of the lock boxes checked, with all of them checked or with none of them check.

Available Upgrades For CleanOpsStaff-3ed

In keeping with the Hunter Consulting and Training goal of users only paying for major features they need, we offer
several upgrades for users who have a need for them. You do not need any of these upgrades to fully implement all the
basic elements of the APPA operation guidelines book. However, for medium to large organization and for those seeking
to become power users, the upgrades add great additional capability and functionality to the application. The software
for the upgrades is already embedded into the application and therefore, the product identification is the same for the
old CleanOpsStaff upgrade and the CleanOpsStaff-3ed upgrade. However, some of the CleanOpsStaff-3ed upgrades
have enhancements not found in the old CleanOpsStaff since the old CleanOpsStaff will be locked at its current release
and will new enhancements or changes in the future.

(HCT-5x) Upgrade to CleanOpsStaff-3ed-Pro and Purchase Increase Record Capacity
http://hunterconsulttrain.com/CleanOpsStaffPro.aspx

Capabilities:

Add up to 15,000 additional record capacity in 2,500 records batches

) CleanOpsStaff-ProMobile PDA Manager =HCEh X |

(HCT-9) CleanOpsStaff-3ed-ProMobilePlus- ’@a,lipsstﬂzf« Pm‘MobﬂePDA Manager
PC/PDA
http://hunterconsulttrain.com/ProMobilePCPDAUpgra Mansge
de.aspx A?.:E?Z%"DTEJZ%%Z%ZZ';
Capabilities:
e Activate CleanOpsStaff-3ed-ProMobilePlus-PC on

one Desktop and one Laptop
e Activate CleanOpsStaff-3ed-ProMobilePlus-PDA

on one PDA
e Create Audit and Inspection files directly on the

PDA and upload to the PC —
e Download APPA cleaning audit/inspection sheets

for 200 rooms from your PC to your PDA and

record the results of your inspection on your PDA
while in the field.

e Easily upload audit/inspection results from your
PDA to CleanOpsStaff-3ed-Pro on your PC/Laptop

e Create space inventory files directly on the PDA
and upload to the PC

e Download 200 space inventory records from your
PC/Laptop to your PDA

e Use your PDA to collect and verify space inventory
data and easily uploaded the verified data to
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http://hunterconsulttrain.com/CleanOpsStaffPro.aspx
http://hunterconsulttrain.com/ProMobilePCPDAUpgrade.aspx
http://hunterconsulttrain.com/ProMobilePCPDAUpgrade.aspx

CleanOpsStaff-3ed-Pro on your PC/Laptop
Adds a fast efficient way to export and import
partial space inventory data

PDA/Mobile Device Interface =]
ProMobile PDA/Device Interface

Copy PDA Audit Sheets Files Connected Device

Operation System Version
PDA Inventory Files
Copy PDA Inventory Files Export File To
Import File from

Preview PDA Inventory File As Text

Preview From PC

Preview PDA Audit Sheet Files as Text
e |

Connectl List PDA Formatted Files | Help | Close |
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(HCT-10) CleanOpsStaff-3ed-ProMobilePlus-PDA Add-In

http://hunterconsulttrain.com/ProMobilePDA.aspx

Capabilities:

e Activates CleanOpsStaff-3ed-ProMobilePlus on one additional PDA
e See above for PDA Capabilities

(HCT-6) CleanOpsStaff-3ed justDoNext Data Import Wizard
http://hunterconsulttrain.com/DatalmportWizard.aspx

Capabilities:

Convert external inventory data that already exist in excel spreadsheets to CleanOpsStaff-3ed data file format using a

justDoNext wizard

e Use color coded Red, and Green command buttons a SmartNext button that guide you through process by
simply clicking the SmartNext button

e Import multiple records from within worksheets within an external data spreadsheet

e Automatically convert your existing space/room name to APPA-CleanOpsStaff-3ed category names using keywords

e Easy click-to-select "SpacePicker" input tool for entering Category Names and Cleaning Levels in the inventory
worksheet and in the import wizard

e Export CleanOpsStaff-3ed inventory data file to normal excel spreadsheets

o Export CleanOpsStaff-3ed partial inventory data file to normal excel spreadsheets

e Edit CleanOpsStaff-3ed Data in the Wizard to copy and paste multiple CleanOpsStaff-3ed records

e Automatically convert space cleanable units from Square Meters to Square Feet and from Square Feet to Square
Meter -- especially useful for our Canadian customers and for data exchange between users on the two different
systems of measurement

e Serve as a data input interface that make more use of the native Excel spreadsheet environment

(HCT-8) CleanOpsStaff-3ed ProScheduler Add-In
http://hunterconsulttrain.com/PurchaseProScheduler.aspx
Capabilities:

e Automatically schedule the Routine Cleaning Activities T ey =L
in a manner that balance day of week work o e [ ([ - | 4 e et e |
loading, using CleanOpsStaff-3ed "Least/Most Loaded e et s | F e o i e .
Day" scheduling method. With CleanOpsStaff-3ed- ool | M — =t b (I
ProScheduler, you can automatically create a weekly el N m—— T I R |
schedule of routine activities that will automatically o ————— ”H’:* =1 = |
balance the time assignment for each day and inform oy |———— — i T I i
you of the least and most loaded day to assist you in T e e
selecting days of week for scheduling project work. = [ nsedde resetpces ||
Then you can use ProScheduler to automatically Coener || [ Cone ST
schedule projects. Using the ProScheduler flexible I S| Esavehe oot e ::m"x)"‘”
activity selector, you can decide which frequencies you Slbekire
would like to automatically schedule. Produce route
sheets to give directly to custodians.
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(HCT-11) CleanOpsStaff-3ed-ProLocal

http://hunterconsulttrain.com/PurchasePro
LocalUpgrade.aspx
Capabilities:
¢ Allow you to make 40 local categories
instead of just 15
e Allow you to select Cleaning
Activities/Tasks and Times from the
ISSA 540 Times list
e CleanOpsStaff-3ed automatically
compute the correct base time
adjusted for the base CSF of the
category you are making
e Allow you to combine APPA activities
with ISSA task with CleanOpsStaff-3ed
doing all the calculations

Local Space Category Maker (ProLocal is activated - 40 Local Categorics available)

=]

Activity Frequency  AdjustedMins  BaceTime Select
R - - =
R - - r |
R - - r
R - - r
G - - r
&R - - r
R - A4 '_ —
S - - r
B - - r

1R - -
P | [155A 540 Times I r
o — b
=] Total Adj Mins | Total Base Time
Category
Base Standard
| Eategory] Check All Rows | Uncheck All Rows |
Base CSF —
O b= = C“s"“d‘a’s Select Activities From
Total Adjusted ’7(-‘ APPA 33 Categories  { APPA &ISSA
Minutesl 5‘? @dm
No Of Spaces
CSFfCustodian P TS Al Make Checked Row(s) Routine
BasicSteps |
Make Checked Row(s) Projects

1. Click "APPA 33 Categories’ or "APPA & ISSA’ or Icon. Help | ke the on(s) Profe:

2. Click Select Base Standard Category (MUST DO!)

3. Click Base CSF (optional) Select Base Standard Category Clear Form Clear Checked Row Delete Blanks

4. Select Activities and Frequency from dropdown lists

(use right hand scroll bar to get to ISSA 540 times in Write to Worksheet Insert Above Checked Row Delete Checked Row(s) Close

ProLocal).

5. Click 'Write to Worksheet’ Read from Worksheet Remove Project Activities | Remove Routine Activities. Pin
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CleanOpsStaff-3ed Files:

(CleanOpsStaff-3ed System)

start up and when you close a
inventory file

File Purpose Extension Default Folder
Main Program File — “CleanOpsStaff-
3ed.xls” (Excel 2003) . .
“CleanOpsStaff-3ed.xlsb” (Excel Cotham CleanOpsStaff-3ed s or xIsb C..\CleanOpsStaff-3ed Program
Main Program Files
2007)
(CleanOpsStaff-3ed Program)
Default Configuration Variable File ﬁ;g:i;r;ttigi iﬁgrigsf;g:j at
“ CleanOpsStaff-3ed-HECS-Vars.ini” -HECS-Var.INI C:\CleanOpsStaff-3ed Data

Default Standard Space Category File
“CleanOpsStaff-3ed-HECS-Cust.xls”
(CleanOpsStaff-3ed System)

Contains the 33 standard
matrices with their default
values

-HECS-Cust.xls

C:\CleanOpsStaff-3ed Data

Default Standard Space Category File
“CleanOpsStaff-3ed-HECS-Loc.xls”
(CleanOpsStaff-3ed System)

Contains the 15 Blank Local
Category matrices s default

-HECS-Loc.xlIs

C:\CleanOpsStaff-3ed Data

Data Field description and data
collection template

To help you know how best to
prepare your data for import

C:\CleanOpsStaff-3ed Program

Environment.xIs” (System)

shut down abnormally. Run
Excel and use the Open
command to open this file.
Enable Macros.

“CleanOpsStaff-3ed Data Input when using JustDoNext s Files
Template.xIs” (System) Import wizard
C:\CleanOpsStaff-3ed Program
. PDA ProMobilePlus Files (on PC)
CleanOpsStaff-3ed-ProMobile.exe application program file e \Windows\Start Menu\Programs
(on PDA)
Use to reset your Excel
environment back to its
default values in the event
Excel Environment Reset File “Reset | that CleanOpsStaff-3ed is s C:\CleanOpsStaff-3ed Program

Files

Custom Standard Space Category
Files (User)

Contains the 33 standard
matrices including any change
you made to activities and
frequencies of the 33
standard categories as saved
by user

-HECS-Cust.xls

C:\CleanOpsStaff-3ed Data

Local Space Category Files (User)

Contains 15 local categories
file including the one you
created and the blank
remaining ones as saved by
user

-HECS-Loc.xls

C:\CleanOpsStaff-3ed Data

Audit Package file (User)

The file that contains all three
Audit package documents
(Audit Assessment

-HECS-Audit.xls

C:\CleanOpsStaff-3ed Data
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Worksheet report, Audit
Assessment Population
report, and the Audit
Instrument Report.

Field Audit or Daily Inspection Audit
Package file

The file created from a Field
Audit file originating on the
PDA. When you create a
Field Audit or Daily Inspection
file on the fly in your PDA it
has the extension “-f-HECS-
Audit.txt” and contains only
the audit sheets. When you
load the PDA file into the PC,
an audit package is generated
which you can save with “-f-
HECS-Audit.txt” extension

-f-HECS-Audit.xls

C:\CleanOpsStaff-3ed Data

PDA formatted Audit Sheets.

This file contains PDA
formatted audit sheets be
used on the PDA. This file are
created when you send PDA
formatted audit sheets to the
PDA or PC

-HECS-PDAa.txt

C:\CleanOpsStaff-3ed-Promobile
Data (on PC)
\CleanOpsStaff-ProMobile Data
(on PDA)

PDA Formatted Field Audit or Daily
Inspection audit sheets.

This file contains PDA
formatted audit sheets. This
file is created on the PDA in
the field to be loaded to the
PC.

f-HECS-
PDAa.txt

C:\CleanOpsStaff-3ed-Promobile
Data (on PC)
\CleanOpsStaff-ProMobile Data
(on PDA)

PDA formatted Space Inventory file

This file contains PDA

formatted inventory data. It
can be created on the PC or
created directly on the PDA.

-HECS-PDAI.txt

C:\CleanOpsStaff-3ed-Promobile
Data (on PC)
\CleanOpsStaff-ProMobile Data
(on PDA)

Very best regards
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