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1. Overview

The Shop Activity Work Management portal gives supervisors immediate access to relevant
data based on their work management needs by providing a highly customizable entry point to
the Shop Activity workflows. The most important customization in the Work Management portal
is the ability to create user-defined filters for the gadgets. For example, the supervisor can
define a set of filters for a gadget to show typical counts for various assets and add it to the front
page. This allows the product to better support a wide variety of assets.

Requirements
Application 25.x

Web Modules 25.x

A\ Internet Explorer 8 (and up) Users: When using IE8 to add work files via the Technician or
Supervisor portals, the file path is replaced with FAKEPATH. As a result, the file cannot be
opened because the incorrect file was saved to the database. To resolve this issue,
perform one of the following workarounds:

*» Add the Web Modules website to the Trusted Sites list via Tools > Internet
Options > Security > Trusted Sites > Add (recommended)

= Enable the local file path option for the security zone.

Assumptions

This guide assumes familiarity with workflows and configuration of the application.

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

o 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 as unanticipated results may occur.

O 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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Installation and Upgrade

2. Installation and Upgrade

Installation: Initial module installation on the single machine that houses the Web Modules
engine and Web broadcasting elements.

Upgrade: Upgrading a previously installed instance of Shop Activity Module version 1.6.x or

greater.

No installation is required for Shop Activity Supervisor Portal end user workstations.

Preliminary Steps

If your organization uses the Shop Scheduling module to make work assignments, follow the
steps below to enable proper work assignment to technicians. If your organization does not use

the Shop Scheduling module to assign work, skip this section.

1. Ensure that your organization is licensed for the Shop Scheduling module (Help >

About).

2. Open the Organization Locations — Primary Information screen and make sure the

Page 2 of 31

locations are set up. Then check Shop scheduling active box on the Functions tab.

Locations ADMIN MODE CHANGE REQUE

O\ O Tl Select Filter v
Search | Reload Sort Select Sort - New
Location ID
Basic Info :
Functions
Functions
Shop (regular) Work managemeant classification
Work Orders - Shap (mobile)
Options Shop (external)
Equipment site
Work Orders - Fueling site
Service Requests Rk iveony
Pool (dispatch)
Work Orders - More Station
Info =
Shop scheduling active
Work Orders - Uperatiens
Defaults Allocation and assignment (quartermaster)

To activate a Shop Activity Setup option, open the Shop Activity — Setup — Options
screen Special Items tab.

Check the Maintain Work Assignment data checkbox, then click the Initiate Work
Assignment data button.

Work Management - Administrator Guide
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Installation and Upgrade

Shop Activity - Setup - Options ADMIN MODE CHANGE REQUEST H
Q 0 11 Select Filter -
Search | Reload Sort Select Sort -

Shop activity management options

Options

Special ltems Special Iltems

Meter Required Work delay IDs for the following delay types
Equipment not delivered
Rates and Markups Awaiting transfer (user responsibility)

Awaiting transfer (shop responsibility)
Repair Reasons

Work class for work orders opened with hand-held devices

TImEkeemng Work class for multi-unit projects

Work class for incident work orders/service requests

|Remwe duplicate tasks on work orders|

Maintain Work Assignment data Track changes to schedules on work assignment
|Iniﬁate Work Assignment data|

G

k orders

A\ The Shop Activity Supervisor Portal does not support anonymous access to All
Users. A user must be logged into Web Modules for this module to function.

Add Work Management Portal Tab to Web Modules

To make the functions of the Work Management portal available to Web Modules users, create
the tab and assign rights for supervisors.
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Configure the Portal

3. Configure the Portal

Once you have added the Work Management portal tab to Web Modules, you must configure
the portal.

To configure the portal:
1. Log in to Web Modules as an Administrator, and click on the Work Management Portal

tab.
The Work Management Portal page displays.

2. To configure the Work Management Portal settings, click the Edit Pencil # next to the
Work Management Portal title bar.

Work Management Portal ~

Current Working Location| 1-0PS v| Refresh | 10 minute
| View Calendar | | Multi-asset WO | | Crew Time Entry |

Asset Search Go To Work Ordi

[Eq ID - License # - Asset # - VIN - Rebuild Part ID [ ][ co ] 1 N

Work Summary | Add Filter Service Requests

Filter Edit Saved Filter Planning Pending Open Finished Zoom
#  SRVTEST | 0 | | 0 | | 5 | | 0 | Q 1355510
Q KGCARF-3

The Work Management Portal Settings page displays. This page is divided into several
sections as outlined in the following sections.

4 Note: All settings listed as Mobile only are version, type, and application specific.

Location Settings Profiles

# For information on setting up Location Settings Profiles, refer to General Application
Information: Section 2. Location Settings Profiles.
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Asset Type Profiles

Edit Header Layout button: The Shop Activity Edit Header Layout button is a customizable
header control that supports different profiles based on the asset's asset type (i.e., Asset,
Component, Linear, Inventory Rebuild, etc.). Users can choose which fields, depending on the
context, to display in the page’s header for each asset type.

For more information on Asset Profiles and setting them up, refer to the Asset Administrator and
User Guide, section 4. Understanding the Asset Portal, Asset Profiles.

Portal Settings

Use Employees who report to this employee for management activities

This setting limits employee choice lists and display to the employees that report to the currently
logged in Supervisor.

Automatically assign current user to new and re-opened work orders: Enable this option to
assign the current logged in employee ID to work orders that are created, or work orders that
are reopened. By default, this option is disabled.

Settings for Employee Detail Page

Today’s Timesheets Report
This field specifies which report runs when you click the View Today’s Timesheets button.

@ if you are customizing this report, be aware that the following case sensitive parameter is
used to generate this report: EmplD, ShoplD, and PastHours.

® Click the Restore Default button to reset to the default report.

Settings for Work Management Portal Page

This section is where you determine whether you would like the Service Level Agreement
Availability information displayed and whether the Service Level Agreement Report will be
accessible to users. You also determine the user groups that see certain asset types and work
order types in the Work Management pages.
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Configure the Portal

Show Service Level Agreement Availability Information

Check this box if you would like service level agreement availability information displayed on the
Main Supervisor Portal page as indicated in the screenshot below.

My Workshop Portal ~

Current Working Location [CNLOC1 - REPAIR SHOP 1 ~|
32 Assigned to shift Pending SRs Pending Open Work Finished
16 Clocked in on shift
0 Clocked in other shifts Al A== TR =S | S | ‘ < | | 2 | | = |
4 Onwork orders ASSET | 355 | ‘ 39 | | 177 | | 25 |
0 Onindirect
1 Pending part return requests COREONENT | 1 | ‘ ! | | © | | g |
| Employee Management ‘ ‘ Part Retumn Requests | (MR | i | ‘ v | | £ | | g |
Er— o i v i s i
R BTy STATIONARY | 1 | \ 0 | | 1 | | 0 |
Filter 4 INVENTORY REBUILDS | 6 | | 1 |
D Spares
D Vehicles Required .
0 Vehicles Assigned Production Run Work Orders
0 Vehicles Unavailable ASSETS | 1 | | 0 |
| Manage Availabiity | | Availability Report | INVENTORY REBUILDS | 0 | | v |
Search ‘Eq 1D - License # - Asset # - VIN - Rebuild Part IHZ” Go ‘ | View Calendar ‘ | Multi-asset WO | | Work Order Management ‘ ‘ Review and Close |

®§ Click the Edit pencil or the Manage Availability button to go to the Availability Filter
page. Please refer to the Shop Activity Supervisor User Guide or the Shop Activity Work
Management User Guide for additional information about this page.

Availability Summary Filter
o spares Quick Fiter [ semsosmn ][ remow ]
0 Vehicles Required SLA Category % Equip Status UNAVAILABLE v/
0 Vehicles Assigned Aval Location JHLOCT Service Status. |
0 Vehicles Unavaiiable
bomtrart [ S E—
Save Quick Filter As ] [ sawe ResetFiter | [ ApplyFiter |

Equipment Found - Available: 0, Unavailable: 0

New Senvice Status | ][] [ Update Checkedwos

Service Level Agreement Report
This field specifies which report is run when you click Availability Report.
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Configure the Portal

Availability

Filter | v #
Spares

Vehicles Required
“ehicles Assigned

Vehicles Unavailable /
| Manage Availabilty | € Availabilty Report__[

@ i customizing this report, please be aware that the following case sensitive parameter is
used to generate it: DeptID. Leave this setting blank to NOT have a report link at all.

[ - R = R ]

Work Order Management Asset Types/Work Order Types

This identifies which user groups see which asset types and work order types in the Work
Management pages. The selections affect what is displayed on the front page and what is
filterable.

™ Click the selection box and choose the desired user group (No Users, All Users, or a
specific user group) for each of the following asset and work order types:

= Asset type: ASSET (Fleet)

» Asset type: COMPONENT

= Asset type: RAIL

= Asset type: LINEAR

» Asset type: STATIONARY

» WO type: PART REBUILDS

» WO type: PRODUCTION RUNS

Common Settings
These settings are supported by Technician, Supervisor, and Work Management portals.

Require a new note when rejecting Service Requests
This setting determines if a note is required for explanation when rejecting a service request.

Marker and Offset Information required when stopping labor:
This setting determines if the marker and offset information is required when stopping labor.
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Configure the Portal

In the Common Settings (supported by Technician and Supervisor Portals) section, the Marker
and Offset information required when stopping labor on a linear work order supports real-
time labor capture. If checked, the technician must enter marker information through the
stop/edit task. Otherwise, marker information defaults to marker start/end automatically.

Common Settings (supported by Technician and Supervisor portals)

Require a new note when rejecting Service Requests (]

IMarker and Cffset information required when stopping labor [w I

Use technician clock infout

Display Task Repair Group description on Work Order Main

Number of hours to report back for timesheets

Integrated Capital Project Portal Tab Name \

Default Work Accomplished Code (WAC) for PM Tasks \ Q-D1 - QA'WAC - DEFERRED MAINT » |
) Value is required for: From/To Marker info

CIC/C Information

Fail / Cause Code AC-DIRTY = |COVEPED INFILTH |
Ceorrecticn Performed ‘REPAIRED |
Update Task Fields Update Work Order Fields
WAC 6 |[.]oErERRED Add a new note

LI Final Status

From Marker [37900 |[ | oftset [3.0000 |

To Marker [37900 |[.- | offset |13 0000

Work Class [ [.-]scHEDuen

Warranty Work NO v

R R CNO1 REPAIR REASON MAX CHARACTER 01 .

epair Reason El Change Task Time Code

Account ID 1000.531395.18380.000. EI AUTOMATIC TRAIN CONTROL Current Time Cods

Priority ID El ROUTINE DI STANDARD DIRECT
Esi " D New Time Code:

stimated Hours l:l El

Equipment Warranty ]

S E—|

Location ‘CNLOC1 - REPAIR SHOP 1 v

Mo Parts Needed O

Date and time completed V.,;J

Comment

Procedure Information 12 BASIC TASK, PLEASE PREP ACCORDINGLY.
\ Back I Save | | Stop Task I Finish WO |

A technician is required to enter marker and offset Information when stopping labor or finishing a linear work order

Use technician clock in/out:

[_J Note: This should only be set if the corresponding setting is set in the Technician Portal.

This value gives the supervisor the ability to manually clock technicians off of work orders and
out of the system. This feature allows a supervisor to override the system when a technician has
forgotten to clock out. The supervisor can determine the specific clock out time.
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Tech - MollyT #
Welcome, MOLLYT - MOLLY
You are clocked out. Please press CLOCK IN to clockin.

This process does NOT clock you in far payroll. Clock in on the payroll
time clock if you have not yet done so.

Session Time Code | DAY SHIFT v

Session Location \ LIMLOCT - LM LOCATION 1 - SHOP v

—
‘ Clock In .

Employees click the Clock In button if the default value is set to YES

My Work Assignments ~ (LINYVIIIRE SN KG-LOC - KG LOCATION vl
Work Order CNLOG1-2015-347 Task Time Code DI - STANDARD DIRECT [Change] 00h 00m TR
Task 119-101 - FU - WHEELS - FLAT/BALD TIRE - VENDOR REPAIR [Modify] - N
INTE235° INTERLOGKING E235 AVONDALE THROAT-PM INTERLOCKING 0O ‘ Edi/Stop Task | Today’s Tmesheet
Equipment : x
¢ ClockOut )
Current Job My Work ‘
Assignment Status @ ALL O ASSIGNED O MY STAGE Sort | ExpandAll || Collapse Al
1 task(s) ‘ CNLOC1-2015-347 ‘ Appointment: 09/02/2015 01:12 PM a
INTE235 2006 INTERLOCKIMG E235 AVONDALE THROAT-PM
— Priority: 3 Delay: Service Status: SS-001
1 task(s) ‘ JHLOC1-2015-8 ‘ Appointment: 09/02/2015 01:35 PM
INTE235 2006 INTERLOCKIMNG E235 AVONDALE THROAT-PM
"‘-~, Priority: 3 Delay: Service Status: SS5-001
2 task(s) ‘ CNLOC1-2015-349 ‘ Appointment: 09/02/2015 01:43 PM
INTE235 2006 INTERLOCKING E235 AVONDALE THROAT-PM
“u_ Priority: 3 Delay: Service Status: S5-001
174 task(s) CNLOC1-2015-368 Appointment: 09/09/2015 01:15 PM
RACAR16 2012 HONDA CIVIC MOTOR POOL SEDAM
Priority: 3 Delay: Days Open/Left: 34/0 Service Status: RA-PART
1 task(s) \ JHLOCA1-2015-19 \ Appointment: 09/17/2015 09:19 AM
RACAR16 2012 HONDA CIVIC MOTOR POOL SEDAM
Priority: 3 Delay: Days Open/Left: 27/0 Service Status: RA-PART
2 task(s) ‘ CNLOC1-2015-389 ‘ Appointment: 09/24/2015 02:25 PM
INTE235 2006 INTERLOCKIMG E235 AVONDALE THROAT-PM (¥
= Metacibon A Pl L
[

If the default value is set to YES, the employee must click the Clock Out button when finished working

Display Task Repair Group description on Work Order Main
This setting determines if the Task Repair Group description shows on the Work Order Main
page.

Number of hours to report back for timesheets

This default sets the number of hours to display back from current time for timesheet entries
when supervisors click the View Today’s Timesheet link on their Employee Detail page.
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4 Note: This is a report. To view the report, the report must be published in the Reporting
module and the supervisor must have report access rights for this particular report.

D if customizing this report, be aware that the following case sensitive parameters are used to
generate this report: EmplD, ShoplD, and PastHours.

Allow Supervisors / Technicians to edit their own Timesheet: This setting allows
supervisors and technicians to edit their own timesheet entries on the Timesheet for review
timesheet summary page.

Integrated Capital Project Portal Tab Name

This setting determines the tab name for the Integrated Capital Project Portal tab. If your
organization uses this portal, select the name from the dropdown box.

Integrated Timesheet Portal: Set this option to Timesheet to show the Misc columns from the
Timesheet portal when working with timesheets in this portal. The Timesheet Review button will
also not display if there is no set portal for timesheets.

Default Work Accomplished Code (WAC) for PM Tasks:

This is a required setting and the administrator has to configure this setting to the desired
default work accomplished code (WAC) for all work performed to PM tasks. This WAC applies
to work orders for PM tasks only. The WAC determines the work performed to accomplish the
task.

o

(4 Note: A WAC must be created with for this with the Deferred maintenance checkbox
checked on the Basic Info tab of the Work Accomplished Codes screen. It is advised that
this WAC is not set to support all asset categories (Supports all asset categories
checkbox on the Asset Categories tab of the Work Accomplished Codes screen).

e When you select a default, the Shop Activity Technician portal will automatically
populate the selected WAC on work orders for PM tasks. Select a default WAC from the
drop-down selection list.

Include tasks assigned to other Work Order locations in Work Order management list

This setting controls if work order queries will include work orders at other locations with tasks at
the current location. When checked, it includes work orders not at the current location with tasks
at the current location. When unchecked, only work orders at the current location will be shown.

Equipment/Part Lookup search string
This setting determines the text string for the equipment/part lookup search.
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Search to include the following fields

These options allow you to choose which objects to search when the Use Asset Chooser
instead of Choice-list option is disabled. Check the boxes to include the various fields in the
search string (Equipment ID, License #, Asset #, VIN (Serial Number), Rebuild Part ID, and
Inactive Assets).

o

[_! Note: Inactive Assets defaults as unchecked.

Search to include the following fields:
¢ Equipment ID

License #

Asset ¥

VYIM {Serial Mumber)

& & & (&

Rebuild Part ID

Inactive Assets

e Toinclude Inactive Assets in your searches, check the Inactive Assets box and enter the
Minimum number of characters to search for inactive assets (defaults to 5). The
following screenshot shows an example of Minimum characters to search inactive = 3.

Search to include the following fields:
#| Equipment ID

License #

Asset #

VIN (Zerial Murnber)

Rebuild Part ID

A1 L Y Y

Inactive Assets - Minimum characters to search inactive 3

For more information on the searching the Asset Chooser, refer to the General
Application Information Guide. The default is checked (to use the Asset Chooser).

Use Asset Chooser instead of Choice-list

This setting enables the portals use the Asset Chooser instead of the choice-list if checked. The
Asset Chooser allows you to select assets from several different base search options. For more
information on the Asset Chooser, refer to the General Application Information Guide. The
default is checked (to use the Asset Chooser).

Use Employee Chooser instead of Choice-list
This setting determines if the portals use the Employee Chooser instead of the choice-list.

[_! Note: The default is checked (to use the Employee Chooser).
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The Employee Chooser allows Supervisors to easily select Employees based on their current
work load. The Employee Chooser is supported in the following areas: Work Order Assignment
Detail, Shop Calendar, and Resource Hours Change.

% To open the Employee Chooser, click the choice-list button as you would for any other
choice-list.

Edit Assignments

O Vendor [-][veew |
O crew To Task(s) ToWO
S

O Employee

™ Task Posted Hrs

The following is screenshot of the Employee Chooser with basic functionality noted:

Click to expand/collapse filter

|

¥ Show Filter
" e A
Search e 5 e Assigned Location:CNLOC2 % | | Direct Employees:N % «— Currently applied filter C
T T 1 B —
results by .
Employee Search Count: 6 Employee Detail
name
Searc] CNOD2 - EMPLOYEE 002 ®
CANG - CANG Time Code RT REGULAR TIME Capacity Hours 23.98
Clocked in Today's Timesheet(Hrs) 0.00 Non-work Activity Hours 0.00
NQN0O1 - EMPLOYEE 00L___ 5@ Hours Available 23.98

Skills

. CNOO02 - EMPLOYEE Assigned Hours 0.00
Click to select GE2 s ‘Work Order Task Posted Hrs Most recent posting
employee

CMOO% - EMPLOYEE 004 CNCAR100:CHEV 4 DOOR SEDAN; MALIBU

CNLOC2-2013-74 ALLTASKS 0 i '\I
CNOOS - EMPLOYEE 005 CNCAR201:CAR 201 Employee’s current
CNLOC2-2013-72 A o assignments
MOLLYT - MOLLY rd CNLOC2-2013-73 ALL TASKS ~ 1.55

CNLOC2-2013-73 CNTASKOO01 1.55
CNCAR203:CAR 203
Jobbed on CNLOCZ-2013-75 ALLTASKS 0 v

< 4———Click to add/subtract days to calendar ————p >
0973072014 ]

15:00
~

16:00 Any scheduled work will show up here

17:00

4 After opening the Employee Chooser, the filter collapses and the Assigned Location field
defaults. This is set in the Employees — Primary Information screen, Assignment Info tab,
with the Supported locations settings.

r_ﬂ If shop scheduling is supported, Capacity hours, Non-work Activity Hours, Hours Available,
Assigned Hours and the Day Calendar will be visible. If not, then these fields will be hidden.

f_g Use the Search field (on the left) to quickly search the list of filtered employees. Selecting
an employee option will select the appropriate employee and retrieve their detail. Shop
scheduling must be active for this to work.
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Use Symptom Chooser instead of Choice-list
This setting determines if the portals use the Symptom Chooser instead of the Choice-list.

Use Vendor Chooser instead of Choicelist

This setting will use the vendor chooser instead of a regular vendor choice-list. This choose
includes filters and more in-depth searching for vendors and uses wildcards.

Use slider for linear reference offsets
This setting allows you to use a slider when referencing linear offsets.

Enable linear asset attributes viewer when defining work

This setting allows you to turn on the linear asset viewer slider which allows you to slide the
beginning and end points of a linear asset to choose what you need to work on. If this box is
disabled, the linear slide will be hidden on the Service Request Detail and Work Order Create
pages.

Create new appointment for new WOs with estimated appointment hours

This setting allows you to determine if a new appointment is automatically created for new work
orders with estimated appointment hours.

i

(4 Note: Shop Scheduling must be active for this to work.

Display Jurisdiction (For Authenticated Users): Check this option to show the Jurisdiction
field for authenticated users

Jurisdiction List Type ID: Select the list type ID for the correct list of jurisdiction choices
(created on the Custom List Values screen).

PM Checklist Settings

Default Work Accomplished Code (WAC) for PM Tasks: This field creates a service request
from the PM Checklist when set.

PM Check List Items Completion: This field specifies whether to require or prompt the user to
make sure the PM Checklist is complete.

Allow modification of completed checklist items by signoff employee and supervisors:
This field is unchecked by default so that when an item is completed, all input fields on that
record are disabled for everyone. When the setting is checked it allows supervisors and the
employee who signed off of the record to modify its data.
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Adding comment to checklist item marks the item as done: This field is checked by default
and automatically checks the Done flag when the user sets a comment. When setting is
disabled, the Done and Employee ID will not be automatically set when comments are added.

Allow user to complete all checklist items: This field is unchecked by default which means
that users must complete each checklist item individually. When the setting is enabled, the
following behaviors will occur:

¢ An extra option will show in table actions that says "Complete All".

o Will show a confirmation dialog to the user saying "This action will mark all checklist
items as completed. Continue?"

o Will then check the Done field or enter the current Employee ID for all records.

PM Check List Report: This field specifies the report that is run when you click the PM
Checklist button.

9 it customizing this report, be aware that the following case sensitive parameters are used to
generate this report: WorkOrderLoc, WorkOrderYr, WorkOrderNo, and PMService.

»> Click the Restore Default button to reset to the default report.

Commercial Request Permissions

4 Note: For the Commercial Request Permissions, we recommend that you keep the All
Users default if all users have permission regardless of group permission. This setting
determines the group that may make commercial requests.

e Allow users in this group to request commercial work: This setting determines the
group that may make commercial requests.

o Allow users in this group to post commercial work: This setting determines the
group that may post commercial work.

Work Deferral Settings

Allow Transfer/Deferral of Work Orders? (Requires ‘Limit to one work order open per
asset’ = ‘NO’): Check this box to allow work order transfers and deferrals. If checked, be sure
not to limit to one work order open per asset.

User group allowed to transfer/defer WOs: This setting determines which user group may
transfer/defer work orders.

Default [final status] Work Accomplished Code (WAC) for deferred WO tasks: This Work
Accomplished Code (WAC) applies to deferred work order tasks only. If the checkbox that
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allows transfer/deferral is checked, you cannot leave this blank. You must choose a default
WAC for deferred work order tasks.

Default [final status] Work Accomplished Code (WAC) for transferred WO tasks: This
WAC applies to transferred work order tasks only. If the checkbox that allows transfer/deferral is
checked, you cannot leave this blank. You must choose a default WAC for transferred work
order tasks.

Service Request Deferral

Allow Deferral of Service Requests?: This default value determines whether service requests
may be deferred. Check the box to allow service request deferral.

User group allowed to defer SRs: This setting determines which user group may defer service
requests.

Default [final status] Work Accomplished Code (WAC) for deferred SR tasks: This WAC
applies to deferred service request tasks only. When Allow Deferral of Service Requests is
checked above, you cannot leave the WAC blank. You are required to select a default WAC that
will be used for all work performed to accomplish this type of task.

Portal-wide Settings

Require equipment history display first time user views equipment unit: This default value
determines whether the Equipment Unit History is automatically displayed for all users when a
work order is created or viewed for the first time.

Default jobbed on task ID into task filter when viewing Equipment WO History page:
Check this field to determine if the Task ID filter on the Equipment History page is defaulted to
the currently jobbed on task, or if the Task ID filter is left blank.

Suppress system added notes for viewed equipment history: Setting this default
suppresses the record of automated entries that are created when users view equipment
history.

Limit to one work order open per asset: This default setting creates a new restriction for the
number of OPEN work orders per equipment unit. If set to yes, only one OPEN work order will
be allowed per equipment unit. Therefore, no additional work orders will be allowed to be

created against such unit. If set to NO, multiple OPEN work orders are allowed per equipment.

(3 Note: This does not apply to Rebuild Work Orders.

Force display of WO Messages while creating a new WO: This default determines whether
work order messages are displayed when creating new work orders.
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Default number of months to report for equipment history: This default sets the number of
months to display when the equipment history report is viewed by supervisors.

Work History
Asset D OC-TEST: 2005 VOLVO-NA SUPERTRUCK TEST O
Repair Location TEST-1- TEST LOCATION 1

Current Filter
\® Months of History 12 ) Task D | (]

) Count of Tasks Show Work Orders with no postings
O Al

() Show Tasks with no Work Order [ ApplyFiter || ResetFiter |

Default number of work orders to report for equipment history: This default determines
how many work orders display when equipment history is viewed by supervisors.

Work History
Asset ID OC-TEST: 2005 VOLVO-NA SUPERTRUCK TEST 0
Repair Location TEST-1 - TEST LOCATION 1

Current Filter
@ Months of History TaskiD [ |[.]
-
(O Count of Tasks 10 ) Show Work Orders with no postings

O Al () Show Tasks with no Work Order [ ApplyFiter || ResetFiter |

Show work order in equipment history with no postings: Check this option to automatically

check the Show Work Order with no postings option in the Current Filter section of the Work
History page.

Work History
Asset ID OC-TEST: 2005 VOLVO-NA SUPERTRUCK TEST O
Repair Location TEST-1- TEST LOCATION 1

Current Filter

® Months of History kD[ ]

O Count of Tasks 10 C Show Work Orders with no posﬁngD
O Al

() Show Tasks with no Work Order [ AppiyFiter || ResetFiter |

Default for showing tasks with no work order in equipment history: Check this option to

automatically check the Show Tasks with no Work Order option in the Current Filter section of
the Work History page.
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Work History

Asset ID OC-TEST: 2005 VOLVO-NA SUPERTRUCKTEST 0
Repair Location TEST-1- TEST LOCATION 1

Current Filter

@® Months of History TaskID | L]

O Count of Tasks Show Work Orders with no postings
O Al CD Show Tasks with no Work Order ) l Apply Fiter H Reset Fiier J

Date/Time Values in 24 hour or 12 hour format: This default indicates how to display
date/time values, e.g., 24 hour (13:29) or 12 hour (1:29 PM) format.

Show work order comments or notes or both? In this section, you may choose to show work
order comments, notes, or both by making the desired selection from the dropdown selection
box.
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Show Costs for: This area determines the costs to display on the Work Order Details page in

the Summary Cost and Detail sections.

Work Order Details

Asset ID CNCAR344: SNCAR344 2012 FORD F150 CAR 244 O

Life Meter 1 300 MILES Life Meter 2 3 HOURS

Station Location CNLOC1 - REPAIR SHOP 1 Repair Location CNLOC1 - REPAIR SHOP 1

Work Order ID CNLOC1-2015-89 0 Job Status OPEN

Job Type REPAIR Technician CNEMP0O10 - EMPLOYEE D10 - FOREMAN CREW 1 & 2
Unit In 07/06/2015 11:50 Due OF/07I2015 11:50

Meter 1 300 MILES Meter 2 3 HOURS

Hours Completed 15.00/ 15.00 (100.00%) Tasks Completed 0/3(0.00%)

Projected

Completion Date 10415/2015 11:47

Comments

LI

Messages
Equipment History
Print Work Order
Start Delay
Notes.
Edit Basic Info

Relationships

Files
Summary Cost Info Test Results
Labor Hours Labor Cost Parts Cost @ ial Cost i Cost Total Cost Equipment Usage
15.00 468.00 3932.25 692.30 0.00 5092.55 Crew Time Entry

Add / Manage SRs
Work Order Tasks

New Job

Work Order Postings
Tasks [ teor |[ Pas  |[  com [ NewTask |
CNTASKO001 - TASK 001 - SUPPORTS ALL ASSET CATEGORIES Remaining Hours: 0.00 WAC: El
Parts:
Date Part ID Manuf Part No Manufacturer Description WAC Qty  Unit Price Total Cost
07/06/2015  CNPART200-0 GEMERAL ELECTRI ENGINE- DIESEL; V-8 DIESEL ENGINE 1.00 3745.0000 2932.25 )
Total: 3932.25
Commercial:
Date Vendor Labor Cost Parts Cost Misc Cost Total Cost
10/15/2015 CNVENDORQD3 - COMMERCIAL VENDOR 003 €8.10 572.50 51.70 saz.30[#
Total: 68.10 572.50 51.70 692.30
CNTASKO02 - TASK 002 - SUPPORTS ALL ASSET CATEGORIES Remaining Hours: -15.00 WAC: 28
Labor:
Start End Technician WAC Hours Cost
10/13/2015 11:15 10/14/2015 02:15 MOLLY-EMP - MOLLY 15.00 sc8.00|#
Total: 15.00 468.00
CNTASKO03 - TASK 003 - SUPPORTS ALL ASSET CATEGORIES Remaining Hours: 0.00 WAC: =]
| Back ‘ | Assignments | ‘ Finish Work Order | ‘ Close Work Order ‘ | Transfer/Defer Work |

Highlight Test Results button if result status is: In this section, check the boxes to choose
the statuses that determine when the Test Results button is highlighted.

Highlight WO Messages button if WO has these messages: In this section, check the boxes
to choose the messages that determine when the Work Order Messages button is highlighted.

4 Note: All messages display when you click the Messages button. The setting determines

when the button is highlighted and does not affect the messages that display.
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| Main Page [ Start Delay | ViewEdit Detall |
| Finish Work Order | Part Actions |

| Test Results ” Related Files |
( Messages Print Woark Order H Component Warranty |

|‘m' | Postings H Relationships |

L£ Note: An option on the Location Primary Information screen on the Work Orders - Options
tab allows display of messages for all parent and child assets as well as the specific asset

being viewed.

Locations
Select Filter v
Qo N ®
Search | Reload Sort Select Sort A hew

ADMIN MODE CHANGE REQUEST HELP PREFERENCE|

Location ID
Basic Info =

Functions Work Orders - Options
Work Orders - Work orders permitted

Options Permit re-open of closed work orders

Reequire wark class on work orders

Work Orders - Require labor for tasks when parts charged
Reguire employee ID for PM task checkist items
Check motor poal availability for pool units

Service Requests

Work Orders - More Perform SLA out of service and in shop processing from work order sareens

Info Mlow issue of not-from-inventory parts at zero unit price

Renvire tasks on waork order nnstinas to he snerific tasks {not renair arouns

Include wark order messages for
assodated components

while inserting a new wark order
ioted wk ood,

( Apply component options to show all parent-child m%

Display all non-expired component warranties in

work order messages

Option to show messages for all parent-child assets

i RALOC. 12 ‘I‘ll‘ﬁusages
TI{ER COPEN WCRE ORDERS

WORE CRDER NUMEBER EST TYPE STATUS REASON FPM SERVICE
AEL173-2012-28 BM OPEN B
RALOC-4-2013-292 REFAIR OQFEN J

RALOC-1-2013-58 REPATR WAIT FCOR EQUIP J

UNIT IS UNDER WARRANTY - EXPIRES 10/03/2018; METER 1: 150000
UNIT IS 2148 DAYS LATE FOR PM SERVICE A

RACAR1 - 201Z HOWDA&US CIVIC&US MOTOR POOL SEDAN LINEAR - TEST
OTHER OFEN WORK ORDERS

WORE CRDER NUMEBER EST TYFE STATUS REASON FM SERVICE
ARM-2012-9 REFAIR ©QFEN J
ARM-2012-15 REPRIR OPEN J
ARM-2012-21 REPATR OFPEN J
ARM-2013-5 REPRIR OFEN J
AV1015-2012-1 REFAIR OQFEN J
AV1015-2012-12 REPRIR OFEN J
AV1015-2012-13 REPATR OPEN J
AVZ0l5-2012-1 REFAIR ©QFEN J
AV2015-2012-2 REPATR OFPEN J
AVZ015-2012-3 REFRIR OFEN J

UNMIT HAS ADDITICNATL WORE ORDERS OPEN
UNIT IS OVERDUE 01/01/0512 FUEL UNITS ON FUEL CONSUMETION FOR SERVICE B
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Calendar and Scheduling

Hide Shop Calendar Capacity: Enable this to hide the capacity calculations for the shop
calendar. By default, this setting in disabled.

Details to display on calendar preview: Check the options to display the following items on
the calendar preview.

¢ Hours: The estimated hours or start time and end time. This is checked by default.
o Title: The work order title. This is checked by default.

e ID: The work order ID, task ID, etc. This is checked by default.

e Asset: The name/ID of the asset

¢ Department: The name/ID of the department

Details to display on calendar panel view: Check these options to display the following items
on the calendar panel summary view.

o Title: The work order title. This is checked by default.
e |ID: The work order ID, task ID, etc. This is checked by default.
e Asset: The name/ID of the asset

¢ Department: The name/ID of the department

Parts Actions Settings

This area allows you to determine Parts Actions Settings and Permissions.

Settings

Allow employees to search ALL PARTS regardless of supported locations: Checking this
box allows employees to search all the parts at all locations. The default is unchecked and will
result in WHERE USED only returning parts that are stocked at the location.

Default Part Lookup Part ID search option: This dropdown sets the default for the Part ID
search option on the Part ID Lookup page. The dropdown list has the following choices:

¢ Include Xref (with the ...even if xref part ID exists as stock part option checked
(ON)): Searches the part IDs and the cross references and includes cross referenced
parts that also are stocked as parts themselves. Include Xref (with the ...even if xref
part ID exists as stock part option unchecked (OFF)): Searches the part IDs and the
cross references and does not include cross referenced parts that are themselves
stocked part IDs.
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e Only Xref: Searches only the cross references
¢ No Xref: Searches only the part IDs and not the cross references

e Manuf Part Only: Searches only Manufacturer part IDs and not cross references or part

IDs
Part ID Lookup
Stock Location | ACA - ASSET CENTRAL ADMINISTRATION r
Search by Text
Part ID containg ¥ Include Xref v
Description containg ¥ Include Xref *
: Cnlby Xref
Product Category | contains ¥ Mo Xref
Manuf Part Only
Reset | | Search

Always search cross references if Include XRef is selected even if xref part ID exists as
stock part: Checking this box ensures that cross references are always searched even if the
cross referenced parts also exist as a stock part ID. This setting applies to the part lookup
search functionality and the setting default is not active.

Display parts quantity on hand as: This default indicates the quantity on hand as either the
number of parts in stock (Number of parts (default)) or whether the item is available
(Available (yes/no)).

Require approval for part returns: Checking this box requires supervisor approval for all part
returns. NOTE: This setting must be the same in both the Technician and Supervisor portals for
it to work properly.

Approves/denies part return requests: This default indicates that the portal user
approves/denies part return requests and determines if the Part Return Requests button
shows on the Main Page. The checkbox defaults as checked.
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Display Manufacturer Name and Manufacturer Part Number: This setting allows display of

part manufacturer and name in most places that part IDs are displayed in the portals.

_~

Stock Location | ACA - ASSET CENTRAL ADMINISTRATION v|

Search by Text

PartID contains W

|[include Xref v

Description contains Vv

Search by Defined Lists

Where Used

Complaint (Symptom) LMBROKEN - PART BROKEN

Basic Info Standard Parts
Add Parts Posting - Line 1 Service Request  LMBROKEN - PART BROKEN
Task D 01 (=) HWAC SYSTEM WAC =
Stock Location 000 () san eSO, €A Bn &
Part nazmen |- Description
[Wanuf Fart Ho TA-200-0258 Wanufacturer NERA |
aty 1 aty on Hana: unt Price: 0.0650 Core Value
Position (=)
issue Date oerzon [ NFI ]
Warranty Wender 100001 Q JAL INDUSTRIAL SUPPLY - DET FailCause ID g
Account D = Repair Reasan T [&) weAR AnD TEAR
Comments

Product Category[contains W] (1 ‘ Task ID | ||£|| Lackup |
| Reset | seach | [ ClassiTask | [ TaskPars
Please choose & Part 1D - Parts found: 1376
PartID & Sufa Description Catego on on Manuf Part No Manufacturer
s Hand Order
24143CR ALSTOM
Cross References: Cross References:
05EL01058 0 RADIATOR; RAD / CAC ASSY 2014 GILLIG EMP (NEW)  B.011 /A 0.0 24143CR-0 ALSTOM
BLAH-0 ALSTOM
BLAHG-0 ALSTOM
=T
Cross References:
GASKET-ENGINE; GASKET, ENGINE, ALL, CYLINDER 5117993-0
00z “ HEAD WATER INLET/QUTLET ELBOW B.310 15 000 53179930
5117993-0
5117993-0
HOSE- SILICON(R; HOSE, SILICON(RUBBER), ID 2-3/8,
1017 0 - B.310 NfA 0.00 Cross References:
LENGTH 2-3/4. ENGINE , OIL e
Cross References:
MDA MIEDAD. ADM MIDOND ME.AII FHGEETNE Fenre Dofneancne
Showing 1 fo 1,376 of 1,376 enfries
Cancel
‘ Parts History - 1000-2011-3
Parts Posted
Part Manuf Part No Manufacturer Te
05046 -2: BATTERY PROTECT; BATTERY PROTECTOR A - PM-A
<) )
Expand All_|| Collapse All
Parts Requested
Date Part ID Manuf Part No Manufacturer Description Status
BATTERY PROTECT: BATTERY
01/18/2012 13:43 05046-2 PROTECTOR COMPLETED 4
01/10/2012 13:32 5281090-0 MOPAR FILTER; FILTER ORDERED 1
01/10/2012 13:30 P-1000-0 OIL FILTER; OIL FILTER PEMDING 1
12/09/2011 13:09 P-1002-0 GASKET; GASKET COMPLETED 1
‘ Post Work Order Parts x

Configured Parts Catalog: This setting allows you to select the tab that your Parts Catalog
portal is linked. It determines where to go when the Inventory Parts Catalog button is pressed.
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Parts Actions Permissions

i

(4 For the Part Actions Permissions, it is recommended that you keep the All Users default if
all users have permission regardless of group permission.

Allow users in this group to request parts: This setting determines the group that may
request parts.

Allow users in this group to issue parts: This setting determines the group that may issue
parts.

Allow users in this group to issue NFI (not from inventory) parts: This setting determines
the group that may issue NFI parts. NOTE: This group must also be allowed to issue parts.
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Settings for Work Order Main Page
This section of the page is where you decide on additional settings for the Work Order Main

page.

Current Report - Print Work Order
This field specifies which report is run when you click the Print Work Order button.

T customizing this report, please be aware that the following case sensitive parameters
included in this report are WONum, WQOYear, and Location.

»> Click the Restore Default button to reset to the default report.

Equipment History Report
This field specifies which report is run when the Equipment History Report button is pressed.

@ i customizing this report, please be aware that the following case sensitive parameters
included in this report are EqID and Years.

™ Click the Restore Default button to reset to the default report.

Settings for WO Detail Page

This section of the page is where you decide on additional settings for the Work Order Detail
page.

Current Report - Print Work Order

This field specifies which report is printed when the Print Work Order button is pressed on the
Work Order Detail page. If you decide to change the default report, please be aware that it only
takes three inputs: LOCATION, WOYEAR, and WONUM.

Work Order Details
Asset 1D
p Messages |
Asset Number Station Location 1-0P5
License Number Repair Location 1-0PS M
Operator Name Print Work Order
Work Order ID 1-2017-38 p Job Status CPEN h
Starnt Delay
Job Type REPAIR Technician
WO Meter 1 0 MILES WO Meter 2 0 HOURS Edit Basic Info
Projected [ - .
Contact Name Completion Date 04042017 04:00 Relationships
Priority Jate In 03/21/2017 11:04
Date Opened
Test Resulis |
Repair Reason ID Work Class
Account ID Parking Stall Equipment Usage
Priority 1D Reference Order ID
ty Add / Manage SRs
Work Order Tasks
Summary Cost Info New Job
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®) Click the Restore Default button to reset to the default report.

Settings for Work Order Details and Assignment Detail Pages

Current Report - Print Work Order

This field specifies which report is printed when the Print Work Order button is pressed on the
Work Order Posting page. If you decide to change the default report, please be aware that it
only takes three inputs: LOCATION, WOYEAR, and WONUM.

™ Click the Restore Default button to reset to the default report.

Settings for New Work Order Page

This section of the page is where you decide on additional settings for the New Work Order
page.

Do not use FA defaulted PM Service for new PM WO’s
This default setting determines whether new PM work orders use the defaulted PM Service.

A\ Access to the Finish Work Order button is controlled through the GUI. The button is
hidden or disabled depending on whether the user has rights to view or edit the control,
respectively.
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Settings for Service/lnspection Due Page

This section of the page is where you decide on additional settings for the Service/lnspection
Due page.

Eq PM Due Run ID Report

This field specifies which report is printed when the RUNID link is pressed on the
Service/lnspection Due page. If you decide to change the default report, please be aware that it
only takes three inputs: RunID, Open WOs, and Reason Due.

Current Working Location
Current Location  |RGLOCT -LOC -

Open Work Orders
mete: ator 1 Due | Meter2Lste,

Current Filter v
PM Senvice: A, Include Services Soon Due by Meter: N, Exclude Services on Open Work Orders: N
( Define Filter | Clear Filter

What do you want to do?

4 Note: If your organization does not use meter information with services and inspections, it
is possible to hide the meter columns via Ul controls. Refer to the Administrator Guide,
User Interface (Ul) Options section for information about modifying the UI.

Settings for Service Request Detail Page

The setting in this section is specific to the Service Request Detail page.

Current Report - Print Service Request

This field specifies which report is printed when the Print Service Request button is pressed on
the Service Request/Defects page.

Settings for Accrual Balance

Display Accrual Balance: When this option is checked, the accrual balance will display on
timecards, timesheets, and indirect postings.
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Work Management Portal Settings

The setting in this section is specific to the Work Order List Gadget in the Work Management
portal.

Work Order ID hyperlink target page

This field specifies whether the Work Order Detail or Work Order Main page displays when you
click the Work Order ID hyperlink in the Work Order List gadget. Select the desired target page
from the drop-down box (Work Order Main, or Work Order Detail).

Work Order Detail *
Work Order Main
‘Work Order Detail |

Compare search term to — This setting will determine if the gadget searches all supported
facets for an asset or behaves like the Technician Portal which directly tests against AssetlD
and supports ambiguity resolution if no direct match is found.

Settings for Work Management Portal
Work Order List Gadget
Work Order 1D Hyperlink Target Page

Asset Search Gadget

Finishing Setup
1. When you are finished setting the default values and settings, click Save.

2. After you have finished configuring the portal, exit your browser and open a new browser
window before using the portal tab to view or update data.

Continue to the sections below for information about how to configure information to display in
the gadgets.
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4. Setting up Gadgets

There are many gadgets available for setup. This section only goes over the admin settings for
the following gadgets. For a complete list of gadgets and gadget information, refer to the Work
Management User Guide.

# To learn more about customizing your gadget layout, refer to the Custom Gadget Layout —
Reference Guide.

Work Summary Gadget
Work Summary A@{jﬂEdit Filter
Filter Edit Saved Filter Planning Pending Open Finished
ALt 34 11 235 16
O &  DATE_FILTER 34 3 0 0
0 & CONSIST_TEST 0 0 4 0

To configure the types of work orders to display in the Work Summary gadget, follow the steps
below:

1. Click the Edit pencil.

2. Fill out the Define Work Management Filter.
3. Name the filter.

4. Click the Save button to save the setting.

The filters display the results based on the setting.

(4 Additional filters can be created and applied. Check the box next to each filter you would
like applied to the work order search.

Metrics Gadget

The Metrics gadget allows you to display work based on a variety of Ad Hoc Query and other
KPIs (key performance indicators).

Adding KPIs to the Metrics Gadget

To add a metric to the Metrics gadget, follow the steps below.

1. Click Add.
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Parts - Count At or Below Reorder Point

2. From either the Ad Hoc Query KPIs or KPI tab, click on the desired KPI.

Choose KPI - Metrics *
Ad Hoc Query KPls KP1

Parts - Count At or Below Reorder Point Parts at or below reorder point by users current location

Sample Query A Query to support sample guages and charts.
Sample Query B Query to support sample guages and charts.
Work Orders - Count FINISHED at My Location

<ifork Orders - Count OPEN at My Locatiof

Work Orders - Count PENDING at My Locatibg

Work Orders - Count WAIT FOR EQUIP at My
Location location ID

Work Orders - Count by Delay at My Location WO by delay type
Work Orders - Count by Status ALL Locations WO count by status
Work Orders OPEN at LOC

Mumber of Open Work Orders restricted by users location id

Mumber of work orders in a work finished status restricted by user location ID.
Mumber of Open Work Orders restricted by users location id
Number of work orders in a PENDING status restricted by user location ID

Mumber of work orders in a WAIT FOR EQUIPMENT status restricted by user

3. Enter a Label name and click the Add button.

Add Metric

KPl:  Work Orders - Count OPEN at My Location

Label: |Work Orders - Count OPEN at My Location

< A De—

4. The Metrics gadget displays with the new KPI.

Parts - Count At or Below Reorder Point

‘Work Orders - Count OPEN at My Location

35
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Deleting KPIs from the Metrics Gadget
To delete a KPI from the Metrics gadget, follow the steps below.

1. Click the Edit pencil.

Parts - Count At or Below Reorder Point 2
Work Orders - Count OPEN at My Location 55

2. Click the Delete X button to remove a KPI from the gadget.

Options - Metrics

Metrics

Parts - Count At or Balow Reorder Point

-;-__

The metric no longer displays in the Options — Metrics pop-in list.

Options - Metrics

Metrics

(x| Parts - Count At or Below Reorder Point kpi

3. Click the X in the upper right corner of the Options-Metrics pop-in.

Options - Metrics

Metrics

Parts - Count At or Below Reorder Paint

The KPI no longer displays in the Metrics gadget on the Work Management Portal.

Parts - Count At or Below Reorder Point 2
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Change Requests Gadget

Click the Edit pencil to set Status, Screen ID, or Type of Change Request to display in the
Change Requests gadget.

Q  Cii010-20852 TI-1010 - COMPONENT
™ “ e e
- s et e L Q  ci-1007-20850 C1-1007 - COMPONENT

SEDAN n

100020102 A-1002 - CHEV, MALIBU 4DOOR 2 AR Q  c00s-20830 C-1004 - CHEV, CAVALIER 4 DOOR
- SEDAN

1000-2010-4 A-1005 - CHEV. MALIEU 4DOOR 2 REPAIR i Q  ci-1002-20836 €1-1002 - COMPONENT
SEDAN _

1000-2010-5 A-1004 - CHEV. MALIBU 4 DOOR 2 O Chanc juests
SEDAN

100020106 A-1002 - CHEV. MALIBU4DOOR 2 Change Request Filters
SEDSH Status. &

1000-2010-7 A-1000 - CHEV. MALIBUADOOR 2
SEDAN Screen ID ]

1000-2010-8 A-1005 - CHEV. MALIBU 4 DOOR T ] ot
SEDAN YPE

1000-2010-% A-1002 - CHEyMALTEU 4 DOCR 2
SEDAN Save

1000-2010-10 A-1005 #EHEV. MALIBU 4 DOOR 2
SEDAN

1000201011 c100h% eV, CAVALIER 4DOOR 2
seof

1000201012 100 - CHEV. CAVALIER 4 DOOR 2
sehan

1000-2010-13 cffooz - crev. cavauer sDo0OR 2 om «

1000-2010-14 dii002 - CHEV. CAUALIER 4DOOR 2 REPAIR T
feoan

< I} >
Showing 83 recerds
D . Status Screen 1D Description
Showing 0to 0 of 0

After you have finished configuring Shop Activity’s Work Management Portal settings, exit your
browser and open a new browser window prior to using the Work Management Portal tab to
view or update data.

Please refer to the Shop Activity Work Management User Guide to understand how to use this
portal to best meet your work management needs.

Employees Gadget

Click the edit pencil # to choose to show the employee list table or to view your direct
employees.
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