
Choose a Work Cell  

  

The first thing to do when looking for jobs to work on is to Select your Work Cell.  

1. In the upper-right corner click on the pull down menu for "Work Cell"  

2. Choose the work cell that you are in  

 

  

  

Operator Actions Buttons  

  

 

  

1. Check In - This checks an employee or a team in to the selected operation  

2. Check Out - This checks and employee or team out of the selected operation  

3. Documents - This will bring up the available Documents for the selected operation  

4. Fulfill - This will Fulfill the selected operation. This is where the operator puts in how 

many parts are complete, and where they are going (skid or location). During this 

step you can also Close the operation  

5. EHR - This will submit an email to the quality team for the selected operation  

6. Labels - This will print labels for the selected operation  

7. Add Destination - This is where an operator can identify what skid/location the parts 

are going to when the operation is done  

8. Close Job - This allows the operator to close the job. This can be used if the 

operation is not closed when it is Fulfilled  

  

 

 



Shop Tracker Search Filters  

  

 

  

The buttons filter the view of Schedule in Shop Tracker based on the Status of the 

Operation, or based on the Work Order the operation is a part of.  

  

Button Actions  

1. Queued - Filters the chosen Work Cell to operations that are Queued  

2. Kitting - Filters the table to operations that in the Kitting status  

3. Staged - Filters the table to operations that are in the Staged status  

4. In-Process - Filters the table to operations that In-Process (has time clocked to the 

operation)  

5. Work Order - Filters the table to show all operations associated with that Work 

Order  

a. The below example is showing operations In-process in the paint area, when I 

highlight MO 124493 and then click on the "Work Order" filter, the table 

changes to show all of the operations associated with that Work Order and 

depending on the columns you have chosen in your table you can see the 

date they were completed  



 

  

 

  

  

General Information  

Operation Status's  

1. Queued - the operation is scheduled. No material has been staged for the operation, 

and the operation cannot be checked in to  

2. Kitting - parts have started to be staged to the operation  

3. Staged - all of the parts for the operation have been located and the job is ready to 

be started  

4. In-Process - the operation has been checked in to and work has been logged  

5. Complete - the operation is done, all time has been logged and material has been 

consumed and the completed parts have been put on a skid or in a location  

  

 

 



Fulfilling Operation/Jobs  

To Fulfill a job, there must be time put to it. The system will not allow a job to be fulfilled or 

closed without time being put to it.  

   

1. Highlight the operation/job  

2. Click on "Fulfill"  

 

3. Fill out the necessary fields  

a. Qty you are putting on a skid/location  

i. If you need to use multiple skids, then use the fulfill function for each 

skid/location where you are putting the finished material  

ii. For instance, if I am putting qty 5 on skid 1234 and qty 5 on skid 5678, 

then I need to run fulfill twice on that job.  

b. Check whether you are closing the Operation. Only do this if you are 

completely done with the job and this is the last fulfill that you are doing 

for the job!! Otherwise, it will short the job.  

c. Use Location? Check this if you are putting the parts to a location and not to 

a skid  

d. Skid - Fill out the skid ID  

e. Height - What is the height on the skid with the parts on it (in inches)  

f. Weight - What is the approximate current weight of the skid with ALL parts on 

it (in pounds)  

g. Count  

h. Filled - How many 4x4 units  

i. Overhang - What is the overhang on the skid (how many cells)  

j. Comments -   

  

4. Then hit Submit  



 

  

5. Repeat until all Finished parts are in the skid/location where you are putting them  

6. If you forgot to close the job with the last fulfill, you can select the job and click on 

"Close Job"  

 

 


