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Schedule Service Calls 
In RSSS, Maestro or Maestro SBE you can access Schedule Service Calls off the Main 
Service Department Menu. 
 

Figure 8- 1 Schedule Service Screen 
 
You may scroll through the list using the F1 and F2 keys. 
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Service calls to be scheduled may be displayed by either pressing the F3 customer 
complaint code, see Figure 8-2; 
 

 
Figure 8- 2 Schedule Service Screen by F3 Code 
 
or by pressing F5 and entering the customer number you want to schedule service 
for, see Figure 8-3;  
 

  
Figure 8- 3 Schedule Service Screen by F5 Customer 
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or by pressing F6 and entering the ticket number range you want to schedule service 
calls for, see Figure 8-4; 
 

 
Figure 8- 4 Schedule Service Screen by F6 Ticket  
 
 or by pressing the F7 and entering the description for the tickets you want to 
schedule service for, see Figure 8-5. 
 

 
Figure 8- 5 Schedule Service Screen F7 Description 
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All codes may display in a window from which to choose.  You may scroll through the 
list using the F1 and F2 keys.  To select the code, place the cursor on it to highlight 
the choice and press the ENTER key. 
 
If there are no tickets for the selected option, you will receive a prompt notifying you 
of this.  See Figure 8-6. 
 

Figure 8- 6 Schedule Service Screen F3 No ticket scheduled prompt example 
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After selecting the appropriate option, the service call(s) will be displayed.  You may 
scroll through the list using the F1 and F2 keys. 
 
If you selected several tickets, displayed across the bottom is the invoice number, 
customer name and part of the customer address of the item that is highlighted or 
selected.  As you scroll through the list, the invoice number and customer names are 
updated allowing you to see the new information immediately.  See Figure 8-7. 
 

Figure 8- 7 Schedule Service Screen displaying customer info related to item  
 
You may view a particular service ticket by placing the cursor on that call and 
pressing the F4 key.  See Figure 8-8. 
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Figure 8- 8 Schedule Service Screen F4 to view the ticket 
 
You may schedule a service call by placing your cursor on the ticket and pressing the 
F9 key.  A selection window will display all of the technicians you can select from.  
See Figure 8-9. 
 
Or you have the option of pressing the ENTER key and if a technician is assigned 
their calendar will display.  If they have not been assigned, you will be prompted to 
select a technician from the window and proceed to assign on that technician’s 
calendar. 
 
You may scroll through the list using the F1 and F2 keys.  To make your selection, 
place the cursor on the name and press the ENTER key. 
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Figure 8- 9 Schedule Service Screen Select technician window 
 
You are now ready to schedule the service call.  Press the ENTER key.  The calendar 
of the assigned technician will be displayed, see Figure 8-10.  All previously 
scheduled repair work will be shown on the day it has been scheduled along with the 
time.  From the calendar, you may set times for new repair work using the F3-Set 
key. 
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Figure 8-10 Schedule Service Screen technician calendar you are assigning 
 
By using the F5 key, you can view another technician’s calendar and display and 
schedule on another technician’s schedule. 
 
Press the F3-Set key to set a repair time on this technician’s schedule.  Certain 
information is requested.  You must enter the technician’s number or select it from a 
list, the date the work is to be done, the time the work is to be done, and an 
estimated amount of time needed to complete the repairs.  The ticket number, any 
notes, item, description and customer information is automatically filled in for you.  
See Figure 8-11. 
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Figure 8-11 Schedule Service Screen assigning date and time to work on item 
 
The scheduled repair times for a given day and technician cannot overlap.  For 
example, if there is a scheduled repair at 3:00 for one hour, the next repair must be 
after 4:00.  If you schedule overlapping times, you will receive a scheduling error 
message, see Figure 8-12. 
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Figure 8-12 Schedule Service Screen technician scheduling error message 
 
Once you press the ENTER key after the technician scheduling screen is correct, You 
will be returned to the Schedule Service screen.  The service ticket that you just 
scheduled disappears from the Schedule Service screen listing.  
 
You can also schedule a service call in Change a Service Ticket on the main menu by 
hitting the F9 key thru all appropriate fields.  
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Now when you look (show the ticket) at the service ticket you can see which 
technician has been assigned to complete the repairs.  See Figure 8-13. 
 

Figure 8-13 Schedule Service Screen show ticket and technician assigned 
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