Web Work User’s Manual

Admin Module

The Admin module is where certain customization, defaults and security can be setup, among other features.
This Chapter describes how to use the Web Work, Admin module.
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13.1 Overview of the Admin Module

The Admin module is used to setup system defaults, user and group settings, user permissions, auto-
numbering formats, global codes, data divisions, field labels, and more.

Click on the Admin Module from the Side Bar Menu / Module Listing on the left hand side of the screen to
access the Admin module. A screen similar to the one pictured below will open:

Module Option Menu

|Operatiu:uns Resources Tools Help

| Click on the Group

Name to popup the ile
Group Permissions
window.

(Glsccontg O ladmin I

Click on the radio button
beside a group to review a list
of users in that group.

Group: ACCOUNTING  Select all  Unselect all

| | Userd |  MName | Locatin |

| CHEM Chen, Jacky GYC
Ces SMITH, GECRGE By
[~ |JEFF \ OBAL, JEFF

Click on a user’'s name
to change the
password for that user.

Click on the Add User Icon
to add a user to the selected

group.

Group: ACCOUNTING a & m

Admin
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13.2 Setting Up User Groups

The Web Work system security is setup by Group and User level permissions. The GROUPS are setup to
grant access to certain Web Work modules. For example the Purchasing Dept may only have access to the
Purchasing module or the general population of your organization may only have access to the Work

Requests module.

13.2.1 Adding a New Group

To add a new group (from the Main Admin Screen):

Cpsrahons Assowcss Toals
K= Sroup

Limista e I
G A P

» Click on OPERATIONS from the Module Option Menu to display the list of Sywiom Cefmis Sl

options

e Select New Group from the drop down menu.

A screen similar to the one pictured below will open:

Svmiam Sy Salup
Group Pralis el
Remesi Sores Sel e

Enter a NAME for the group.
(IE: Accounting, or Drivers,
etc)

e

Group | P

AL ACCEET PRTIEHONE

HMaintenance

I ok Fguecs m Click in the checkboxes beside the

[ P I Processs [ I Hed Do
AssElE

™ Equipmen ™ Loceson
Inventory
[ veriony I

Furchasin

Thasing I Receving [ tem Recues
Admiinistration

™ admnisiration qu:l:rI: |_Eum=

[ inderince
Project Managememnt

I Promcis I Scrmdslng

X

Save Cnes

Deleting, etc, is setup in User Permissions.

modules this user group is to have
access to.

Click on the SAVE button to save this
group or the CANCEL button to cancel
this action without saving.

Group Setup grants permissions for the modules to ALL USERS in that group — HOWEVER, by
default the users will have READ ONLY access only to the module.

Permissions for Adding, Editing,

Admin
13-4



Web Work User’s Manual

13.2.2 Editing A Group

To edit access level of an existing group (from the Main Admin Screen):

* Click on the name of the group you want to edit (see sample picture below):

Cpon I

e The Edit Group screen comes up. Change the group settings by clicking the checkboxes beside the
group names (see sample picture below):

Group JACCOUNTIG
ikl ik el TN

Maintenance
I+ iork Rt ¥ weiork Crder F Tmacard
W P W Procaduns 1T g D
AssEts
[+ Equipment ¥ Location F Labour
Inwentory
¥ kreerony ¥ Wendo
Furchasing
™ Furcrasing I Recewig I Aen Reguest
Administration
™ Aciminisiration ¥ Reports F Budgsts
™ inberface
Froject Management
W Promcts W Schaduing

gl Lo

» Click on the H icon to save the group’s new settings. All users belonging to this group will now access
only the modules that were checked off.

The list of available modules will be limited only to the module your company has purchased. The list may
@ not be exactly the same as the sample picture suggests! Contact your purchaser or Tero Consulting Ltd.
directly for more information regarding this.

Admin
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13.2.3 Deleting a Group

To delete a group (from the main Admin screen):

«  Click on the RADIO button & beside the Group you wish to delete.

i+ lt\.C{Ei.INﬂUE Ir" Ackin

* Click on OPERATIONS from the Module Option Menu at the top of the page to display the list of options.
* Select Delete Group from the drop down menu.

A screen similar to the one pictured below will open:

Microsoft Internet Explorer E'

\‘E}J Are you sure you wank to delete the group Dial Sub 17

[ (04 l [ Cancel

e To confirm this action, click on the OK button. Clicking on the CANCEL button will cancel this action.

e The selected group is deleted.

D@ No user can be part of the group that is to be deleted. See section Deleting User’s from a Group
later on in this chapter.

DF The Group Admin is a system group and cannot be deleted or modified.
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13.2.4 Adding Users to Groups

Before new Users of the Web Work system can be setup, the users must exist in the Labour module. Only
then can the administrator add these users to a group and allow them access to the system. See the Labour
Chapter of this manual on how to add new Labour records.

After a group is created, individuals who share similar permissions can be added to a group, making them
Users of Web Work.

«  Click on the @ button beside the Group you wish to add an employee to. A table listing all users in this
group will be displayed in the lower Frame of the screen.

. Gewp ]
[Checowrne — [cpew  [[

e Click on the a Add User icon at the bottom of the page to open the New User Window.

Create New User

Uzer D I 4

Password I

Confirm passwword I

H X

Save Cloze

* Enter the user’s id or click on the /- icon to select a user from the Web Work database.
» Create a temporary password for the user. This password can be changed by the user once the user

logs in the first time.

e Click on the H Save icon to make this user a member of the selected group.

Each user can only belong to one group. If a user requires different rights than other members
EF of their group, the user must be assigned to a different group or create a new group for this
user.

Admin
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13.2.5 Moving User from one Group to another Group

In a situation when a user needs access to modules other than his current group provides, the user may be
moved to another existing, more suiting group without losing the user’s password.

To move a user from current group to a different group:

«  Click onthe @ button beside the Group the user is currently a part of.

. Gwp ]
Chocowmo  [cpam |

e Click in the checkbox beside the user you wish to move.

Group: ACCOUNTING  Select all  Unselect all

| | Userd |  Name | location

¥ CHEM Chen, Jacky e
=S SMITH, GEORGE By
[~ |JEFF GOBEAL, JEFF

e Click on the m change group icon located in the right bottom corner of the screen.

The Change Group screen will open as pictured below:

Current Group : ACCOUNTING

Change to

Click on the drop down
to choose the group you
wish to move the
selected user to.

H X

Save Cloze

* Click on the H save icon to update the changes. The user is now a member of the group, and can
access modules matching the new Group’s permissions.

Admin
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13.2.6 Deleting User from a Group

By deleting a user from a group, the user loses the right to access the Web Work system. The user still
remains as a Labour record so the user can be applied to work orders and such.

To delete a user from a group:

«  Click on the RADIO button & beside the Group the employee is part of.

. Gwp ]
Chocowmo  [cpam |

e Click in the checkbox beside the user you wish to delete from the group.

Group: ACCOUNTING  Select all  Unselect all

| | Userd |  Name | location

¥ CHEM Chen, Jacky e
=S SMITH, GEORGE By
[~ |JEFF GOBEAL, JEFF

e Click on the a remove user icon at the bottom of the screen. A message box confirming you want to
delete this user from the group will be displayed (see sample picture below).

Microsoft Internet Explorer

\g‘) Are you sure you wank to remove these users From group Dial Sub 17

K l [ Cancel

e Click on the OK button to continue or the CANCEL button to stop the action.

Deleting users from a group removes them from the group they are assigned to and prohibits

U@ them from entering the Web Work system until they are assigned to a new group. Their labour
record remains intact. All labour history through work orders and other transactions in Web Work
also remain unchanged. To delete their labour record see the Labour module section of this
manual.

Admin
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13.3 System Security Setup (User Permissions)

First make sure the users are setup — refer to section Setting Up User Groups. Once users are added to a
group, permissions within that group need to be set up. Use Web Work’s System Security Setup feature to
assign a user specific permissions within the modules they have access to.

Access to modules is done by setting up Groups as explained earlier on in this manual. See
W section called Setting up User Groups for more information.

13.3.1 Setting up User Permissions

Once user has access to modules, by default the user has read-only right for each of the modules. To grant

the user more access, User permissions must be setup.
COperations Resources Tools

To Set Up User Permissions (from the main Admin screen): Mew Group
Delete Group I
» Click on OPERATIONS in the Module Option menu and select Set Auto Mumber =
System Security Setup from the drop-down list. System Defaults Setup

Swatem Security Setup

* The System Security Setup Screen will open as pictured below: Group Profile Setup
Feguest Screen et Up

Configure System Security

=zer ID I e "l?

Duplicate From I e @

Close/ : Edit

» Enter User ID into the User ID Field or click on the # button to select a user from a list.

7
* Click on the J button to display the current permissions for this user. The User Security Setup screen
will show privileges for each module (see sample picture).

Admin
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This particular user has access to all
Uees |ii“':' o -ﬁ-] modules. Your SCreen will change
Capkcate From |7 g i—'ﬂ depending on the User Group.

st el i L]
Tasriiny ed i L] - - - =
L Ted Fid b+ - = o, =
LecalEd el it ik I - - - -
m oz
Przoadrs om
Fropmcd Fen
Farchans i
Fexehing -
S ¥ea
Pers Femural el
e T
Proricos car by
Slzreraam [ Er war Click on each line
T [T - s tp assign individual
rights for each of
the modules.
X B
Choae

[ T *  Set the permissions within the
preT— B selected module by checking the
o i box beside each item.
(e 1] B
Cearspiria =

L] [~ R ] =
App T SRR Imu.— °

Work order and Purchase order
modules also have an Approval
b > Amount field — enter the maximum
approval amount for this user in
your home currency units.

e Clickon H save icon t0 save these permissions and return to the main User Security Setup screen.
You will note any changes you made will be updated in the table shown on this screen.

* Click on another module name to continue updating permissions or on the CLOSE icon to close the User
Security Setup screen.

[@ User permissions are being changed only for this user NOT for all users in the Group. To setup all
users in the same group with the same permissions use Web Work’s Duplicate From feature as
explained further on in this manual.

Admin
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13.3.2 Editing User Permissions

To edit User Permissions (from the main Admin screen): Operations  Resources Tools
Mewy Group

*  Click on OPERATIONS from the Module Option Menu at the top of Deele S
the Admin Screen to display the drop down menu. System Defaults Setup

System Security Setup
Group Profile Setup
Fegquest Screen Set Lp

e Select System Security Setup from the drop down menu.

. . . Configure System Security
» Enter a User ID into the User ID field or click

on the # button to select a user from the User ID |TERO E ¥
Web Work database.
Duplicate From | # @

Yl
e Click on the =1 button to display the
current permissions for this user.

* Click on the name of the Module that you wish to edit the i

rrrrr

permissions for. ==

e Check or uncheck the different rights for the module m

e Click on the H

save icon t0 save these permissions and return to the main User Security Setup screen.

Once the User permissions are changed, the user must log out of the Web Work system and log back in for
the changes to take place.

Admin
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13.3.3 Duplicating User Permissions

The Web Work Duplicate User is used rather than having to re-enter the user permission details for
employees who will have exactly the same permissions.

* To edit User Permissions (from the main Admin screen): Operations  Resources  Tools
Mew Group

. ) Delete Group |
e Click on OPERATIONS on the Module Option Menu at the top of the Set Auto Number |

Admin Screen to display the drop down menu. System Defautts Setup
Swystem Security Setup

A Sroup Profile Setup
» Select System Security Setup from the drop down menu. Request Screen Set Up

 Enter a User ID into the User ID field or click on the # button to select a user from the Web Work
database. This is the user whose permissions will be updated. (USERID: NEWUSER)

« Enter a User ID into the Duplicate From field or click on the # button to select a user from the Web Work
database. This is the user whose permissions will be copied onto the user specified in the User ID field.

. %
User ID [rESER] ; i
Duplicate From  |TERO p @

(USERID: TERO)

e Click on the Duplicate Security Permissions icon. A message window will open confirming you
wish to copy the permissions from one User ID to the other. To confirm the action, click on the OK
button or cancel the action by clicking on the CANCEL button.

The User System Security Setup screen will now display the updated permissions for the user you selected.

U@ NOTE: Permissions will only be duplicated for modules the users have access to. If one user has
access to modules that the other does not, permissions will not be duplicated for those modules.

Admin
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13.4 Changing a User’s Password

A user’s password can be changed in any module by the user or in the Admin module by the administrator.
To change a password (from the main Admin screen):

« Click on the @ radio button beside the Group the user is part of. A list of users lists in the bottom frame.

» Click on the applicable user’s ID or name to open the Change Password screen, as pictured below.

Change Password

Type inthe NEAY passvward for the uzer shoven and click on
"SAVE" to zet a new password.

Uzer D CHERN

Password I

Confirm Pazaword I

H X

Save Close

» Enter a new password for the user into the Password field. Retype the same password into the Confirm
Password field.

* To save the new password, click on the H

X

save icon. To exit the Change Password screen without

updating the password, click on the close icon.

[@ Each user may modify their own password upon logging into Web Work. To do so, load any module
and click on HELP from the Module Option Menu at the top of the page, and selecting User
Settings/Change Password.

Admin
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13.5 Setting Up Web Work System Defaults

The system defaults are settings that you can customize so that the Web Work system matches yours and
your organizations requirements and expectations.

13.5.1 Accessing the System Defaults Setup

Cperations Resources Tools

«  From the main Admin screen, click on OPERATIONS on the Module Mew Group

Options Menu at the top of the page. Delete Group
Set Auto Mumber

System Defaults Setup
Swatem Security Setup
Group Profile Setup

Feguest Screen et Up

» Select System Defaults Setup from the drop down menu.

e The System Default screen will open.

Whenever you change a system default, you must click on the H button to update the default,
[@ then close the system default window and then you have to log off and log back into the program to
refresh the system.

13.5.2 Work Reguest — System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work - Work Request
module.

Work Request
Showy Location on Request INO 'I H
Show Remarks on Reguest I‘r’ES 'I H
Wigw Cthers Reguests Ix,rEg 'I H
Reguester Can Change Password IYES YI H
Show Location on Request
YES: If set to YES — the location field is defaulted to the location entered on the requester’s labour
record but can be changed.
NO: If set to NO — the location field is defaulted to NULL and the location can be queried and

changed as required.
FORCE: If setto FORCE - the location field is defaulted to the location entered on the requester’s
labour record and cannot be changed.

Show Remarks on Request

YES: If set to YES — the requester can view the workorder completion remarks from the Work
Request screen.
NO: If set to NO — the completion remarks cannot be viewed from the Work Request screen.
Admin
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View Other's Requests

YES: Requesters can view other requestor’s requests
NO: Requesters cannot view each other’s requests

Reguesters Can Change Password

YES: Requesters can change their password
NO: Requesters cannot change their password

13.5.3 Work Order - System Defaults

The screen pictured below shows the defaults, which can be set up for the Web Work - Work Orders module.

Woaork Order

Drefault Wil Priority Ig # H
Diefault Wio Type IRM # b
=g Auto-Rumber On Mew: YWark MO .
Order Recard

Include Tam when izsuing Inverntary IYES 'I

to Work Crders H
IUse GL onWark Order far I\(ES vI b
Resource Expenses

=& employee an wwork arder far Mo H
labaur resources

Additional Material Cost on Wark ID % H
Order (Percent)

Additional Labour Cost on Wiork ID o, H
Order [Percent)

Auto Approve Wark Crders INO vI H
Auta Rezerve Materials IYES vI .
Sort Wiork Orders in Mumeric Order || o - H
|z=ue Inventary kems I\(ES vI H
ChargeBack Labour Expense Mo H
ChargeBack Material Expenze I M0 vI H
ChargeBack Toaol Expensze Mo H
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Default WO Priority

The Priority specified will default to every new work order at the time of creation. Any of the priorities
contained in the Web Work database can be chosen. Click on the # button to display this list.

Default WO Type

The Work Order type specified will default to every new work order at the time of creation. Any of the WO
types contained in the Web Work database can be chosen. Click on the # button to display this list.

Use Auto-Number on New Work Order Record

YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.

Include Tax when Issuing Inventory to Work Orders

YES: Default Tax amount is being charged to each work order material line
NO: Default Tax amount is not being charged to each work order material line

Use GL on Work Orders for Resource Expenses

Yes: GL account code is taken from the work order main screen and is copied into each Work
Order labour line account field.
No: GL Account on new Work Order labour line is defaulted to NULL.

Use Employee on Work Order for Labour Resources

YES: Employee code is taken from the work order main screen and is copied into each Work
Order labour line employee field.
NO: Work Order labour line employee field is defaulted to NULL.

Additional Material Cost on Work Order (percent)

Enter the percentage rate for any additional material costs that will be automatically applied to each Work
Order Material line, or leave it as zero for no additional costs.

Additional Labour Cost on Work Order (percent)

Enter the percentage rate for any additional labour costs that will be automatically applied to each Work
Order labour line, or leave it as zero for no additional costs.

Auto Approve Work Orders

YES: All new work orders will be automatically approved when saved.
NO: All new work orders must be approved by user.

Auto Reserve Materials

YES: Workorder Material estimates will be reserved when workorder is approved.
NO: Workorder Material estimates will NOT be reserved.
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Sort Work Orders in Numeric Order

YES: When you press Lookup button, the results are sorted numerically by the Work order
number.

NO: When you press Lookup button, the results are sorted alpha-numerically by the Work Order
number.

Issue Inventory Items

YES: Inventory can be issued to workorders via the Workorder materials screen.
NO: Inventory can only be issued to workorders through the Inventory modules.

Chargeback Labour Expense, Chargeback Material Expense, Chargeback Tool Expense

YES: will ‘rollup’ actuals on labour, materials and tools and populate the chargeback amount field.
NO: will not rollup actuals, and any chargeback amount will be entered manually.

13.5.4 PM - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work PMs module.

PM
Preapprove Phis Im H
ze Auto-Rlumber On Few: P MO H
Recaord
Sort Pz in Mumeric Order NO - H
Pre-Approve PMs
YES: All newly generated PM work orders will have a status of Approved.
NO: All newly generated PM work orders will have a status of Waiting for Approval.
Use Auto-Number on New PM Record
YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.
Sort PMs in Numeric Order
YES: When you press Lookup button, the results are sorted numerically by the PM number.
NO: When you press Lookup button, the results are sorted alpha-numerically by the PM number.
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13.5.5 Procedure - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Procedures module.

Procedure

Lze Suto-Mumber On Mewy MO |
Procedure Record

Sort Procedures in Mumeric Crder Mo - H

Use Auto-Number on New Procedure

YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.

Sort Procedures in Numeric Order

YES: When you press Lookup button, the results are sorted numerically by the Procedure number.
NO: When you press Lookup button, the results are sorted alpha-numerically by the Procedure
number.

13.5.6 Location - System Defaults

|Locmi0n
Ilze Hierarchy on Location IYES vI H
Subtypes ‘

Use Hierarchy on Location Subtypes

YES: Equipment subtypes will use parent child relationships, creating hierarchy tree.
NO: Equipment subtypes will not use parent child relationships; each list will show all codes.

13.5.7 Equipment - System Defaults

The screen pictured below shows the defaults, which can be set up for the Web Work Equipment module.

Equipment
Use suto-Mumber Dn Mew I\(ES vI [
Equipment Recard
=& Hierarchy an Equipmert IVES vI H
Subtypes

MO -

Sort Equipment in Mumeric Order
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Use Auto-Number on New Equipment Record

YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.

Use Hierarchy on Equipment Subtypes

YES: Location subtypes will use parent child relationships, creating hierarchy tree.
NO: Location subtypes will not use parent child relationships; each list will show all codes.

Sort Equipment in Numeric Order

YES: When you press Lookup button, the results are sorted numerically by the Equipment
number.

NO: When you press Lookup button, the results are sorted alpha-numerically by the Equipment
number.

13.5.8 Inventory Issue - System Defaults

The screen pictured below shows the defaults, which can be set up for the Web Work Inventory module.

Inventory Issue

U=se Auto-Rumber On Mews YES -
Inventary tem

H

Invertory lzzue Price IW H
Inventory Purchase Price IW H
Inventory Reorder hethoo Im -
lzsue Reserved kems Only MO H
Default Storeroom IM LTER » H

bl

bl

Sort tem in Mumeric Crder Mo

Inventory Issue Price

Average: Inventory issue price will be set at the Average price.
Last: Inventory issue price will be set at the Last price.
Quoted: Inventory issue price will be set at the Quoted price.

Inventory Purchase Price

Average: Inventory purchase price will be set at the Average price.
Last: Inventory purchase price will be set at the Last price.

Inventory Reorder Method

EOQ: Inventory will be reordered based on Economic Order Quantity.
MIN/MAX: If Inventory will be reordered based on Min/Max stock levels.
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Issue Reserved Items Only

YES: Only items that were reserved (through work orders or other) may be issued out.
NO: Items may be issued out regardless if they were reserved or not.

Default Storeroom

Enter the default storeroom — click on the # lookup icon to choose a storeroom from the list contained in the
Web Work database. Most screens in Web Work will default to the storeroom selected but may be changed
manually.

Use Auto-Number on New inventory ltem

YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.

Sort Items in Numeric Order

YES: When you press Lookup button, the results are sorted numerically by the Item number.
NO: When you press Lookup button, the results are sorted alpha-numerically by the Item
number.

13.5.9 Purchasing - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Purchasing module:

System Defaults Setup

Purchase
=ze Auto-Rumber On Mew PO VES W H
Record
Sort Purchase Orders in Mumeric WES H
Crder
Auta Approve Purchaze Orders PO H
Auto Close Purchase Crders VES W H
Receive Withaout PO YES W H
Baze Currency CRID # H
Use Auto-Number On New PO Record
YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.
Sort Purchase Orders in Numeric Order
YES: When you press Lookup button, the results are sorted numerically by the Item number.
NO: When you press Lookup button, the results are sorted alpha-numerically by the Item

number.
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Auto Approve Purchase Orders

YES: All new purchase orders will be automatically approved when created.
NO: All new purchase orders must be approved in the Purchasing module.

Auto Close Purchase Orders

YES: When all items listed on the Purchase Order are received, Web Work will automatically
change the status of the PO record to Close.
NO: The status of the Purchase Order must be manually changed to Close even if all items were

already received.

Receive Without PO

YES: Enables the Receive icon on the PO Line Items screen so the user can receive an ltem
directly without having to create, save and Approve a PO first. The PO approval amount for
the user is still enforced.

NO: Disables and removes the Receive icon on the PO Line Items screen.

Base Currency

Enter the Currency code that refers to the currency you want all other currencies converted to. This is the
currency that your company uses to report accounting information on a corporate basis.

* The first time you access this screen you will have
no currencies as shown here.
e Click the I;E' new icon to enter a Currency -
Pl Tk

»  Enter a Code and Description as shown here and
1 ocie [ L}

. H . Dmacriphion | Caracian]
click the save icon to save the record. You : .

can repeat the last step to enter other currency
codes now or you can enter them later when you H X

setup your exchange rates. e e
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13.5.10 Vendor - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Vendor module:

Vendor
U=ze &uto-Mumber On Mewe YWendar IVES v'I H
Sort Yendor in Mumeric Order Mo - H

Use Auto-Number On New Vendor

YES: The NEW button will auto-number the new record.
NO: The NEW button will leave the code field blank for manual input.

Sort Vendor in Numeric Order

YES: When you press Lookup button, the results are sorted numerically by the Vendor ID.
NO: When you press Lookup button, the results are sorted alpha-numerically by the Vendor ID.

13.5.11 Inventory Barcode - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Print Barcode screen
which is a part of the Inventory module (refer to the Inventory section of the manual — Print Barcode):

Inventory Barcode

Barcode Fort [casHrPasDmTY bl
StoreRoom Barcode Lencgth |1 & H
Ajzle Barcode Lenoth |2 H
Row Barcode Length Ig W
Bin Barcade Lenogth I2 H
ttem Mo Barcode Lenogth |1 g H

Barcode Font

Specify a barcode font name that will be used for printing the inventory barcodes on the Print Barcode report.
The font needs to be installed on the client computer.

Storeroom Barcode Length

Specify a maximum number of characters the Storeroom code may have.

Aisle barcode Length

Specify a maximum number of characters the Aisle code may have.
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Row barcode Length

Specify a maximum number of characters the Row code may have.

Bin barcode Length

Specify a maximum number of characters the Bin code may have.

Item No Barcode Length

Specify a maximum number of characters the Item Number code may have.

13.5.12 Iltem Reguest - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Item Request module:

Item Request

Sort tem Reguest in Mumeric Crder

O

bl

Sort Item Request in Numeric Order

YES: When you press Lookup button, the results are sorted numerically by the Item Request

Number.

NO: When you press Lookup button, the results are sorted alpha-numerically by the Item

Request Number.

13.5.13 Labour - System Defaults

The screen pictured below shows the defaults, which can be setup for the Web Work Labour module.

Labour
Il=e data divizion on labour MO H
Use Data Division on Labour
YES: Only labour records in your own data division can be seen.
NO: All labour records can be seen by all Web Work users, regardless of assigned data divisions.
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13.5.14 System - System Defaults

The screen pictured below shows the defaults, which can be setup for Web Work in general. These options
are mostly global settings relating to most modules at the same time.

System

Tax 1 Rate |;.f o, =
Tax 21 Rate 7.5 % bl
Decimal Place on Labour Cost |2 H
Decimal Flace an Material Cost |2 H
Session Timeout |3|:| =
DeptiDivision Separatar m H
Emsil Zerver Imail.teru:n:u:unsurting.cum W
Compxary Emsil Isuppnrt@teru:u.u:a =
Link Dacument LURL I =

Tax 1 Rate
Setup the tax rate for tax1.
Tax 2 Rate
Setup the tax rate for tax2.

Decimal Place on Labour Cost

Setup the number of decimal places on labour costs.

Decimal Place on Material Cost

Setup the number of decimal places on material costs.

Session Timeout

Enter how many minutes User will remain logged into Web Work since the user last accessed data from the
Web Work database (idle time).

Data Division Separator

ON: Data Division is in effect, certain data can be viewed only by users of the same data division.
OFF: Data division is not in effect; all data can be viewed by any user.
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Email Server

Enter the address of the email server to be used for e-mailing records via Web Work. (i.e.:
mail.teroconsulting.com (use your company server names))

Company Email

If using auto-email notification option, specify the company default email. (i.e.: support@tero.ca (use your
company e-mail address))

Link Document URL

Enter the URL for Linked Documents. The link will specify where the link documents are stored. (i.e.:
“http://servername/pictures”). If this field is left blank, the default storage place is within the
WebWork/linkdata directory.

Whenever you change a system default, you must click on the H button to update the default,
and then close the system default window and log off and then log back into the program to
refresh the system.
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13.6 Group Profile Setup

The Group Profile Setup allows administrator to setup certain defaults for groups of users (see Setting up

User Groups section of this chapter for more information).
To edit Group Profile Setup (from the main Admin screen):

e Click on OPERATIONS from the Module Option Menu at the top of the
Admin Screen to display the drop down menu.

CpEraficne Regources Taoaocls
HNarer Grouas

Lidatd: Lo Gy |
S AL PETET

Syptern Disimais Setup

Sy rtam Securidy Salup

Carougs Profie Setun

Repassl Ecrsen Sef Up

» Select Group Profile Setup from the drop down menu. The Group Profile Setup window comes up.

| FTTRTIRTI——Y oy e o [*zecwrre =]
T ke [ =]
7 Pyl L O el

L Cavm AN TR
o, bamign e I e O Rl
Fraars Trars T vas © Pl
s revpkeie Tarimin r was ¢ ple
L S ey e |

Bl T

» Use the drop down menu beside Select one group from the list to load different options for that group.

e Use the drop down menu beside Startup module to select a module that will become the default module
when entering the Web Work system for the group selected above in the Select one group from the list
drop down menu. (i.e. — the graph shows that the Admin module will come up as a default module for
any user that is part of the Admin group)

Click on the H

save icon to save your changes.

X

IT Helpdesk Specific Options

* When all done, click the button close icon to exit the Group Profile Setup screen.

13.6.1

e On Help Desk — if this option is set to YES then users in this group will be assumed to be working in a
HELP DESK environment. More details are available in the IT Help Desk chapter.

» Finalize Tickets — if this option is set to YES then users in this group can FINALIZE tickets.

» Show Complete Tickets — if this option is set to YES then completed tickets will show in the users
worklist.

» List Refresh Interval — the number of seconds that the IT Help Desk work lists will refresh.

[@ Users must log off and log back into Web Work for the group changes to take place.
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13.7 Set Auto Number

With Web Work you can customize the numbering scheme for auto-numbering of record codes including:
Equipment number, inventory number, PM record number, Purchase Order number, Procedure number, Item
Request number, Vendor number and Work Order number.

Dperations Resources Tools
Mewy Group
Delete SGroup

» Click on OPERATIONS on the Module Option Menu at the top of St Bl

. . System Defaults Setup
the Admin Screen to display the drop down menu. System Security Setup

Group Profile =etup
Request Screen Set Up

To set Auto-Numbers (from the main Admin screen):

e Select Auto Number from the drop down menu.

The Set Auto-Number screen will open as pictured below.

Wochde T — |

Aifosumesr 3311

Pince Hokierz |2

Prafiu |

H <

Save Cings

» Select the module from the drop down list of modules to choose which module you wish to set auto
numbering for:

E@ If Auto Numbering has already been setup for the module you select, the applicable fields will be
populated accordingly.

» Enter a value into the Auto Number field. It is from this number the :::::::

numbering of new records will continue from. For example if you Prestin
choose the Work Orders module, and enter 105, the next work
order number would be 105, then 106, 107 and so on.

« Enter a value into the Place Holders field. This number determines how many digits the full number will
occupy. For example if you choose 105 as your next work order auto number and you select 6 as a
Place Holder, the next work order number will be 000105.

» Enter a prefix if applicable. For example if you choose your organizations initials “RT-" as the prefix for

work orders and have already set up the next number to be 000105, the next work order will be
numbered RT-000105.

e Click on the H

save icon t0 save your changes.

X

When all done, click the button close icon to exit the auto-numbering screen.
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13.8 Work Order Status Codes

Web Work - Work Order status codes are setup in the Admin module. The system comes with seven
standard status codes that cannot be changed: NEWREQ (New Request), NEWWO (New Work Order),
WTAPPR (Waiting Approval), APPR (Approved), COMP (Complete), CLOSE (Closed) and CANC
(Cancelled). The user may then create new status codes fitting the company business needs.

Each Work Order status code belongs to a category. Each status is then defined by its own Category.
Categories are pre-defined and cannot be changed. Categories include: APPR (approved), CANC
(canceled), CLOSE (close), COMP (completed) and WTAPPR (Waiting for Approval).

Work Order LifeCyde

Statuses Categories
WtAppr
Appr Appr
Comp
:J% Close/
Close C(iﬁ:) Canc

13.8.1 Adding New Work Order Status Codes

To create new Work Order Status Codes (from the main Admin screen):

e Click on RESOURSES on the Module Option Menu at the top of the

Admin Screen to display the drop down menu.

» Select Work Order Status Codes from the drop down menu.

e The work order status codes screen will open. A list of all work
order status codes will be displayed in a table along with their

category and description.

 To add a work order status code click on the @ new icon.

» The New Work Order Status screen will open as pictured below:

Aemscuurces  Tools  Help

Wik Ceder Db Codex

Pur s Ondir Sl Codes I
Sl U Ol e Coadees
! asmirisier Divisions

Dt zines. (Cherimui s

Exchsngs FRaln
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Work Order Status
. Click on the down arrow W to select _

the Category.

Category I.&F‘F‘R ;l
» Enter the new status code. Status Code | (10
Description I (507

» Enter a description for the new status
code.

e Click on the H save icon to save the

status code. Save Cloze

13.8.2 Editing Work Order Status Code Description

To edit Work Order Status code description (from the main Admin screen):

Rescurces  Tools  Halp

* Click on RESOURCES in the Module Option Menu at the top of the Admin Viork Cirdlar Shas Codes

Screen to display the drop down menu. Furcrass Crder Stalus Cose |
Sed U G nC] Coddes
! Adminisier Divisins
* Select Work Order Status Codes from the drop down menu. Divizions Derdmuty
Exchangs Raln

» The work order status codes screen will open. A list of all work order status codes will be displayed in a
table along with their category and description.

Code Bescription

arer __________Ja;reR_____________ lAppecesd ek G _______|
AaEETE [ gt ol Fiork im Progersax

|aFrn AT fimng ksl ot

AFrE i) Lisamy ruweafimeze

AR Coare o s R ) e

g ril T4 L

CLOSE CLCeRl Ciomad VSR D

To edit status code information, click on the applicable status line (category, code or description). The
Edit Work Order Status screen will open.

Update the status code description as required.

Note: only the description field can be edited. To make the status code a different code, you

DF have to delete the old code and create a new one. Any work order status history referencing the
old code will still reference the old code even after deletion.

* Click on the H save icon t0 save the updated status code. Click on the
work order status screen without updating the status code.

X

close icon to close the edit

Admin
13-30



Web Work User’s Manual

13.8.3 Deleting Work Order Status Codes

To delete a Work Order Status code (from the main Admin screen):

» Open the Work Order Status Codes screen, and select the code you wish to delete using the procedure
above in Edit Work Order Status Codes.

« When you open the status code in EDIT mode, instead of updating, click on the & delete icon instead
to delete the code.

« SYSTEM status codes cannot be deleted!

13.9 Purchase Order Status Codes

Web Work Purchase Order status codes are setup in the Admin module. The system comes with five
standard status codes that cannot be changed: WTAPPR (Waiting Approval), APPR (Approved), COMP
(Complete), CLOSE (Closed) and CANC (Cancelled). The user may then create new status codes fitting the
company business needs.

Each Purchase Order status code belongs to a category. Each status is then defined by its own Category.
Categories are pre-defined and cannot be changed. Categories include: APPR (approved), CANC
(canceled), CLOSE (close), COMP (completed) and WTAPPR (Waiting for Approval).

Purchase Orde LifeCyde

Statuses Categories

WHAppr WtAppr

Appr Appr

Comp Comp

100

¥
( Close )(Canc) cégf::/
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13.9.1 Adding New Purchase Order Status Codes

To create new Purchase Order Status Code (from the main Admin screen): Retgurces  Tools Halp
Wk Ueder Dishes Cones
. . . Purchase Order Sialuz Codes
. Cllck_ on RESOURCES in the Module Option menu at the top of the L;._.,f;,_,nm m.::'
Admin Screen to display the drop down menu. | &dmirisier Drsmiors
Ciwishons Defauls

e Select Purchase Order Status Codes from the drop down menu. Exchange e

» The Purchase order status codes screen will open. A list of all Purchase order status codes will be
displayed in a table along with their category and description.

s c Fuacds s Dvded STabiss O ol |

Cmegery | cose | Descrigtion |

EPPR AT Epproyed Purchaie Ordee
aHFFR o= Tl A il BT el § e sl
AN o T Curcalad Furchaoe Cecar
LSk _l.'L‘U"'.t .'.'U1-l:|:||"ﬂ.r!.|lrl:l.' o iy
AT CTHE O risrel e Tl renss e
WTARFT T AP Wi For Epproyesl

E H.

Hgvey  CEBE

 To add a new Purchase order status code click on the @' new icon.

» The New Purchase Order Status screen will open as pictured below:

« Click on the down arrow ™ to select the

Category. S L25e =l
Y e | (R141]
[mmeriplian
» Enter the new status code. I -
« Enter a description for the new status code. H X
e Chan

e Onthe H

save icon to save the status code.
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13.9.2 Editing Purchase Order Status Code Description

To edit Purchase Order Status code description (from the main Admin screen):
BaRouiresi  Toals Halp
Work Cioer Slsher Cones

* Click on RESOURCES on the Module Option Menu at the top of the Admin | Furehas= Srisr Sistus Lodes |

Screen to display the drop down menu. ,;‘:ﬁ:;ﬁﬁ‘
Céwisions Cerauks
e Select Purchase Order Status Codes from the drop down menu. Exchange Fe

» The Purchase order status codes screen will open. A list of all Purchase order status codes will be
displayed in a table along with their category and description.

Purchase Owvder Stabies C ot |

| Category | Code |  Description |

—_
FARTLAL Wiz e p:-u-‘l-enl-:rra-:e--.-u

'n:.m: [T {Canoslied Purchase Croer

e To edit status code information, click on the applicable status line (category, code or description). The
Edit Purchase Order Status screen will open.

Pinciase Dier Sishis

St Crom T i
Leznrndens b m i cies Iustazs Crder 5
W o X
S [mare (il

» Update the status code description as required.

Note: only the description field can be edited. To make the status code a different code, you have
to delete the old code and create a new one. Any Purchase order status history referencing the old
code will still reference the old code even after deletion.

e Click on the H save icon t0 save the updated status code. Click on the close icon to close the edit

work order status screen without updating the status code.
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13.9.3 Deleting Purchase Order Status Codes

To delete a Purchase Order Status code (from the main Admin screen):

Follow the procedure as above to select the status code for editing.

Click on the & delete icon to delete the selected work order status code. Note only user-defined
status codes can be deleted.

13.10 GL/Acct Codes

The set up GL/Acct Codes feature permits general ledger accounts to be set up and later be assigned to
Work Orders, PMs, Equipment, Locations, POs etc.

13.10.1 Adding GL/Account Codes

Aeiourcas Took Help

To add new GL/Account codes (from the main Admin screen): Ve Orgler Siatus Cooes

Furchase Carder Tlshus Codes. |
Sl U CLincet Codax

Click on RESOURCES on the Module Option Menu at the top of the e g o

Admin Screen to display the drop down menu. Divisiore Defmulbs
Exehiivai Rl

Select Set Up GL/Acct Codes from the drop down menu to open the Account Selection screen as shown

atnant | semen

o
[ v
wAF
Click on the J filter icon to show a list of the accounts currently

in the Web Work database. (Make sure the account you are
adding does not already exist!)

Click on the @ new icon to open the New Account screen.

+ X

[0
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Accoun ]
Enter the Account code. Descrighion |
o Budget Type | x]
Enter a description for the code. — |
Select the Budget Type from the dropdown iy |
(Budget Type is administered in the Budgets Busiget Anourt |
module) Dtvison |
Enter the start and end dates for budgeting H }{
Enter the budget amount for the time period B Clobs

entered.

Enter the Data Division , if applicable, for this GL Code (NOTE: leaving the Division blank will make the
GL code available to all divisions)

Click on the H save icon t0 save the new account or on the
screen without updating.

X

close icon to close the New Account

13.10.2 Editing GL/Account Codes

To edit GL/Acct codes (from the main Admin screen):

Aeiourcas Took Help
Wik Okt S Condics

) i Furchase Order Status Codes |
Click on RESOURCES from the Module Options Menu at the top of the el U Glimcet Codar
Admin Screen to display the drop down menu. | Adeurister Dhesions
Dwsigiris D faulbs
Exchaiean Rada

Select Set Up GL/Acct Codes from the drop down menu to open the
Account Selection screen.

Click on the ﬂ button to show a list of the accounts currently in the Web Work database.

Click on the Account line to open the account in edit mode. The Edit Account screen will come up similar
to the one provided:

m gl n"’

e | Descrgiin  [ELECTHCAL ALCOLRS
Saari ks
| Com | Oescmtien | s
AVERFLORRACCOURT  [FOR TEST LEE LY = B Sanm |
CAAF S APEPENTTTY 00T JE
aF:  JRRCTRCAL ACCOM | hienis
=] PR AT
BCCTE =artngion deis peird |
|
H ox X
B M e
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« Edit the account details as necessary. NOTE: It can be a very bad business practice to modify your G/L
codes once they have been used — please ensure that you have verified all accounting implications of
changing GL codes that are in use.

X

e Click on the H save icon t0 save the updated account information or on the close icon to close

the Edit Account screen without updating.

Note: The Account code cannot be edited. To make the code a different code, you have to
[@ delete the old code and create a new one. Any transactions with old code will still reference
the old code even after deletion.

13.10.3 Deleting GL/Account Codes

To delete GL/Acct codes (from the main Admin screen):
» Follow the procedure above for Editing a GL code, and select the code you wish to delete.
* Open the EDIT G/L code window by clicking on the GL code from the listing.

e Click on the & delete icon to delete the applicable account code. The edit account code screen will
close and return you to the Account Selection screen.

Note: Deleting an account code will not effect any transactions referencing the code.
E@ Transactions will still reference the old deleted code.
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13.11 Administering Divisions

Web Work allows you to setup data divisions to segregate information between different divisions within your
organization. Data divisions are setup in a hierarchal fashion with information being available to those in the
same division or divisions lower.

13.11.1 Understanding Data Divisions

Data division functionality in Web Work is an optional feature (refer to section of this chapter called Setting
up Web Work defaults to learn how to turn data division on). If Data division feature is turned on, each record
in the database needs to belong to a data division. Records that are not assigned to data division (data
division field is NULL) are global records and every user of the system may access these records
regardless of the user data division.

First of all, the data division codes need to be setup. To set these codes correctly, you have to think of all
possible ways of viewing data including possible future changes within the organization before a working
model can be determined. Tero Consulting has good experience helping clients like you achieving working
model.

Secondly all labour records need to be data divisionized. The labour record is what is used to log into Web
Work. Once the user logs into Web Work using his employee ID, the data division saved with his labour
information is then used as his Data division. Refer to chapter called Labour for further explanation.

Lastly all other records in the Web Work system need to have data division assigned. These records include
work orders, pm records, procedures, equipment, locations, purchase orders, inventory storerooms, some
global codes like GL accounts and many more. As user creates new record or performs a record query, the
data division with the users correct data division code will automatically be included. User does not have to
worry about data division as Web Work will help user with assigning data division automatically.

Note: Not all records in the Web Work system may be assigned to a data division. Global
records like WO type, Priority, Statuses, Equipment Types and others cannot be data
divisionized and every user of the Web Work system will have access to them.

Data Division Hierarchy Tree

Once the data division coding is set,
Labour records are data-divisionized 0
and all other records in the KRR
database are also data-divisionized
as a result, when user tries to add
new or query old data, the user may
see only records where the record
data division matches the users
data division. Subsequently the user
may change data division manually
to a lower division (if applicable).
The user may never see divisions
that are on the same level as his or
level above.

Level .1

Levels

\\

The diagram shows an example of
recommended coding of data
division codes, the hierarchy and
the different levels created as a
result.
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To access the Administer Divisions screen (from the main Admin screen):

» Click on RESOURCES on the Module Option Menu at the top of the Admin Screen to display the drop

down menu.
e Select Administer Divisions from the drop down menu. “
e The Division Selection screen similar to the screen e e et el . e
H H H . Iymy| fiwpipa, pplad Corpitile v click Hpm
pictured at right will open:  ommon | Dwepsn |
il Lirpi ile
o chmiini it
13.11.2 Adding new Data Divisions I | il
1 i Bl

i1ia et s

Web Work ships with one default data division

] - -] e f ] ) ) e

(Division 0 — Corporate). New data divisions can be """ e
added only as CHILDREN to an existing division, so "'# il
Division 0 (Corporate) will always be the highest level '+ . Ackesin
division. This prevents ‘orphaning’ of any divisions in 21 Ewsl Wsrsenare
your division hierarchy. EF et 1
i ] Sowthi dimdn i
To add new data divisions (from the main Admin . ol Ao G
screen):
» Click on RESOURCES on the Module Option Menu at the
top of the Admin Screen to display the drop down menu. b4
ot

e Select Administer Divisions from the drop down menu.

» Locate the PARENT for your new data division, and click on the @ new icon beside that division to
add a new child division. The New Division screen will be displayed (note that the parent is already filled
in and is a READ ONLY field):

Enter the new Division code and its description.

e Click on the H

save icon to save the new Data division Esadicn
level or on the close icon to close the New Division Cuacription |
window without adding. i

Tero recommends using numbering scheme separated by comma —i.e. “1”, “1.17, “1.1.1", “1.1.2",
[@ “1.2","1.2.17,“1.2.2", “1.3" and so on. The software will automatically determine the correct
hierarchical relationships if you use the recommended coding.
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If you try to enter a division higher than the division you are assigned to, the following message
DF box will appear:

Microzoft Intemnet Explorer Ez

/' ' :?"Dq.;-'at_.tqmptﬁ;j:_iq;ajdd.a:ltu:aﬂm'j'h:n'adl'ﬂai-:uf‘:'ﬂ;lat'ia-ﬁighwft}‘ranyﬂur.om-i Please
'Y remnterthe vision

If you see this message, enter a data division code that is lower than your current data division
level.

* You can continue these steps until you have setup all the desired divisions of your company,

13.11.3 Editing Data Divisions

To edit existing data division description (from the main Admin screen):

e Click on RESOURCES on the Module Option Menu at the top of the Admin Screen to display the drop
down menu.

* Select Administer Divisions from the drop down menu.

» Locate the data division you wish to edit, highlight it and click in the Division or Description column to
open the Edit division window.

T Gl §oiul i a b, feiihal Dokl il i midiah 6 olih Howw Ta Sdd 3 b
lowsl chvimior, os beek Corparals and clic Hews

| Ohssim | Description | | e !"""" i
1] e & Parers Q
e L e -

11 [T - : Updsie Pararé [

Save Deiete Close
» Update the description for this division code.

«  Click on the check box [ beside Update Parent to automatically reset the parent division. If the correct
parent is already displayed, there will be no change to the parent field.

e Click on the H save icon t0 save the changes to the division or click on the
Edit Division window without updating.

X

close icon to close the
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[@ If you set up data divisions for your company, access to information in the Web Work system will be
setup according to the data division assigned to each user through their labour record.

13.11.4 Deleting Data Divisions

Before deleting a data division, make sure there are no records that are currently assigned to that

data division, especially any labour records. If applicable, update all records to the new data division

first! If user is to access the Web Work system with his / her labour record assigned to non-existent
[@ data division, the user will be able to see only records that would match his/her old data division.

To delete existing data division (from the main Admin screen):
» Follow the procedure above for Editing a Data Division, and select the division you wish to delete.
e Open the EDIT Division code window by clicking on the division from the listing.

e Click on the & delete icon to delete the applicable data division. The edit division screen will close
and return you to the Account Selection screen.

13.12 Division Defaults

Division Defaults can be setup in Web Work so that each data division may have its own custom information.
Based on the data division of the user logging into Web Work, the appropriate default will be used. The
division default options include: Bill To, Ship To, Logo, Tax1 and Tax2, Storeroom and Time Offset.

Bill To: default Bill To address for a new Purchase Order

Ship To: default Ship To address for a new Purchase Order

Logo: a graphic used on all reports unique to the particular data division

Tax1: Default Tax1 applied to transactions for the particular data division

Tax2: Default Tax2 applied to transactions for the particular data division

Storeroom: Default storeroom used when dealing with picking inventory items for the particular data
division

Time Offset: ~ Web Work used on larger scale may be used across multiple time zones. The Time Offset
feature setup by data division insures correct time used on all transactions.
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To access the Division Defaults screen (from the main Admin screen):

* Click on RESOURCES on the Module Option Menu at the top of the

Admin Screen to display the drop down menu.

« Select Division Defaults from the drop down menu.

Resourtes Tools Help

‘Work Onder Shafus Codes
|F‘|.pl-."\-a!-e':"l'\:i.'r Sembus Codes I
Sl Up GRS Codes

| Seirmiri ey Diwisiore

Diamions Dedsuls

Eechangs Muln

e The Division Defaults window will open (see sample graphic):

« Alist of all current defaults will be displayed.

D st Moo f o il 5 |

[ Category | Dwesion | Onasion Defautt |

B To 0
L0 0 g0 il
.:Hil'p l-1 ]
Slorercaom 0
T 0 oaor
] 0 joars
TimeCritet 0 a
M Claga
13.12.1 _Creating new Division Defaults
To add new Division Defaults (from the main Admin screen): Rmssurcas Taol Halp
ioieln (e Sl Codkss
) ) A Purchaas Order Sosbus O e
* Click on RESOURCES on the Module Option Menu at the top of the Admin (el Ly 2L ihoel Coig

Screen to display the drop down menu.

e Select Division Defaults from the drop down menu.

Aetrramury A masen
Coviiam [ia balks
E womanpe Faks

* The Division Defaults window will open (see sample graphic)

» Click on the on the I}' new icon to open the New Default screen (see sample graphic below):
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Choose the appropriate category: Logo,
Ship To, Bill To, Tax1, etc...

Divsion Defaults

Enter the Division to apply the default to

Categary | Bil To 4« -

Diivvizion I ke y
Enter value into the Division Default

Divizion Defaut I /

Thiz Division Cnly r\
Checkmark will apply the default to the

specified data division only. Leaving the
checkmark un-checked will apply the

| I x default to all sub-divisions as well.

Zave Close

X

e Click on the H save icon t0 save the changes to the division default or click on the close icon

to close the New Default window without creating a new Default.

By changing a logo default, you will be asked to upload the logo file to your server. The logo
UF must be in GIF format and 200 by 100 pixels. In addition, you must have rights to upload a file
onto the server where Web Work is installed. Please see you server administrator for details.

13.12.2 Editing Division Defaults

To edit existing Division Defaults (from the main Admin screen):

e Click on RESOURCES on the Module Option Menu at the top of the Admin Screen to display the drop
down menu.

» Select Division Defaults from the drop down menu.

e The Division Defaults window will open (see sample graphic above)

e Click onto a default line you wish to edit. The “

Edit Default window will open:

» Change Default settings as necessary. Use the
# to lookup the division. Division Delast T

* Click on the H save icon t0 save the changes
to the division default H # }(
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13.12.3 Deleting Division Defaults

To delete an existing Division Default:
» Follow the procedure above for Editing a Division Default, and select the default you wish to delete.

e Open the EDIT Division Default window by clicking on the category/division from the listing.

e Click on the & delete icon to delete the applicable division default. The edit default screen will close
and return you to the Account Selection screen.

13.13 Multiple Currency

Web Work has the ability to manage multiple currencies for Purchasing items in foreign currencies. You must
choose a Base currency for your system. This is usually the set to the currency used by the corporate office
and is the same currency you use for accounting reports and tax purposes. This should already be set as
describe in the System Defaults section for Purchasing above.

To setup your multiple currencies:

QOperations Resources Tools  Help
Wiark Order Status Codes
Purchaze Order Status Codes

. Set Up GLiAcct Codes
e The following screen should appear. Administer Divisions

Divizionsz Defaults
Exchange Rate “[\b

» Open the Admin Module and from the Resaurces
menu choose Exchange Rate as Shown here

patn m
D ELIF Er an 12008 _ . :
oD L 014533 anioms | ° Thefirst time you enter this screen you will
CHE = 1.3 200 @
e N LA ZINEN il L have to click the new icon to enter you

Base Currency and the first Exchange Rate.

Click here to Add the

. New Currency.
4
it
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*Thescreenstow 1 gt shoul

be used to setup the Exchange Rates
between currencies. Dot SE005 =5

i Baps Curency  |CHD
* Note: you will need to update these

rates on a regular basis. This screen is Forcign Currancy )

also accessible from the PO screen Excrhiris Rabe

making it easier to update each day as Exchange rab i th enount of Bass cUTEnY 10F SCnancing one Lnk of
you go to create new POs. Toreion cuTendy,

* The next step is done in the Vendor
Module and this as where you link the H )(
type of currency to use to a Vendor. The Save Closn
type of currency used on a PO will be
determined by the Vendor used.

13.14 Field Labels

Field label is a description of a field anywhere in the Web Work system. The Field Labels feature allows you
to change the caption of each Web Work Field to suit your organization’s needs (For example, your
organization may use the term “TRADE” instead of “CRAFT”. The Field Label screen is organized into
database tables rather than modules, but after little practice you will notice that the tables are matching the
different screens in Web Work modules.

To edit field labels (from the main Admin screen): Toolks Halp
Pt Ackin
«  Click on TOOLS on the Module Option Menu at the top of the Admin S !
Screen to display the drop down menu Tecct Lty

Bl Aereminer
H . A Farumbar reariory bam
» Select Field Labels from the drop down menu. The Edit Field Labels Emesd Mol Aicalion

screen comes up (see sample graphic below):

T e |

[ i s PO B il Hiuie S |l Hers |
AL abor VRO Bechyasl Lk Dodar s A Lo

] Tioaps VR0 Baoh sl Toaol Diollars i Todis

Langrad-ours A raigred Hoaunrs .A.tng'nd Hrz

AL L] WO Coemipdathonm Caale e L]

Claormkimmio oC it o ek Comp Hamark

Cominol WO Contat Comiaob —

CorinctPhora WO Contscix Fhora Rurshar Coriect Phona
'

noa C ET I Sy O e &

* Choose the table from the Select Table dropdown to select which table field labels you wish to modify.
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« Highlight and click on the row in the table of the field that you wish to modify. The Edit Field label screen
will be displayed as below:

» Change the Eield Label to be the text you wish Edit Field Label
to have showing on the field label.

Field Marme Acthiaterial

 If you wish to update the field in all other Field Desc WO Actual Material Dallars
screens where this field label exists, check the Field Label |Ia.;1 Materislz
Apply to all checkbox ™='; otherwise leave the Lpply to al N

checkbox blank and only this particular field

label will be updated.

H X

Save Cloze

X

» Click on the H save icon to save the changes to the field label or click on the close icon to close

the Edit field label window without any updates made.

13.15 Text Labels

The Text Labels feature controls all of the SYSTEM text within Web Work — text in the popup windows, icon
labels, system message, etc. These fields should only ever be altered by someone who is completely
confident in why they are doing so, and the implications of changing them. This functionality allows Web
Work to be 100% customizable software, and gives multi-lingual support to the product.

For details on using the text labels function, please contact Web Work support @ Tero Consulting.

13.16 Equipment / Location Renumbering

The Equipment / Location Renumbering feature is a utility which allows you to change a current Equipment
or Location code to a new code. By doing so, all places in the Web Work database with the old code will be
updated to the new code, including history transaction records like work orders.

To renumber equipment or a location code (from the main Admin screen):

. . . Tools Hel
* Click on TOOLS on the Module Option Menu at the top of the Admin R.::-:; Ad;i:
Screen to display the drop down menu T
] Field Lakels |
e Select Eg/Loc Renumber from the drop down menu. The Equipment / Text Labels
Location renumber screen comes up (see sample graphic below): Eqiloc Renumber

Renumber Invertory tem
Email Motification
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Lampmnent L ncalian Feoumbe

Thiz by will FEMUMBESFECOOE 0 pleca o eakrdrg

* To renumber equipment, enter the current equipment code sqmrani or sk o s e coda
in the Current Equipment Code field or use the # lookup DACMOT comuse B with ExuiprantiL.coabos Cuploting - this
icon to select the code from a list. EHMWW'MWPW*
) ) ) CurenlBquewent Coce [
* Torenumber a location, enter the current location code in P T
the Current Location Code field or use the « lookup icon to P FE—
select the code from a list. -
s Al P 15
* Manually enter the new code for the equipment or location, H v X
or check the USE AUTO NUMBER box to have the system Sxve Resal Closs

automatically generate the new equipment or location code.

X

e Click H save icon to renumber the equipment or location, or click
renumbering.

close icon to close without

Only Equipment OR Location code can be changed at one time. If you were to enter both
E@ current location and equipment values in and tried to update both to new code, a message
saying “You can only select one equipment or one location” will come up.

Equipment Renumber
» As the program goes through the various tables in the
database changing the equipment or location code, you will
see each step of the process in the window.

Equipment Renumbeting in Progress... swhen
completed, you wil =ee a continue button !

Current EQiCode: 52
* Once the process is complete, a CONTINUE button will Mews EQCode: 000 91
appear at the bottom of the list. Checking for Duplicate .. ok
Equipment Table... [ulty
« Click on the Continue button to return back to the main =~ children oK
i Spec Table Ok
Admin module. :
EquipComp Table o]t
heterRead Takle foll4
Ec Histary Table folt4
IzsueTrans Table foll4
ReceiptTrans Table Ol
WiarkOreer Table foll4
Procedure Table folt4
Pt Tabile fo) T4
Links Table oA
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13.17 Renumber Inventory Item

Like the Equipment/Location renumbering, the Renumber Inventory Item procedure can be used to change
the item number for an inventory item. This is not meant to be a day to day activity!! This function exists to
correct mistakes/typos or in the rare occasion where an item number has to be changed for reasons outside
of the control of the Web Work program.

To renumber and inventory item (from the main Admin screen):

Tooks Help
Report Suckmin
* Click on TOOLS on the Module Option Menu at the top of the |';::M.__ !
Admin Screen to display the drop down menu Tiel Labats

Egl i Rieramiesy
Rt sy D
» Select Renumber Inventory Item from the drop down menu. The Emsil Hotinication

Renumber Inventory Item renumber screen comes up (see sample
graphic below)

* Enter the OLD Item code (this is the inventory item

code as it exists in the system currently)
Thiz ulily will changs = azxbng reveniory bem o s
rimbeer, s reoss sl gadating FESTORY B0 Tre ness ramiber

« Enter the NEW Item code (this is the code that you Th Hew e bl CARMON il it 1 o iy
want the item to be known by from now on.

[ o Sode TER
H Harwy e e free=]
* Click on the save icon to renumber the item, or
the x close icon to quit without renumbering fow Class
brrakig Freenbe: . HEW
ey Py ST T FEEYRA, W W B ST

» As the program goes through the various tables in the database
changing the equipment or location code, you will see each step of

the process in the window. Urbde el et o ereeee TR e

--_-u- m-:hu-n-ui irvmsmn TRMTD adwer

e Once the process is complete, a CONTINUE button will appear at =~ 555, emam s e S s
the bottom of the list. : KL it T M b

T Brmme- TR
L i 3 T et W e R B
] LEE AT
L T TP prarmane sl v morars s TR amean
D By Tl
S AT e s v TSR abee
e e TIE R
[T
o

* Click on the Continue button to return back to the main Admin
module.

el r Eevevevsbe s Breese e TEMT affesr

& e THMT
e T — P
[ravar— :ll::!:::_!mnﬂu‘l -
T :p.u..a':ri.-: e e e R st
e e :'L‘fm';;"mm
N :H..lrb-n-m—\.u wridmnme s TEY abne

Wl
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13.18 Email Notification

Email Notification is used to automatically notify people of certain changes in a work order or a purchase
order through an email. There are two triggers that would invoke the e-mail notification — 1. A change in
status of the order occurs or 2. Predefined period of time elapses.

In order for the email notification, or any Web Work integrated email functions to work correctly, the system
defaults must be configured to connect Web Work to an email server. Web Work uses a standard SMTP
protocol email server, and must be able to connect to the server, without authentication, in order to send
messages automatically.

D@ All labour records in the Labour module (incl. employees, managers, assignees, contacts etc...)
must have a valid e-mail address filled within the e-mail field before they can receive e-mails,
generated by the Web Work system.

13.18.1 Email Notification

To configure Email Notification (from the main Admin screen): Tooks Help

RSO0 Samin,
» Click on TOOLS on the Module Option Menu at the top of the Admin Liriis |

. Pk | sbwsin
Screen to display the drop down menu Teot Laioets

EgiL o Farurmbs
Select Email Notification from the drop down menu. The Email Notfication = =%

setup screen, similar to the one below, will be displayed

[ | [ ux
Ly =] SPFR [ -] [ -] [ -] o Srcount TE®D
LS FERE L] Vax Fae Ho TE®D drttar

Wi | APFR 1 Lisim Gnabus Chesnge ] el L] i) TERD
W Q0P 1 15 o Doy Wil Ve ] WO Edjldaed
Ve ] e Do Vel e [ o AsiFren

hisw Ocam

D@ An Email Notification can be created for a status change or lapse time for Work Orders or
Purchase Orders.
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13.18.2 Creating a New Email Notification

* Open the Email Notification Setup screen as shown above.

» Click on the on the @ new icon to open the New Email Notification screen

Trigges Mo geved by EIBLS Change [work order =
Cinlig I—.- Troor I—.-
Lapss Time I.‘l— Since |—1|
Persons fn nolfy [ mequester [ mareger T Employss [ Contec
 —

Hoaty 1 | Kiotity 1 Emesd |
Hasty 2 T Wotity 2 e |

b X

Tawm UClnse

To create a new e-mail notification:

O O 0O

(o]

(o]

Click on the H

Choose the Trigger mode to be Trigger by Status Change or by Trigger by Lapse Time
Select the module for this email notification: work order, purchase order or item request
For e-mail notification triggered by a Status change, enter the status that will trigger it
For e-mail notification triggered by Lapse Time:

o 1. enter the number of days into the Lapse time field with

0 2.Inthe Lapse Time Since: field, select if the number of days is calculated from the

Open date of the order or the Last status change date of the order.

As an option, enter the priority of the order that will be considered as part of the trigger filter (i.e.
if priority 1 is entered, only Purchase and Work orders with priority 1 will be considered)
Check off what persons are to be notified: the Requestor of the order, the assigned Manager (if
applicable), the Assignee (if applicable) and the Contact for the order.
Choose a group of people within the Notify Group dropdown (same as groups setup within the
admin module). The e-mail will be also be sent out to those people (i.e. the Managers group)
You may also enter a unique individual into the Notifyl field or use the # lookup icon to select
the individual from a list
Also, you may manually type in one more person into the Notify2: field

save icon t0 save the email trigger.

* There can be many triggers setup for each module.
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13.18.3 Editing Email Notifications

* Open the Email Notification Setup screen as shown above.

» Select the email notification that you would like to edit by highlighting and clicking that items row. The

Cimiail Metficalion Selup

Triggered by Siatus Change
mmmm Nolify

m—““““—|
e

Edit Email Notification screen comes up.

e Make any changes and then click on the H save icon t0 save any changes to the email trigger.

13.18.4 Deleting Email Notifications

* Open the Notification Item as described above for editing.

e From the Email Notification Setup edit window, click the a delete icon to remove the item.
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