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Installing TechWare JobTrac
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Installing TechWare JobTrac for Windows...........c.cccceeeeeennene. 12
Requirements

To use TechWare JobTrac for Windows, you need the following equipment and supplies:

- Pentium Processor |1 233 IBM-PC compatible or higher with 250MB of hard drive space
- 64MB RAM.

- VGA Monitor, SVGA monitor or better.

- Windows 98, NT, 2000, XP.

- TechWare JobTrac for Windows install diskettes or CD (compact disc).

- Laser or Ink Jet Printer supported by Windows.
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Installation for Windows

To Install JobTrac:

1. InserttheJobTrac CD in you computer'sCD tray. Your operating system should
be set up with the Auto Run feature. If thisfeatureisnot available. Select Setup
from Disk 1. The following will display on your monitor.

2. Click onthe “Next >" button to continue.

3. Click on the®Next >” button and TechWare JobTrac will beinstalled in the
C:\JobTrac directory of your Program Files program group. (JobTrac will create
thedirectory if it doesn't exist.)

NOTE: TechWareJobTrac can beinstalled in a different directory aswell as a different Program Group by
selecting the “ Browse” button in the Destination Directory area.

4.  Click on the”Next >” button. Theinstall program will create a Program Folder for
JobTrac.

5.  Click on the“Next >” button to start copying JobTrac filesto your computer.

6. After all JobTrac files have been installed on your computer, the following will
display on your monitor. Simply click on the“Finish” button. You areready to
run JobTrac! Note: If install says computer needs to be rebooted, wait until install is complete.

JobTrac isnow updated and ready for use.
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2 Chapter 2

What isJobTrac ?

FEAUIE OVEIVIEW ...ttt ettt e et e s et e s st e e e s seraeeessaraeeessasreeenan 2.2
Understanding and Using thisManual ............ccccoveeeiiiiece e 2.3
Introduction to General Areas of JODTIEC.......cccovcveeiiieeeeieeeeeeeeeeee e sireeee e 24

TechWare's JobTrac alows you to enter and keep track of vast amounts of order, shipping
and inventory information. It provides an effective tool for compiling and storing valuable
sales statistics. JobTrac will allow you to gather these statistics through extensive reports on
many variables that you thought were impossible to efficiently generate. JobTrac is sureto
become an indispensable tool in any business office.

The following sections introduce you to the main features of JobTrac . You'll see how each
feature helps you organize and collect your data so you get a complete picture of the quality
you are producing.
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JobTrac Features

At TechWare Incorporated, we strive very hard to make the use of our applications as easy
and painless as possible. We have made entering data as efficient as possible with the use of
Drop Down Lists wherever possible. Below are some of the features of JobTrac

Flexibility
Edit any data...

Data can be accessed for aslong as you want, and it's always editable. JobTrac allows you to
correct mistakes easily.

...but still protect your valuable data from unwanted changes.

TechWare JobTrac has a password feature that gives you control over who can make changes
to data. Users can be assigned rights such as read-only, this feature will allow users the
capability to print areport or create a graph, but will not allow them to change any data.
JobTrac has other security measures such aswrite, delete and pack rights. These features
require supervisor access and are described in more detail later in the manual.

Create JobTrac company profilesall at once or alittle at atime.

JobTrac has the ability to create lists that are used for drop down lists aswell as error
correction. JobTrac does not require you to enter these lists all at once; they can be created
"on the fly", as you need them. Some lists make more sense to do in advance, but that is
entirely up to you!

Fast Data Entry
JobTrac has several features to make data entry quick, consistent and easy to use.

Drop Down List selection

In areas that require data entry, JobTrac has a feature that allows alist to be displayed in a

window called adrop down list. Thisfeature letsyou scroll through the list and select the
desired item. This saves time and ensures that you enter names, companies and so on, in a
consistent manor every time.

Field Verification

Fields that are manually entered and have a drop down list associated with that field are
automatically checked against the list and the entered value. If the value is not the same as
thelist, amessage is displayed explaining that the valueis not in thelist. At this point, the
user can select to keep the value or change and make adjustments accordingly.

Find Data I nstantly

JobTrac datais stored in tables that are indexed in anumber of different ways. Thisallowsa
user to search for datain numerous ways. This feature alone can be a valuable time saver.
There are a couple of ways to search data, both of which will be explained later in this
chapter.
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Ordered Search

Imagine for aminute, alist of things that you have written down in numerical order. Now,
say for example, that you would like that same list in alphabetical order. To do so would
reguire you to re-write the list which could be very difficult, if not impossible for alarge list.
JobTrac has the ability to give you these lists in many different ways with just a click of a button!
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Under standing and Using this Manual

JobTrac is accompanied with amanual that will help in solving questions a user may have. It
would be wise to read the manual thoroughly before getting into JobTrac. If necessary, use
the manual along with the JobTrac program to obtain a better feel for the working
environment.

The JobTrac manual is set up to allow the user the ability to follow along with ease.
Diagrams and helpful shortcuts are located throughout the manual. 1n this section, the make-
up of the manual will be described.

Within JobTrac, there are numerous menus and screens that help the user make their
decisions. These menus are commands, which perform a JobTrac task. In this manual all of
these menu items are completely explained. The use of menu diagrams along with the
associated screen will be explained first.

File Edit JobTrac Maintenance Reports  Window  Abouk
Aboveisaclip of the JobTrac Menu Bar. From
the Menu Bar, Optl ons can be selected in two Eile Edit JobTrac | Maintenance Beports Window About
ways. With amouse, simply click on the word to Employess
obtain its pull-down menu as shown here, or \ Departments
select the option by pressing the letter of the Customers
command that is underlined. To activate the Menu Bar, press Companies
the Alt key simultaneously with the underlined letter. Degtinations
Products
For example, to activate the Maintenance Screen, press Alt M. Pack Data
The arrow up/down keys can be used to make your final Re-Index

selection. ( to activate the sub menu bar, press the Shift key
simultaneously with the underlined letter. i.e.: Shift C will access Customers.

Within this manual, there are several clips of screens and pull down menus. These are created
to help the user gain a better understanding of both the manual and the program. Some
screens may look similar, but pay close attention as most perform different functions. This
manual takes a step-by-step look at the commands within JobTrac. Each of JobTrac's
commands is explained in detail below their appropriate menu box. Command topics are
large letters |eft of the page. Below them is a description of the function's exact purpose.
Also, there may be helpful hintslocated in different commands.

At the end of each description, there is often a bold face phrase to the left of center. Thisis
known as akeyboard shortcut. Simply pressing afew keys can access certain functionsin
JobTrac. Thissavestime by skipping the menu bar and associated screens. Each command
with a shortcut key hasits own unigque key throughout JobTrac.
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Within this manual, keyboard shortcuts will be designated in bold type. An example of what
the shortcut key would look like in the manual is:

Exp: Keyboard Shortcut: Ctrl-A

This manual's main purpose is to enable the user to become more comfortable with the
JobTrac program. If read completely, the task in using JobTrac will be made much ssimpler.
If aproblem were to arise, the manual would be a guide to assist one in solving the dilemma.
This manual will follow the order of the pull-down menu bars. As mentioned above, JobTrac
has multiple ways in which commands can be executed. In some instances, commands can
only be accessed via the menu screens or only by the pull-down menu bars.
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I ntroduction to General Areasof JobTrac

Throughout JobTrac, the user may encounter similar commands on different screens. For
example, some of the reports contain the same basic setup. It isfor thisreason that this
section is being presented. This areawill allow the user to become comfortable with the
commands used frequently in the JobTrac program.

Tab and Arrow Keys

One of the most basic principles about JobTrac is that of keystrokes. The use of keyboard
shortcuts has been explained earlier (Chapterl- Using This Manual), but there are aso other
important keyboard functions. An example of thiswould be the tab key. When searching for
commands in the various menus, it is possible to move through each function without actually
performing them. By pressing the tab key, the user can move the highlighted areato a
different action listed on the screen.

An aternative to the tab key isthe arrow keys. The arrow keys work in much the same
manor as the tab key except for the one mgjor difference. The arrow keys move to every
character within afield, whereas the tab key, when pressed, will move to the next field
immediately, if the user passes the desired field, they can ssmply press shift-tab to reverse the
direction. Both choiceswork will in performing their purpose of selecting items.

Drop Down Lists

One of the best features JobTrac has is the ability to display lists of employees, companies,

customer numbers, and products.
Any time adown arrow is at the

end of aselection field, aDrop e —

Down List can beused. Simply bate Hood: |

click on the arrow to display all PlacedBy:[n_— —~_ |

items within the list. By using the Recz:’: B"? ;\ Ml | Techware JobTrac
up and down arrow keysto custorder. TR =]\ 9 ) Etynotnlsn
navigate through the list, the user P i )_ e
Can ChOOSG the CorreCt Itern. The City, State, ¥ip: | ~.c0034 B

- [ADOT12

user can alg) key in a name’ .::SEhgih;E /l Directions / Notes |
JobTrac automatically checks that ~—

value against the drop down list. If the nameisincorrect or not in the list, an option is given
to allow the keyed name to remain, or be changed before continuing. With these two features,

erroneous data can be kept to a minimum.

JobTrac Toolbar Icons

Most screens within JobTrac have the :
same toolbar located at the bottom of ﬂjﬂﬂ E ﬂﬂﬂ@ﬂ
the data sheet. Below we will review the functions of each icon.

Note: The function of each command is displayed on screen by using the mouse to point your
cursor at a Control Icon (do not click the mouse).
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Controls

All users should become familiar with the controls section of the navigation bar. This box contains
commands that can be used to move to different records within the table.

1) TheTop of file button moves to the beginning of the table.
4 | 2 | L | M | 2) The Next button is used to move to the next record in the table.
(The "next" record is listed in numerical order by Project.)
3) ThePrevious button is used to return to the previous record.
1 2 3 4 4) The Bottom of file button moves to the end of the table.

Find/Search - JobTrac

Users can choose the
Find command to search orders[
for itemsin the table. flokets
Once the "find" function "~ = _Satose | Edoe ——
isse ected, the user will . —;, 500 DETERGENT E
epresented Witha e .
menu that contains a PO Ho.: 45 DEGREE BRICK
number of different oty B Stgregriol|

search topics. Usethe
arrow keysto navigate Find it | cancel |
through the list or, with
amouse ssimply click on the field you want to search. Some fields, such as Customer
Number, Destination, County and Products have the drop down list feature, which enables
the user to easily select the correct search criteria. After you have entered your search
criteria, begin your search by simply clicking on Find It! Within seconds, JobTrac
retrieves the record you need.

For example, if the user wants to search for a particular Ticket Number, the user would:
1) Select the Ticket Number field and key in the ticket number needed for review.
2) Click onFind It! This startsthe search.

JobTrac will display the
data screen. It'sreally R —

that easy! ket #

To search for another - Products

record, press the Enter . =

#E00 DETERGENT
Ro00 STAIM REMOYER
30 DEGREE BRICK

45 DEGREE BRICK

901 QUTSIDE AR VERT

901 -R OUTSIDE AR WEMT LI

key and the search box cust.Mo:[ -]
will be displayed. The Job_Hame:
user can then key in ro
fresh criteria. To return cou w
to the normal mode, N

select Cancel on the Find It ) ( cancel |
search box display S~~——+— >

Note: When in the Search mode, the search icon on the JobTrac data screen toolbar will be highlighted red, ﬂ and only
data meeting the search criteria will be displayed.

N
341

e
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Find/Sear ch — M aintenance

From Maintenance on the Main Menu, the find/search command is somewhat different.

Once the find function is selected, the user will be presented with a menu that contains a
number of different search topics. Use the arrow keys to scroll through the list. Users with
amouse can simply click on the arrows at the right hand side of the search box. Once the
user selects atopic, they must enter the desired field to search. For example, if the user
wants to search for a particular city in the customer list, the user would:

1) Select thefield name relating to plant code from the drop down menu (in this  example;
CITY isused).

2) Select an operator from the Operator drop down menu (in this example; = is used).

3) Type your search criteriainto the Vaue box (in this example; MOORESVILLE is used).
Whole words as well as partial ones, or even single letters can be used in the search.

erator: Walue:

[= |= x| |mooreswiLe
-

CUSTOMER.CITY="WOORESYILLE' ;I

Cancel |

4) Click on the Add button. Y our search criteria should be displayed in the box.

5) Click on Find It! This starts the search and within seconds al Customers with the “City”
of Mooresville are displayed.

Find/Search — Maintenance Notes. When in the Search mode, the search icon on the JobTrac data screen toolbar will
be highlighted red, and only data that meets the search criteria will be displayed.

If you have more than one set of criteria, (search by plant code AND line number) select either "and" or "or" and then
repeat steps 1 through 4 before you select Find It!

Selecting "and" means BOTH criteria must be met. Selecting "or" means EITHER criteria can be met.
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New/Edit/Save/Undo

On most of the JobTrac screens, there is a set of four commands labeled: New, Save, Undo
and Delete.
W[ n](O]B] 0| x)a| 5| %
\/

The New button allows the user to create a new Project, Sample, Package or Rep.

The Save button naturally saves any changes made to any record.
|«2] TheUndo Changes button will cancel your last transaction.

The Delete function will tag arecord for deletion. When pressed again, the record
|i| is unmarked for deletion.

Deleting records in JobTrac is analogous to throwing a piece of paper in atrashcan. You can
always retrieve the paper as long as the garbage collectors have not picked up the trash.
When records are Packed, all records tagged for deletion are permanently removed from the
database. More information on Pack can be found in Chapter 5.

Output Device

Another common area of JobTrac isthat of the Output " gereen

Device screen. Once areport form has been completed, the | & Printer: — ]
user can select the device in which the mediawill be " File
transferred. The operator can select Screen, Printer, File, [ £ Graph -

or Graph. This manual assumes that you have already
defined your printer or printersin Windows. With thisin mind, if you select Printer, JobTrac
will send the report to the default printer.

| = output data to: -Ioix]| The File option allows you to export the contents of

the query to afile.

Format: Thisfield will allow the user to select; Excel
(XLS), Lotus123 (WK 1) or commadelimited ASCII

(delimited) aswell as DBF, TXT and PDF format from

the drop down list. Note: PDF isan option, if your system does

~__ not include, contact TechWare for more information.
File Name: Thisfield is used to name your file and =0l x|
"browse" for a path or location to store the file on Rl
your computer. File Name:l
Note: the default path isthe Xfer Path listed in the
JobTrac System Setup. For more detail see Chapter 3, System— _J il
System Setup.
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2  Chapter 3

System
F o o= S N 1o 1 o 31
ADOUL JODTTAC....eiieieice e 3.2
10 o U | TSRS 3.2
SYSIEM SELUP .ot 3.3

Accessand Login

The" Login" function logs the user into a JobTrac database. Logging in is necessary when a
user needs to add or edit arecord. Each user has certain rights associated with their user name
and password. Theserights are defined in the "Employee Set-Up" screen found in Chapter 5.
Users that do not login are given "guest” rights. This only alows them to print reports and
review data.

Keyboard Shortcut: "Ctrl -L" Login can be accessed from the Main Menu screen by
pressing "L" or by selecting "Login" from the System Menu bar.

1) From the main Windows desktop, double
click on the JobTrac icon.

E TechWare Incorporated

2) TheLogin screen will automatically TechWare JobTrac
display. Click on the down arrow to the L T
right of the NAME field. A drop down list

will provide all the users names. Click on
your name to select it from the user list and
press enter. Typein your passwords and
click on the checkmark icon. iRt

040430 Fax: (FO4) BE3-5455
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About JobTrac

The" About JobTrac" function explains
the registration and license of the JobTrac Tec rac
Program. This allows the user to check on it \\
the serial and version number. If aversion Version: [1o0 N
of JobTrac isinstalled as a demonstration, < Date: [ocr 31,2004 i >
this screen will give the expiration Wm” Key: %
information. If your version of JobTrac \m@rﬁww/
expires, call TechWare Incorporated for an sz, 8
activation key. Prf 803?513?56;50

040430 Fax: (704) 663-5455

L ogout

! LOgOUt" byseIeCtl ng ! LOgOUt" from the IE Edit JobTrac Mainkenance Reports ‘Window  About
System Menu Bar. The" Logout” command System Setup
returns the user to the "guest" status and

allows only those “rights’ associated with User is logged out! |

the “guest”.
[adify I File
Exit JobTrac
System Setup
. File Edit JobTrac Mainkenance Reports ‘Window About
The" System Information™ screen can be Ey——

accessed by selecting “ File” and then
“System Setup” from the JobTrac Main Menu
bar.

Login L
Lagauk

Iadify. TN File

Exit JobTrac

The System I nformation screen is used to define the default settings used throughout JobTrac.
The Company Input area allows the user to enter the company name, address and so forth.

" Data Path" specifies where JobTrac will search for the datafiles.
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System Information

Company: | ABC BRICKS AND CONCRETH
Address: Postal Code
City: I I

Phaone:

Fax:

Data Path: | C:\PROGRAM FILESITECHWARE JOBTRACIDATAL
Hfer Path: | W PDISCOVER YSWITRACDATA,
Report Path: | CMaPDISCOVER Y SIOITRACIDATA
Time: Out: BOO0  Qutput Device:  Date Format: [V Set Centry fie. 1998)
Diays Back: 1024 |||+ 2eresn IMD\( j [v Prompt for Printer

1~ Prirter First Day of vk v &uto "LID" deletion
" File I ,I [~ askto Save

Mext Events: =259

Techwiare Incorporated ;I

Copyright () 2002, &1 rights reserved
Disclaimer:

«|> [ «|n] Bl@| o|x|n|a]w

041021

" Xfer Path" isused as a method to copy datato another directory. A situation where this feature
would be useful would be when an AS/400 is used to collect daily averages from various locations
that are using JobTrac.

“Report Path" specifies where JobTrac will search for report files.

"Time Out" isused as a security feature that enables JobTrac to log a user out after a designated
time of inactivity. The input isin seconds; therefore, avaue of 300 would "Time Out" in five
minutes.

" Days Back" isused to tell JobTrac the length of time to go back and get active dataonly. Reports
can be generated for any length of time

" Output Device" isthe default setting used to tell JobTrac where the output will go. The
settings are " Screen, "Printer” or "File". For more information on this topic, refer to Chapter
2, Introduction to General Areas of JobTrac.

" Date Format" isused to tell JobTrac to use MDY, DMY or YMD format for date.
“First Day of Week” is used to capture and calculate data for reports and graphs.

" Set Century" isused to display four digit date.

"Prompt for Printer” isused to display system printer options when reports are sel ected.
"Auto Lid Deletion" isused to automatically delete raw datafiles If checked, any data
already converted, will be deleted if it is over 2 weeks old.

" Ask to Save" |If checked, the user will see a prompt to save records.

" Disclaimer” can be used to print adisclaimer on various reports at the bottom of the page.
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1
" Next Events' _'Iﬂl Selecting thisicon will enable the following screen:
| |Customer #|Destination| Order # | Ticket # |Supplier #|Category #|Order kem #|Production # ﬂ

L 212 453933 11054 1 g 5343 5}

Thistable allows the user to change the sequential numbering of orders, customers etc. Its content
informs JobTrac of the next number(s) it should usein any of thesefields.
Thisfeature should be used with caution!

Page 15 of 33




Chapter 4

JobTrac
JODTIAC OFder FOIM ...t e e aae s 41
JODTIAC OFAES DELAI ... eeaeeennenenemnnnnnnnns 4.4
JobTrac Daily ProduCLiON...........cccveueieereeiesee e

JobTrac Order Form

Fil= Edit | JobTrac Maintenance Reports ‘Window  About
CTRL+D

The JobTrac Order Form can be accessed from
the Main Menu screen by selecting "JobTrac"
and then “Orders’, or by selecting K eyboar d
Shortcut: " Ctrl-O"

Orders

Daily Production

The JobTrac Order screen isthe heart of this application. All information pertaining to the
customer sales order is entered and maintained on this screen. The top portion of this screen will
be referred to as the Header. The Header holds the general customer order information described
below.

File Edit JobTrac Maintenance Reporks  Window  gbout
E JobTrac Orders m
Order # 48940 Employee Rate I;l
Date Ordered: | 11 092004
Date Heed: | .
Order laced By:
ace |- -
Header ) - -
Received By |. -
Cust. Ho.: |- vl Status: LIS n
Customer: |- PO Ho.:|- Destin: |- j
Address: |- Trade Disc.: 0.o0 County: |- j
City, State, Zip: |- I- - : Cash Driver 0.0000
\ i o I | Dealer
Job_Hame: | - Tax Exempt Tax Rate: 0.0000
ltarns | Directions [ Maotes Shipping Recard
Product [T Grty Unit Price | @ty In Unit Total Taxahle | Discount Ciescription |;|

o

<

I]iseoun‘l:l £0.0000

041030

SubTotal: m

W n|[D]@] o x| v

Grand Total:l $0.0000
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Order #isautomatically assigned by JobTrac. The numbers run sequentially and are
determined by the data entered in the “next event” table on the System Information screen.
Refer to Chapter 3, page 3.4 for details.

Date Ordered: The date the order is placed. The date can be entered by using the number
keypad on the keyboard, or by double clicking on the field to display a calendar.

Date Need: The date the order is due to the customer. The date can be entered by using the
number keypad on the keyboard, or by double clicking on the field to display a calendar.

Placed By: Person placing the order. Use drop down list for easy selection. Refer to Chapter
2, page 2.4 for Drop down list navigation.

Received By: Person placing the order. Use drop down list for easy selection. Refer to Chapter
2 for Drop down list navigation.

Cust. No: The customer’s unique number. The drop down list can be used for easy selection.
Refer to Chapter 2, page 2.4 for Drop down list navigation. A new customer number can be
added through the “Quick Add” method:

1) Click onthe Cust No field.
2) Key inthe new customer number
3) Thefollowing screen will be displayed:

TechWare JobTrac m

< Enkry not in List!
. 2 TS
- Cuick add ko permant list?

w |
4) ClickonYes
5) Enter new customer information into the quick add screen.
Cust_no: i
Cust_id:
Name: |-
Contact: |-
Address1: |-
Address2: |-
City: |- Slate:l- Zip: | -
= x| ¥

6) Click onthe Saveicon.

This effective manner of permanently adding new customersto JobTrac saves time and costly
mistakes.
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Header fields continued:

Customer: Thisfield isdirectly associated with the customer number selected in the Cust. No.
field.

Address: Thisfield isdirectly associated with the customer number selected in the Cust. No.
field

City, State, Zip: Thisfield isdirectly associated with the customer number selected in the Cust.
No. field

Job Name: Many times ajob name is associated with the customer order and is necessary for
tracking the shipment. Enter unique job namein thisfield.

Status: Status of order. Thisisaread only field. JobTrac assigns one of three types: ON
ORDER, PARTIALLY SHIPPED and COMPLETE.

PO No: Used for entry of customer purchase order number.
Trade Disc: Check if trade discount is allowed

Cash: Check if cash order.

Dealer:

Tax Exempt: Check if customer istax exempt.

Destin: Enter the city where delivery isto be made. Use drop down list for easy selection.
Refer to Chapter 2, page 2.4 for Drop down list navigation.

County: The county of the destination location. Use drop down list for easy selection. Refer to
Chapter 2, page 2.4 for Drop down list navigation.

Driver: Thedrivers haul rate.
Tax Rate: The customer’s salestax rate.

Employee/Rate Table: Information displayed in thistable refers to the salesman associated
with the customer order.
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Order Detail

The bottom portion of the Order Screen holds the detailed information regarding the order. This
portion of the screen will be referred to as the Order Detail section. The order detail sectionis
broken down into three parts: ITEMS, DIRECTIONS/NOTES, and SHIPPING RECORD. Each
part can be accessed by clicking on the top of the tab.

E JobTrac Orders (x|

Order # 48940 Employee Rate l;l
Date Ordered: | 110952004
Date Heed: |
Placed By: | _ - ~|
Received By: |- -
Cust. Ho.:|- -] Status: [Tz =]
Customer: | - PO Ho.| - Destin: | - [
Address: |- Trade Disc.: 000 County: |- I~
City, State, Zip: |- | | [ Cash Driver 0.0000
i, b | Dealer —
( Job_Hame: |- Tax Exempt Tax Rate: 0.0000
lterns | Directions J/ Motes Shipping Record
FProduct I ity Unit Price | Gty In Unit Total Taxable | Discount Cescription l;l

o]

Order
Detail

1| | b
Digcoum:l $0.0000 Tax: I £0.0000 Sl-lliiTmﬂl:I $0.0000 Grand Tutal:l $0.0000

041030 |4|>|4|b|| ﬂlX'Mlélﬂ—‘l

\

The“ITEMS’ tab:

This section is used to enter the individual items ordered by the customer. An item can be added
by either selecting the new item icon, located at the right of the item grid,

Product ID Oty IInit Price Qty In Unit Tuotal Taxable | Discount Description l;l
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Or, by placing the cursor over the item grid and right clicking on the mouse. A menu will
display prompting you to “Add Product” or “Remove Product”. Select Add Product.

lterms

Directions I Motes

| Shipping Record

Product ID

iy

LInit Price

aaty In Unit

Total Taxahle | Discount Desctiption I;l

o]

K Right Click For menu

L

Discnunt:l -

041101

( Remove Product |
N |

™~
p)

m

e ——

—

Ta:u::—[_

SuhTDtaI:I $0.0000 Grand Total: I =

1o [ ]| D]@| ofx|d]s|w

Both methods will display the following entry screen:

Order # 48940
Date: | jREEe Oy In Stock
Product ID: j I ] ]
| Cancel
141029

Using the Product 1D drop down list, select the product you want to add to the order. Enter the
guantity and click on the checkmark icon. Repeat this process for each item ordered. Our
example shows only one item on the order. All information associated with the Product ID will
be displayed. JobTrac automatically calculates discount amounts and tax information.

ltermns | Directions f Motes | Shipping Record
Product ID Gty Lnit Price | @ty In Unit Total Taxahle | Discount Cescription |;|
0 | o | ORM j 304450 189.0000 1000| 57545.0500( I~ OLD PLANT. RED (MO WWHITE
1] | *
Discnun‘t:l_ Ta:::l $0.0000 SUhTD‘lﬂlll $5755.0500 Grand Tutal:l $5755.0500

041101

«| v <[ n| B]@] o|x|8|6[5]
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The“DIRECTIONS/NOTES’ tab:

This tabbed section can be used for specific directions or notes associated with the order. The

directions and notes are order specific.

lterns Directions f Motes Shipping Recard
Directions
IMTO SPRING SHORE OFF PINEYILLE RD., TO SUMSET WIEWY LANE TR, 15T NEW ON RIGHT. SET 15T LOAD IM BACK MNEXT TO RETAIMMG WSLL 1M ORE ;I
PLACE. 1 CUBE OLD PLANTATION RED MO WHITE
Motes
W[ p[ ] D@ o|x|8|s 8
The“SHIPPING RECORD” tab:
This tabbed section is used to record all shipments against a specific order.
lterns | Directions [ Motes Shipping Recard
Ticket Ship Date Product ID Description ity Shipped Ciriver D ;l
107924|02/04/0004 || ORMA j QLD PLANT. RED (MO WHITE) 12600|ELMER
108134|03/05/2004 || ORMA j QLD PLANT. RED (MO WHITE) 12075|MORRISOMN
108477|03702/0004 || ORMAY j QLD PLANT. RED (NOWHITE) 5250 [AMTHOMNY
108863|04/06/2004 || ORMAY j QLD PLANT. RED (NOWHITE) 525 |LOcAal PICK

o

The Icons at the left of the shipping record grid are used to enter or review shipping information.

ﬂ By selecting thisicon, anew
shipping ticket will be created and added
to the shipping record screen. This
screen allows the user to select the
product 1D from a drop down menu.
Only items placed on the order will be
displayed for shipment.

E Shipping Item m
Order # 44606
Ticket 2 110196
Date: | 114372004
Driver ID: | FUDDE = Oty to Ship Balance
Product ID: [~ | 0.00 0.00
| Cancel |
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ltems | Directions f Kotes

By SeleCtI ng thIS iCOFI, the quantlty /I'iCkET \\Ship Date Product ID Description Qty Sh
can be Changed on an eXIStlng M \ 107924 | 2040004 | ORI j QLD PLAMT. RED (MO YWHITE) i
shipping ticket. Simply select the D | e
product and enter the correct T oron g
shipping quantity. s Ticket #

dma | L Date: | [EIETEGT

E L] Driver ID: | FUDDE Oty to Ship Balance

N Product ID: I u] o

[
=
U_ e | e |

@ Shipping_status E!

. L | Product ID |0ty Ordered |Gty Shipped| Balance d
By selecting thisicon, apop up screen ] 30450 30450 0

will display the shipping status of this
order.

To remove a product from the Shipping

- - . . ltems Directions F Motes

Record screen, simply click on thelinein
queaion' A s’na” b| ack arrow on the |eft Ticket Ship Date Product ID Description

. - - . . 107924 |02/04/0004 | ORRAY j QLD PLANT. RED (MO Wl
Of. the grld will indicate your choice. 108134 0310512004 || ORNA ~||OLD PLANT. RED (MO I
nght EIICk 03 ge mouse for the pdop up D | 108477 |03/0200004 | ORI v [|OLD PLANT. RED (MG WYl
menu box an ect Remove Products? <- 04062004 | +[|oLD PLANT. RED (Mo il

By oz o

q Ad new Ticket?

( &dd Product ko current Ticket?

Remove Produck?

JobTrac will request a confirmation of this action by
displaying the following:
B Remove ticket: 108863 Product: ORMW?
Choose Y esto confirm and delete, No to leave item
asis, or Cancel to ignore the delete request.

Mo i Zancel |
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JobTrac Daily Production

The Daily
Production Screen ST _ )
allows usersto Froduction | Post Praduction
enter and pOSt da'ly Production # 7
production Date: [ 11,24,2004
quantities to o - =
inventory items, .
. Products Production
The F_)r OdU_CtI on # #600 (#600 DETERGENT il Prod_ID Product aty | =]
field isassigned by #300 #3500 STAIN REMOVER o] [amcL AMERICAN CLASSIC o
300G 30 DEGREE BRICK
JobTrac and 450G 45 DEGREE BRICK
; ; e 801 OLITSIDE AR YENT
determined in the a01R 901-R OUTSIDE AR VENT
S/g:em Information BEOS ANTE BELLUM OWERSIZE
AC0S ARCADIS OVERSIZE
Screen, Next Event ACSS 4RCADIS OVERSIZE SOLIDS
table. . iy >
The Date fl el d ANTE TE-ELLM | Move selecked itemsl
holds the date items 8053 |ANTE BELLUM OERS. SOLI
ARCH ARCH BRICK
were produced. ARKY ARCH KEY
The Plant Code ATES AMTE BELLUM 12 5% BLAC
; ; AUBL |ALITUMN BLEND
field can be used if AUBS AUTUMN BLEND SOLIDS
your Company h% R32hd RO L] . #27 kA0 AR AT j LI
more than one 141031 |4|;|4|;|| Dll nlxlml@lﬂ_«l

location producing

inventory items. The Productstableisalist of al items manufactured. Simply select the item(s)
to be processed and click on the selection key. Selecting products can be made easier by using
the
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Chapter 5

Maintenance
Maintenance - File Functions and Operation..........cccceveveeveieesesesceese e 51
Maintenance — Editing Project Information............ccccoveeoerinoenn e 5.9
Import Data/ Limit Definitions/ Test DEfinitions ...........ccccoeveveieeiencnennenn 511
Importing Files/ Re-index Files/ Pack Data...........ccccoovvirinencneiececesee 5.13

M aintenance - File Functions

M aintenance can be accessed from the
Main Menu screen by pressing Alt-M or by
selecting M aintenance from the JobTrac
Menu bar.

Employees

Fil= Edit JobTrac | Maintenance Reports  dindow  About

Employees

Departments

Cuskomers
Companies

Destinaktions

Products

Pack Data
Re-Index

One item in the Maintenance menu is Employees. A clip of thisscreenistotheright. Thisisa
detailed account of all the people associated with JobTrac. At this point, each employee that needs

access to JobTrac i entered into the
system. First and Last name as Data Entry | Liet

well as Employee ID (Emp ID) are

themain items. EmployeeID is p— -

used throughout JobTrac in the drop First Middie Last

down lists. Employees can be Hame: |

assigned to specific Departments as Emp I0: »

well. Thisallows the user to track e

Sales dollars, Driver rates, etc. - - .

Phone:

The Employee password isan

alpha-numeric field. It can be
changed at any time.

Password:

Confirm Pass:

Once the Employee is entered,
certain "rights’ need to be assigned
to that individual. If just the
Order/Inventory or Sales boxes are
checked, the user will have

Comment:

v Pack
[ Driver

v write

I Orderinventory
[+ Delete

[V Sales
v Supervisor

“read only” privileges, and will be
capable of doing inquiresonly. If

| v <[ n| Bl@] o|x|B|a]w]

040905

the Write box ischecked in
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conjunction with the Order Inventory and Sales boxes, the user will be able to add data or make changes to
existing data. Delete, will allow usersto mark areas to be deleted. Finally, the Pack, alows the user to
physically remove the “deleted” marked areas. Supervisor - only employees with supervisor rights can
change certain data.

Customers

The Customer file is used to create a master directory of all customers that are commonly used in JobTrac.
Information for each Customer can be

kept for future reference. — : =20
Data Entry | List

Thisfile holds important billing Core [ =

information regarding discounts, taxes Name: |MASON BLACK & SONS

and sales territory. Cust idt [a01

Contact: |MASON BLACK

Addresz1:| 1234 ABC STREET

Addrezs2:

City: | MOORESVILLE State: I MC Zip:|‘12345

Fhane: I(?U4j123-455?

Mahile: |(704)891-1234

Fax: |(704)567-5310

Ernail: Ib&son@mason oy

" TaxExempt [ Dealer Tdiscount:l §0.00 Salesarea:l 0

Thiz iz & zample customer only. Used for demmonstration purposes. ;I
Comment:
|
||| n| D] o x]|sa| |8
Departments

The different Departments that are associated with each employee can be kept in JobTrac. Most of these
screens have an Abbreviation. Thedrop [z MmEE
down lists commonly found throughout e —— | L
JobTrac

use these Abbreviations.

Dept: | SALES STAFF
Abbrey: | Sl ES
Dept_fo: 2
[
Comment:
-]

« ] e[ 0] Bl@| o|x|n|a]e

040712
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Companies

i Data Entry | List
The Companiesfile can be used to hold T .
information regarding all locations of o R 000 |
the parent company, such as different Prodid:[wpGT Instock:| 1000
plants or partners. Class:| SPEC = Reorder Level:[ 1000
Supplier: jiad

Unit Image: IC:IDOCUMENTS AMD SETTINGE |

Equivfac: 1.00 3

Unit Price: s0.00
Unit Cost: $500.00

Ortyinunit: 1000
IV Active
v Apply Discount
l7 Taxable

|<| >|{|>I| D|| ﬂ|X|M|§|§L"|

Destinations

Thisfileisthe master file for County tax, sales territory, delivery rate information and sales person. When a
new sales order is entered, datafrom thisfile —[ELEIERES =1 E3

can be found in the header. Data Enty | List

Destin Ho: | 57

Destination: | HIGH POINT
County: | GULFORD
Delivery Rate: W
Tax Rate: W
Sales Person: | RaNKING ﬂ

Zone: - 3

5] <[ 1] Blm] o|x|a|s|w

041021

Products

Thisfile holds details regarding individual products.
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Prod_no: Thisvalueisautomatically determined by JobTrac. The numbers run sequentially and
are determined by the data entered in the “ next event” table on the System Information screen. Refer
to Chapter 3, page 3.4 for details.

Product: The description of the product

Prod_id: Thisisthe unique number or identifier for the product. Some common terms are: part
number, item number.

Class: Thisfield can be used to sort your product. Common terms are also Category or

Supplier:

Equivfac:
Unit Price:
Unit Cost:

Qtyinunit: Some items or products are priced by the tens, hundreds or thousands. This example
shows that the products unit cost is $500.00 per 1000 pieces ordered.

On order: Shows the quantity of item on order.
InStock: Shows the quantity of item in stock.

Reorder Level: Showsthe reorder quantity of theitem. When the In Stock value reaches this
guantity, the item must be reordered.

Unit Image: This allows the user to browse the system for an image file of the product. Once the
correct file path is located, the image will be displayed.

Re-Index
From time to time, databases within
the JobTrac program can become Re-Index Selected Files

out of synchronization with the

inde)( f| | es. | ndexes are used - Available Tables: x Selected Tables: ;I
extensively with JobTrac to help FISF :I EI

speed up certain processes. Certain AVALTEST

environmental factors such as power T LI

outages or power surges can cause COMPANY

thisto happen. For thisreason, SEETNTR“’ iI

users should Re-Index occasionally - | o

oo120




or if the Controls do not seem to operate correctly.

Note: Re-Index can only be modified with a supervisor's access. If you attempt to access this area
without the appropriate authorization, you will receive an error "You are not logged in as a
Supervisor." You are given aprompt to either retry or cancel the request.

Pack Database
=10l x]
As mentioned earlier in this manual, datain
JobTrac isnot really deleted until itis Cautionl!!!

packed. Thismeansthat until you perform a
Pack Database on adatafile, deleted data This will Remove Deleted Records

can be recalled.
¥ Remove "Orphaned" Projects

thisfeature. Over time, you may wish to EXIT
deletefilesif spaceisaconcern. Otherwise,

we would suggest keeping al data.

For thisreason, use EXTREM E caution with |

Q20326

The “ Remove Orphaned Orders’ box in the Pack Database function is needed when a user deletes
an order. The JobTrac order is deleted, but not the data records associated with it. JobTrac looks at
these records as “orphans’. By checking this box, the records related to the deleted order will be
removed from JobTrac. Note: Pack Database and Re-Indexing JobTrac files require exclusive
rights and can be accessed by only one user.
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Chapter 6

Reports
GeNEral REPOIS......ccveeieieee et es 6.1
Shipping DOCUMENES.........ccururereeieieeeeeesese st 6.3

Reports General

Eile Edit JobTrac Mainkenance | Reports  window  About

General reports containing information regarding maintenance items
such as Products, Employees and Customers can be accessed from the
Main Menu screen by pressing " Alt-R" or by selecting Reports from

the JobTrac Menu bar. Depending on your JobTrac configuration, you

may not see al the reports represented on this screen.

Employee & Company Lists

Both of these reports are similar in
structure and can accept a range of

E Company List

Sales QOrders

Shipping Reports 4

Employees

Departrments

Customer
Companies
Destinations

Product Listing

Company List
Orcler By ICOMPANY # Vl

Report Type

employees or companies to report on.

‘(:“ Detail

" Summary

Both reports can be requested as Detail or
Summary.

The Employee List will sort information
by Name, Employee Number or by
Department.

The Company List will sort information

Company &

Range

@ Sereen
i~ Printar
" File

" Graph

by Company Name, or Company Number.

Department List

Thisreport provides alist of al Company

E Department List

Department List
Crder By IDEPARTMENT I 'I

departments. It can be sorted by either department ID,

or department. Drop down lists associated with
JobTrac reports make selection quick and easy.

041021

E Employee List

Employee List

Department:

Order By| EMPLOYEE # a7

Report Type

| &+ Detail " Summary |

¥ Screen
~ Printer
" File

" Graph

]
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Customer & Destination Lists

E Customer List

Destination List

Order By IDESTINATION # 'l

These reports provide a summary or detail list P Customer List =1 E3
of all customers and destinations within the Sl e Customer List
JobTrac database.

Both can be sorted by customer/destination A o Report Type

number or customer/destination name. Users ASHEBORO | & Detail Csummay |

AZHEVILLE

can select an individual number, arange of
numbers or the entirelist. Aswith all JobTrac

Customer # Rance

. . & Screen
reports, information can be sent to the Screen ¢ Printer
for preview, the Printer, or formatted and (‘: g‘:zph
eXported to another file. & Screen |
" Printer
" File
" Graph

E Products Report

Product Listing

. — : . Product Listi
This report contains information regarding all Tl e s

products listed in JobTrac. Product price,
inventory levels, reorder levels etc are found
on this report.

Supplier:

The product listing report can be selected by

Products N/

G600 DETERGEMT
Class, or arange of product numbers. 4500 P e |
300G 30 DEGREE BRICK " Printer =
450G 45 DEGREE BRICK " File
am a01 OUTSIDE AIR WENT " Graph
AR 301 -R OUTSIDE AR WENT
AROS AMNTE BELLUM OWERSIZE
Sales Order Screen
E 5ales Order !E m

The Sales Order screen isthe vehicle that Sales Order
generates a hard (paper) copy of the sales order.
Orders can be selected by individual order e liltmm

number, or by keying in a specific start date.

Order Ho

Customer Job Hame

Sales orders can be configured to print on
different sized forms by selecting the icons on
the bottom of the Sales Order screen.

Allows the user to change the print
format and positions of character

placement on the sales order form.  Sereen |
" Printar
" File
" Graph
041105

Allows the user to modify report
templates.
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Shipping Reports

Fil= Edit JobTrac Maintenance | Reports  Window  About

Shipping documentation can be Sales Orders

accessed from the Main Menu by selecting Reports and
then Shipping Reports. Shipping tickets (packing list)

Shipping Reports

Shipping Tickets

Shipping Inwvaices

and Invoices can be printed from this area of JobTrac. Employes
Departments
The shipping ticket and invoice selection screens are like Tustemar
the Sales Order screen. Shipments or invoices can be Companies
selected by individual number or by specific dates. Print Destinations

Daily Brick Shipments

configuration for different forms and template T

modification can be accessed by the same icons.

E Shipping Invoice !EI B
Shipping Ticket
E Shipping Invoice
ot | Shipping Invoice
Start Date: |‘1‘1."‘| Br2004
Order Ho Ticket Ho Customer Order Ma: I

Start Date: |11NB.I’2004

Order Ho Ticket Ho Customer

Al |

COMBS, BOBBY

108301 |CON1EIS, BOBBY

+ Screen |
~ Printer

" File % Screen |
041105 LLEtah " Printer
" File
" Graph
041108

Job Hame

Output Device

Once you have entered your criteriainto the report screen, you can select the Output Device. Y ou can

choose to report your information to the Screen, Printer, File, or a Graph.

Detail to follow

Graph: Requested information will be set in agraph format. Detail
tofollow. Note: Thisisan optional feature. Contact TechWare for

additional information.
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Screen: Requested information will be displayed on screen.

" Screen Printer: Requested information will be sent to default printer. If

" Printer “prompt for printer” option in “system set-up” is checked, the user can
" File select printer.

" Graph - File: Requested information can be sent to different file formats.




CET— FTEY
= Output data to: Hi=1 E3

Output to File:

The clip to the right is the prompt
that will appear in JobTrac. The
user must select the file format:
Excel: XL5, XLS

Text: TXT
Database: DBF L e =
Lotus. WKS Mirimum Data Poirts: | 2 3; ¥ dis: | -]
Portable Document Format: PDF (Note: Thisisan : _
optional feature. Contact TechWare for additional information. @ Auto Print @ |
021202 |
E Output data bo: =] E3

The user must name the file. Unless otherwise specified, e
this file will automatically be sent to the File Name:|
JobTrac directory. To choose a different directory,

click on the Browse button / | Pl |

Next, click your mouse on the checkmark icon; JobTrac will process your request in minutes.

Output to Graph:

The clip below shows the multiple graph screen displayed in JobTrac when Graph is selected as the output.
The user can choose from 1-6 properties from the Available Propertieslist to display. Clicking on the desired

property, then clicking on the “add” arrow icon " *  can select these properties. This action placesthe
property in the Selected Property column. To remove a property from the Selected Property column, click on
the property to be removed and then click on the “remove” arrow icon |

Note: Each property will be individually graphed.
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Other features of the MultiGraph screen are:

Minimum Data Points: The minimum points to display on the graph.
X Axis: Properties chosen for the X Axis on the graph.
e : Create PDF files. (optional feature)

Auto Print

: Send graphs directly to printer  without preview.

: Preview graph on screen.

_l : Use to edit Available Propertieslist and X Axis selection.
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