
Check In   

Click on the operation that you want to check in to  

Click on "Check In"  

If the Operation is part of a Batch, then you will have the option to log in to just the Job or 

also the Batch  

 

  

  

You will then be asked to check in a Team or an Employee  

 

  

  

a. If you don't know your id, you can just starting typing your name and the system will 

find you.  

  



 

  

b. To a&irm that you are checked in on the right job, you can click on the "Time Tab" to 

see what you are checked in to.   

  

  

Check Out -  

1. To Check out click on the Check Out button   

2. It will ask you a couple of questions  

a. Are you Closing the operation  

b. Are you leaving the job running (mainly for burn)  

c. And are you checking out a Team or an Employee, or just Checking everyone 

out of the Job/Batch  

  



 

  

3. When checking out as a Team search description of Team  

4. You can search your name to check out as an employee  

5. To check everyone out of the selected operation click on Job/Batch  

  

Documents  

Highlight a job and then click on Documents to view the various documents associated 

with that job  

  

 

  

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  

  

 

 

 



EHR   

  

To put in a Quality help request click on the Email Engineering button and fill out the 

information in the pop-up  

 

  

Labels   

To print a label, select the job that you want to print the label for then click on the "Print 

Labels" button.  

  

A window will appear to the left and you can in this window do a number of things.  

  

1. Select your Printer  

2. Choose the Quantity you want shown on the label  

3. Choose the number of labels you want to print  

  



 

  

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

going to when the operation is done.  

 

  

Close Job - This allows the operator to close the job. This can be used if the operation is not 

closed when it is Fulfilled  

  

 

  


