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Overview

What's Inside

The Millennium Job Tracking system is a State-a-#rt, Windows compatible
program designed to be run on either a single vtatiks or networked system.

Reports are available for Early Morning CSR's, Uobation, Job Listings, Work
Order/Pick Slip, Employee Time Card data, Job LiocatPast Due Jobs Report and
Daily Posting Activity. With Real Time Tracking dbbs, you have instant
knowledge of entire plant activity, right at youmdertips.

The program utilizes the same Database as fouadrifProfessional Estimator, Job
Costing and TermSys programs.

Job Tracking Workstation

A small Windows based computer is used for Datde€Ctibn and may be any
current version of the Windows Operating System tiBugh Windows 10.

Windows 10: If using a Win 10 system with Touch Screen cajitgbihe user

will be able to touch icons such as Start and Bmift,3 unch and Break for data
entry, otherwise a mouse click may be requireccteess these 4 itens. The Bar Code
Scanner may be used for normal Job Tracking, agitlesl below.

Global Mode: The "Global Mode" is a dedicated data collectimrkstation in
which any user may quickly enter job specific im@ation such as Employee
Number, Operation Codes and/or Job Numbers. Thiestaay be set up for a
single Bar Code Scanner (using Real-Time) or witltipie scanners if used in
Batch mode (not Real-Time). Data entry can be eltiwal (keyboard) or through
the use of a remote bar code scanner .

Individual Mode: The Individual Mode is used in those environmenvtigre
the operator is almost always near the computeganérally is the only person
using the Job Tracking application on that computer
This application is not dedicated and may be mipadi
as desired in order to work on other applicatidihs.
using a scanner, the user must be certain to Ihave t
application showing on the screen and have thesfocu
(ie, the bar at top of application must be hightégh).

Bar Code Scanner: The GraphiTech Millennium
Job Tracking system is shipped with a single BadeCo

Guide to Using Job Tracking
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Scanner. The Scanner may be used with both theaG\dbde as well as in the
Individual Mode. It is recommended that when udimg Individual Mode, you only
use the scanner at the workstation. However, ifgr@uusing the application in
Global Mode, you may use the scanner up to 1200r@@ your Work Station.

Network

Any network may be used, from a simple Peer to Reardedicated server.

In order to run in a network environment, the useist first obtain a license for use
in a network. Once that is done, any number of sations may be plugged into the
server.

Installation of Millennium Job Tracking

To load Millennium Job Tracking, insert the CD intour drive and close the door.

If the CD includes other programs from GraphiTeahy will be presented with a
menu of items from which to select your choice.

If the CD contains only one application, it wilbst the loading process
automatically. If it does not load however, clickART followed by RUN. Type the
drive letter followed by the word SETUP (for examp):SETUP) and hit the enter
key.

Always accept the Default procedures unless yoestremely familiar with how
you wish to have the program loaded.

WARNING: If at any time during the installation, ysee a message that states "the
file you wish to install is older than what youesddy have. Do you wish to keep
your existing file?" Answer this question with a SE

Create a Desktop Icon

An icon may be created for your desktop by theofslhg method.
Click Start or the Windows icon lower left.

Select Programs or All Apps and click GraphiTech.MENNIUM.
Click Millennium Job Tracking from drop down mertam.

Left Click Millennium Job Tracking and drag to dask

o M wDbdh e

Technical Support

If you need further assistance, please call ourtieal support hotline at 800-634-
TECH (8324). Send written documentation of probléonsupport@graphitech.com
and either Scott or Nelson will receive the docom®r visit our Web site at
https://graphitech.com for the latest news, updatesstions and answers on our
FAQ page.

2 e

Overview

Guide to Using Job Tracking



Quick Start

Start Program
To start the program, click on the icon you presgigicreated or select Start (lower
left) and click on the GraphiTech Millennium Joka€king application.

The first screen that appears is shown in Figuseléw. This is where employees
may add various jobs and operations to the JobKimgsystem.

[l GraphiTech Global .Job Tracking (Dedicated) Demo Mode

File Defaults Repults File Maintenance  Help

MILLENNIUM

i Global Management System

Log-n [Erpl 1D, OpCods, Job Nirberl Default Logins
: | Entt:l |
5  End Shift

B Date IR 1. IR | 5 1

@ Joh Num Employee

Start Shift

Figure 1 — First Screen

Defaults

But before you start, you will need to first loagfBults. See Figure 2.

Guide to Using Job Tracking Quick Start « 3



The reason for adding the Default screen is tonaftr those situations in which you
only want to scan a job number or perhaps onljbanjomber and an employee code.

In other words, :
this station is
sitting in pre-
press and we
don't need to
enter that
department and
operation every Figure 2 - Default
time we see a

job float by our station.

‘Modify Defaults

v | Oper |Machine Run |

:J v Ligt Clozed Jobs

Reload Data | E:-:itl

Empl: iSu:u:utt Thatcher
| Load [nterval [Minutez]: |1_

Individual Mode

Let's start out by using the Individual Mode. Clmk File at top left and at bottom of
menu select "Job Tracking" followed by clicking dimidual Mode". The Individual
Mode allows us to work on other applications wisiidl permitting data collection.
We only need to click in the Job Tracking window {shas the focus of our
attention) and start entering data by keyboardydsdy code scanner.

Example 1: Suppose you are sitting at your work station ajabacomes to you

that requires your input
(such as scanning,
ripping, etc.). You have
previously set up the

[~ GraphiTech Individual Job Tracking Network

File Defaults Reparts File Maintenance  Help

Figure 3 — Individual Mod

Default Screen to look like the
example in Figure 2 (your info,
not ours) and your Job Tracking
application is showing on your
computer in Individual mode. (See
above for description of Individual
Mode and Figure 3 showing top
strip to indicate you are running as
an Individual). The actual screen ey e —
should appear as shown Figure 1| |- P e oSt
above but with the title as shown =

in Figure 3 (May appear different s

depending on version of software).

[ Short Form Work Order / Pick Slip |
ANDTR TR R Monday, November 16, 2019

FEDaE] 110415 Dwe Date:| 1122118
[ Proot| 1110811 Due Time: | 10:3000 AM

[ Pressr] 11121 Fini Stze- x

[Bind Datex|

Bind Datez| 1111311 Blssa Stz

Rica Sumve e —

Job Desorighon
32 page booklst plus Cover. 4. fold. stich and trim
Add 3 hole standard.

Press Produstion Notes:

Production Quantities
[Bem: [Guaniiy]| Desciph

Back to our example. The job
shows up in your In Basket. A
Work Order is attached that shows
you information similar to the
Work Order shown in Figure 4.
You pick up your scanner and
scan the Job Number top left, or
manually enter an 8 digit number.

%+ FOLD OR CUT EERE AND ATTACE T0 SEID TO RESERVE FOR TEIS JOB tif

o
Invent

nnnnnnnn

00001004

need to scan the Job Number! The-.
Default Screen contains the other‘%:Iqure 4 —Work Orde
information.

4 e Quick Start
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The Job Tracking software now displays your nartegwith Job Number,
Operation and Time on the display. At any time yuay also look at the Reports
section to view several reports but the one thatdst useful to Job Tracking
software is the Location report followed by the C®Rort.

Let's assume the customer calls Barbara (officeagan who answers the phone.
The customer asks if their job has started worksgeBarbara brings up her Job
Tracking software and clicks on Reports. She tlgdecss Location and enters the
Customers Name or Job Number or uses the drop tiswimstantly she tells the
customer it just started in Pre Press a few minages Since the customer needed to
know if they had time to make some AAs (Author Adiigons), Barbara now has
quickly determined that this time, the customer lsang in the changes with only
minimal impact, if any, to the quoted price.

Bar Code Font Missing: If the Bar Code font is missing when printing the
Work Order/Pick Slip (usually supplied with Wordge the Troubleshooting Guide.

Global Mode

Example 2: You operate a Miehle 2 Color press and you havé#reCode
scanner located near you while the software isingnim Global Mode on a
computer about 50 feet from your location. (Glol&ans the software is dedicated
on a small tablet or computer and may accept resuaening of bar codes in real
time).

You have set up the Defaults with similar inforroatias shown in Figure 2 except in
your case, the Department, Operation and Name wmailthsed on your parameters.

When the Job is given to you, all you need to dscémn the the Operation Code (may
be attached to the press or located on a wallbde ia laminated sleeve), along with
the Job Number to load to the system. Obviouslygauld also scan just the Job
Number which would then use all of the Default imfiation, rather than a specific
operation.

Once you do that, anyone needing to know whergothés will instantly see that
you are working on the job at your work station éllie 2 Color) and you are
washing up the press, for exmple.

Example 3: In Example 2 we are looking at just needing the
Department/Operation followed by the Job Numbethia example, all we need is
the Employee Badge Code and the Job Number. Theuldefill then become
whatever Department and Operation we set up ilDgfault screen.

Example 4: This last example requires that we enter all thtegas of
information. In other words, we have a scannertigtatrategically in the center of
the Department (say Bindery for example). We haeipusly set up the Default
screen but in general it will not be used becaus@han to enter all the information
through our scanner. Any employee in the plantusmthe scanner but generally it
is part of a network and only those employees withat Department would be
using the Scanner.

When the job appears at our location, we scan adgB Number, then the
Department/Operation Code Number and finally tHe Namber.

Guide to Using Job Tracking
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General Information

Hierarchy: The sequence to be followed in all cases is dsvist (1) Scan
Employee Badge Number. (2) Scan appropriate Depati@peration Code. (3)
Scan Job Number off of Work Order.

Note that any of these scans may be skipped ahdyifare, the Default will take the
place of the skipped scan.

Last Code Scanned: The Job Number must be the last code scanneg. It i
used as the trigger to post information to the lakeda and display it on your Job
Tracking software. If entering the Job Number médigualways use 8 digits because
the program is designed to trigger the postingatédvhen it "sees" an 8 digit
number.

Remove Job from Display: As soon as you enter your Employee Number
or a new Job Number, the last job you enterednmxed from the display. And as
soon as you scan the Job Number, that Job is ibplaged.

Configure Bar Code Scanner: The Bar Code Scanner is configured by
GraphiTech to work immediately, right out of thexb@he small USB device that is
part of the Bar Code Scanner is connected to yommpaiter's USB port. If necessary,
you may need to also plug in the scanner to chidugbattery.

Once the scanner's USB device is plugged in and g@mputer recognizes it (solid
blue light), you can simply use the Bar Code Scatm@éput whatever you need to
enter.

6 ¢ Quick Start
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Reports

Job Location

Probably the second most T S ]

important aspect of the Help
Millennium Job Tracking

application is the location E\w’ E “ |

of any job in the plant. ! E :E:Eqﬁl&gﬂ U M
Generally speaking, the Global Management System
application resides on one LOCATION REPORT
of management's
computers and is often
p|aced in "Individual Customer, ]GraphiTech Cormputer Sys _vJ Job Moo [TEWGIE -
Mode". By having the |
program reside on a

Identify Customer or Job Humber

Hefresh Customers |

Job Information

computer not used for — ————
scanr;ling, you will not Date'.ll - o T el

lose any scanned data Cesripion | el p -

when running reports, Stock: [0

entering maintenance

items, etc. Job Location

If you select the Record Mumber; | D ate: | ;J
Customer, anyjobs Diepartment: [SmPiesses Time: [07:1¢
associated with that Operations |11 Code: 7117 j
customer will appear in

the Jo No. List to the 11/04/19 14 of 18 Daps - 78% Complete 11422413

right. If only one job is EEEENEEEEREEENENENEEENEEENEE
available for that

customer, then the location . .

- ’ Figure 5 — Location Repc
will be deisplayed 9 P
immediately.

If more than one job is available for that custontleen select one of the Job No's
from the drop down list.

A small scroll bar is available to the right of tlast job location should you need to
see where the job was previously.

This one report alone can easily save 10 or moueshevery week in just locating
where a job is when a customer calls.

Guide to Using Job Tracking
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Printed Past Due / Location Report

Both of the following reports are obtained by clitkon the Reports menu of On

Screen Location

Red Bar: The Past Due Report identifies the status of @atzin the plant so that

at a quick glance you can determine if a job is'nog late by looking at the Red

Bar.

Blue Bar: A Blue Bar indicates that the job is running waid is not behind

schedule.

Yellow Bar: The Yellow Bar indicates jobs that have less th@¥ time
remaining to completion. These are jobs that nedzetmonitored.

White Bar: The White Bar indicates that the job either mayehaist started or

may not have started yet. Usually this type of repbows up when the beginning
and ending dates are the same. Even any Activitydvioave the same date, thus
looking at the Job Location Report might providétdreinfo as to the status of this

type of job.

| PAST DUE REPORT i

Current Dats: 12/03/19
Pags No. 1 of 1

Report Sorted by Open Jobs, for All Clints, with Open Date Range

Current Time: 1:46:15 PM

[cSR Job# Client Description Stai  Proof  Press  Bindery Due Start Due Statug
02 00001001 Joe's Landscaping 2/0 LETTERHEADS 11104718 11/04/19 11/04/18 11/05/15 1205018 16% Remain
01 00001002 GraphiTech Computer Sy 16 PAGE NEWSLETTERS BLACK 11/01/18 11/04/18 11/05/18 11/08/18 12/1219 me— 23% Remain
02 00001003 Jackie's Designs FLYER, 8 UP 1111519 1111619 11/18/19 1119/19 122019 —— 579 Remain
02 00001004 GraphiTech Computer Sys 32 page booklst plus Cover, 4/4. fo 11/04/18 11/08M8 1112118 1111818 122219 ne———— 42% Remain
0 00001005 GraphiTech Computer Sys 4/4 inside pages - second part of | D4/28/18 04/28/18 D4/28/18 D4/25/18 12/04/15 IE————— Job Overdus!
0 00001006 GraphiTech Computer Sys Customer request for stock only, n D5/01/11 050111 05/01/11 0511 12106611 e ————— Job Ovardus!
02 00001009 Primary Day Care Brochure 2 sided 2 color 12003119 1200319 12/03/18 12/03118 1210318 —= Just Started

Figure 6A — Past Due Repi

\ JOB LOCATION REPORT

Current Date: 12/03/18

Report Sarted by Open Jobs, for All Clients, with Open Date Range

Current Time: 1:45:12 FM

Page No. 1 of 1

CSR Job# __ Client Desoription Stari__ Proof  Press  Bindery Due Location Last Date & Statug
02 0D0DTDD1 Joe's Landscaping 2/0 LETTERHEADS 11/04/18 11/04/18 11/04/18 1110518 12/06(18 Design, Creative 11730010

01 00001002 GraphiTech Computer Sys 18 PAGE NEWSLETTERS BLACK 11/01/19 11/04/18 11/05/10 11/08/18 12112118 Xerox, Versant, Change Ink 113010 .
02 00001003 Jackie's Designs FLYER. 8 UP 1171519 111618 1118118 11/18/18 12120018 Mishie 2 Color, Press Down Time 131
02 00001004 GraphiTech Computer Sys 32 page booklet plus Cover, 4/4. fo 11/04/10 11/08/18 11/12/18 11/18/18 12/22/18 Xerox, Versant, Set Up 12/02110 -
0 0DOD1D05 GraphiTech Computer Sys 4/4 inside pages - second part of j 04/28/12 D4/28/18 D4/28/18 04128/18 1204118 Web Presses, MR 1o m
0 00001006 GraphiTech Computer Sys Customer request for stock only, n 0S/01/11 05/01/11 05/01/11 0501111 12108111 Miehle 2 Color, Load Feeder 12e0 .
02 00001008 Primary Day Care Brochure 2 sided 2 color 1210319 1200318 1203118 12/0319 12/03(18 Chief 15, Chief WASH 120 O

Figure 6B — Job Location Rep:

8 ¢ Reports
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Morning CSR Report (Production Meetings)

This report is quickly prepared i i .
and is given to each CSR

E%cia‘upsrt:sn(:ﬁ:a?i(\a/(re\;i(i:r(1a the plant. E% EL..]L,E ;$ JIE @E U W 1

Global Management System

In Figure 6, you can select a
report that includes only Open

Report Dplions
JObS’ Only Closed Jobs or Both. |dentify the type of report desired. Clased Jobs are those that have

been previoush invoiced or were manually clozed
" Open Jobz (" Closedlobs (+ Baoth

If you want a report for all
CSR's, leave the CSR field
blank. If you want just a single LI

. |dentify the type of Printed Report desired. Those printed in Portrait
report, SeIeCt the CSR deS|red . include enough information for the Maorming Session. The Landscape

Report identifies addlinfo such as Phone, Estimated Cost and Hours,

Click Print to generate the Enter C5F s mame Below if just that repaort desired. Leawe Blank for all.
desired report shown in Figute 7. | |
M ER I f+ Partrait 80 Colurnrs

A future report will show a more
detailed listing for the printed
report in Landscape mode. In
addition, all jobs that have Listing of &l jobs in plart. Sorted by Job Mumber,
exceeded their due date will be it o Sl ol
printed in red for easy
recognition.

v Uncheck for Narmal iew Print Repart J Exit ‘

Rico Suave

Individual zart of jobs per CSR

00001001

00001003 0

Figure 7 — CSR On Screen Report Genel

Current Date: 12/10/19 Both Open and Closed Job Listings Sorted in Order They Were Posted ~ Current Time: 11:17:11 AM
Page No. 1 of 1
Johnny Topnotch
[Job Number  Date Due Client Description Location s]
00001001 11/04/19 12/11/19 Joe's Landscaping 2/0 LETTERHEADS Chief 15, Chief MR o
00001002 11/01/19 11/12/19 GraphiTech Computer Syste 16 PAGE NEWSLETTERS BLACK PrePress, Using Customer De O
00001003 11/15/19 12/16/19 Jackie's Designs FLYER, 8 UP Xerox, Versant, Lunch o]
00001004 11/04/19 12/09/19 GraphiTech Computer Syste 32 page booklet plus Cover, 4/4 fo Xerox, Versant, Lunch o
00001033 12/09/19 12/30/19 GraphiTech Computer Syste 4 page brochure, saddle stitched 4/ PrePress, Using Customer O

Current Date: 12/10/19 Both Open and Closed Job Listings Sorted in Order They Were Posted Current Time: 10:57:23 AM
Page No. 1 of 1
Johnny Topnotch
[Job Number Date _ Due Client Description Location Phone Cost Hours S|
00001001 11/04/19 12/11/19 Joe's Landscaping 2/0 LETTERHEADS Chief 15, Chief MR 800-634-8324  $125.50 11 o
00001002 11/01/19 11/12/19 GraphiTech Computer Syste 16 PAGE NEWSLETTERS BLACK ~ PrePress, Using Customer De 800-634-8324  $120000 235 O
00001003 11/15/19 12/16/19 Jackie's Designs FLYER, 8 UP Xerox, Versant, Lunch 555-555-5555  $150000 120 O
00001004  11/04/19 12/09/19 GraphiTech Computer Syste 32 page booklet plus Cover, 4/4.  fo Xerox, Versant, Lunch ~ 800-634-8324 $5827.22 286 O
00001033 12/09/19 12/30/19 GraphiTech Computer Syste 4 page brochure, saddle stitched 4/ PrePress, Using Customer 622-4327 $497.00 120 ©

Figure 8 — Printed 80 & 132 Column CSR Re

Guide to Using Job Tracking
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Job Listings Report

This report is Job Listings
USGfUl fOf Date Ranges

P Selected Client: |<A"> j [~ Default Dates
d ete rm | n | ng Starting on Ending on
which jobs are Sort Order: [Job # || Jooion 20 El
still in progress. I~ Descending  Open { Closed " Both
From an Open | Job # | Start Date | Proof | Press | Bindery ‘ Due Date | Client

[ 0] ooootom - 11/0449 0 110449 11404419 11405419 1140549 Joe's Landscaping
o ooootoo2 - 11/mMA9 0 1140419 11408439 11408418 114218 GraphiTech Computer Sps
1] ooooton3 - 1141548 114649 1141819 1141849 11742018 Jackie's Designs
1] oonotond - 11/04413 0 11/04419 0 11/04418 0 1140449 11ABA5 GraphiTech Computer Sps

Accounting
standpoint, it
becomes very
easy to
determine if any
jobs have left the
plant without
being invoiced.

4 i
Linez Of Data: 4 Print Repart

In addition, this

report can be usedrigure 9 — On Screen Listing of J
as a cross

reference for any existing job reporting methods gmay currently be using.

The printed report below contains identical infotima to that of the on-screen
report.

| JOB LISTING REPORT |
Current Date: 11/18/19 Jobs Sorted by Open. for All Clients, with a Date Range of: 01/01/2000 to 12721730 Curment Time: 74727 AM
Page No. 10f 1
kb San Froot  FPresz _ Bn Due Client CSR Description Price |
O 00001001 11/04/12 110419 1104718 110512 1105610 Joe's Landscaping 02 20LETTERHEADS 50.00
O 00001002 110112 110410 1105610 110812 111210 GraphiTech Computer Sys 01 16 PAGE NEWSLETTERS BLACK INK $1200.00
O 00001002 111518 111619 1111818 111212 112010 Jackie's Designs 02 FLYER, BUP $1500.00
O 00001004 11704712 110819 111218 111812 112210 GraphiTech Computer Sys 02 32 page booklet plus Cover, 4/4. fold, stitch a $6627.22

Figure 10 — Printed Job Listing Rep

10 ¢ Reports
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Employee Time Card

2) Start Shift

The Employee Time Card is simply =
a means for providing an attendence
list for each employee. :

Start Time = 03:55:18 ‘ rERa
Employee Number |

Timer Countdown: 4

If management desires, the
employee can simply use the touch -
screen "Start Shift" to indicate when'

they started work for their shift. Figﬁre 11A _' Start.Sh.

As soon as they touch the "Start Shift,
a request is made for their employee

number.
Go To Lunch m EmplliDg) 12 :|'
TR 2k W Scatt Thateher
Start Time = 03:59.41 j e
Ei'nployee Nurnber SSN:
! Dates: | Today j
11A8/2m49
Timer Countdown: 5
Total Attended: 00Z04
Total Papable: 00204

Figuré '11I.3 - Lunc

The employee may use the bar code _ Exit |
scanner and simply scan their badge, or
they can manually enter their 2 digit  Figure 12 — Time Card Attender

employee code.

Likewise, if the employee B il i e D e e
desires a break or Lunch’ File Defsults Reports File Maintenance  Help

they can also simply

touch the appropriate

icon, enter their employee |

number and their activity

MILLENNIUM

Global Management System

Start Shift

J OB TRACKING

Log-In _[E‘mpl I, OpCode, Ja‘E.N‘um}:e;]. Default Logins

is automatically recorded.
At the end of their shift,

again touch the "End . i
Shift" icon, enter the | _lﬁ_ i _
employee code and their TS
time in attendence will be | |sa32252 Zonn wixen

00099599 Ashley Donahu MISCELLAN, Start Shi 09:
reCOrded. 00053553 Sandra Seiber MISCELLAN, Start Shi 03:55:33 1

Note that when the
employee starts either a
lunch or break, the i Gl A Gl S e R
activity will remain on the Figure 13 — Start Shift in Job Tracking Scr
display until they start a

new job or continue with an old one.

Note also that whenever one of the four iconsushed, the employee has only 5
seconds to enter their employee number or the sevéerevert back to the Global
input screen This ensures that the screen wilbadatisabled for long periods of
time.

Guide to Using Job Tracking
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Printed Work Order

This report is actually located under File Maintecebecause it is created using the
Work Order creation.

| Short Form Work Order / Pick Slip |
LT Monday, November 18, 2013
D0001004

Job No: | 00001004 Ftar Date:| 11704118 Due Date: | 11722118
ALCI Name: | GraphiTech Comguter Sys Proof:| 11/08/13 Due Time> | 10:30:00 AM

Phone:| S00-634-6324 Press:| 111215 Finish Size: X

Stock:| 0001, 20+ white Dond [Bind Date:| 111815 Bleed Size: X

Layout: Rico Suave Press Slze: "
Job Description: Prass Production Notes:

32 page booklet plus Cover, 44 _ fold. stitch and frim.
Add 3 hole standard.

Production Quantities

TREm: Cuanify] Descrplion:
Order: 2000 | Fmished and Trimmed: Delivered to Customer
Shests: Total Sheet Count; Finished and Trimmed
Run: Press Sheets, cut Out of Parent
Pull 0001, 20# white bond
(T
{158
Inventory
Hunber

4+ POLD OR CUT EERE AND ATTACH TO SEID TO REGERVE FOR TEIS JOB ***

-
ool 0oOHLo0d

Inventory Jaob Bunber

00001004

Figure 14 — Work Order/Pick S
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Daily Activity Report (Posted)

The Daily Activity Report  resrremyyre
allows you to see t_he entire Daily Posting Activity
days worth of activity in the
plant. This is primarily an
audit tool in order to
determine if data was
entered incorrectly and Who Joh Number | Emplopes Location Tirne OpCode
00033333 Scott Thatche MISCELLAN, Start Shi 072216 88883
may have entered the data. | omssss  Bobaie MISCELLAN, Stan Shi 07:2213 86489

0n03aaa3 Sandra Seiber MISCELLAN, Start Shi 07:22:22 eistisie]

. 0000 oo Bob Bailey erox, Ye, Maintenan 072512 03004
The first screen shows the OOOOT002  Scoft Thatche  Xerow, Ve, Set Up 07138 paol —

Draily Activity

Enter Date for Listing:[11 230,19 i
CRER DA

H 0000002 Sandra Seib Mighle 2, Load Feed 07:3226 04001
on-screen report with QOOOIONI  Seof Thetche  Mews Ve, Setlp 073443 02001
truncated flelds for 00001002 Sandra Seiber Miehle 2, Load Feede 07:35:38 03001
00001003 Scott Thatche e, Ve, Run 07:40:43 02001
Employee and Location. 00001002 Sandra Seiber  Mishle 2, MR 074156 03002
0o ooz Sandra Seibar Miehle 2, Run 07:58:07 03003
00099993 Socott Thatche MISCELLAN, Break 10:22:26 88283
The Second screen nnnaqaag Bk B silan RAISCELL AR Brazl 17170 s:mnn;T JJ
. 4 >
represents the printed report _
Print Fiepart

and uses the full name and
location.

Figure 15 — On Screen Daily Activ

| DAILY ACTIVITY REPORT |
Current Date: 11/30/18 Job Activity Sorted in Order They Were Fosted Curmrent Time: 10:06:21 AM
Page Mo. 1of 1

[ob Number Employes Location Time OpCode ]
00090900 Scott Thatcher MISCELLANEQUS, Start Shift 07.22:16 gasag
000eR9ag Bob Bailey MISCELLANEQUS, Start Shift 07:22:19 B3s89
00090000 Sandra Seibert MISCELLANEOUS, Start Shift 07:22:22 8az80
oDoo1001 Bob Bailey Xerox, Versant, Maintenance 07:25:12 03004
00001003 Scott Thatcher Xerox, Versant, Set Up 07:31:28 03001
00001002 Sandra Seibert Miehle 2 Color, Load Feeder 07:32:26 04001
00001003 Scott Thatcher Design, Creative 07:34:43 02001
00001002 Sandra Seibert Xerox, Versant, Set Up 07:35:38 03001
00001003 Scott Thatcher Design, Creative 07:40:43 02001
oDoo1002 Sandra Seibert Xerox, Versant, Change Ink 07:41:58 03002
00001002 Sandra Seibert Xerox, Versant, Run 07:58:07 03003
00090000 Scott Thatcher MISCELLANEOUS, Break 10:22:25 Baz82
00028g0g Bob Bailey MISCELLANECQUS, Break 10:21:28 88385
000299900 Sandra Seibert MISCELLANEOQUS, Break 10:230:48 Baz82
00001005 Bob Bailey Web Presses, AA's 10:37:40 08005
00001005 Sandra Seibert Web Presses, RUN 10:52:30 08002
00001005 Sandra Seibert Web Preszses, WASH 11:02:03 08003
00001004 Scott Thatcher Chief 15, Chief MR 11:15:27 08001
00001004 Scott Thatcher Chief 15, Chief RUN 11:30:17 06002
00099900 Scott Thatcher MISCELLANECQUS, Lunch 12:02:42 83887
00090000 Bob Bailey MISCELLANEQUS, Lunch 12:03:12 88287
00028g0g Sandra Seibert MISCELLANECUS, Lunch 12:03:55 83887
00001007 Bob Bailey Chief 15, Chief MR 13:07:50 06001
00001007 Bob Bailey Chief 15, Chief RUN 06002
00001012 Sandra Seibert SmPresses, RUN 07002
00001011 Seoft Thatcher Web Presses, RUN 08002
00001011 Scott Thatcher Web Presses, WASH 08003
000eR9ag Scott Thatcher MISCELLANECQUS, Break 88385
000299900 Bob Bailey MISCELLANEOQUS, Break Baz82
00020003 Sandra Seibert MISCELLANEQUS, Break 88888

Figure 16 —Printed Daily Activi

Guide to Using Job Tracking
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Department/Operation Codes

After you have entered the desired Departmentpetations, you will need to
print out an Operation Sheet for each Departmeagttwias entered. These Operation
Codes may be placed near the Work Center (usualtysd in plastic or laminated).

Employees may easily scan the appropriate operatida for each job.

Department/Dperation Barcodes

Printed Bar Code Operations

Department;

Operations: | 04001-Load Feeder
04002+ ake Ready
04003-Prezz Run

04004-w ash Up
04005-Meikle Ad's
04006-Prezs Down Time
04007 -Meihle Maintenance

Frint DpSheets

Figure 17 — Operation Code Selection Sci

DEPARTMENT /OPERATION |

Current Date: 12/13/18 04-Miehle 2 Color Cumrent Time: 8:47:07 AM

(MWW 04001-Load Feeder
(MWW 04002-Make Ready
(Wmin - 04003-Press Run
imWmmwn - 04004-wash Up
W 04005-Meihle AA's
(MWW - 04006-Press Down Time

MimWmWen  04007-Meihle Maintenance

Figure 18 — Operation Bar Cod

14 « Reports
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Employee Badges

Once you have entered your employees into thersysteu then have the ability to
create Badges for each one. This will enable eagtiayee to use the scanner to
enter their Employee Number.

The screen that is used for creating the Bar C&detjes is shown in Figure 19. The

Print Selected Empleyee Badges

W ELLE.P\!N UM .

Giobal Management System

-y
| "'?!'\-_-

- ‘!

Sfa;ndra Seibert s

_J-L. =

Frint Bﬂd_ges for Employees in List |

- Select Employees for Badge Creation

Select Employees Below: Max of 6 Employee List: Click below to Remove.

02-Scott Thatcher 04-Sandra Seibert
(13-Bob B aile

[4-5andra Selbert .I—*

05-Gearge Apple

06-Herry Baker ,|—|»

|~ Click Here ta Clear Above List
- Select Corporate Image or Logo

Click on Dirive fallawed by Double Click on Folder ‘w'here Corporate Image Resides.
Finalhy, Dbl:Click on the Image Desired from those shown here.

=1 - ' rmaptile.brmp =
J "_] MARELE BhF ——J
I
£ Program Files EﬂPEhHEhmp
£ GraphiT ech's Millennium Job Tracking C Pi?pcl:e.brrgg J
Seazidelight brp
Wwihite. bmp |

Figure 19 — Employee Badc

procedure does require that you first create a BiMPf your logo or Company
Name and place it into the Data folder of Job TiagKusually located at
C:\Program Files (x86)\GraphiTech's Millennium Job Tracking\Data).

The Background images (10 of them at top of Fidi@emay be selected to add
more definition (borders) to the badges.

Once you select the Employees you want from thegBa&tfeator program and have
selected both the Background Screen and the Cdegpbogo, you are ready to print
out your badges. In some cases you may want ta tsavier stock such as 9 or 10
pt or 110 Index. Also be sure to check to be cettaé Bar Code is scannable!

Guide to Using Job Tracking Reports ¢ 15



Figure 20 illustrates what you receive when yoatpout the Badges. These may
easily be cut and placed into badge type sleevegiar employees to use when
entering their employee numbers.

MILLENNIUM L ILLENNIUM

Global Managemen! Syslem Global Management System

I - I

. ScottThatcher - Lynn Nixon

Graphilech  Graphilech

Ashley Donahue Cherie Richmond

MiLLENNIUM

Global Management System

MILLENNIUM

Global Management Syslem

RV [

Sandra Seibert Cherie Richmond

Figure 20 — Several Examples of Printed EmployesgB:
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File Maintenance

Password (Access) Code

The Password to gain entrance to File
Maintenance is 11111. It may be
changed to a different code but please
remember that if you forget what the
code is, the only way we have of
retrieving that code is by having you
send in the database and we run it
through a thorough decrypting routine.

After you enter the password, do not hit
enter but rather just click on one of the
areas you wish to review

Department Codes

A Department Code is the first 2 digits
of a 5 digit code. The last 3 digits are the
operation. All 5 are used to describe both

o Maintenance Code

Fleaze Enter Pazzwaord Before
Aoceszzing Data Files Shown Below.

Select Maintenance Area

~

FTATFTITITITTITTITTITTITY

Departrment Codes

Operation Codes

Employees

Break Codes [Lunch, etc.]
Archive Jobs

Product Codes [Categones]
Change Job Mumber Start
Work, Order Edit/Delete/Mew
Cugtomer Edit/Delete/Mew
Import QuickBooks Customer
bodify Pazzword

Cuzstomer Service Reprezentative
Delete Daily Activity Records

Cancel

the department and the operation for
purposes of locating a job in the plant.

Figure 21 —Maintenance Acct

Entering values for the Dt
Department are straight Departments
forward. It is
recommended that each 2 —
digit code remain el [
squential, i.e., one number Name: |Large Presses
after another. Cost/Hr: W
Much of the information [15 0
requested is actually used * fatkop: 15 Hisfay |0
for our Job Costing
program so if you are Fefrash ‘ Edit ‘ Mew | Save | E it ‘
unsure of the cost center at
this time, you can just skip
it. The principal information Figure 22 —Departmen
required is the name of the
Department and it's Department ID.
Guide to Using Job Tracking File Maintenance e« 17



Operation Codes

Operations
The Operation Codes are Departments
entered after you have
created the Departments Dept ID: [
above. To enter Operation Name: | =
Codes, first select the
Department. This will Operations - Edit Mode
trigger the selection of Rec #:
oeprations for that Dperation: [17° |  OpCode: [17007
Department. Op Name: [wasH :|
In Figure 18, we see the % Cost: |5 =]
Department as Web
Presses. This triggers the Refresh | New ‘ Save ‘ Evit |
operations for that
Department and, since they

have already been entered Figure 23 - Operatior
previously, operation 003
has been selected and named as "Wash".

The % Cost also is not required since once againitifiormation is used in our Job
Costing program.

If you have no operations showing, simply click \Weenter the first 3 digit code
(which should be 001) followed by the name of tingt bperation.

Employees

Employees are entered through this screen. Tosamg]y click on New and your
cursor is placed into the Name cell. After enteting details of the employee, click

"Save" and the list e
at top WI” . |ﬂ Mzme Fhone S50 Hours
repopulate with 0% Erane Thereher E
the new emp'dee 02 Lynn MNixon HAR—HHA—HHHK g
' 04 Ashley Donashue HEH—XH-XXHK 8
05 Cherie Richmond 581-555-1234 1Z23-45-€783 -]
Iflyou Want to 0& Sandrz Seibert 58l-€22-1111 HHH—HH—XHHK 5
eliminate an
employee, you can
. Mame | Phone Mumber
simply rename the
old employee to Address | SSN
the new employee. Ct | HH:/Day [
(Note that you St [ Zp [ Emp# [
may only wish to _ .
Mew | Edit ‘ Save ‘ Exit ‘
enter name and
employee number.
Please follow

numbering convention from 02-99 for employee nursper  Figure 24 - Emplyees
To Edit an employee, click Edit, make changes awe s
when finished.

18 < File Maintenance
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Break Codes

These codes should not be changed.
They represent special operations that are MILLENNIUM

performed automatically. Global Management System

Break Codes

As soon as the program sences one of these code fencab e cores sl s e
being entered or scanned, it automatically removes -
the employee from the list and repopulates the I|st. [
with a Miscellaneous Department (88) and the

i

appropriate Operation , such as "Start Shift". J
. ) Lunch:: [agag7
You can find these codes under the Operatrions ok [eegse
screen by selecting the Misc. Department Number e :::::
88 Shit Information: {93359
oK

Figure 25 — Break Cod

Archive Jobs

There are two types of Archives. See Flgure
20.

The Temporary Archive simply identifies the

job as being ready to Invoice but doesn't ¥
actually remove it from the list (although you

will not see it listed if you search the jobs). ItFigure 26 - Archiv
can be easily returned to a non-archived status

as shown in Figure 21.

B Tempocary Architre of ot (G ke 0l -] [ Permanent Archive of Job n

ﬁ% Eﬁﬂﬂag;NEaH u M Search for
Global Management System Cient: [ =]  Job: |0

Temporary Archive

Permanent Archive

Check Bownes of Jobs You'Wish To Archive Later or Search for a Job.

4 - 2/0 LETTERHEADS

% Seachlob Seach | 00001002 - 16 PAGE NEWSLETTERS BLACK INK
: & Showdoblit  © ShowArchived Lt 00001003 - FLYER, BUP

Jokcto fockine . 00001004 - 32 page baoklet plus Caver, 4/4. fold, stitch a

caping
00001 002 GraphiT ech Computer Sys
000071003, Jackie's Designs

00001004, GraphiT ech Computer Sys

Select &l | QeselectAII| Archive LClose

MK S8 hnicEr B Tempnan ArcHive )

Figure 27 — Temporary Archi Figure 28 — Permanent Archi

The Permanent Archive is just that. Once donegrinot be undone. The data
associated with the job is not removed howevemrsan emergency, you could re-
enter the job through the Work Order and you wdhéh be able to recover the data

associated with the Job.

Guide to Using Job Tracking
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Product Codes

I Create or Delete Product Categories

Product Codes are entered by just typi
into the white area of the iNPUL SCreen. oo o edones for Flassiying Jobs
Once you save the information, it will |
populate the list for scrolling if you
desire. Brachures

Envelopes
Letterheads

Enter Mew Category Below. Hit Enter or Click Save to Add to List

To Delete a product, click on the item

and a check mark will appear next to the _Dslte Save Exit

items you wish to be deleted.

Product Codes can be found in the Wor'iIgure 29 — Product Cod

Order Printout as well as in the Work Order craatis shown in Figure 26.

Revise Job Number

When you need to change the starting - [
Job Number, this is where it is done. Al R T E
Job Numbers are 8 digit Numeric and

may not contain anything but numeric Revise Job Numbers

values.
Current Job Mumber: |
If you try to enter a Job Number lower

than what is shown, you will be warned ~ FevisedJob Number. |

that it may cause duplicate jobs to
appear in your data which would result Save & Exit | E xit |
in incorrect data.

Note that the new Job Number will be Figure 30 — Revise Job Num
accepted if it is all Numeric and
regardless of whether it is above or below thetexjsnumber.

The Number entered should be 1 less than the nuyslbewish to have show up on
your next order.

Modify Password

The initial Password is 11111. This permits = Access Code RESE R E
access to your File Maintenance area.
To change the Password, enter the one that is | Master Cade

current and follow that by entering the new

Original Code; ###*
password twice.

Mew Code: =
Once done, the new password takes effect

immediately and will be required to access File | Retyps New Cade: | ==
Maintenance.

. o QK Cancel
Figure 31 — Access Code Revision

20 « File Maintenance

Guide to Using Job Tracking



Work Orders

The Work Order screen is used to enter all Jolbisdrabsence of our Estimating
program which handles Work Orders automatically.

Edit: If you wish to edit a Job, use the drop downttisselect a Job. This
populates the screen. Next hit the Edit buttomptaf screen and when finished
making your changes, click on the Save button.

0 & == b o 4 Jobsz on File
Mew | Edit | Save | Print | Delete| Quit

Start Date: [{1/04419 Proof Date: [{1/02419 @
Press Date: |114219 & Bind Date: |{14349 &

Due Date: (11,2213 Due Time: [10:30:00 &AM
Acct No: n Job No: |:|E|

AcctName: |I3ra|:|hiT ech Computer Sps

Phone: [= @ Mot Saved
Prod Code: |05 || [Booklets
Quote Mo: I:I Est Hrs: m Qty: m
Est Cost: C5R |I:|2 |Z| |H|c05uave

Stock 1D: |nnn1 E [208 white bond

Job Desc: |32 page booklet plus Cover, 4/4. fold, stitch and trim. Add 3
hole standard.

Figure 32 — Work Order/Pick Slip Creati

New: To create a new job, click the New button. TheeBorwll clear, fill out the
dates and the next Job Number and be ready to thieteext job. When complete,
click the Save Button.

Delete: Enter the Job Number you wish to Delete. It shdngdhe only white
block available for data entry. Once you have theext job showing, click the
Delete button. You will be asked if you're sure yash to delete this job. If so, click
Yes, otherwise click No.

Print: This will produce the Work Order/Pick slip shownRigure 14.
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Customer and Contact Files

The customer file

Customers & Contacts

us_ed W!th all Customer & Contact Files
Millennium :
. Customers [Select Customer to Edit or Delete]
prOd UCtS IS Current List of Customers in Millennium D atabase.
|dent|f|ed as ShOWh ]GraphiTech Computer Systems
in Figure 27. Aot Ma: ]'m— Tax Code (0=No. 1-9=Yes]: ]T:T_'

| AcctMame: |Graphil ech Computer Systems

Within the Customer

File, there are

provisions for the [5uite 107

basic Account City: [Part St. Lucie

Name, as well as for | 5= [l Zp: [34385 Phone: [o00634832¢  $Penaly[91099% fig-
=

Multiple Contacts

Address 423 5 T alquin Ln

Sales Person: {J ohiry Tophotch

and Notes.
When entering a Contact Information [Select Default Contact or Add New]
new customer. use a | Centeet | Seott Thatcher = Celt 561160439

Emait  |scott@graphitech. com Phone: |800-634-8324

6 digit numeric code
if possible since that
is what is used when
importing from
QuickBooks and it
makes it easier to
determine what the  Figure 33 — Customers and Contz

next number should

be. The sample customer files have been set ug osily a 2-digit code however.

Motes:

Customer requires proof on all jobs before run, Talk to Suzanne.

Two areas are of specific interest with regarche@ustomer File. They are the Tax
Code and the Cost Penalty.

Tax Code: The Tax code is one or two characters and depemtise codes used
with QuickBooks. For simple creation of tax wherating an invoice, use a 1 for
Yes and a 0 for no. This applies only if you armg®QuickBooks and have imported
your customers (See Figure 28). If matching youicKBooks data, use a two
character sequence such as FL or GA, etc.

Cost Penalty: Here you may specify a positive or negative vaha will be a
multiplier times the total costs. It basically iaged into the MarkUp cell of the

Professional Estimator Worksheet and is only uedatiat program. For the purposes

of Job Tracking, it isn't required.

Notes may be added to each customer and are uskddionational purposes only.

22 « File Maintenance
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Customer Import from QuickBooks

A quick method for populating your customer filethin the Millennium Job
Tracking software is to import your customers fr@uickBooks.

Before attempting to import your customers howeyet will need to create a
QuickBooks Export File which is dome from within iQkBooks.

Once in QuickBooks, click on the header called Eile look for Utilities or Export.
After you click on the word Export, you will be askwhich item you wish to
export. Click on the item called Customers.

Name It Customer: Next you will be asked to name the export filehisTis
best when you identify it as the wor@uistomer'. When importing to Job Tracking,
you will be asked to search for any files callediS@mer".

Be sure you place the "Customer" export into theaBalder of Job Tracking. This is
done so that persons on the Network do not havsigdiyaccess to your accounting
data.

The Job Tracking Data folder can be found by logkinder the menu item In Job
Tracking called File and then Path.

EE QuickBooks/Millennium Customer Import H

File Help

Millennium Quick Books Import

Identify Current Yersion of QuickBooks
5 02000 200142003 200442010 ¥ "W2011-2018

If wou have not vet exported vour customers from Quick Books, vou must do that before vou may
centinue. Te cenvert veur Quick Books customers, gimphy identify which file vou wigh to create and then
click on the Cemmand "Click to Select Name of Customer File to Open.” Once you have selected the
name of the customer file to open, it will =how in the window below and the word START will appear for
vou to begin cenversion. Customers will then populate the =elected Database or Dos text file.

Export To: |C:\MillenniumiData

Customer File to Import

Import From: |c-\pragram files\intuit\quickbooks 2011\Cust= iif

Figure 34 — QuickBooks Customer Img

Guide to Using Job Tracking
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Customer Service Representative (CSR)

The CSR is very important when it comes to Job Rirecsince they are the one
who is generally responsible for maintaining goeldtionships with the customer.

# GraphiTech Millennium

= New Edt X Delete Refresh
Customer Service/Sales Representative

Wiew: All Reps, zorted by CSR Code

CSA Caode SSH Mame City State Commizzian
]| - R Johnng Topnotch “West Palm Beach FL i}
02 555-65-6555  Rico Suave Commizzion FL 0o
CSR Code: [p2 | Mame: [Rico Suave |
Address: [123 Slick Sheet |
City: [Commission | State: Zip
Fhare: |555-555-55 | Commission: o | S5N: [5E5-5E-FEES |

Figure 35 — CSR Inp

During the morning meetings, the CSR

Early Morning Report provides the CSR
with all the necessary information to keep BRI =5 1= Activily =1 P
track of all their jobs, where that job is

located and if it is on time. The Ligt below zhows all Monthiy

) o ) Activity Files. Click on each check box
Entering data to the file is straight forward pou wish to Delete. Then click the

with capabilities including New, Edit, command Delete below,
Delete and Refresh. 71910, dat

One item not needed is the Commission. AT1911. dat
And for purposes of running the CSR Early AT1912.dat
Morning Report, the only items really
needed are the CSR Code, Name and
possibly Phone.

Delete Activity Files

The Daily Activity Report is created from
files that contain one month's worth of data
See Reports Section, Figure 15-16).
Although it would take several years for
these files to become a nuisance, the Delete
Activity Files program located in File
Maintenance can be used to delete any [ Denene s Lisesd ]
unnecessary files by simply checking the
files you want to delete. Figure 36
illustrates how this procedure looks. Figure 36 — Delete Activity Fils
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Troubleshooting

Bar Code Font Missing: If after printing your Work Order/Pick Slip
you discover that the Bar Code font is not avaéaplease follow the instructions
shown below.

1. Place the CD in your drive and locate the 3 of &Tdnt.

2. Open the Windows 10 Start Icon and type ControkPanjust the first
3-4 letters.

Click on Control Panel

Click on Appearance and Personalization menu hgadin
Click on Fonts

Copy the 30f9 font from CD to Fonts folder

Load your Job Tracking Software and Print the Workler

N o o s~ w

Network Not Working:  when attempting to change the path of the
program in order to enable utilization of the satatabase, the program keeps
switching back to the local folder. Note that thiegram requires you to obtain a
Network License before you are able to access armmmmetwork database. The
procedure is to obtain the newtrok license forsever and then link each station to
the servewr's database.

Database Needs Repair: Occasionally, you might find yourself in
need of a Database Repair. Although it's preferableave a recent backup of your
data files, there are time when just a simple repdi do what's needed.

To start, locate where your Database resides.ufaye running a single user
workstation (ie you haven't opted for the netwoeksion), you will find the
Database and Repair Kit in the following fold€r\Program Files
(x86)\GraphiTech's Millennium Job Tracking\Data. Dbl Click on DBRepair.exe
and click on the "Use Local Data Folder". Be dtreads similar to the link show
above in Bold. Sometimes you might see an extra idathe path so if you do, be
sure to remove it. When ready, click on Proceeed.

The same procedure used above is also used faetherk except you want to be
on the server when you perform the Repair.
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Glossary of Terms

BMP

A BMP file is one that is easily created using 8ween Capture on your computer
(Alt-PrintScreen) and then placing the image infaint program followed by
saving it as a BMP image. Always place your imagesthe Data Folder of
GraphiTech's Millennium Job Tracking which is laahin Program Files (x86).

Shift and Break Codes

The Start or End Shift, Lunch or Break Codes mawdievated by either touching
the icon (if using a touch screen) or by Scanniegltar code shown on the Sample
Bar Code Sheet. Later versions of this software alew the user to press Function
Keys to activate these functions. F5=Start ShtlEnd Shift, F7=Lunch and
F8=Break.

Hierarchy

The Hierarchy (or the order of entering data) nimessuch that the last code scanned
is the Job Number. The Job Number is the triggepésting all data to the
Database.

Network

If you will be using the software in a Local Areatdork (LAN), you will need to
purchase the Network option. A single user systeesdot require a network and
may be run from a single computer.

Global Mode

The Job Tracking application is used in a dedicatadner. In other words, no other
applications may run at the same time since thécgion is waiting for input from
the scanner which may be several hundred feet away.

Individual Mode

A means of collecting data on a Workstation wheheoactivity may be performed,
such as scanning, word documents, etc. To actiliat@ob Tracking software,
simply click on the application and scan or enberdesired codes.

Guide to Using Job Tracking
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Bar Code Scanner

The Scanner used with Job Tracking reads Code93air Codes. The life of the
battery means that it can be in use on a dailyshashout the need of re-charging.
To charge the scanner, connect the USB cable fhers¢anner to the computer.

Job Tracking

A means of tracking jobs throughout the plant,egifih Batch Mode or in Real-
Time. GraohiTech's Job Tracking can be set up reitlg but generally is used in
Real-Time.
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Archive Jobs 19
J
B "
Job Listings Report 10
Badges 15-16 Job Location 1, 7-8, 7-8
Bar Code Font Missing 5, 25
Bar Code Scanner 1, 4-6, 4-6, 4-6, 11 L

Break Codes 19
Last Code Scanned 6

C Location 1, 5-8,5-8,5, 7, 8, 13
Configure Bar Code Scanner 6 M
Contact Files 22
Cost Penalty 22 Modify Password 20
CSR1,5,9,24 Morning CSR Report 9
CSR Report 9
Customer File 22-23, 22-23, 22-23 N
Customer Import 23
Customer Import from QB 23 Network 2, 5, 23, 25
Customer Service 9, 24
0]
D Operation Codes 1, 14, 18
Daily Activity 13, 24 Operation Sheet 14
Daily Activity Report 13
Database Needs Repair 25 p
Defaults 3-5, 3, 5
Delete Activity 24 Password 17, 20
Department Codes 17 Past Due 1, 8
Permanent Archive 19
E Pick Slip 1, 5, 21, 25
Product Codes 20
Employees 3, 5, 14-16, 14-16, 18 Production Meetings 9
Example 1 4
Example 2 5 Q
Example 3 5
Example 4 5 Quick Start 3

QuickBooks Export File 23
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R

Remove Job from Display 6

Reports 1, 5, 7, 8, 24
Revise Job Number 20

S

SETUP 2
Support 2

T

Tax Code 22
Temporary Archive 19
Time Card 1, 11
Troubleshooting 5, 25

w

WARNING 2
Windows 10 1, 25

Work Order 1, 4-6, 4-6, 4-6, 12, 19-21, 19-20, 19-2

25

Workstation 1-2, 1-2, 1-2, 25
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