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General Notes Regarding This Manual:
•
Note 1: For the screenshots in this manual, the Shop-Trak parameters were set to display all options.  Therefore, the screenshots may not be identical to what you see at your Company.  It is important to note that changes to the parameters will affect what options are available to the shop floor employees.

•
Note 2: Throughout this manual the term “Shop-Trak ID” is used.  The Shop-Trak ID is required and is assigned to employees in the Shop-Trak Employee Profile.  The default value for the Shop-Trak ID is the Syteline employee number, but may be changed to suit the requirements for your company.

•
Note 3: Throughout this manual, you will see a Documents Button on various   screenshots.

This Button is only applicable if the Doc-Trak product is installed at your company.

I. Introduction:
A. Shop-Trak

What is Shop-Trak? Shop-Trak collects your job transactions as they occur. Shop-Trak may also be used to perform various material transactions by employees with authorizations to do so.

Why use Shop-Trak? Shop-Trak is more than a labor collection system, it is a production tool.  It can provide all of the following and more:

   Job Labor Reporting for Job Costing

   Job Tracking & Visibility

   Real Time Reporting

   Flexibility

   Efficiency

Method of Operation:   From the time you punch in, until the time you punch out for the day, Shop-Trak requires you to record what you are doing at the time you perform each task. 
B. Direct Labor Charging

1. When working on jobs, use the Run, Start Additional or Multiple Job functions to charge labor directly to the job and operation.  Work centers beginning with MS can also use the Set-Up function to charge labor directly to the job and operation.

2. Punch in and out for breaks and lunches in Shop-Trak.  A button will appear on your Shop-Trak Home Screen that will suspend the tracking of labor to any/all jobs and indirect codes which you are currently logged into during this time. If the button is not available, you must end your job transaction(s) and charge the time to Indirect Code BLI – Break/Lunch Indirect.  Inform your supervisor if the break and lunch buttons are not available to you during your normally scheduled breaks and lunches.

3. Charge Indirect for any time you are not working directly on production.  Examples include meetings, training, working with engineering and cleaning.  You should charge the indirect code for the area that you are currently assigned unless instructed by the supervisor to use a different indirect code.

4. When performing rework, the amount of time spent executing the rework instructions should be charged to the job at operation 998. (The operation with the xxxRWK work center).

5. The Weld/Etch area will only charge direct time to jobs printed on blue paper.  All other jobs should charge time using the Indirect code WED – Weld Etch Direct code (which for accounting purposes will be treated as direct).

6. The Miraclean area in the PMC will only charge direct time to jobs printed on blue paper.  All other jobs should charge time using the Indirect code MSD – M.S. DIRECT code (which for accounting purposes will be treated as direct).

7. The following areas will charge direct labor by utilizing the corresponding indirect code (which for accounting purposes will be treated as direct):

	Area
	Activity
	Code

	Assembly/Calibration
	Re-Calibration of Product 
	RSP

	Crystals Powder Preparation
	Crystals Direct 
	CRD

	Repairs
	Repairs Machining
	RM

	
	Repairs work on Competitor’s Product
	RWC

	
	Re-Calibration/Repair of Stocked Product
	RC

	
	Pressure Customer Repairs
	PCR

	
	Force Customer Repairs
	FCR

	
	Repair of returned Product
	RR




C. Job Packet

Requirements:  Shop-Trak requires you to enter the Job Number and Operation Number for each job that you work on.  Your company will provide you with Job Packet that has this information. Familiarize yourself with the information found on the job packet.

You will also learn to use the Shop-Trak Visual Dispatch as a tool to find jobs specific to your resource or resource group.

When you are not working on a job related task, you may be required to report your time to a non-production indirect code. You should be familiar with what indirect codes your Company will require you to use.
Bar Coding: If your company has decided to use bar coding, then your Job Packet (as well as other options) should be provided to you in bar-code format. This will allow you to scan in the bar code that represents the Job Number and Operation Number.

D. Terminology & Definitions

Punchin:   The “Punchin” option is designed as a quick way to get you punched into Shop-Trak when you first arrive for your shift. This option is only offered for your first transaction of the day.  It is not required that you use the Punchin option.   You may begin your day by logging directly on to a Job or an Indirect code.
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Setup:   The “Setup” option is used whenever you are setting up a machine or process to run. This option will record your setup time.

Run:   The “Run” option is used whenever you are running a machine or job related process. This option will record your run time.
Indirect:   The “Indirect” option is used whenever you are working on something that does not have a job number associated with it. An example: if you are attending a meeting or doing clean up. Multiple Indirect Codes may be set up for you to use. You will need to choose the appropriate code to record your time.

End:   The “End” option is used to show that you are ending or stopping working on one of the transactions you had punched into. Do not choose the End option if you are leaving for the day, as you will be required to start a new transaction when you End a transaction.

Punch out:   The “Punch out” option is used only at the end of your workday or whenever you leave the premise for personal reasons. This option will end all open transactions and punch you out for the day.

Start Additional Job:   The “Start Additional” option is used when you are working on more than one machine at a time. This option allows you to punch into multiple jobs at one time. For example, you could punch into a run transaction then, while that job is running, you could be doing a set-up or run on a different machine. You would use the Start Additional option when you begin the second job.

Multi Job:   The Multi Job option is used when you are operating a single machine that runs more than one job at a time. Examples would be "burn tables" or paint lines. The time spent running the machine will be divided among the jobs when you end the Multi-Job transaction.

Team Transaction:   The “Team” option allows a group of people to work on the same job operation at the same time. If more than one person is working on the same job operation at the same time, then Team transaction may be what you want to use. Team names will be set up by the Shop-Trak administrator for you to use.

Operation Moves:  The option for moving pieces between operations is used when you need to enter a unique quantity Moved to the next operation. Examples would be when pieces are being put into a bin.  Quantity Complete may be 100, but only 80 of them fit into a bin, which Moved to the next operation. This may be done automatically or manually through Labor Transactions or WIP Moves as defined by your Shop-Trak administrator.

Moves to Stock:  The option for moving pieces to stock allows you to move pieces from the last operation into inventory.  This may be done automatically or manually through Labor Transactions, or WIP Moves as defined by your Shop-Trak administrator.

E. Field Definitions
Qty. Complete:   When ending a job set-up or run transaction, you will be asked to report the Quantity Complete. This number should reflect ONLY the quantity of “good” pieces that you have finished.

Qty. Moved:  When ending a job set-up or run transaction, you may be asked to report the quantity moved. This number should reflect the pieces that you are either moving to the next operation or into inventory.

Qty. Scrap:  When ending a job set-up or run transaction, you will be prompted to report the quantity scrapped. Enter a quantity in this field ONLY if you have scrapped some pieces at your operation.

Reason Code:  If you have reported scrap (defined above), then Shop-Trak requires you to enter a scrap reason code. This Reason Code should reflect the reason why the part was scrapped at your operation. Your Shop-Trak System Administrator should provide you with a list of Reason Codes (possibly bar-coded).

Operation Complete:   This field abbreviated from “Operation Complete”. You would check the radio button if the operation is complete. You would ONLY check the option when “all” of the work is finished at your operation for the job you are ending.

Job Complete: If the job has been completed and you are reporting a quantity complete to be moved to stock, the job complete option may be checked to signify a job close.

Job Hours:   Whenever you view a Shop-Trak Attendance report, it will reflect both Job Hours and Payroll Hours. Job Hours would be the same as Payroll Hours if you only worked on one job at a time for the day. If you work on more than one job at a time, then you may have more job hours than Payroll Hours. For example; if you work on two jobs for an eight-hour day, then you could have 16 job hours and 8 payroll hours. Paid or non-paid lunches may also cause a difference between job hours and payroll hours.

Payroll Hours:   Whenever you view a Shop-Trak Attendance report it will reflect both Job Hours and Payroll Hours. Payroll Hours is the amount of time that you will be paid for.
F. Lunches & Breaks
Break Time: If your company requires you to Punch In and Out for breaks, a Break button will appear for you in Shop-Trak. If required, you will use the Break option to punch into break time, and then upon returning to work, you will need to end the break option.

    Lunch Time
Auto Lunch: If your company has chosen the Automatic Lunch option, you will not have to do anything in Shop-Trak to record your lunch time. Your Lunch time will be pre-set by your Shop- Trak administrator. Shop-Trak will automatically punch you into lunch during that pre-defined time.

Punch In / Out: If your company requires you to Punch In And Out for Lunch time, a Lunch option will appear for you in Shop-Trak. If required, you will use the Lunch option to punch into lunch time, and then upon returning to work, you will need to end the lunch option.

II. SHOP MENU

A. Shop Floor Screen
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1. To Start Shop-Trak at your Workstation:

Shop-Trak can start by choosing: Start – All Programs – Shop-Trak

-OR-

There may be an Icon setup for you on the desktop by your Shop-Trak administrator that will also start Shop-Trak.

This screen can stay open for employees to access Shop-Trak throughout the day.

2. To Exit Shop-Trak:

To exit this screen, select the Exit button in the upper right hand corner.  This message will appear:

[image: image2.png]Are you sure you want to leave the Shop Menu?

(V] (N}

Yes Mo





Select “Yes” to close the Shop-Trak Session.

Note: It is not necessary to close the Shop-Trak session after beginning or ending each transaction.  The session should be left open at the employee prompt for the next employee to access.
Enter your Shop-Trak ID in the Employee field and choose the Send Button.       [image: image3.png]



- Login to Shop-Trak by scanning barcode on the back of employee ID.  If entering via keyboard the format will be 00009999QWF.  Four zero’s are a Shop-Trak requirement. 9999 represents the employee number, the company code (Depew = QWF, L&T=46B, LD=ZY4).  This information can be scanned from the back of the employee badge.

Choose Send, the following screen will display:
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There are three tabs on the Shop Floor data entry screen.  Each tab has options specific to the task to be performed.

III. Labor Tab

[image: image5]
A. Labor Transactions
Use the Labor Tab to record transactions to collect your employee time.  Time can be logged to a Job, to an Indirect Code, to a Project or to a Work Center. It is important to accurately enter your hours.  

B. Select Transaction Type

The transaction types that are available to you have been pre-determined by your Shop-Trak administrator.

The screen above shows all the available types of labor transactions.  Each employee can be setup to display only the transaction types that are needed to perform the duties specific to them.

C. Starting a Run Transaction

To start a Run Transaction, choose the Run button.
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You will be prompted to enter the Job information:
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A valid job/operation is required at this point. Validation is performed against the released jobs in

SyteLine before allowing the transaction to begin.
Based on parameter settings, the job can be manually entered, read in from a Barcode, or selected from the drop down list.

After entering a job number a job summary can be displayed (based on parameter settings), showing the quantity released, complete, and scrapped for the job.  The window also displays the operations for the job and the work center for each operation. See example below.
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The buttons on the Shop Floor screen will appear or hide based on the action being performed. When the buttons are applicable, selecting the button on any form will have the same effect:
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The Document button[image: image10.png]. Documents




will be available if there are documents attached to the job.

Choose the Info button [image: image11.jpg]


 to go to the Visual Dispatch. 
Choose the Send button [image: image12.png]


  to begin the transaction. 
Choose the Back button [image: image13.png]Back



 if the information needs to be re-entered. Choose the 
Undo & Exit button  [image: image14.jpg]


 to exit back to the employee prompt.
D. Starting an Indirect Transaction

To start an Indirect transaction, choose the Indirect button.     [image: image15.jpg]Indlirect
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You will be prompted to enter the Indirect code for the type of Indirect work you will be doing.
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You will be able to select the code from the drop down box.  You can type in the code manually. Or, if you are using barcode readers, you may scan the code.

Select the Send button [image: image18.png]


 to begin the transaction. The following confirmation message will display:
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Choose Yes to continue, or No to cancel and select a different Indirect code.

E. Open Transactions
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After you have begun a transaction, enter your Shop-Trak ID, the open transactions window appears. This window displays your open transaction(s).

Fields Displayed:

Start Time – the time the transaction was started

Trans Type – the type of transaction started

Reference – this is the job number, project number, indirect code or WC for the transaction.

Description – The description of the Reference. Depending on the transaction type, the description will display various text.  If the reference is a Job – then the description of the job item displays.  If the reference is Project, then the description of the Project Task is displayed.  If the reference is a Work Center, the work center description displays.

Status – the current status of the transaction.

Elapsed Time – the elapsed time since the transaction was started.

F. Ending a Run Transaction
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When you need to End your Run or Indirect transaction, you are either Punching Out for the day, or Ending it to start something else, it is important to choose the right option.

When ending the run transaction you will be prompted for quantities complete, moved and scrapped.   If you scrap pieces you will be prompted for a scrap reason code. If choosing Multiple Scrap the “More Scrap” button will only be available if the employee has not entered a scrap quantity in the form. Entering a quantity on the form shown below will indicate that there is only one scrap reason code. Selecting the “More Scrap” button will present the user with a form as shown below:   

[image: image22.emf]
You will also be prompted to complete the operation, and also complete the job if you are working on the last operation of the job and moving completed pieces to stock.
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The Document button[image: image24.png]. Documents



will be available if there are documents attached to the job.

Choose the Send button [image: image25.png]


 to end the transaction.

Choose the Back button [image: image26.png]Back



 if the information needs to be re-entered.

Choose the Undo & Exit button  [image: image27.jpg]


 to exit back to the employee prompt.
Selecting the “More Scrap” button will present the user with a form as shown below:   

[image: image28.emf]
[image: image29.emf]
Add and Delete buttons are available to assist in data entry. Once the user has added a record for each reason code, select the Send button to commit the entry. Cancel will bring the user back to the Ending Transaction form. 

The WIP Move transactions will be visible in the Edit Transaction form until they are transferred and posted in Syteline.
Reminder: When you choose the END button, you will always need to start a new transaction type.  If you are ending your last transaction of the day, choose the PUNCHOUT FOR THE DAY button.
G. Ending an Indirect Transaction

[image: image30.png]<. Labr-Trak - [Action Menu]

Help

Transactions
Employee: Start Time  TransType  Reference Description Status | Elapsed Time,

[ b 240PM indiect Wi

Misc. Work 1 Running |0:42

Benson, Charles Q.

el f

Start
additional

\__job - Lunch

7,

Cancel

Punchoutfor
_the day





To End an Indirect Transaction, simply choose the End button.

The following Confirmation screen will appear:
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Choose  the Send button [image: image32.png]


 to end the transaction.
Choose the Back button [image: image33.png]Back



 if the information needs to be re-entered. 

Choose the Undo & Exit button  [image: image34.jpg]


 to exit back to the employee prompt.

You will now be prompted to select a new transaction type.

Reminder: When you choose the END button, you will always need to start a new transaction type.  If you are ending your last transaction of the day, choose the PUNCHOUT FOR THE DAY button.
H. Start an Additional Job

To Start an Additional Job, choose the Start Additional Job Button.
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[image: image36]
After you have started your initial transaction, you may have the option to Start Additional Job. This will depend on how your Shop-Trak Administrator has setup the Shop-Trak parameters and your Employee Profile.

Upon choosing the Start Additional Job button you will be prompted to begin another transaction. 

In the example above, Charles Benson started an Indirect Transaction at 2:40 PM.  He came back to the clock at 3:26 and the Start Additional Job option is available.
The following form will appear, prompting for the next Transaction type. Choose the transaction type you would like to start.
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You will then be prompted to enter your starting information. The identical information is requested as if it were a single transaction. Enter the required information and select Send.

You will be prompted to Start Additional Job until you select the Done button.

[image: image38]
Choose Done.

I. Ending an Additional Job

[image: image39]
This screenshot shows 2 transactions running simultaneously.

•   Indirect Transaction for code MW1 started at 2:40 and has been running for 1:41 hrs.

•   Run Transaction for job 136-0000 operation 10 started at 3:26 PM and has been running for 0:55 hrs.

At this point you have the option to Start an additional Job, End one (or more) of the jobs, go to

Lunch, or Punchout for the day. Choose End.

The following screen will display showing your open transactions:
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Highlight the transaction to be ended and choose the End button.

If the transaction you are ending is for a job, you will be prompted to enter the quantity information and complete the operation and the job, if it is the last operation of the job routing.

In this example we are ending an Indirect transaction.
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The employee may now End another transaction, or Start an Additional Job. Choose Done when finished starting or ending transactions.

J. Starting Multi-Job

To start a Multi-Job transaction, choose the Multi-Job Button.
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Note: Multi-Job Rules need to be defined before the Multi-Job button will be available.
You will see the message below and automatically logged into Multi-job. Choose OK.
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K. Ending a Multi-Job
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Choose End to end the Multi-Job transaction.

L. Entering Run or Setup Multi-Job
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You will need to end the Multi-Job transaction as either a Run or Setup. Choose Run.
M. Entering Job Information

You will be prompted to enter information for each job worked on. Enter the first job:
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Choose the Next Button to enter quantity complete.

Enter Quantities for job 1:
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1. Multi-Job Note:

For each job, this screen displays requesting the SyteLine Job number, the Operation Number, the quantity Worked On, Completed, (Moved if applicable) and Scrapped, followed by a Reason Code and whether the Operation is Complete.

This information is the same as a Run or Setup transaction, with the exception of the quantity Worked On.  The Multi-Job time splitting algorithms requires the quantity worked on to allocate the actual time.  The reason for this is that sometimes in longer run jobs, even though the jobs are started, no pieces get produced.  The quantity Worked On allows the allocation to take place even when no pieces are completed.

You will be required to enter a Quantity Worked On in order to have actual time allocated to the job.

During a setup transaction, it would be important to enter the quantity worked on as the total quantity to be produced at this operation. In this way, depending upon how Shop-Trak parameters are entered, the setup time can be split according to the size of the job.

Choose the Send button  [image: image49.png]


 to accept this information and enter the next job. Repeat the process for each job worked on.

During transaction entry, keep entering information on this screen until all jobs are entered.
Shop-Trak will check to make sure that the operations are all at the same work center.  The exception to this is that a job at a secondary work center can be entered when the employee is performing secondary operations.  Only time at the Primary work center will be split among jobs.  The secondary operation will be for the planned amount of time from the SyteLine Job/Operation file and costed at either the Employee’s Manufacturing Rate or at no cost as determined by Shop-Trak Parameters.

Choose Done when you are finished entering your jobs.

N. Multi-Job Completion

When you are done entering your jobs, the summary screen will display:
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This screen shows you the jobs you entered and how the Multi-Job algorithm divided up your hours.  At this point you have the ability to:

Update – You can select a job and update the quantities

Add – You can add more jobs

Delete – You can delete jobs

Cancel – You can cancel this transaction completely and start over

Done – Say Done to commit the data you entered.

When finished, click on the Done button and Multi-Job will create all the necessary transactions and split the time accordingly.

O. Next Transaction
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After completing the information for ending a Multi-Job, you can start your next transaction. The next transaction can be of any available transaction types.

IV. Materials Tab

Select the Materials Tab to perform tasks related to materials.  Based on your Company’s procedures for handling materials, this is the area you will use to perform these functions.
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A. WIP Moves
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The WIP Move transaction enables employees on the shop floor to perform material move transactions separately from ending a Run Transaction.

To perform a WIP Move transaction, choose the WIP Move button.

NOTE:    If a user chooses the Materials or Info Tabs (which they could remain on for some time),     they must then again, re-enter their employee number to go to the Labor Tab to begin another transaction. This is so Shop-Trak can get the current time for the labor transaction.
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This screen allows the user to enter quantities complete, moved, and scrapped.  This can be done between operations and/or the last operation based on the parameter settings defined.
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In the image above, the WIP Move parameters are defined to allow users to not only Move completed quantities, but Complete Quantities, Scrap Quantities and Complete the Operation.

Your Shop-Trak administrator may remove any of these options based on your company requirements.

The image above shows a WIP Move transaction for the last operation of a job.

•
Job: Enter the appropriate job number.

•
Operation: Enter the last operation of the job.
•
Complete: Enter the quantity of complete pieces.
•
Qty Moved: Enter the number of pieces being moved to stock.
•
Scrapped: Enter the number of pieces scrapped.
•
Reason Code: Enter the proper scrap reason code.
•
Lot: For Lot tracked Items, Enter the Lot for this quantity

•
Move to Loc: Enter a valid SyteLine Stock Location, or select from the dropdown
•
Operation Complete: Check the box if the operation is complete.

•
Job Closed: Determine if the job is complete. Checking the box will change the job status to complete upon posting.

Choose the Send button  [image: image55.png]


when done.

The WIP Move screen will appear again, prompting you to enter another Move transaction. Select the Done button [image: image56.png]


 when finished entering WIP Moves.

B. Job Material Transaction

The Job Material transaction will perform the issue of materials from Inventory to the job specified.

To perform the Job Material Transaction, select the Job Material Transactions [image: image57.png]L0
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 button.
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The image above shows a Job Issue transaction for job 131-0000 operation 10.

•
Job: Enter the appropriate job number.

•
Operation: Enter the operation of the job.
•
Item: Item of the job.
•
Item Description: Description of the job item.
•
Customer: Customer for the job, if applicable.
•
Work Center: Work Center description for the job operation.
•
Transaction Type: Select “Issue” to issue material to the job. Select “Withdraw” to withdraw material from the job and put it back into Inventory.

•
Item to Issue: Choose the item to issue.  If there is more than 1 material to issue, they will each display in the dropdown.

•
Total Required: Quantity required for the job/operation.
•
Issued: This figure shows what the quantity of this item that has posted to the job.
•
Unposted: This figure shows the quantity that are not yet posted to the job.

•
Remaining: This figure shows what has yet to be issued to the job.
•
Qty Currently Issuing: The quantity being issued on this transaction.

Enter the Quantity to Issue from the available locations in the grid.  Each location for the item will display in the grid.  You may enter a partial quantity in each location.  The sum of the quantities entered will display in the “Qty Currently Issuing” field above.

If the item being issued to the job is a serial tracked item, select the Serial Number tab to choose what serial numbers to issue.
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Choose the Serial Numbers for the item you are issuing to the job.  As Serial Numbers are selected, the ‘Qty Selected’ field will increment.  When you have chosen all the Serial Numbers, choose the Send button to complete the transaction.

To find a specific Serial Number, enter the number in the search field and click the button.  It will search through all the Serial Numbers in all locations and return the results.

Choose Send submit the entry.

Choose Done when finished performing Job Material Transactions.

V. Info Tab
The Info tab will help you find information on transactions logged and total hours reported for a specific date range.  It will also help you see the job’s available to be worked on for your assigned resource group and show you job routing information if the job paperwork is not available.
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A. Visual Dispatch
The Visual Dispatch can be accessed in 3 ways.

The first way is to choose the option directly off the Info Tab of the Action menu.

NOTE:    If a user chooses the Materials or Info Tabs (which they could remain on for some time),     they must then again, re-enter their employee number to go to the Labor Tab to begin another transaction or task. This is so Shop-Trak can get the current time for the labor transaction.
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Typically when accessing the Dispatch in this manner, it is for informational purposes only.
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A. Enter a Job Number and click on the button to the right to search for the job within this resource or resource group. 
B. If your employee settings allow you to perform Job Material Transactions, you may select this button to issue or withdraw materials to or from the a job. The job number will default in to the Job Material transaction from, from the job that is selected on the Dispatch tab.

C. If your employee settings allow you to perform the WIP Move Transaction, select the WIP Move button to move quantities through the job routing or from the job to stock.  The job number will default in to the WIP Move Transaction form from the job that is selected on the Dispatch Tab

D. Select the Document button to view any documents attached to the job and job/operation.  NOTE: your Company must have the Doc-Trak product installed to access this feature.
E. Select the Close button to close the Dispatch and return to the employee number prompt.

NOTE: SHOP-TRAK ADMINISTRATORS CAN CHANGE CERTAIN ATTRIBUTES ON THE VISUAL DISPATCH.  BASED ON AVAILABLE TRANSACTION TYPES AND ADMINISTRATIVE SETUP, YOUR SCREEN MAY LOOK DIFFERENT THAN THE SCREEHSHOT BELOW.
The Dispatch Tab displays job/operations by Resource Group and Resource.  Users can manually select the resource group applicable to the work center you are working in by choosing it from the dropdown.  Your administrator may have assigned you a default Resource or Resource Group, in this case, the Visual Dispatch will open and immediately display jobs applicable to the assigned Resource/Resource Group.

After selecting the resource, you will see a list of jobs that are available to be worked on at the selected for that group.  The information is arranged in priority order with the highest priority jobs listed at the top and other jobs listed in descending priority order down the screen.

Operations Tab: after selecting a specific Job/Operation, the bottom browser window will display the appropriate operations of the selected job. All operations are available for viewing, but the transaction information and Materials are specific to the job operation selected in the upper grid.

The operations will be display in sequence order and show quantities received, scrapped, completed, and moved at each operation.
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Choose the Materials Tab to display the material details for the selected operation.
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Choose the Job Trans Tab to display job transactions for the selected operation.
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Choose the Material Trans Tab to display material transactions for the selected operation.
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There are 3 tabs on the upper section of the Visual Dispatch, the main Dispatch Tab, the

Indented Job Status Tab and the Job Details Tab.

The Dispatch Tab lists all jobs for the selected Resource or Resource Group.  It is sorted based on the job Priority.  There are 8 Job Status’ displayed to indicate which jobs need to be worked on first.  Below are the status’ in order of highest to lowest priority.

•
Kanban: Job was created by a Kanban Replenishment

•
Started: a job transaction exists for the job/operation
•
Running: there is an open transaction for the job/operation
•
Ready: pieces are received at the job/operation
•
Arriving: pieces will be arriving within the next 3 days
•
Late: job/operation start date is less than today and job has not been started
•
Finished: the job quantity complete is equal to or greater than the job quantity released
•
Unscheduled: the job is released but it has not been scheduled yet.
Click on the Indented Job Status Tab view all the details of the BOM along with any related sub-jobs.  The quantity and hours data displayed on this tab is displaying posted data only. Unposted or Pending transactions are not included.

Use the Job Details Tab to view all job related details.  The quantity and hours data displayed on this tab include all posted and unposted or pending transactions.

1. Click on the Job Details tab.

2. Expand the operation you want to see operational detail about by clicking on the plus sign.

3. To view material detail you must have the operation where the material is structured selected in the upper window then you can select to expand the item by clicking the plus sign in the lower window.

4. Lot code issued to the material is shown for lot tracked material in the From column after the stock location it was issued from.
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To search for a specific job, use the “Job Search” field.  Enter the job to find and click the search button to the right of the field.

**When the data on the Indented Job Status tab ties out to the data on the 2 other tabs, it indicates that all the transactions have been posted.
B. View a Routing

To view a job routing, select the View Job Routing button:
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This screen allows the user to view the routing of any job. By using this feature you are not required to have the printed job paperwork to continue working.  Questions regarding job operations and job materials can be answered by viewing this report.
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Enter the job number and select the View button.

[image: image70.png]Listing of Job Materials and Operations for Job

Description Setp  LHrsPe  Meirspe  Crol
b

"o





[image: image89.png]


Select the Done Button when finished viewing the report.

C. Time Sheet Display
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Use the Time Sheet Display report to view detailed or summary information about your transactions.  The Time Sheet display will also show you planned vacation days or other time off that your HR Department has recorded.

Select the starting and ending date range and choose the Detailed View or the Summary View. To see any WIP Move transactions for the day, select the option to Include WIP Moves.

Select the View button to display the report.
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Figure 1 - This is the Detailed View
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Figure 2 - This is the Summary View
Select the Done button when finished viewing the report.

Select the Print button to print the report to the default printer of the workstation.

VI. Recovering from Errors

A. Forgot to Punchout
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  What happens if I forget to Punchout at the end of the day?
You will need to end your transactions that are open from the previous log in to Shop-Trak, and then you may begin your new day.

Enter your Shop-Trak ID and answer the Employee Confirmation:

You will then see this message indicating that you forgot to punchout from the previous day:
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Choose OK to proceed.

The next screen will show you the transaction(s) that are still open from the last time you logged in to Shop-Trak.

Choose Punchout for the Day.  

The next screens will take you through the prompts to properly end the open transactions.

•
If you completed quantities on Run transactions, enter them at this time.

•
If you completed the operation or job, indicate that at this time.
•
If you were logged into Start Additional Jobs, you will need to end each transaction individually.

•
If you were logged into Multi-Job, you will need to enter each job that you worked on before you left for the day.

Once all transactional information is entered, you will be brought back to the Shop-Trak ID

prompt to begin your new day.

B. Forgot to Punch In
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   What should I do if I forget to punch in at the beginning of the day?
You should go to the clock and punch in as soon as you remember.  Notify your Supervisor that you forgot to punch in, and they will have your beginning time for the day adjusted.

C. Transaction Errors
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   What should I do if I Log my time to the wrong job?
You will need to inform your supervisor so the time (and quantity complete) can be taken off the wrong job and moved the correct job.
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   What should I do if I Log my time to the wrong indirect code?
You will need to inform your supervisor so the time can be changed to the correct indirect code.
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