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Getting started 
Juggling your labor forecasting and scheduling requirements can be one of your managerôs 
biggest headaches. Accurately predicting your labor and sales patterns is only the beginning. 
Crew turnover and ever-changing availabilities can make scheduling the right employee at the 
right time a frustrating and time-consuming task. Whatôs worse, if you inadvertently break a labor 
law, you could face severe fines and penalties. 

The solution is in your hands: ESP, the Employee Scheduling Program from ThoughtWorks. 
ESP solves all of your scheduling problems and gets your managers back on the floor where they 
belong. ESP learns about your operation, your volume patterns and your crew abilities. Then, 
precisely and accurately places your crew when and where you need them. All while cutting up to 
one percent from your labor costs and helping you maintain the highest standards of customer 
service. 

How to use this manual 

This manual will help you become familiar with using ESP. 

This chapter will enable you to get started and install ESP on your computer. Chapter 2 helps you 
set up ESP for your operation. The next five chapters cover the various task groups that appear 
on the left-side PLACES panel of ESP. If you require in-depth information about a particular task or 
task group, refer to the corresponding chapter in this manual. These chapters are organized in 
the same order as they appear on the PLACES panel: 

V Chapter 3: Main 

V Chapter 4: Employees 

V Chapter 5: Schedule 

V Chapter 6: Staffing 

V Chapter 7: Reports 

V Chapter 8: Settings 

What ESP will do 

ESP is a powerful tool that will help you produce accurate schedules in a fraction of the time it 
would take to produce by hand. A great deal of information is managed by ESP and hundreds of 
factors are taken into account when producing a schedule. 

In addition to your daily schedule, ESP provides in-depth management reports that help you 
understand and control where your labor is being scheduled and how efficiently it is being used. 
All reports can be previewed on the screen before printing. 

ESP produces complete and accurate schedules, but you should expect to make some final 
manual adjustments before posting. In a typical operation, you should be able to post a full, final 
schedule in ninety minutes or less. 

What ESP wonôt do 

ESP wonôt take the place of your scheduling manager. Even though ESP automates most 
aspects of the scheduling process, it will still be necessary to review the schedule produced and 



ESP: Employee Scheduling Program, Version 5.2  8 

make some minor changes. You can make these changes on-screen, and print the final schedule 
when youôre satisfied. 

Installation 

ESP is available on a CD or can be downloaded from the ThoughtWorks website. In order to use 
the program you must install it onto your computerôs hard disk. 

If your copy of ESP came on a CD, insert the CD into your CD/DVD drive and the installation will 
begin automatically. If it does not, double click on the SetupESP.EXE file on the CD by opening 
up My Computer and double clicking on the CD drive where you have inserted the ESP CD. If 
you downloaded ESP from the ThoughtWorks website, double-click on the SetupESP.EXE file 
that you downloaded. 
 
Simply follow the on-screen instructions to complete the installation. ESP automatically adds a 
new item to your Start menu. 

Starting ESP 

Once installation is complete, you can begin using ESP on your computer. 

Start ESP by clicking on the shortcut on your Windows desktop or, click START | ALL PROGRAMS | 
THOUGHTWORKS | ESP | ESP. 

The first time you open ESP, the following window will be displayed. 
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Choose OPEN to open an existing data file or NEW/IMPORT to create a blank data set or to convert 
data from Version 4 for DOS. Alternatively, you can experiment with the sample data provided by 
choosing the SAMPLE DATA button. 

Open an existing data file 

If you are opening an existing file, choose the appropriate data file (with the .esp extension) from 
the Open dialog. 

The next time you start ESP, your most-recently selected data file will be automatically loaded. 

New/Import data file 

If you are setting up a new location, or importing your older DOS-based information, select the 
NEW/IMPORTé option, which opens an IMPORT WIZARD. 

From the IMPORT WIZARD select either Import DOS data to import your data from Version 4 or, 
Create new blank data to create a blank data file. 

V If you are importing DOS data, you will be presented with a list of data files found on your 
computer. Select the appropriate file, click Next, and follow the screens to convert your data 
and then continue with Understanding the ESP screen, below. 

V If you are creating new blank data files, you will be presented with the dialog box below. 
Enter your store details and description: 

V Select the date for the first week that you will be scheduling. 

V Choose the number of departments you will be scheduling for this location. Leave this 
as 1 unless you have two or more separate departments/locations that you schedule by 
sharing one pool of employees. 

V Enter the store number for the new location followed by a description. 

V If you wish to use a template to create your blank data, so that your initial charts are 
pre-filled with information applicable to a given industry, click the Create initial data set 
using template below box, and choose from the sample templates. 

 

Once you have completed these fields, click Next and a new blank set of data will be created for 
you. New users should continue reading chapter 1 and then follow chapter 2 to customize ESP 
for your location. 
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Understanding the ESP screen 

ESP has various screen elements that are common throughout every form or section of the 
software. 

Main Screen Elements 

 

 

The main screen elements you will always see are shown above. The PLACES panel at left 
contains a number of groups (Main, Employees, etc.). Each group contains a number of related 
items that allow you to navigate throughout ESP. These groups can be expanded or contracted 
by clicking on the group name to view or hide the groupôs items 

As you navigate through the various groups and settings, the toolbar at the top of your screen 
changes to reflect the form that you are currently working on. Only the tools that apply to that 
particular form appear, making it easy to follow and use by reducing clutter. 

You can increase the amount of screen space you have by hiding the PLACES panel. Do this by 
clicking on the thumbtack on the panel. When the thumbtack is pointing down, it means that the 
PLACES panel is ñpinned in placeò and remains on the screen at all times. Clicking the thumbtack 
unpins the PLACES panel: When you move your mouse away, the PLACES panel slides to the left 
of the screen, and displays a tab in the left margin, as shown. 

To make the PLACES panel reappear just hover over the tab, and click the thumbtack to pin it in 
place. 

If you are using a monitor that is set to 800x600 resolution you will almost 
certainly need to auto-hide the PLACES panel so that more of your screen is 
dedicated to displaying scheduling information. On larger screens, you will 
probably wish to leave the PLACES panel visible at all times. 

The toolbar 
The thumbtack 

 

 

 

 

 

 

The task groups 

 

 
The status bar 

Current selection  Date of the current schedule 
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The Toolbar 

The toolbar at the top of the screen allows you to quickly complete many common tasks at the 
click of a button. The tools that are available change according to the form that you are viewing. 
For example, when you are viewing the employee list you have a button to Add Employee and 
Terminate Employee. If you are viewing the HOME form, the toolbar displays buttons to Go to 
current schedule, Review past schedule, and Create new schedule. 

Some of the buttons remain on the tool bar at all times. These include: 

 
The Back button takes you back to the previous form you were using 

 
The Home button returns you to the main ESP HOME form 

 
The Copy button copies the currently selected text to the clipboard 

 

The Cut button deletes the currently selected text but copies it to the 
clipboard for later use 

 

The Paste button will paste the contents of the clipboard into the current 
cursor position 

 
The Help button gives you help about the current screen. 

 

Adding and deleting information 

Many forms allow you to add or remove entire charts at a time. Where applicable, the toolbar will 
contain an Add button and a Remove or Delete button that pertains to the current form. 

 

The Places tab 
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A great deal of information in ESP is organized in a tabular format. When making entries into 
these tables, you can add new rows by filling in the fields at the top where it says Click here to 

add a new row. Once you fill in the required information, save it by moving off the row or click the 

green Post (checkmark) button at the bottom of the screen. Every table has the same set of 
controls at the bottom to allow you to Post, Delete, or Undo entries, as follows: 

 

If you mistakenly add a new row to a form and wish to remove it, place your cursor anywhere on 
the row and click the Delete button. 

Clocks and times 

To enter a time, click anywhere in the time field and select the drop down arrow to display a drop-
down list of all the possible time choices. Scroll through until you find the time you require and 
click to make your selection. Time fields have multi-colored clock icons that help you easily 
distinguish the times of day, as follows: 

 

The Post button. Click this to add a new entry to the form you are working on. 
You may also post the entry by simply moving off the line you are editing. 

 
The Delete button. Use this button to delete the entire row you are editing.  

 

The Undo button. This will undo the last entry made, as long as you have not 
moved off the row. 

Add a new row to 
an existing chart 

The add chart / delete chart buttons 










































































































































































































































































