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Logging In
The steps below outline how to request access to NVR’s SchedulePro Application
Open an Internet session and type the URL address http://schedulepro.nvrinc.com

and press “Enter” on your keyboard.
NOTE: Do not type “www” before the URL address

When the SchedulePro login page appears, click “Request Access” at the bottom of the

screen.

Sign in to SchedulePro

[ user

[ Password -

O Keepmesignedin

ForgotIDorPassword? |  Request Access ContactAdmin |  PrivacyPolicy |  Terms & Conditions Copyright 2013 NVR Inc. All rights reserved.

1. Click the “Vendor” Access
2. Enter the following information:
e “Vendor Name”, “Vendor ID#” (NVR Issued), “Last 4 TIN Digits” (TaxID),
“Email Address”, “First Name”, “Last Name”, “Password”, and “Re-type
Password”

a

Request access to SchedulePro |

Please enter the required information in the fields provided below and submit.

‘ Vendor Name | First Name

| vendor in# | astame

| |
| |
| Last4TiN Digits | | Password |
| |

| Email Address | confirm Password


http://schedulepro.nvrinc.com/
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3. Click the “Submit” Button

Sample Email:

From: SchedulePro Admin <noreply@nvrinc.com>
Date: Tuesday, October 8, 2013 2:57 PM

To: Joe Smith <vendor@vendor.com>

Subject: Welcome to NVR's SchedulePro

Welcome to SchedulePro, Joe Smith (Vendor)!

I‘u complete your registration, click on the link below. Your validation link will be active for 7 days.

Name | Joe Smith

Username | vendor@vendor.com
Vendor Name | Vendor

Vendor ID |

Security Profile | Vendor

Email Profile [ vendor

|
|
|
12345 |
|
|
|

Division Access | BLH, MDE

CUCKTO COMPLETE REGISTRATION TO SCHEDULEPRO

NVR

Users - My Profile

To make changes to your own login once you have created it, you can follow the steps below.

If you need to make any changes that you do not have access to in this screen, you can contact your
administrator using the instructions in the next section.

1. Select ‘Users’ from Main Menu bar

SCHEDULE

A-Z - Status = Active w My Pra

Department . . Job
—— . LastName First Name Username Email Title Type
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Note: Users can only make changes to their own profile. You cannot make
adjustments to another user’s profile. If you do need to make changes and you do not

have access to that user’s login, you need to contact your Administrator.
3. Select ‘My Profile’ from top right side of screen to make changes to division access.

My Profile earch... D

Job -
Title Type Vendor Status [7]

a. Changes you can make in this screen:

i. Division Access: Determine what divisions the users gets updates and
information for

ii. Change your password

Account
First Name Last Name
Username Password Default Page

e = i v
Phone Number Email Address Email Profile

412-250-2662 jminett@nvrinc.com Production Administrator v
Security Profile

Local Admin A

Division Access

HHN HHS PGS
FI -
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Contact Administrator

Note: The majority of questions or concerns can be answered by a Regional Lead. Regional
leads are persons who are local to your area and are great resources for answering
questions as needed. In most cases, if your Regional Lead cannot help you troubleshoot
or answer your question they will contact the SchedulePro Administrator. Please
contact your Regional Lead prior to going contacting the Administrator.

From the login screen, please do not click on “Contact Administrator” until you have reached
out to your local NVR representative.

Sign in to SchedulePro

ForgotiDorPassword? |  RequestAccess |  ContactAdmin |  PrivacyPolicy |  Terms& Conditions | Copyright 2013 NVR Inc. All rights reserved.

News
Corporate News Can only be created by Corporate Admin Users
Examples of a Corporate New releases:
- Phase Spec Changes
- Safety Recalls
Local News Can be created by Division Admin or Corporate Admin Users

Examples of a Local News release:
- Division or Region Announcements
- Office Closings
- Staff Changes

Notification (Email) from News Announcements: Emailed News Announcements will contain
the title, body of the message, who created it and how many attachments are connected to the
email. A link at the bottom of the email will allow the user to go directly to the site to
download/view any attachments.
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Schedule View/ Reports

Here vendors are able to view their scheduled tasks for anything that is tied to
their 5 digit NVR vendor number.
This allows vendors to continually get updates and manage their workloads.

The one benefit of this page is being able to forecast a vendor’s workload and
adjust accordingly.

To access this page do the following steps:

1. Click on the “Schedule” button located on the main menu

almmls

i

Schedules

SCHEDULE

2. Select the “Run Report”

SCHEDULE

Schedules

Vendor Schedule |

3. Set your date range (default will select current day range) and select the divisions
and communitites yyou would like to see.

Enter Date Range (Schedule Date) X

StartDate | Oct222. w EndDate | Oct222. w
L s |

Select DiViSionS/( < October 2015 >

5 M T W T F | s

Division(s) 1123 @ Communities(s) SelectAll || DeselectAll
4|5 6 7T & |9 10 -
O HHN a1 |12 | 13| 14 | 15 | 18 | 17 . [C) PGS-AB-AREOR TRAIL D

O HHs 1219 20 2 . 22 24 . [J) PGS -SL-ASHLEY RIDGE

_ 26|26 |27 | 28| 29|30 )3 F [_] PGS -BK - BRECKENRIDGE HIGHLANDS
O pTN [[J PGS -CU-CHESTNUT HILL ESTATES

|| PGS5-RR-CIMARRON

4. Once your vendor(s) have been selected, click the “Execute” button
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5. Alist of all tasks the vendor is assigned to will appear. For easier viewing you
may choose to group the tasks.

6. To use the “Group By” feature. Click the “Group By” button, a submenu
will appear allowing you to group the tasks by community, date or task
name.

*This screen will allow you to manage the tasks exactly as you do throughout the
application. However, the only function that does not work the same would be
changing the schedule date or completing the task.

NOTE: You can also choose to export the list to excel. Using the Export button on the top right
side of the screen, you can load a “snapshot” of the information into an excel spreadsheet.

- Once you have exported the information into Excel, you will no longer be using live
updated information in the Schedule Pro System.
- You can use all the data exported into Excel to create your own filters and spreadsheets,

data is also more easily printed this way.

Please ask your NVR administrator if you need any help with exporting your report to Excel.

Notes
What are Notes?

A brief statement of facts, topics, or thoughts, recorded as a form of
documentation tied to a specific lot or task.

Task Notes
e Task notes can be view by all account holders who have access to thedivision

and/or assigned to the phase.
e Task notes can be created by a vendor or an NVR user.
Example: Non-Standards, reminders or heads up notifications to avendor, etc.

How to create a Task Note

1. Open aSingle Lot Schedule

2. Click on the Task that you want to leave the Note in



EEHEDULEF‘RD

3. Click on the “Notes” Tab within the Task Details

4. Click on the “Add Note” button in the Notes Tab

Structured Wiring - Rough

e I
5. Input the Note into the text box and click the “Create” button

NOTE: Notice that the number in the “Notes” tab increased within the Task
Details
Structured Wiring - Rough

Detail Issues (0) Documents (0)

How to Reply to a Note
Replies to notes generated at the lot level can be made by anyone with NVR and
Division access. This could be beneficial in communications between the PJM and the
PM. Replies at the task level can be generated between NVR Users and thetask
vendor. This could be to remind vendors of the need to delete knobs on kitchen
cabinets.
1. Open the existing note

2. Click the “Reply “button

Note

3. Input the reply into the text box and click “Update” when complete

NOTE: Notice that the “Reply” is indented to the original Note
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Issues

An issue created in SchedulePro is meant to notify vendors involved with the task of
problem, incomplete work or workmanship that doesn’t meet NVR standards. Once issues
are created by an NVR user, the Vendor is notified. If the Issue remains Open after 7 days
(meaning the issue is not resolved) that Issue becomes and “AgingIssue” and the vendor
will be notified daily until closed.

Once an issue is created it can be viewed in 3 different locations

- Schedule Summary Page (Only if open)

Vendor Schedule | Columns | 12 + gez Dl &
| —

Division ~ | Community Lot/Unit Phase Activity Task Vendor Schedule Date

- Task detail

Ceramic Surrounds

Detail = Motes lssues Documents | Vendors

Documents
A document can be any type of file that would be beneficial to a user involved in the

building process. There are 3 types of Documents.

General Lot Document: (NOT viewable by VENDORS)
They are only visible to NVR users. It is meant to store information that needs

tobe accessed easily. (i.e. copy of Customer Information Sheet.)

Task Document:
They are visible to NVR Users and task assigned vendors. This might be a Phase

SPEC for a new vendor or a diagram of wiring locations for an electrician

Issue Document:
This would be attached by the creator of an issue and viewed the same way as a

task Document. Only difference would be Issue Documents (attachments) are
not displayed in Schedule summary or single lot Doc counters.
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How to upload a Task Document
1. Click on any task

2. Select the “Documents” tab (just like when creating an issue)

Stakeout - House

Detail | Motes(0) | Issues (0) [Documents (o) | |vendors

Type Information Phase Activities

3. Click the “Attach Document” button

Documents X

./

Attach Document Close

No documents have been attached to this schedule.

NOTE: Multiple documents can be added but need to be doneindividually.

After selecting the document you wish to attach, click on the “Open” button. Your
document now should be listed with the file name, date it was loaded and your name. The
Documents tab counter should have increased by 1.

ChecKklists
What are Checklists?

Quality Control Checklists are a series of items that a Vendor or Project Manager is
required to validate and/or provide information on prior to completing a phase of
construction on a given lot.

In some instances, these checklists are required to be completed prior tosubmitting a
purchase order for payment. Issues can also be created off of a checklist list when an

inappropriate response is given. This will allow a user to complete the task but document

that there was an improper response and that the appropriate parties were notified.
Visibility:

° PJM checklists are visible to NVR User
° Vendor Checklists are visible to NVR Users and assigned vendors
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To complete a checklist:

1. Click on the task to view the details

2. Select the “Checklist” Tab

3. Alist of all checklists, relating to a given task will be listed.
4. Click on the checklist you wish to complete.

Slab
Detail | Notes (0) | Issues (0) | Documents (0}  Checklists (1) | Vendors
Completed Completed
Title Assign Count Status Date By
Fdn Vendor Checklist 0 outof2 Incomplete

5. After answering all of the questions required, click “Submit”.

NOTE: If a text box exists on a checklist then something must be entered in that
area. Use “none” or “N/A” if no comment is required.

NOTE: You can also attach a document if you choose and print out the checklist if

needed.
Checklist - Fdn X
1 Question #1 Yes No
2 Question #2
File Date Author
open issue fstpng 112672014 Steve Smith

6. Once you hit submit you will return to the Checklist tab with the date you orthe vendor
completed it.

Count Status Completed Date Completed By

Zoutof2

(1]
—
[11]

Jan 26 2014 11:084AM Steve Smith
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Emails

Overview:
SchedulePro Emails are designed to maximize communication while limiting the volume.

When possible notification will be batched based on the vendors access.

Daily Batch summary:
WHEN: Approximately 3:30PM EST Daily

TO: Project Manager
Supervisor
Production Manager
Vendor (based on task assignment and Division access)

WHAT:

1. Schedule Changes
Task Schedule Date changes (old or new) are within 7 business days

2. New/Updated Issues
New Issues or updates that were made to previously createdissues

3. AginglIssues
Assigned to the Vendor (issues open for more than 7 days)

4. Notes
Summary of Task Level Notes created that day by NVR and/or Vendor

New Announcement:
WHEN: Real Time (if designated by Announcement creator. See
News/Announcements Section)

TO: NVR Employees (based on Division Access)
Vendor (based on Phase Activity and Division access)

WHAT: Content of Announcement
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NOTE: Attachments to Announcements will not be sent via Email. You will need to log
into Schedule Pro to view any attachments on announcements.

Example Announcement Email:

From: SchedulePro Admin [mailto: noreply@nvrinc.com]
Sent: Friday, January 17, 2014 11:43 AM

To:

Subject: NVR SchedulePro Announcement

Safety Regulations

Attachments. 1

Created User, Test

NVR homebuilding operations serve 27 metropolitan areas in fourteen states, including Maryland, Virginia, West
Virginia, Pennsylvania, New York, New Jersey, Delaware, Indiana, lllinois, Ohio, North Carolina, South Carolina, Florida
and Tennessee, as well as Washington D.C. Founded in 1848 in Pittsburgh, Pennsylvania to provide housing in the
expanding post-war economy, Ryan Homes has constructed more than 326,000 homes. Today, Ryan Homes offers
housing styles to suit a wide range of consumers needs, including single-family, townhouse or garden condominium
NVHomes offers additional architectural details and designer elements tailored to suit the most discriminating of tastes.
Established in 1880, NVHomes has earned a reputation for luxury, quality and value throughout its communities in
Virginia, Maryland, Delaware and Pennsylvania. Fox Ridge Homes is one of the largest homebuilders in the Middle
Tennessee area, and is committed to building high-quality, competitively priced homes in a timely and efficient manner.
Founded in 1981, Fox Ridge Homes primarily serves first-time hamebuyers and first-time mave-up buyers in the
Nashville area. Heartland Homes was created in 1984 to offer luxury homes of the highest quality at an afferdable price.
Since then, Heartland has built over 3,000 homes in western Pennsylvania by combining personalization with a
customer-friendly experience that keeps it simple. Heartland offers single family, townhome, and villa style homes to

UCS Option Change Summary:
WHEN: Approximately 7AM EST Daily

TO: Project Manager/Supervisor
Production Manager
Local Administrator
Vendor (based on Division access)
WHAT:
Summary of all Option Changes (added or removed) for Lots Under-Construction.

Task Note (2-way Communitcation):
WHEN: Real Time (within 5 minutes)

TO: Vendor (based on task assignment and Division access)
Project Manager assigned to the lot where the Task note was created

WHAT: Two way communications are between an NVR Project Manager/Supervisor
andthe Vendor assigned to the Task where the note was created.



