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Technical Support 
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1. Overview 
The Shop Activity Production Manager Portal is designed to provide your organization’s 
production managers with a single easy-to-use portal into all of the screens and functions 
required during the workday. Users can use the Shop Activity Production Manager Portal to: 

• View and manage production requests 

• Create work orders for production runs 

• Request parts for work orders on production runs 

• View and assign work 

• View current status of employees on shop floor 

• Request or post parts for work orders and view status of past requests and postings 

• Place work orders into and out of delay status 

• Create and update test results related to work orders 

• Add comments and notes to work orders 

• Create new work orders for assets, production runs and inventory rebuilds 

• Place work orders into WORK FINISHED status 

• Assign employees to existing work orders 

• Schedule work 

• Review and close work orders 

The look and feel of the Shop Activity Production Manager Portal was designed specifically to 
make data entry as easy as possible while maximizing the effect on the system. The buttons 
and workflow of the module support the use of touch screen monitors, removing the need to use 
a mouse and minimizing the use of a keyboard. 

Requirements 
Application 25.x 

Web Modules 25.x 
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Assumptions 
This guide assumes familiarity with workflows and configuration of the application. 

 User defined required fields that do not appear in the Web Modules will return validation 
messages. 

 Special characters cannot be placed into the Web Modules fields or unanticipated results 
may occur. This would include any character that cannot be typed with a standard 
keyboard. 

 Do not use the browser’s Back button in the Web Modules as unanticipated results may 
occur. 

 Do not open or use the same instance of the web portals in multiple browser windows or 
tabs. This can cause errors or unexpected performance issues.  
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2. Understanding Production Manager 
The Shop Activity Module displays and updates data based on the logged-in user’s associated 
Employee ID. As such, in order for a user to use Shop Activity, that user’s ID must have a valid 
Associated Employee ID. 

Upon successfully configuring the Shop Activity Production Manager Portal, a user may log into 
Web Modules and click on the Production Manager tab. 

Main Production Manager Portal 
The Main Production Manager Portal page displays: 

 

Current Working Location Section 
This section allows you to select (from a drop-down selection box) the shop in which you would 
like to view/manage the work. The locations that appear in your drop-down selection box are 
limited based on your system access settings (Supported Locations area on the Employees – 
Primary Information screen). 
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Location Activity Section 
The items displayed in this area are based on your system access settings (Supported 
Locations area on the Employees – Primary Information screen). This section provides an 
overview of the number of production runs and work orders at various locations as well as the 
production run status and work order type. Clicking on a button in the Production Runs area 
takes you to the Managing Production Runs page. Whereas, clicking on a button in the Work 
Orders area takes you to the Work Order Management page. For more information about the 
Managing Production Runs page, please see the Managing Production Runs Page section 
below. For more information about the Work Order Management Page, please refer to the Web 
Modules Shop Activity Supervisor and Technician Portal User Guides. 

 The current location is noted with an asterisk. 

 

Production Runs 

Following are definitions regarding Production Runs: 

Production Run: A Production Run dictates the need for a particular item. Production Run work 
orders may be created for Components and Inventory Rebuilds. Various stages are involved in 
Production Runs and each stage may occur at a different location. Production Run work order 
statuses include Open, Work Finished, and Closed. 

Components: Components include all equipment entered on the Component screen.  

Inventory Rebuilds: Inventory Rebuilds are work orders for work performed on rebuildable 
parts in inventory, i.e., a wheel, an alternator, etc. A rebuildable part is determined by the Part 
Suffix on the Parts Data Tracking screen. Inventory Rebuilds only have the status of Open, 
Work Finished, or Closed. 

Production Type: A Production Type defines a specific work flow for rebuilding the item. 
Production Run work orders follow the specific work flow as defined by the Production Type. 
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Work Orders 

In this section, work orders are broken down by Assets and Inventory Rebuilds. The Asset Type 
for a given work order is Component. 

 If the location for the work order is a Posting location, the production run will use the 
postings environment as outlined in the Work Order Posting Page sections in the Shop 
Activity Production Manager Portal User Guide. 

Location Quick Actions Section 
The Location Quick Actions section includes the Production Run Mgmt button and the Work 
Order Mgmt button. 

Production Run Management Button: 

 

Clicking on the Production Run Mgmt button takes you to the Managing Production Runs 
page. 

On this page, you may create a Filter so your default Managing Production Runs page displays 
each time you click the Production Run Mgmt button. This page provides production 
managers with an overview of the production runs in their shops. See the Managing Production 
Runs Page section below for more information regarding this page. 

Work Order Management Button: 

 

Clicking on the Work Order Mgmt button takes you to the Work Order Management page. On 
this page, you may create a Filter so your default Work Order Management page displays each 
time you click the Work Order Management button. This page provides production managers 
with an overview of the work orders and pending service requests in their shops. See the Shop 
Activity Supervisor and Technician Portal User Guides for more information regarding the 
screens associated with work order management. 

Managing Production Runs Page 
This page displays all the production runs at the specified location. 
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Location Section 

 

In this section, you may select the location from the drop-down list and click the At Current 
Location radio button or you may click the Location Unassigned radio button. Your selection 
determines the production runs displayed. 

Select the Location Unassigned radio button when you want to view the production runs 
where the location has not yet been assigned as discussed below. 

Production runs have the work order locations assigned (which default from the production 
type). The production type and work order location are not required until work orders are 
generated. If a production type has not been assigned, the production run will not have a work 
order location assigned. In this case, you would select the Location Unassigned radio button 
to view these production runs. 

Production Runs Section 

 

The Production Runs section lists all production runs and information including: Production 
Type, Status, Part ID/Resources Class, Release ID, Date Requested, Date Required, Quantity 
Completed (total number of items that have been completed and released to inventory), 
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Quantity Required (total number of parts needed), as well as associated Work Orders and their 
various statuses. 

 The Quantity Required will not necessarily equal the number of work orders displayed 
because each work order may have a quantity greater than one. 

Click the Run ID button to go to the Production Run Detail page. Please refer to the Production 
Run Detail Page section below for more information about this page. 

Current Filter Section 

 

To define a filter that limits the display by equipment or production run, follow the steps below. 

1. Click the Define Filter button. 

 

You are taken to the Define Filter page. 

 

2. Complete the fields as desired depending on whether you want to filter on equipment or 
production run. 

3. Enter the name of the filter in the Save Quick Filter as field. 
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4. Click Save to save the Quick Filter name. 

 

A message indicates the filter was saved and the name displays in the Quick Filter drop-
down box. 

 

5. Click the Apply Filter button to apply the filter and return to the Managing Production 
Runs page. 

 

The Managing Production Runs page displays with the filtered information. 
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You can click Clear Filter to clear the filter and display the entire list of Production Runs. 
As filters are defined, they will appear in the Current Filter drop-down box. 

What Do You Want To Do?  
This section provides a Back button to return to the main Production Manager page. 

Production Run Detail Page 
The Production Run Detail page provides details about a particular production run. On this 
page, Production managers may edit basic information, view production run messages, view 
and generate work orders, add line items, request parts, and view or add comments/notes. 

 

Basic Information Section 
At the top of the Production Run Detail page, basic production run information is displayed. The 
information displayed depends on what type of production run you are viewing. You will see one 
of the following:  

• A Part ID with suffix (parts) 

• A Resources Class (equipment) 

• Both (serialized components). 
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 Parts may or may not be serialized. 

Click the Edit Basic Info button to go to the Edit Basic Info page. See the Edit Basic Info Page 
section below for more information regarding this page. 

Messages Section 
Messages in this area are displayed from the assigned production type. They are display-only. 

Line Items Section 
The Line Items section is where production managers enter the specific items to be rebuilt and 
generate work orders. 

 

Clicking the box in the upper left corner of this section selects all the line items. Click the box in 
the left column to select a specific line item. (A line item must be selected to generate a work 
order.) 

Generate a Work Order: 

1. Select a line item and click the Generate Work Orders button. 

 

A Work Order button displays in the Work Order column once the work order has been 
generated. 

 

2. Click the Work Order button to go to the Work Order Main page. For more information 
regarding this page, please refer to the Shop Activity Supervisor and Technician Portal 
User Guides for more information about this page. 

Add Line Items: 

1. To add line items, click the New Line Item button. 

The Edit Line Items page displays. 
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2. Complete the fields and click Save to add the line item to the production run. 

 

The Production Run Detail page displays with the new line item. 

 

Parts Section 
This section is automatically filled-in once the Production Type is assigned. Clicking the box in 
the upper left corner of this section selects all the parts. Clicking the box in the left column 
selects the specific part.  

 A part must be selected to request the part. 

 To request a part, select the parts and click the Request Parts button.  
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 The Request Parts button is enabled if the production run has a work order and 
parts list associated with it. 

 

Select the part and click the Request Parts button to request the part 

You are returned to the Production Run Detail page and a message displays to indicate 
a successful request. 

 

A message indicates a successful request 

 The percentage displayed on some pages refers to the percentage of time that a part 
is needed during a rebuild. 

The Requests must be actioned together checkbox provides a signal to the parts clerk 
that all parts must be issued together. 

 

The checkbox to signal to the parts clerk that all parts must be issued together 

Comments and Notes Sections 
Comments and notes may already come filled-in. However, the production manager may add to 
both at any time by clicking the Edit or New Note button, entering information, and clicking the 
Save button to save the entry. 
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Edit Basic Info Page 
The Edit Basic Info page is where production managers may edit a production run’s basic 
information. For example, when a Production Type or Work Order Location has been assigned, 
the production manager may go to this page to enter the information and click the Save button 
to save the entry. 

 

 When the Date Required has passed, it displays in red. 

Edit Line Item Page 
1. In the Line Items section on the Production Run Detail page, click the [edit] link to 

display the Edit Line Item page. 
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2. On this page, you may edit the Quantity, Serial Number, Equipment ID, Work Class, and 
Current Stage. You may also check the Generate Work Order box to generate a work 
order. 

3. After you edit the needed fields, click Save to save your entry. You are returned to the 
Production Run Detail page. 

For information about the additional pages that are accessible via the Production 
Manager Portal, please refer the Shop Activity Supervisor and Technician Portal User 
Guides. An Appendix is provided that details how the pages differ when viewing a 
production run. 


	Production Manager User Guide - Front Matter
	Technical Support
	Product Compatibility

	Production Manager User Guide
	1. Overview
	Requirements
	Assumptions

	2. Understanding Production Manager
	Main Production Manager Portal
	Current Working Location Section
	Location Activity Section
	Production Runs
	Work Orders

	Location Quick Actions Section
	Production Run Management Button:
	Work Order Management Button:


	Managing Production Runs Page
	Location Section
	Production Runs Section
	Current Filter Section
	What Do You Want To Do?

	Production Run Detail Page
	Basic Information Section
	Messages Section
	Line Items Section
	Generate a Work Order:
	Add Line Items:

	Parts Section
	Comments and Notes Sections

	Edit Basic Info Page
	Edit Line Item Page



