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Instructions For Working with Embroidery Machine Scheduler in Excel 

• Column A – Machine name or number that the job will be done on. 

• Column B – Date you received the order. 

• Column C – Job Number-Whatever numbering system you have. 

• Column D – Customer Name 

• Column E – Date Job is due 

• Column F – Purchase Order Quantity  

• Column G – Number of items to be run at that particular time 

• Column H – Name or Type of Items 

• Column I – Design Name 

• Column J – Date you received the items from the distributor 

• Column K – Hoop size or Type 

• Column L – Number of machine heads the job will be run on 

• Column M – Stitch count of design 

• Column N – Number of Runs 

• Column O – Total number of Runs – not always the same if you have an uneven amount & need to have an extra run 
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• Column P – Machine Speed 

• Column Q – Run time each run 

• Column R – Set Up Time 

• Column S – Loading and Unloading items into the machine 

• Column T – No. of Color Changes – you will change this number to reflect the no. of color changes in your design from your 

design sheet 

• Column U – Color Change time – This will add the total color change time when you add the No. of Color Changes in Column T. 

• Column V – No. of Trims – you will change this number to reflect the no. of trims in your design from your design sheet 

• Column W – Trim Time – This will add the total trim time when you add the No. of Trims in Column V. 

• Column X – Thread Break Time – you do not change this number.  It has a formula built in for x amount of thread breaks per run. 

This is just a time safety factor. 

• Column Y – Hooping Time – This is for the person that is hooping and running the machine at the same time.  This accounts for 2 

runs hooped per head prior to starting the machine runs.  If you have a separate person hooping, you will not use this column. 

• Column Z – Unpack Time – This is for the operator that has to do her own unpacking.  If you have someone else doing the 

unpacking, you will not use this column. 

• Column AA – Applique pieces – If you are adding pieces for an applique, you will add the number of applique pieces per item. 

• Column AB – Applique Set Time – This is the time that it takes to add your applique pieces to the garment during the sewing 

time. This will automatically fill in when you add the number of pieces to Column AA. 

• Column AC – Total Job Time in Minutes. 

• Column AD – Total Job Time in Hours. 

 

Enter your job information into the scheduler as soon as the order comes in.  DO NOT wait for the date that the order is to 

be run.  When you are inputting the information, make sure that you go over the entire Job Order sheet to see if there are 

any questions and check to see that all of the information is there.  If any information is missing or wrong, go back to 

Customer Service or the original source, (may be your customer) and have then make it right.  DO NOT start the job 

without this clarification.  Get all of the information needed before it is to go to the machine operator.  It should be done 

that day that the order comes in to increase speed & efficiency. 

Working with the Spreadsheet 

 

Basic Commands 

• Control C = Copy 
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• Control V = Paste 

• Control A = Select all information on the sheet 

To ADD MORE LINES - Select the rows, starting with the Job number column.  Select the row from A to AA across. Right click 

and select INSERT, This will add another row. Make sure all of the rows and columns are highlighted. 

To COPY FORMULAS INTO NEW ROW- Highlight the row starting with the Number of Heads in Column I to Column AA   - Press 

Control C for Copy and then go down to the next row or any blank row and press Control V to paste the information into that 

row. 

If you want to sort the file, make sure that you have a PO number and Date number columns filled in.  When you have more 

than one line taken up for a Job Order, make sure the PO Number and Date number columns are filled in before you try to 

sort it. 

TO SORT YOUR COLUMNS – Press Control A then then go to Data-Then Select Sort-This will bring up the menu below 

In the Column Section, Sort by Column A and Click 

OK.  This will sort it by Job Order No. 

If you want to sort it by Date Due, type it Column 

E to Sort it. This will give you all of the jobs in 

order by Due Date. 

 

 

 

 


